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This handbook was developed with a grant provided by the Vi ginia State
4

Department of Education, Division of VoCational Education, to erve as a guide

for the development of general vocational education adviso committees in.'

Virginia.

Suggestions for organization and Content were contributed by MiS's
-r

Marguerite Crumley, Associate Director, Di'Vision.of Vocational Education;

George Swart:, St

0e

Supervisor of Vocational Education; and Dr. Rufus-W. Scorner,

Executive DirectorAof the State Advisory Council on Vocational Education. Each

of the State's vocational program supervisors tecommended individuals from

various local school divisions who were working with effective vocational

education advisory committees.

Serving as onsu tarlts'for this project were: Mrs Elinor Burgess,

Supervisor of DiAtibuAve EduCation, Fairfax County? iaMes R. Cardwell,

1

Agricultutal'Education, Halifax County-High

phication Specialist, Fairfax County; D.

Education, Halifax County Senior High Sch6

Mrs. Ruth L. Henry, Coordinator of Busines

Scrioolg; Walter M. $taia, Principal, Sc$tt

repres enting trade and industrial education and Mrs. Leona Woodling, Supervisor

School; Ms. Cathy Cockrill, Career

ry liorrison,Director of Vocational

, representing industrial Arts;

Education, Henrico County Public

County Vocational Center,

of Home EConomics, Portsmouth City Schools.1 These vocational educators reviewed

and commented on the,initiarowtline-and fi st draft of this manuscript; their

recommendations and suggestions have been incorporated.
.v,

ik ,

VT 104. 163;
/
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By nature of the task, a N.-rite -is compelled or obligated to draw upon

.

the work of others tce.pre
,

nt the reader with the best material available.

With this in m k nd., proper credit is extended to Dr. Lloyd J.' Rhipps, Director

. -

Rurban Educational Development Laboratory, University of Illinois,-Urbana,

for.concepts incorporated within the text And selected formatra'in the

appendices developed bv Rurban, but modified for use in this guide.-, Creditby

is also extended to Robrt J. ;;eishan, Michigan Department -of Education,

Vocational duosfion and Career Development;ServiceS, for permitsionto

utzli ze
v7......=' , - -

selected vocational education advisory committee concepts,.protedures,.

and functions as express in A Guide for Effective Utilization of,Advisory

Committees prepared by Central Michigan University.

The organization of this guide can provide the local vocational. educator

-with a reference for developing vocational education advisory comqtees,

rostr5cturiug an existing organization,"or incorporating certainirinciples

r into an on-goIni: committee that will facilitate communication d contribute
.

to the overall vocational education program within the'COmmo wealth of

#

It is hoped this pubiicationl will also'be of value
.

members, school administrators, teachers, a9d.vocatio 1 education advisor'

Lc, school board

. .

committee membdrs..

4

4

-

Ceorge S. Orr, Tr.
Dir6CtoriVocational Education
State Department of Education

.

Walter S. ftamey

Assistant TMrofessor
School ,of rducation

Virginia Commonwealth University
t.
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INTRODUCTION

r

tate a6teltnoon -70hasto P- A bneez.e..:cajou:ed the

e

- -4T;t4=771**"-, Ca-AJ:p=Mliz pausea and tested' the

d'0 c7 tie,_ 0 X t toweild the

sound, he sate Sketintendentvetand 7e to 'tom' the placticeie:td tathe_
(

schoot Panhilig tot.. i.
V'. Evetandhad many intetestz in Janspok City, but the stocaelahoot,

and its students Sitted most.oi his wohhing hodhs. e was proud the%
. .c

&Impunity's accomptishments oven the east '20 years, especatty the pant he

played £n buitdingthe new high schoot with its vocation& education Ning.

BA and N. Evaand met in the pgnkingztot, exthange-d pteasantnies,

and commented on the sea on's*Sootbattlovssibitities. In/panting,. Ev'etand

&timed to. Bob,', and in an o-the-cu,Si manna, asked, "Have you given any

thought to o54eting-'it. Coutse in-auto body tepain?"

