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sTablishm an

oAdvisoryCoturnitec
This module contains'two major parts:

1. The printed material on establishing an Advisory
Committee and corirluets.ng and evaluating an
Advisory Committee Meeting.

2. A_video-tape presentation illustrathig an
Advisory Comer 'tee Meeting.

Prerequisite for module: None

When you have completed: this module, you will:

GOAL 1: Know the purpo$es of an advisory committee.
,

GOAL 2: Know how to establish an advisory committee.

GOAL 3: Be able to conduct an advisory committee ting
GOAL 4 b able to analyze and evaluate znAdvisory committee

meeting and make recommendatkrni for action.

To4.begin this self-instructional mdilule, please turn to the pre-test
on page 2.

(

U.S. DEPARTMENT OF EDUCATION
NATIONAL INSTITUTE OF EDUCATION

EDUCATIONAL RESOURCES INFORMATION
CENTER (ERIC)

Thrs cloCumor.7 bow, orprodo,od
o-o-od

Mir trr hdr1 .mule In 1,oro,
1.0 1,

Pant, Of ,
men! not r.;IE

posinon or pOlCy

-PERMISSION TO REPRODUCE THIS
MATERIAL HAS BEEN GII:NTED BY

12-)

TO THEEDUCATIONAL RESOURCES
INFORMATION CENTER (ERIC).



ACKNOWLEDGMENTS

The Work Ex ience Moduks "'ere developed by Work Exi,-,1,._nce teacherTcoordinatVocational Education teacher-coordinators, University teacher educators, and Special Nee-consultants in Iowa. Funding for the coordination techniques project was provided through
grants from Iowa Department of Public Instruction, Career Eduzafion Division.

The modules were written by:

Module 1:
Module 2:
MOddie 3:
Module

Module 5.
Module 6:
Module 7:

Module 8:
Module 9;
Module 10:
Module 11:
Module 12:
Module, 13:
Module 14:
MOdUle 15:
Module 16:

Values of Cooperative Training Dr. Steven Corbin
Coordination Techniques Dr. Jim Burrow and Dr. Roger. Ditzenber ger
Obtaining a Training Station Mr3. BOnnie Schmalle
Placement Procedures and CounSeling Students for .lob Application Mr. JblinKidney
Trainirig_Agreements Dr. Jack Reed
Student Orientation for On-the-Job Training Mrs, Sue Hahn
Responsibilities of the Teacher-Coordinator and Training Sponsor in Providing

On-the-Job Training Dr. Jack Reed
Developing and Implementing Training pL,Is Dr. Jim Burrow
Evaluating On-the-Job Training Dr. Jim Bt_c_row and Dr. Roger DitzenbergerEstablishing an Advisory ComMittee Dr; Del Shepard and Dr. Jim BurrowFederal and State = Employment Laws Mr; John Kidney
Regular Coordination_ Activities Dr; Jim Burrow
Vocational Student Organizations Dr. Dennis Viubbena and Dr. Jim BurrowVocational Assessment Dr. William Callahan
Support- Services Mr. John Struck
Affirmative Action Dr. Carl Shawhan and Dr. Ray Morley

The Work Experience Advisory Committee designed the coordination techniques modeland developed the module titles and goals The committee was also extensively involvedin editing each module and suggested additions, correctionS, and revisions. The WorkExperience Advisory Committee included:

Dr; Roger Ditzenberger Project Co-Director
Dr. Jim Burrow Project Co-Director
Dr. Ray Morley Project Consultant
Dr. William Callahan Advisory Committee Member
Mr. Larry ESk = Advisory Commit Member
Mr. Ed O'Leary Advisory Committee Member
MrS. Bonnie Schmaile Advisory Committee Member
Mr. John Struck Advisory Comm.-tee Member

The modules have been field-Jested by over teachers in Special _EduCation andover 200 pre-service students in Special Education and Vocational Education.

Production of the modules was coordinated by Ms. Linda Welton. Modules weretyped, edited, and assembled by Ms. Linda Welton, MS. Julie Adams, and Ms. KrisEichelberger.

WORK EXPERIENCE MODULES

BUSINESS EDUCATION AND ADMINISTRATIVE MANAGEMENT
UNIVERSITY OF NORTHERN IOWA

in cooperation with
SPECIAL NEEDS SECTION

IOWA DEPARTMENT OF PUBLIC INSTRUCTION
1982



PRE TEST: GOAL 1

KNOW THE PURPOSES OF AN ADVISORY COMMI1 -1El

DIRECTIONS: if you wLh to t4t t The module
cciiTiOiete the questions

for the pre-test If you do not
wish to take the pre-test: turn
to page 3 to begin the Learning
Acties.

1. List 5 1.;;Jposes of an ..-idvi!-cnry committee Cer a

2. For each of the following categories, liSt 2 Specific activities an adyi;orycould be expected to perform.
1. Public Relations

2. Classroom Instruction

3. -The-job Training

DIRECTIONS: When finished with the pre-test
please turn_ to page 36 and
compare your answers with the
pretest key. If you missed any
of the questions, complete the
learning activities.



LEARNING ACTIVITIES

,,UAL KNOW PURPOSES OF AN ADVISORY COMMITTEE

DIRECTIONS: Read pages 3 5 and theii -cbitiOrete
the Self-Check.

IN

Utilizing an advisory committee can
be a very productive and relevt
method to involve the Community
in education. It provide :7; a link
betWeen the community aw.:' the
school. Very few work exH:rience
teachers have the occupational
background to conduct an :effective
training program without the: advice
of people from business and industry:
The following guidelines will assist
work experience teachers_ to
effectiVely understand the purposes
of an advisory committee;

Definition:

Wo_r_kExperience Program Advisory Committee

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 ch_osen
for their specialized knowledge and/or
general standing in the community:
The Advisory Committee is a formally
orga_nizecl_group which operates under
established rules and which is
approved by proper school authority.

