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ADVISORY COMMITTEE

An advisory committee may be defined as a group of individuals, primarily representing business and industry, organized to advise educators on a specific career and technical education program.  They function in an advisory capacity only, but never establish or direct policy.

PURPOSES OF ADVISORY COMMITTEE

The overall purpose of the program advisory committee is to advise the teachers and other decision makers regarding the planning, implementation, and evaluation of the career and technical education program including student organizations.  The committee should identify the needs of the community, assist in assessing labor market needs, and contribute to the establishment and maintenance of relevant programs.  They should aid in building respect for the entire career and technical education program they represent through public relations activities.
COMMITTEE MEMBERS (At least three business and industry representatives and one additional attendee are required for program assessment.)
· Business and industry representatives

· High school math, science, and/or other teacher(s)

· High school special education teacher

· Four-year and/or two-year postsecondary representative
· Former/current student and/or student representative from the student organization
· Parent

In the best of circumstances, some of the committee members will not be able to attend all the advisory committee meetings.  Therefore, it is productive to have at least twelve members on the committee.

POSSIBLE AGENDA TOPICS

· Safety

· Curriculum review and input for relevance to the job market

· Courses and tasks lists

· Teacher training/professional development

· Equipment and supply needs

· Development of a plan to increase enrollment including advocacy of the program in the community

· Development of a plan to enroll students in a program that supports the student’s identified career cluster on the Individual Learning Plan (ILP)

· Development of a procedure for the teacher to serve on the Admission and Release committee (ARC) for students with special needs enrolled in the program

· Projects for student learning

· Volunteers to serve as judges for student organizations and as guest speakers and to provide opportunities for career-related field trips

· Need for supplies and equipment donations

· Need for scholarships for students entering the workforce and/or entering college

· Placement of graduates and establishment of work-based learning sites

· Activities to support skill standards and CATS assessments
· Development of the program improvement plan
· Career pathways, dual enrollment and articulation with KCTCS and other postsecondary institutions
· Support for CTE legislation
PLANNING THE MEETING
· Prioritize topics to be discussed and prepare a draft 
· Include three or more of the most urgent topics on the agenda; cover other topics as time permits

· Call members to ask for their participation and give them the agenda items to let them know the purpose for the meeting

· Follow-up with a letter or email including a draft agenda and stating the time, place, etc.

· Call the day of or the day before the meeting to remind members of the meeting

THE MEETING (at least two per school year)*

· Serve refreshments and/or a meal as appropriate
· Have a sign-in sheet available or include a member checklist on the agenda
· Agenda
· Follow “Roberts’ Rules of Order” or at least a structured procedure
· Record recommendations in the minutes 
· The meeting should be limited to about one hour

· Share possible topics for the next meeting

· Ask for input on a date for the next meeting

· At the next meeting, read the minutes and give a report on the committee’s recommendations from the previous meeting

*See forms on program assessment website at http://kytech.ky.gov/pablankdocst15-%20word.doc
AFTER THE MEETING

· Send letters or emails to members to thank them for their input
· Type the minutes, have a copy available for the next meeting, and place them in Standard 12 of program assessment documentation

· Incorporate committee recommendations into the program improvement plan
· Place a copy of the committee recommendations in Standard 12 of program assessment documentation
· Prioritize items to be included on the agenda for the next meeting
REGULATIONS

705 KAR 4:231.  General Program Standards for Secondary Career and Technical Programs
Section 3.  The content of the instruction in secondary career and technical education programs shall:

(2) Be developed and conducted in consultation with employers and other individuals having skills and knowledge of the occupational fields or industry.

Section 12.  A vocational career and technical education program area shall have an active program advisory committee comprised of business and industry representatives, parents, education representatives, and, if applicable to the program area, labor organizations representatives to assist in planning, implementing, and evaluating programs.

780 KAR 2:030 Advisory Committees for Area Technology Centers

Section 4.1 Program advisory committees shall be organized at the program level.  The membership shall be representative of the businesses and industries for which the program provides education and training and represent the various levels of management and labor of the business or industry.

Section 4.2.  Program advisory committees shall have at least two (2) meetings per year.

Section 4.3.  The program advisory committees shall counsel, advise, and consult with the program staff on:  implementation of curriculum; safety; equipment needs; projects for student learning; advocacy of the program in the community; recruitment of students; work-based learning; and job placement of students.
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