"(Vett, as a matter/. oi f act, I liave," said Bob. "Sevetat ztudentz have

inquited about such a co e, and-Bitt Jones out- on Otd 4.i.t2 Road coiled the

()then day ttlant4ng me to ec.cmmend a teceitt auto mechanias ghaduate to 'iitt

opening in hiz bOdy sho

"I know," teptied`the Supenintendvitl vt'aybege should took into this.

.flouLabout Wednesday a3tennoon.at,t4tee o'clock? l'tt set that .time

you can make it."

T . I

t

4..

c'
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,

"Count on me," .806 commented' he ctosed die can wndow and' drove away.

A -twinge oi excitement stilL4ed Bob;anc1,1* mind began teviewng the 4teo

involved in 4tatting a' new rikog4am. "Three oiceoCk Wedneaday, thia'i4

Monday ,. . ."

Bob knew the supetintendent wanted mote .th ju.st convettation. He wanted
. ,

is ptocedutat. ptan Sot a44e44 g the need dot.anautD body tepait 6utse, and

i
\......4,,,

anotha 6ok imgementation i6 Pm neb waa estabti4hed. A4. the Diucto4 o6

1

VoctaLma Education, Bob ;Civis.troutd be tesp:nsibte Sac the initiative an4

<,

. Zeadetzhip io conducti.ng the a6.5es4ment and in.makistg tecommendaion4 td thtt 7 _

1
.

4 1 4choot. board:'.#
,. .. ,

.

As the reader.of this introduction,,you ilave a eady indicated an interest
1

, .

.

in vocational eddcatio You.ma be newly appoin ed membeTOT-3-76t4ional

education aolvisory committee, teacher,kadminiStrator, school, board member, or
. - .

, . .,

just.ansordinary citizen intere d'in your school from the standpoint of a
ft,

. ,-- 4 A / - .

I. parent, loyer, or student.
.
Whatever,yotir position, you can have,...a "twinge

I

of excitement also and perhaps experience some dekree of satisfactiOn in

working with your school, knowing that school.bilsfhWieAl5p you'r"business.

1

, Together let Ns take a quack look at what Bob is confronted with, not

only in starting a hew vocatiohd' rogram, but in keeping it operating. The

I V

school is our business -e are all involved, lay citizens and educators alike.

. 1
Bob thattmore than desiieIs required in initiating a new course

/

of stfidy.-He must involve the cotmunity, 'the school as.a public bodythe

students; and the Divisidn of l'Ocatio4,Education, Consideration must be

,

given to student interest in the course, employment opporttinities in the field,

. the fIcilities and equipment needed for Instruction, th curriculum to,be

taught, and the availability of qualified teaching staff Before the final

9
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decision is reached, all of these interests must be considered. If the

decision is positive, considerable energy and planning must then be spent in

putting these elements together and coord' at-iiii'the activities generated by

, the new course with the existing or on-going vocational educations.program. As

the new course is assimilated into the program, constant monitoring will be
4

required to see that the course objectives are being achieve& the students '

//
roperly placed,, ancf.its graduates satisfactorily funCtioning op the job.

Thil,cycle Of events can be multiplied for,each:vocational course offered.

.

Bob and his staff alone cannot provide. al. the supportive services required to

make Johnston City's vocational education program an outstanding one. They

will need assistance from their vocational education advisci.rottlamittees.

Jest as the guilds monitored their crafts during the Middle Ages, toda

/,* t C-7"
vocational education advisory,committees assist vocational educatprs in 4 j ,

establishing criteriafor performance standards, evaluation': and program ( '"

_ - - ,
._ .

" ,

accountability. They contribute.to student 'placement and the identificatio

of valuable community resot es, and provide an invaluable service to the

community by keepiyg the s o I informed of local labor market trends and

employment need.

The following pages haye been assembled to provide the local vocational

educator with both information and guidelines for organizing, implemeding,

and operating local vocational education advisory committees. They are not a.

panacea for solving the problems of education, but when implemented, they can

contribute to cloling the communications gap between education and the lay

public. /n so doing, the educational opportunities available,to the student

will be,improved.)