Purposes of an Advisory Committee: The function of thiS committee
assist in the further development and improvement of the Work Experience
program. Generally:

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) *To provide an opportunity for interested business people

to help organize the educational needs in a community
through the Work Experience Program,

4) To serve as a Sounding board forpolicies, procedures,
innovations, ideas, etc.; of the program;

5) To help gain community support for the program by
publicizing the program;

is to
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The following list summarizes the types of specific activities an advisory
committee might be expected to perform:

PUBLIC RELATIONSL

1) Assist in lotating new placement opportunities.

2) Assist in keeping the public. informed ,regarding the program and
in relaying public opinion to the coordinator.

Assist in clarifying and strengthening =the relationship of the
program With business and manufacturing organizations and, activities
in the community. This will help the coordinator make some important
contacts.

4) Arrange publicity for new programs.

5) Other ask committee for help.

CLASSROOM INSTRUCTION

1) Aid school and the coordinator in planning a sound course
of trairlir.c.:: thal (t, fitted to community needs.

2) Encourage practical training in the clas_room.

3) Provide an opportunity for the coordinator to obtain counsel and
assistance on special problems and new undertakings.

4) Encourage and stimulate the personal initiative of the coordinator.

5) Act as speakers or obtain speakers for class meetings during the year.

6) Assist in planning and conducting organized field trips as part of
the educational program;

7) Give_ authoritative advice on job. activities that should be taught in
specified classes and to make suggestions for improving instruction.

8) Help secure teaching aids and equipment.

9) Make recommendations to the superintendent anizI the Board of Education.

10) Bring together alt training sponsors in August or September so that
they could work with them to insure proper training (rather than just
employment1during 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 a minimum wage.

3) Make recommendations on training plans and stations.



Advise the school in maintaining and achieving better selection andplacement of trainees:

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

Advise the school in setting up
standards for selecting of training
stations for cooperative part-
time students.

Advise the_ coordinator in planning
a well-rounded program which
insures a proper balance
between the various occupations
within the program.

OTHER DUTIES

11 insure the continuation and
stabilization of the program
when changes occur in either
the instructional or admini-
strative staff.

2) Assist new coordinators in
obtaining a quick insight into
the business, industrial,
agricultural, and service needs
of the community.

4)

Assist in adapting the progiam
to new and changed conditions.

Assist the school authOritieS
in evaluating the work experience
program.

Advise and help in securing summertime employment for_ coordinators
in order to contribute 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 to participate in on -;the -job training
in the Yiork Experience, Program;

7) Advise on any policieS and problems affecting the program:
8) Assist in training and placement of Student with "special needs."

SUMMARY:

Since a work experience program is designed to utilize_ the business communityfctr an impoirtant part of the Student's experience,, it is essential that the programhave the support and assistance of the business community. The work experience
coordinator will find that an effective advisory committee will help to provide that
support and strengthen the program. The committee can help the coordinator by
providing advice on most aspects of program -operation as well as serving as a
public relation tool for imprdved SchOol-community relations;

7



SELF-CHECK

You are in your office talking to another teacher about establishing an advisory
committee for your work experience prdgrm. = The Chamber of Commerce person
from your community, who is your guest speaker today, and your principalwalk into your office and catch the last part of your informal discussion with
your colleague. Since neither the Chamber of Commerce person 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 question.

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 advisory committee.

DIRECTIONS: When finished compare you answers
with the information on pages 3-5.
If you would like additional information,
please turn to the Additional Resources
listed on page 39.
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PRE-TEST: COAL 2

KNOW HOW TO ESTABLISH AN ADVISORY COMMITTEE

DIRECTIONS: If you Wish to attempt the module
assessment, complete the queStionS for
the pre--test; If you do not wish te
take the pre-test, turn: to page 8
to begin the Learning Activities.

.
1 List the titles of at least sevc business, industry, or school pvrsonnei whoShould Serve on a work experience advisory committee and a general list ofmembership qulifications.

2. Outline the procedures to teke in identifying potential committee membersand inviting them to serve.

DIRECTIONS: When finished with the pre-tt,
please turn to page 36 and compare
your answers with the pre-tdst key.
If you missed any questions, complete.
the learning activities.



LEARNING ACTIVITIES

GOAL 2: KNOW HOW TO ESTABLISH AN ADVISORY COMMITTEE

_DIRECTIONS: Read the information or pages 8--13
and then complete the Self-Check;

INTRODUCTION:

Proper organizing prc-edures for a Work
Experience Program I.,-_;:vi5Ory Comrnitteu
are. - critically important to its future
.-icces-s. 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
educational experience students
_receive in your -work experience
program; The following pages
outline the steps necessary for
organizing or establishing an
advisory _committee. Item-s to be
covered include:

1) Establishing advisory
committee guidelines or
charter

2) Selection of committee
members and their
qualifications

3) Number of members
4) Members' term -of service
5) Members' invitation to serve

Written Guidelines or Charter :

The charter repretents the official sanction of the School for the operationof the Work Experience Program Advisory Committee. The guidelines containedin the official sanction serve as a base for future communication between
you and:

11 The school board
2) The school administration
3) The advisory committee members

The following is a sample charter that you should review, chance tc locajconditions, present to your administrator, and obtain approval frOm yourschool board.



ADVISORY COMMITTEE SAMPLE CHARTER

The Board of Education of or. this
day of ; 19_ ; authorizes the e.,,i,abliShrnent of
a continuing_ committee to be known as the Advigory Committee _far_the WOrk
Experience Program. This committee is to be organized and conducted under
-procedures to be proposed by the appropriate se,hoolrepresentative
advice from the. school staff and other suitable consultants and upon approval by
the Board of Education:

The purpose of the Advisory Committee shall be to give advice and assistance
to the appropriate ins:trU-clibnat and administrative staff of the institution coil
cerning the de.veloRr;lant, operation; arid'or evaluation of the Work Experience
Program

The Advisory Committee for the Work Expe:-:ence Program is expected to contribute
to the establishment and/or improvement of the instructional program by:

1. Studying_and surveying periodically the educational needs of studeots Within
the committee's designated occupational area.

Reviewing; an'alyzing, developing, and proposing policies.

Working cooperatively with the administrative; instructional; and noninstructional
staff of the occupational program to develop and operate training prograMS With
procedure. which Implement policies and recommendations;

Facilitating communication between the pr Ofessibna..; staff Of the program and
the people and employers of the community.

5. Studying the effects of existing and new.. educational prOgraMS in Operation
with reference to employability of the graduate or ability of the graduate
to proceed to higher-level instruction.

6; Serving as a sounding bbard of opinion on items proposed by the school
program staff;

7. Initiating study and proposals on issues pertinent to occupational program
improvement.

The Advisory Committee is not regarded as a substitute for any other form of
citizen participation in school affairS. It is intended to supplement and stimulate
othei types of citizen participation. The committee WilLbe expected to operate
within the guidelines. The Board Hof_ Education maintains final authority over
the Advisory Committee and actions D f the committee.

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 repr'esentative with full responsibility to work with the. Advisory_
Committee and keep all, .communications open between the school and the committee.

LI
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Selection of Committee Members and Their Qualifications:
Members are selected to give advice in the operation of the Work ExperienteProgram.

There are about twelve different sources of :?:dvi ory committee mehlbe,rs.They are:

1) School administration
2) School board
3) Chamber of Commerce
4) Professional organizations
5) Civic Clubs
6) Labor organizations
7) Faculty
3) Business and industry
9) StudentS (former or current)

10) Department-of public instruction
11) Employment agency
12) Higher education

You should make every effort to select ingiiduals known for their expertise andexperience in appropriate occupational areas, education, or support services:ft is imperative that potential members have an interest in education, the school,and the work experience program. Generally, three essential points should beweighed When qualifications of individual members ai-e considered:

1) E).L-ience and Enthusiasm
2) Character
3) Available time

Another vital= point to consider is balanced representation: All segments affectedby, or affecting, the work experience Proaram Should have a voice. A stackedcommittee is dangerous and could irritate other members and those not servingto the point of non- cooperation.

Before criaking final selection, it is a good idea to diScuSS with your administrationthe qualification§ of potential committee members. Such procedures are importantto insure administration interest and backing for committee acthities.
Number of Members:

Community ,members representing business and industry should_make up. the-bulkof the committee. In selecting business and industry personnels do not selectonly the "chiefs"; but select"irdians" also. A numerical balance betweenexecutives and employees is desirable to obtain equal viewpoints- and input.
It may be wise to have one or more of the following people as a member: Chamberof Commerce person, former or current student, newspaper person, a representativeof the employment service, and a support service person.

The school should be represented on the committee by the principal,_ director orhead of vOcationalibusinesseducation departritent, school board member who
repreSeMs an occupational area, or a guidance counselor.



The superintendent may .._.end meetings since he/she can immediately interpret
any questions concerning school policy that may aril but _as with you,
ex-officio position. The commit Lee is advisory soh-poi, you, and yc
program.

De,_ the actual number of z,:dvisory committee members is like dice
or throwing darts at a number board. The average advisory committee sh.Duld

[aT:rc;c eroucH to be rep -esentative of the 't Ommunity and small enough to
encourage actives. )articipatign It is recorni;iended that an bra Work
Experience Program Advisory Committee number not be more than 12, ,nc:uding
the ex- officio school members. This number is manageable from the standpoint
of planninc' program of work, and -decitiacy of representation:

Caution:

After the Experience_ Program has
proven successful many influential
groups and individuals y beco!-rie
extremely interested in _:ing repre-
sented on ttie committee. In such
situations there is a temptation to
make it unwieldy and ineffective.
Too many members have a tendency
to limit the number of meetings and
the only work accomplished is often
on tt----! subcommittee or task force
leve, !t is strongly recommended
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,
thereby allowing different viewpoints
and contributions over a period of
time

Member Term of Service:

It is recommended that Iowa Work
Experience Program Advisory Committee
members serve for a term of three
years. This allows members sufficient
time to become personally involved and
to prove most, beneficial to the committee.
It is suggested that each of the original or charter memberS on the comr, ,tee draw
lots for one, two, and three year terms. In each year of the first three years,
one-third of the membership will he replaced. This insures new members each
year With varied experience and expertise anci,ellows others in the community
to make their contribution to the Work Experience Program. With two-thirds of
the membership continuing, it allowS continuity in leadership and needed stability
for committee operation.
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A person _verving a te: m as a member should_ be ineligible for reappointuntil one year has eiap...ed. When a qualified member has served only a oneor two year term.because the advisory committee was new; an exception to t..erule could be considered. Adain,_ however, local conditions and needs Should bemost important when determining length of serviLe.

%lerri(-.)e:- invitation to Serve:

The procedures for nomination and invitation Of Members for a new E.Cv;sorycommittee are :mnortant. The following st-,ds are 1-2_ci.dested:

.4 unpubliczed list of norrrinee.s ari,1 aiTert,,E1
to the school admini_str9tion.

Tie adm:nis_tration submits the list thcr.:ugh proper sch, ?lc in ek
:-or appi-oval, ?ii-! :'-'r.001 board approvai. is essential
that board apprcvai :De obtained 'c,'efor.E perSonal contact is made.