1Q

r.
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NATIONAL AWSTATE'ADVI§ORY COUNCILS, ON VOCATIONAL EDUCATION\

Under§tandingttHe structure of the national and state advieory,c uncils

on Voc- ational edubatipil is of significance to local' vocational education
A)./ ,,

AdMitistrars, AlihoUghsomewhat removed, there is a structural, ")ge

tic ,

between the local organization and its state and national counterparts. The

following descriptions of.these councils have.bedh extracted from the

National Advispry Council on Vocational Education's Resource Book' or State

31dirisory Councils. It is recommendect as a valuable reference for local

administratJts.

Both the national and stet advisorx-coupci4s were mandated by: the

VoCational Amendments of 1968 (PL 90-576): ^Their.resRonsibi lities were

:expanded with tht enactment of,the 1972 Education Amendments'(PL 9 -318). Each

_council holds separate and independeht status; but as stted,in the blication:

. 2.
. . . the only relationship required by PL 90-576 is a
procedural one, the actual relationOip is an extremely

effective partnership between independent equals.

They p ooedurar relation§hip merely calls for the State Councils.,
to pro ide the National Council a cOPy of their annual evaluation

report. 1.

National Council'on Vocational EducAtion

.
The-national council must have a membership of 21,c These members ,are

appointed-by the President of the United States, and they are':

. rePr ntative"of labor, management, education at
4 various eveAs of our nation's system, disadvantaged minorities, .

and,the neral public.2

.
4

I. la

4
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Of the 21 members, seven must be appointed from th .general public. The

, re
council's chairman, designated by the President, is aut orized to assemble the-,

council when necessary, however,'it must meet four times each year.'

Responsibilities of the council are,to:

Advise the U. S. Commissioner of Education concerning the
administration of, the prepaittion of general regulations,for;
and the ogeratigo-f-occupational education programS .

A
Review the administration and operation of occupational
programs, . . . ti

Evaluate . . . programs
of training . .

Develop recommendations
education as deterpined
and evaluations.. . .

of occupational education and other programs

for improvement and changes in occupational
by the findings of the Council's revitews

Publish and provide to the Secretary,of the Department bfHealth,
. Education and Welfare for transmittal to Congress--, . .: Reports -

. . t of independent evaluations. Annual reports . . .and
recommendations for changes'in Federal legislation dealbig with
occupational education . . .

. 1 '
A

Publish and.distributeeannual reports . . . of the Colincil's

finding with respect to . duplication of occupational,programs
at the po-stsecondary and adult le is . . . with recommendations
for minimizing and possibly elipina ng such duplication.3

Thvational council receives its funds frog Congress thrpugh the:11. S.

.

Office of Education. It is dssocieted"with the executive btanch of the

government, but it carri

has its own professional

and has access to techni

es out'its responsibilities

staff under thie leadership
/ 4

cal 'assistance when needed,

t. .

J.

independently. Tlit cOuncig.

of an executive director

alOng with the resources'of'

toe U. S. Office of. Education and oihei, governmental agencies.

.Researdh tompleted by the National Advisory. Council on Vocational Education

.

has resulted in umerous r eports and publications of interest' to all areas of
o

vocational edu ation and at all levels of go ernance. Perhaps the most'

12
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4

important of these publications is the council's review of all state advisory

_councils'. annual reports. ,Through the exchange of publi.cations and reports,

the _national council is better prepared to present current and valuable

information to the`V. S. Office of Education and the Corigress.

6

Virginia State Advisory Council '
or.

,

. On yocational Education ,
I

,

Federal law does not require a minimum or maximum number far membership
'

on state advisory councils. This decision has been left to the indiiridual-,
,

states. Federa). legislation requires, however:that the membership is

>
representative of the followizg:interests:

d

*
`State industrial'and economic development agencies:

e

Secondary and-po t-secondary schools, mid institutions of
higher education and adult education offering . . .

'vocational or,technicaltkucation'.,. .

local educatiollal,agefteits and School boards.

Manpower and vocational education agencies in +the state . .

Scholl systems witelarge concentrations of academically,
socially, economically, anecuftUtally disadvantaged students:

Special educational needs, of physically or mentally handicapped

persons.