3 Approved nominees are personally by you to determine
if they will erve. shouid be t.te purpose and
function of the committee,_ the numbe: of members; and the possible
length of term for that advisory committee (one-, two-, or three-year
appointmentS).
After individual approval is obtained, an official fetter of appointment
signed by the superintendent is sent to y' committee
.: ;ember % (Per--r to the :,-amole letter Of :.'.-_iopciitment on page 13)

Pun ic Rel-a;iOnS:

Frio.- to your first official
establish: time and place v. .:n all
advisory committee members, 'nclu-ding
ex-officio members, can get 1.-jether
for a picture. Contact a local news-
paper person and have himiher 'Lake .7.:

picture c' the grotip Submit an article
to the newspaper abou: the newly_

nneStabliShed advisc.-.;-y committee and
when the first nteetina will be held.
The published picture, along with the
article, will give recognition to the
committee members, give public notice
of your future action_ and help in-sure
that your r -ther s will attend the first
meeting.
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S. '1PLE LETTER FR3M SUPERINTENDENT_ 7
EW MEMBERS OF ADVISORY COMMITTEE

(letter of Appointment)

The Work, Experience program at (name) high School
IS beginning its (number) year of operation. We in (county or city]
i-f-:- extremely proud b thiS prod 'am because Of the outstanding contributionE

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

Recognizing your interest in this program, may have the pleasure
appointing ou to our advisory committee? This committee is comprised
of (number) local leaders from business, school administrators, and
the local Work Experience Teacher-Coordinator, Mr. /Mrs. /Ms.

The purpoe _Jf this committee (Give explanation of reasons
for needing pc:tit-of-view of member in meeting problems, etc,)

Your term of appointment will become effective (start) and will expire
(end) . Please advise me if you_ are willing to accept appointment to

this committee. Our first meeting will be (complete date and tirria) ;n
the (location) _

Should you have any questions concerning the cuties of this advisory
committee,_ _please tei,,,:phon0 Mr Mrs. /Ms. at

(your office telephonic;

Sincerely yours,

erintenderit
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Activity No.

Mr. Larry EsA, a Work Experience! Prograr Teacher-Coordltor, established
his advisory committee as follows:

Before oi-ganizind_ the Committee, Larry decided to talk to his Su:-:_:rintendent.
The Superintendent agreed that the AdviSory Committee would be useful for the
Yrorl, Experience Program and told Larry to go ahead with his plans. Larry
v,';:isn't sure who to ask to Serve on the committee; He asked several other teachers
for recommendationS and developeTi a list of six names. The Distributive Education
teacher suggested that Larry contact the Chamber of Commerce for help in
identifying pote'ntial members. The Chamber secretary was more than willing to
heir.) after Larr,./ rdec. r; bed the program. From all sources, Larry ended up with
a list of twelve pote"tial members. Each potential member was a business oi.iiner

1-- 'A,- f'"or manager irom Webster City.

Larry sent letters of invitation to all twelve people. In addition, he asked the
High School 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 attend the meetings whenever
possible. Since he now had members, Larry began to organize the first meeting.

His first step was to Schedule the meeting and notify all Committee members.
Next, he wrote a brief article for the newspaper describing the organization of
the committee. he 'developed a slide-tape series to orient the new
Committee members to the Vocational Program; He put together a packet of
materials for each member including duties and functions of AciviSory CommitteeS
and a model Charter. One week before the meeting he telephoned all members
to remind them of the meeting.

The first meeting was devoted La orientation functions. Members were given a
detailed look at the Vocational Program including a tour of the facilities. The
purposes and possible activities of the Committee were discussed. Since Larry
wanted to 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 1-year terms, 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.

DIRECTIONS: Analyze the p:-oceclures he followed
and respond the following questions:
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1) Flow did he select his advisory committee member.s and what re
their qualifications 7

2) How many official and ex-officio members does he have? Is itto many or too few? Explain.
3) What procedure did he utilize in determining the advisory committee

term of Service? How does that compare to the recommended term of
service recommendation?

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

Activity No. 2

1) Develop the Advisory Committee Charter you will utilize for the
establishment of your committee.

2) Note the committee members you will Select and their qualifications.
3) Note the methodology you wiil utilize to determine the term

service for each committee member._
4) Develop the sample letter that will be sent from your Superintendent

to the members inviting them to participate in your adviSory committee.
5) What are you goingto do if your principal or Superintendent does not

like the selection you made of one or two members:
5) What are you going to do if the_board of education refuses to establish

your advisory committee charter?
7) What are you going to do if a ospective advisory committee member

refuses to participate?
8) What are you going to do if your superintendent refuses to send a letterof invitation to your approved list of advisory committee members?

Activity No. 3

Read the attached letter that was written by Samuel M. Burt, a
distributive education advisory committee member from a Colorado
town. Highlight the major points of his letter regarding the effective
operation of an advisory committee.

1 7



!F YOU WANT ME TO SERVE ON YOUR AIY.,,ISORY COMMITTEE
Sam -ue! Burt

Dear Coordinator:

16

I am pleased that you r1a e askec. me to serve on your local arj-,;st=n-y committee.
I am delighted to accept your invitation provided that you assure that I amgoing tobe involved in an activity that is both wortft.vhile and will mar..e an
important contribution to the, education of cwr youth. _ l want to be prow-. encq.c
of this committee's work so 1z-it I may brag a little to my family, f,
associates that I was selected to participate. I am proud that yoL me"because of my reputation as an outstanding member of the field H ,ahich I amearning my living, as well as for my interest in and understanding of the field
of "

it i am as important on your committee as you say, I would like to
have an official letter appointing me, and signed by the highest school official
of the system. You See, l need to impress my boss, too, and let him know that
I am supporting my community by giving service. Second, the letter should have
some brief biographical information about the committee chairman and other members
with whom I will be working. Third, tell ire exactly What is ekpected of me as a
committee member in the way of advice, assistance, cooperation, money, and timeFourth, if you tell me that our committee will meet only two or three times during
the year I 'II know immediately that we are not going to do anything worthwhile.
Assuming th Ne are ri ,ing to be meeting on a regular basis and that I am going
to be involv,7_;:i in helping e4ucate our youth, I will expect to be Supplied with
an agenda -:.,fore each meeting, and enough information beforehand so that I can
come preps to help. I expect to be involved, so I will want to be invited
occasionally 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 out-of-town trips I Will make at my own expense if it will help supportyour program and it objectives; I vitould like to receive materials, newsletters,
and any special information that would help me understand your program better.

What I am saying, in effect, is that if you whit me to = advise you, i will feel
better prepared and more comfortable if I know Something about you your
school, your DECA chapter activities, your 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 I help you? In every possible way! i will be glad to iielp raise
money for- a scholarship fund, I will help you get needed classroom equipment
on a loan basis, as,a gift, or at a special discount; I may be isle to contribute
expendable supplies, instructional materials, and the use of my store as a
learning center after store hours. I will be happy to counsel with students and
employ your graduates; I will be a judge in your DECA contest activities, and
I will be happy to talk with your administrators and counselors about the need
for distributive education in the community. What I ibm really asking is that
you, the interested educator, provide me, the interested layman, with enough
i--- to. mation and opportunity to permit my total involvement in your program.

(continued)
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You must understand that sometimes you will have a project or idea that you
consider important and will ask help of the committee; we may have to turn you
down, but it will not indicate lack of interest or support. After ail, we as business
persons have our limitations too. On the other hand, I 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.

I

I want to be involved in the scl program as a counselor and friend. _Naturally,
there are --tain school regulations that I must observe when visiting, so please
make them ....ear to me so I will not be embarrassed. When I drop in for a visit,
please give me a few minutes of your ;ime and do not treat me as an intruder or
meddler into your business; This work both ways you tome and visit me on
the same basis. I will not :come to your school unless I am interested in your
program.

I need to know mucn more than just local problems. I need to be informed
what other school systems are doing and what is taking place throughout the other
3tates. I need to know about government-sponsored programs, state agency
programs, and how the U.S. Department of Labor and Department of Health,
Education, and Welfare are related to the local school's efforts;

By the way, I would not like to be put in the uncomfortable position of being
used to support one program in opposition to another. I understand that this can
be a problem, but remember, I depend upon community goodwill for success. I

cannot afford to take sides in school ad,-ninistration affairs, although privately, I

may express my personal feelings; I am a taxpayer, and my business is a taxpayer.
I want to knowthat I'mdoing everything possible to improve the total effort; I

want the school board to know about our committee and what it is doing to help them.
In this regard, I would like to meet with your students and let them tell me how
the program is doing; and if we are succeeding in our joint efforts. I would 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 important as you say, give us some recognition. If I 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 also be welcomed; I do not want recognition just to
inflate my ego; I want it because I feel that my time and efforts are important
to the local school efforts. I think when you publicly advertise that business
is advising the school, some value is given to- the stature and prestige of
distributive education. Remember, my company wants to know that my time and
services are weli-received and recognized.

If meetings are held on a regular basis, then I can mark my calendar so that
I can make arrangements to be there. It will be good if the agenda can be mailed
to me at least one week in advance two weeks is preferred; Conduct the meeting
informally, so I can feel comfortable to speak my mind without strict observance
of parliamentary procedure. Respect my time and do not let the meeting drag out

(continued)

I
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On the other hand, do not cut- it so short that I feel my_ time was wasted. And,please, do not insult me by asking me to approve something that has already beendecided. Sometimes. be forced to become a critic if you do not let me helpyou as an advioi-.

I know that I am asking a great deal of you but I alSo have a iot to offerin return. In short, the advisory committee is either important in helping yourun your program, or ie,se it serves only as a figurehead. If the latter is true,I am wasting my time, and f would prefer not to serve. In final analysis, whatI am offering you is my expertise and experience because ; believe that I havethat to mto my community, my schools, and the students: If you think Ispeak alone, you are sadly mistaken. I have talked with too many who feel theSame way and who feel that they have been badly misused in the past. You failto undersatnd that we are motivated to serve but only when We are given the fullestopportunity. A poorly -used committee is worse that none at all. A disgruntledcommittee can become your greatest critic rather than your strongest ally.
In summary, if you decide to have an advisory committee of business persons,get serious about it Plan and organize so it can be effective. If you do, 1surely want to be asked to serve. I will be expecting you to call me soon.

Sincerely,

DIREC1I0 S: When compare your answers
With t ration on pages .8- 13
If you iditional information,
please tt. e Additional ReSources
listed on pr. 39,
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PRE-TEST: GOAL 3

BE ABLE TO CONDUCT AN ADVISORY COMMITTEE MEETING

DiRECI IONS: If you wish to attempt the module
assessment, comr.lete the question for
the pre-test; if you do not wish to
take the pre-test, turn to page 20
to begin the Le,:: ng Activities.

1. Develop a plan you first advisory commi L,e meeting. This should include:

a; A letter inviting representatives of the bL.s.iness and/or industriai community
to Serve on the advisory committee

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.



LEARNING ACTIVITIES

GOAL 3: BE ABLE TO CONDUCT AN ADVISORY COMMITTEE MEETING

INTRODUCTION:

20

DIRECTIONS: Read the information on pages 20-24
end then complete the Self Check.