/ The general public, knowledgeable about the poor and the

disadvantaged.

. .
.

*FarWiar with the vocational needs and the problems of management

and'Ilabor in the: -
.

Statel

_---
--Virginia has identifie4141xe interests as categoties and apportioned the

o- :?. . ...
. .-e

Membership in the following wiper. 'mianagement and `labor t5), higher education
..

.
1

.-(2),-administration (2), Vocational;techni,cal education (2), local agenties (2),

manpower education (1), local school systems (1), special education (1.),

general public (2).

13



Individual,appointments to'the council are made by the goVernor "to

.serve at the pleasure of the Governor"S for a designated term of offic4. The

chairman and vice-chairman of the Virginia State Advisory Council on Vocational

Education are elected annually by the membership,- Standing committees of the

council are: personnel and housing, legislation and funding, state plan,

programs, planning and prOjects, and research and evaluation. The Executive

Committee of the council is composed of the elected officers and the chairman

of each standing commiit4e.

Four scheduled advisoiy council meetings are held each year with,

proxisions for special meetings to be called when necessary. Standing committees

meet during the intervals between these sessioqt. ,An executive director is

employed by the council to perform its administratiVe and leadership functions.

Dr. Rufus W. Beamer serves in this capacity for the Virginia State Advisory'

Council.

.State advisory councils .are mandated to be independent and autonomous

groups, with the respdnsihility of assisting the State Bo rd oEducation

(State Board of Vocational'EduCation) in an advisory Capacity in formulating
,c.

statewide education policy: In this same way, the council, works effectively.

with the Division of Vocational Education, Virginia State Department of

Education, (Appendix A)
. -ti.

The council's responsibilities :as required by the. V5tational Athendmenes

vof 1068 and the 1972.5ducation Amendments are,to:
. , -.

41 '

Advise the State Board on the development of. the State plan,

- including the preparation of long -range and anhugl program\
... 1 plans and prepare and submit a statement describing its

. ''' consultatiolrwith.the State Board on its State plan. ,

Advise-the Stiteoaid on policy matters arising inthe
.

.

/ administration of the'State plan submitted pursuant to the
Abeand the regulations. 40

: . ,
:

_
..,, . 14 . 4

.

to
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Evaluate vocational education programs, services, and
activities under the State plan, and publish and distribute.

the results thereof.

Prepare and submit through the State Board to the Commissioner
and to the National Advisory Council an annual evaluation
report, accompanied by such additional comments of the State
board as the State board deems appropriate, which (1).evaluates
the effectiveness of vocational education programs, services,
'and activities carried out in the year under review in meeting
the program objectives set forth in the long-range program plan
,andehe annual plan, and (2) recommends such changes as may be

/
warranted by the evaluations.

Prepare and submit through the State agency assigned by the
Governor to serve as fiscal ageht for the Council'(presently
Virginia Polytechnic Institute and State University) an ual

budget covering the propdsed expenditure of the State visory

Council and its stiff for the-following fiscak.year
a

From lime to time &a council publishes various 'reports and studies

conducted by.or through its office. Other activities involve conducting public

hearings and the Publication of an annuarreport which is submitted to the

Virginia late Board of Education *for review, comment, and/or action. By law

this*Tepprt is then submitted to the .United States. Commissioner of Education

and 'the. ational Advisory Council on Vocatibnal Education with Board7comments.

4
> '

r
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NEED AND PROVISIONS FOR LOCAL VOCATIONAL

EDUCATION ADVISORY COMMITTEES

,1

Atft4iory committees or councils at the local level Can provide assistance

in overcoming obstacles that hinder the development of effective vocational

.
,programs. Recognizing this, the Virginia State AdvisuCouncil on Vocational.

. e.
Education recommended in its report of December, 1974, that the Board of

Education encourage the establishment of local general vocational education

advisory committees. It further recommended that the St4fe Division of.

Vocational Education (DVE) provide assistance to local divisions in their
..

c
.1 .

efforts to organize and operate such,committees. (Appendix A)
.

.