The best organization of an advisory
committee can_be quickly negated by
poor or indifferent operation. Such
highly important procedures as ade-
quate number of meetings, handling
of recommendations, recognition of
members, and proper follow-up and
implementation of committee recommenda-
tionS must be strictly adhered to if the
committee is to be effective over any
length of time. The following guide-
lines should be generally followed
and adjusted to the local situation.

Responsibilities of the Teacher-
Coordinator:

There are six. basic responsibilitieS
which you should understand before
you conduct your first advisory
committee meeting. First, be
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 Iowa Vocational
Education State Plan to advisory
committee members, if necessary;
Second, be responsible for the
actions of your committee (i.e., keep the members informed of the progress in
meeting their recommendations, 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 advance of the meeting. Fifth; give recognition for assistance by:

a) presenting a= certificate to members in recognition of their membership
on the committee;

bi providing follow-rap reports on recommendationS taken or not taken;
c) recogni2ing members via media releases; and
di sending letter of commendation at the close of the school year.

Finally, accept committee recommendations as a source of constructive criticism
and /or assistance to your program. If you do not act upon the advice of the
committee then the committee should be disbanded.



Character of Effective
Committees:

The most effective advisory committee
is one in which a strong bond of
respect exists among the members for
each others' know edge and abilities,
a general understanding and
accept- nce of committee purpose::
exists with a desire to accomplish
committee objectives, and a feeling
of team work exists; The committee
which meets only once or twice a
year Will have greater difficulty
in deg. eloping these kinds of charac-
teristics than one which meets

eral times a year.

Number of Meetings:

There is no general agreement on
the maximum or minimum number of
meetings to be held each year or
whether meetings should be
scheduled at regular intervals or
called as necessary. However, if
committees meet only once or twice
a year, there is a great likelihood
that such meetings will deoenerate
into a meeting for- reporti .g progress
and, therefore, the comm ttee
serves no real function.

21

MEETING NOTICE

it is recommended that regular meetings be set for a certain day of a specified_ week
of specified months, in order for members to 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.

1) don't call j,,,st to "chew the f.L.
2) don't schedule ;')eeting dates on church nights; school activity: rights,

or on evenir s when business is open or other conflicts are likely to
()cc

Preparat ,,n of Ac, ida :

The preapration of a meeting agenda sho.Ald be given careful attention. The agenda
should reflect th3t there is a good to if there is a_ challenging
subject to discuss; it should be listed. Interesti:Ig adendas should_ result in well-
conducted, well-attended meetings.
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The First Meeting:

The essential objective of the fit-St n.c..>etiho is have the members
the feeling and knowledge that:

1) The committee is going to
serve an important function
for the school and work
experience program.
It has the backing and
recognition of the highest
school authority.

3) The committee has advisory
status.-oniy, with no
decision-making rights.

4) 'Each member respects other
members of the committee.

5) The challenges and ti oblems,
as presented, are worthwhile.

6) The members are enthused
about the function of the
committee.

Th school superintendent should
welcome the committee members,
briefly explain the glob-al purpose
of the advisory committee, grant
the advisory committee charter; and
introduce the work experience pro-
gram teacher-coordinator;

You should then give a biographic
resume of yourself, introduce each
member of the committee,- and altoW
each person to give a brief biographical sketch.. Second, explain ths_ specific purpose,
function, and need of the advisory committee; A handout should be presented to
each = member noting member names, home and office addresses, and home and office
telephone numbers; Mention some of the basic rules and by-laws the committee willoperate under. A tour of the school facilities and particularly the classroom where
you hold classes is desirable. After the tour, ehalienge the new committee with
one of two immediate problems for Which the program has an immediate need for
study and recommendations (e.g.):

RCM

i) a task analysis of employable skills and knowledges in the occupations
for hich student,: are tc be trained

2) a' community survey to determine occupational needs of business and
industry

3) development of training =plans for each student
ti) identifying potential training stations for placerrionc of st.idents
'3) development and implementation of a training sponsor development

progr9n, etc;



explai., that the next meetino
it include the determination of an

organized program of work, the
election of president and vice-
president of the committee (y
wilt be the secretarv), and fr. -.her

work on the immediate probLi
discussed at this meeting. yet date,
time, thc
for tr.: rest of tne y

The Second %!eetind:

You should call the meeting, to
order, read the minutes from the
last meeting, and procede to
elect the president and vice-
president. Have each member
draw lots out of a hat to seE.-

if they will serve for one--yea:-,
two-years, or three-years.
Now the committee can finali_ze
and approve the rules and by-
laws to be followed and develop
ashort and ,ong-term program
of work._ Depending upon the
nature of the program of work,
sub committees may reed to be
appointed _and .tasks_ delineated.
The president should _lead a
discussion on the most important
program of work items, remind
the members of the date, time,
and location of the next
meeting, and adjourn the
meeting.

Precautions for Success:

may.

The president and- you should be alert in informing the committee that it is
advisory only. All recommendations should be in writing. The school an 1
you are the source of accountability for the oi.eration of the work experience
program Do not allow the committee to do administrative work.

Be sure --to have a stand_ard_procedure for handling put;:icny of advisory.
committee_activities Independent reporting is detrimental to the committee
and you should assume all public relations/news Meda_responsibili;.ies. In
addition: to the net meeting's agenda being sent out at least two weeks
ahead of time and one-week reminder notice, you should publish a small
article in the newspaper and obtain a radio spot (where appropriate)
notifying the public of_ the upcoming meeting. Then:, naturally, a --.)1low -up
newspaper article and radio spot announcement should be made of ter. the
meeting noting the ,.;roceedings of the advisor committee meeting.

I



TnF cor,m:ttee activity shout ,-;:;
cerfTht,..,d sTric-t!5( to the improve-
ment of education, specifical:y
the wog` experience program;

The use of preSsure tactics shouid
be avoided. Proper channels are
essentlaL when 7working through
schco authority, and members

be aware of these channels.

What to teach may be a con -corn
of the advisory committee; but
how to teach is not

If the school authorities nd
adviory committee are aware
of these precautions, -Lie advisory
committee will function In its
proper role within the schcol system;

--;
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SELF-CHECK

Activity No 1: You are awaiting the arrival of, your newly appointed committee
members. This is the initial organization& meeting_ and you intend to follow the
format suggested on_page 22. Your superintendent has just given a cordial
welcome to the committee members, given the global purposes of the committee,
and has introduced you Write or audio tape introductory remarks about
yourself and the function of this advisory committee that you wouid make
during the first meeting;

Activity No 2: Now that you have made your presentation, the advisory
committee members have some questions they would like answered. Answer
their questions in the space provided:

Q. What. are some specific activities we can perfc :rn for you and your
experience program?

A.

Q. What happens to the recommendations of this committee: that hoW will
our recommendations be channeled to thoSe persons with authority:'

A.

Q. I do not understand how we can advise you on some rnatters dealing with
curricu!um. You have the training in education and we have the business
experience, but we have no training in teaching kids!

Q. How frequent will this committee meet? My work loLci would prohibit my
attendance too frequently.

A.
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Does this committee have policy-making power regarding the. ),,'ork
experience program?

. What can this committee do as or i-idividuaiiy insure grov,thiin this program?

:")_ Do ybu have three students you could send to ttLy Office tomorrow for a
job interviev,r?

0. What Pc11;ipment is needed to proper! ra in i.stud(-irit.:-., in our classroom?
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Q. What kind Of growth or changes do you envision _for this work experience
program next year? In three oars? and in five years from now?

is there a size limitation for this work experience program so that it can
still be effective?

I
Q. was talking to Mr. R. _U; Abel; e businessman next door to rny business

yesterday-. He has hired several studcrits from this work experience program
and a lack of success with the students has discouraged him from becoming
too involved. What can we, as an advisory committee, do to avoid thiS
Situation?

A.

Q. Since most of us have ,obs involving long hours and 3 great deal (
responsibility, l am curious as to how much time will be involved tor-
each of us outside our regular advisory committee meetings?

A.



FInw is the federal government, and state government as far as that's
(:oncerned, :volved hi this work experience program?

A.

Q. Are we going to have to be knowledgeable abOut the st, and federalvocational education rules as an advisory committee?

A.

Q. i remember you . king to me about child labor laws,_ minimum wage,
OSHA and a 'hole bunch of other state and federal laws. How can wehelp you out so you can help us under :rid __these laws? I'm so busy
with my _own job that I don't have time to read all about those law's'
you mentioned to rue.

A.

Q. If we at some time d it necessary to exercise our power to convince
the Board of Education to allocate your program more money for necessary
equipment, facilities,_ Secretarial help, textbooks, etc., could you arrangea spot on their meeting agenda?

A.

28



Q. What is the number'=one item or thing you want us to accomplish this
year?

A.

Q.

A.

I drew a one-year term of serving on this advisory committee.
serve next year, or must I wait for a year; or will this be
time I will ever be an advisory committee member?

Can

29

Q. i drew a three-year term of ice. If 1 find I cannot serve earor the third year, can I oint someone from my company to e on
this committee?

A;

I

0. You ha,/s.,.i.siker-Areirriff-- a regular basis at a pre-designated timea personal conflict oreetixia.,.44,ap-4serrtr-srffrreo
meeting and give them my proxy vote?
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. Are these meetings open tai the public?

A.

. Will you be publiciz:ng 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?

A.

Q. I'm sold on this type of program. What can we do to help you publicize
its merits to our community; especially the businesspeople?

A.

Q. Do we have to v.orry _about equal representation on this committee of
women and minut itieS?

A.



31.

. I've peen on a lot of committees that do nothing but report what
happened at the last meeting. Are we going to be an active committee
and do something, or are we going to reinvent t.e wheel or procrasti-
nate activities?

DIRECTIONS: When finished compare your answers
with the information on pi-;,ges 20-24.
If you would like additional information,
please turn to the Additional Resourtes
listed on page 39.
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PRE=TEST: GOAL 4

BE ABLE TO ANALYZE AND EVALUATE AN ADVISORY COMMITTEE
MEETING AND MAKE RECOMMENDATIONS FOR ACTION

DIRECTIONS: If you wish to attempt the mOdUle
assessment, complete the. question
for the pre-test, If you do not wish to
take the pre-test, turn to paste 33
to begin the Learning Activities.

1. Describe the procedure you would use to handle recommendations f anadvisory committee.

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



LEARNING ACTIVITIES

GOAL 4: BE ABLE TO ANAFY2E AND EVALUATE AN ADVISORY COMMITTEEMEETING AND MAKE RECOMMENDATIONS FOR ACTION

33

DIRECTIONS: Please read the information on
pages 33 =34, view the videotape,
and Ltlen complete the Self-Check.

INTRnnUCTION:

Advisory committees are uniqt!ie in thei-
ability to provide occupational information
and help the work experience

- _program.
Their use and inVolVeMent has only two
limitations; they can assume neither
1) le.gislative activity nor 2) admini-
Strative responsibility. An advisory
Committee doesn't automatically
guarantee a successful _work _experience
program 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 or5W ctual
advisory committee meeting a
VideoTape Recording, you th uld
analyze and evaluate the meeting
and make recommendations for
improved operation.