/ . ,
%

The status of locallocational advisorycommittees.in Virginia as
,.., ,

v
determined by a recent survey conducted by thd DVE, provided some interesting

°
results:

REponse to the survey was 100 percent. Ninety-four counties,

three towns, 33 cities, and eight joint vocational centers replied.

for a total of 138 returns. 4.

toa.

Forty of the respondents indicated-that they had general

vocational advisory committees with representatives from the'
,

Pr4
community labor market.

.Twenty-two reported their general vocational advisory

committees were not representative of their community's labor

market.

9
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Fifty-sellen reported'a different type of organization from

.

the general vocational advisory co ni, tee or one in association with

a general school advisory committee.

Nineteen reported that they,did not have a'general vocational

Advisory committee. (Appendix B)

. \ 1-
. . , .

The brief summary of this survey does not tell th6 complete story. Many

of the divisions.are in the Process of developing general vocational advisory

committees; others are in the process of revising the structure ot'their,
,

: .

present organization.

_In the' superintendent's memo of June 20, l975, Mr..-Giorge Orr,\\Director
.` , t

f, Vocational Education, stated, -. ":

s-
1

. we would like to see the local 1

, \ :

ocatioilal advisory committees affiliated more closely with the State )\dviSoly
,

/
Council on Vocatie al Education, .I . "

7
4 "'1,

4

,/

9'

The 1976 Stat ldn or Vocational Education includes five spedifi
s... .

.
. . . .

.

,

.
1,ecommendations from the state advisory council. On, appearing as an \11.

.
. . , 4 ,

't

objective, states' that:
. .%

By June 3D, 1980, 115 school divisions will have organized.

-local General Vocational Educatipn Advisory Committees in
...

accordance with a plan of. the -Divisionof Vocational Fducation.
8

,.a ,.

1 %
. .

- .

)

,

.

' The benefits to be derived from reaching this objeetiYe are that: ,-..

..4.444-'4'
,... .

'

Total programs of vocational education At the local level .t,.

will be,improved through a greater numb i of general advisory
.

committees and will better meet the dem s of the employing
I\

community.9 , ..

7 A free flow of communicati n concerning vocational education from

/ an
t

/ qualified lay d profesiiohal.personnel can provide\purposegpl direction to

". . \
. , .

local and state vocational education'propams: Ideall ,'this flow of

17



Information .sill stare at the local level, proceed through the state' and

national advisory councilsto,the Congress, and hack 'again to the local evel.

Provisions for the development of locals vocational advisory committees

are provided through the Division of VocAtional Education in the form of

.

encouragement and assistance provided state supervisors. Appearing.' in the

.

tirginia, Sta te Plan for Vocational Education is't.4. followinc,="commentarY

concerning the division's position oi,local advisory councils or comilittees:

The State AcWisory Counc il on Vocational -Education and the
Division of Vocational Education strongly recommend theluse of,

, lbcal advisory council*. It .is recommended that all local

school divisions have a general advisory council for vocational-
education which shall:

1-4 .

advise 'the 1pcal school' division on'the pnenaration of
Annual and long-range program plains;

.

maintain dlose contact uith the State Advisory-Council
on Vocational Education in providing a two-way
communication system fot improved prograMS of vocational
education; -

.

,. .. . . . .

Evaluate local pi-ogralns of ,vocational education in light
of annual and long-range,nlans and make recommendation
for Improvement, ..

.- S

in

-
'Sub-divide to :divi;ionuide'craft.or subject committees
.fp,r,edzli-*ocitional programigith'adaitional members
appointed oho are knowledgeable in that craft or subject
area."

-

Only indirectly have the needs of the student been mentioned for it is

felt that these needs 1401.be better Ailfilled uhenthe community and the

school combine efforts. Student needs area associated vitp a full cycle of

,vocational education activities from program planning and implementation to

placement inthe world'of work

1

18
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VOCATIONAL EDUCATION ADVISORY COMMITTEE CONCEPTS

e

Vocational advisory committees are an outgrowth of need datitn ack to

the early beginnings of vocational education. It was through identification

of need, the grouping together of concerned citizens and educators for the

enactment'of'state and fede)RA legislation,, and the results of their efforts
.

that-gave birth to vocational education. The value of Concerned citizen-
.