Written Recommendations What Happens:

Advice in the form of recommendations i5
the primary reason for the existence of
an_advisory committee. Unless a committee
makeS recommendations as the result of
discussions; it:becomes a "paper
committee" ineffective for the
purpose for which formed. You Should
have an established methdd of h_andling
the recommendations from your advisory
committee. The two_basic requirements
suggested_ are: 1) MI recommendations
are submitted in wilting, 2) you take
full responsibility for the recommendation, which_ includes follow-up athe _decision to the committee. The report to the members should bea reasonable time after the recommendation is made. Nothing its moreto the future of an advisory committee than to have recommendations

nd r,-.:port of
give within
deA.astating
ignortd.
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When you receive. a recommendation; there are three possible actions that rna,,j
be_ taken: . 1) recommendation implemented __as. presented;__ 2) recommendation
implemented with stated modifications and explanation; _and 3lrecommendation
declined :pith explanation. You, as the teacher-coordinator_, rnuFt be very
sure of proper procedures and channels when handling recommendations.
Some: recommendations wil! need the approval_ of the school board or admini-
stration for implementation; others can be implemented by decision of the
coo_rdinator:. _A._ useful strategy_ would be .to_ review all 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 Hng
comrn: ee recommendations.



SELF-CHECK

35

1. Vi-..4)k the \,,deo-tape re:..ordincl of an adviSor')/ committee meetinc

List he Stre-IthS crc weaknesses of the proced'ire uSing th e informz,:.tion
presentee is module.

Write an overii evz:!uation of the rrietir:g Yihh reccimmendationS for

For each of the recommendations made by the advisory committee, d-.scriLe
how ybu aelieve it shm'd be handled.

I

DiRECTIONS: When finished compare youi answers
with the information on pages 33-34,
If you would like additional information;
please turn to the Additional Resources
list -c ,)n page 39.
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PRE-TEST KEYS

GOAL

List 5 purpose of an advisory committee for exoer ;et-Ice program.

A Pro./ide a !ink between the tr.hool and community.

P. B about a dose rerationshio be,lween managemi,nt

!erovide an opportunity to study the educational needs in a community
arid rrike recommendations thereto-.

D. Sarve as a sounding beak' for prozec-!uras, inno,,ations, ftieos,etr, )f the program.

Help gain support for e program and rublicize the progr:iri,

2. For each of the following categories, list 2 specific aetkitieS c... cadviso-v oLn:
be expected to perform.
A. Public Relations
B. Classroom Instruction

On-The-Job Training

A comprehensive list of activities is found 0,11-.;1c3e.s thft- module.
',our answers should be consistent with that litt.

GOAL 2

Litt the titles of at least seven business, industry, or school personnel who
should serve on a work experience advisory committee and a general list of
Membership qualifications.

P.f.-r;,iew the list of potential _members found on page 10 of the module.
Members should have experience and expertise in related occupational areas-,
have an interest in students and tha concept of a work experience program.
They Should also have the time to serve effectively.

2. Outline the procedures to take in identifying potential L.)mmittee members and
inviting them to secve.

A. A preliminary iist should be developed and submitted to the senbol
administration.

B. The list should approved by the adMiniStrators and school hoard.

C. Approved candidates are contacted to determine if they 11 -..erve.

D. An official letter of appointment is sent signed by the



'O/1L 3

Develop a plan for your first adviosry committee meeting. is shOUid include:

a. A letter inviting represent:- .ives _of the business and/or industrial
community to serve on the advisory committe,±.

b. A two-page hand-out on the purposes of your aavisor., committee to
gitzAn to ;:trivi criry - nmrtitfcaa mvarrhwrc rii rirc, the first rrtsitirlq

An agenda for the first _advisory committee meeting.
A list of topics which might be covered at future advisory committee
rrva-et ing5.

Answers are found on pages 22-

GOAL 4

3.

Describe the. procedure you wowa use to handle recommendations of an advisory
committee;

When you receive a recommendation, there are three possible actions that may
be taken: _1) :recommendation implemented as presented, 2) recommendation
implemented_with stated modifications _and explanation, and 3) recommendation
declined w th explanation. You, as the teacher - coordinator; must be very
sure of proper procedures and channels when handling recommendations,
Some recommendations will need the approval of the school board or admini-
stration for implementation; others can be implemented by decision of the
coordinator. A useful strategy would be to review ail committee actions
with the administration following each meeting. It would also _be useful to
inform committee members of the channels that will be followed when con-
sidering committee i'ecommendations.

3;)

I
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POST-TEST

I.j.snq your own Advisory Committee, answer the following question .

1. What are the purposes of your work experience program advisory committee?

2. Who are the members of y-o_ur advisory committee, who do they represent
and now were they selected?

3. The advisory committee iond-range goals) for -ttis year is?

HOW are you going to evaluate the proceedings and eff?ctivencss of
your advisory committee?

5. Submit documentaUon of Charter, of appointment, news releases,
and meeting agendas.
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ADDITIONAL RESOURCE

Involving Advisory- -Groups in Planning_and Evaivating_Aocationaiand Techniral Education Prc2graMS-, Blacksburg, Virginia:Virginia State Advisory CoL.Icil on Vocational Education

The -Advisory Committee and Vocational Education, Washington, D.C.:American Vocatidnal Association, Inc., August, 1969.
Advisory Councils are Essential to Vocational Education Program

in Colorado,_ Denver, Colorado: State Board Community
Colleges and Occupational EducatiOn, September, 1971.

A Guide for Cooperative Vocational Education for Administrators
and Coordinators, Indianapblis, Indiana: Department of Public
Instruction, July, 1973;

A Guide for Planning,_ar_ganizing, and Utilizing Advisor, ,Springfield, Illinois: Office of Education.