.educator activity as exhibited in this early struggle wag reoogni;ad and

incorporated in the Smith- Hugies ACtOf 1917, which provided Federal assistance

,074 to vocational education. This concept has been perpetuated in ensuing Federal-
,

legislation for educationandseveral states require local school divisions to

'
,

utilize the services of vocationN1 education advisory committees:

4A The concept of a vocational education.advisory Committee is geherally

accepted throughout the nation and reflects a 'similarity or sameness of/
"d4. .,.

. .

purpose, The committee organizational strtictilte, however"1., varies frbm'state
/

to state as dictated either bylaw or individual community desire. .Committee
. -. .,

.

operation is also affected by state laws, policies of the local schoolA ,

Z!". .
.

V''''

div4sions, and attitudes of local school personnel and citizenry.

.*:

- Recogniting pastsuccesses Inthe practical implementation of the concept

behind the organization of vocational advisory committees should give
.

dirctiop to the use of itese committees at the kogal level. That here is a

great need in this direction was borne out in the results of the V rginia survey

,12
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previously cited and in the report of the General Accounting Office ('AO) to-
.

the. Congress, December, 1974, which made _the following observation:

Local_ communities have been encouraged to make use of advisory

committees in nlanning vocational education programs,\but
neither OE (Cffice of Education) nor State agencies have
provided the necessary guidance to LEAs. (local education agendies)
regarding tkiq api)ropriate role and function for advisory

committees."

,The GAO report indicates that this lack of direction has caused wide variations

in thd Tffectiveness of local vocational advisory committees, resulting in

sinilartvariations in local nrograms of vocational education.

oldnni

wo provisions for improving the state and local vocational education

g
,

h'ave been incorporated in the 1976 state ;pan. nne

provi ion is that of organizing ideal general vocational education advisory
_

- . . ?:*.

comm tees; the other to affiliate these commiltees witn the State. uipsory

Coun 1 $ on Vocitional Education.- This *tylie of 'Organization will facilitate

local and state planning, the assessment of community and student needs, the

6,1 4,iAmtification of current and futurp. manpower needs, the collection and
-.1 ,

utilizition of data important to the develOpment of vocational education

'programs, and tAy coordination of planning, efforts.

z

20
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VOCATIONAL EDUCATION ADVISORY COMMITTEE FUNCTIONS

Citizens, representative of the school and community, who are working

toward a common goal, provide communic

and those providing a service. The effectiveness Orthis,cooperative effort

tion between those',rece4ing a service

is determined'by how well each party understands its particular task or

function.

Volumes h,pe been written in an attempt /o identify these functions One

a study authorized by theof the clearest examples has been compiled

VocationailTechnical Education Servile ofhe Michigad,Departmeni bfAducation
. I r

(Apperidix C). Eight major functions wereiaentifieddpid organized iArd manual
.

to facilitate the effective-use of vocationkl 4Upation advisory committees:

.(

1.

2.

3.

4.

5.

6.

7.

a.

r,

Occupational/comAinity surveys
Advising on course content .

Student placement
Community public relations
Equipment and facility planning
Program staffing assistance
Program review and evaluation
Identifying and assessing community resources.12

A.

- The above,functions are a,contraction of the tasks in which vocational

education advisory committees can become involved. They are not presented to

indicate limits of involvement, but to provide broad topics under which other '

activities or tasks may be classified. Vocational educators are also concerned

with local economic and employment trends, the involvement of local advisory

groups in assisting with the school's a;1119,a1 and five year plan, the counseling

cjf

%. I, 14 4

3.(L4
5, 14
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of students,.and various other activities associated with the needs of the

-

local school and community. In most cases, these-activities can be classified

under one or more of these eight major functions.

Locqi vocational advisqry groups sometimes become involved in activities

that are'considered improper and should be avoided. Seven of these activities

(have be n identified as:

' 1. Independent reporting without,approval of thg school
administration.

2. Discussion of noneducational-concerns.

3. Use of pres,sure'tactics." ,

4. Involvement in.paitisan political issues.

. Promotion of fund raising activities._
Involvement sch i personnel matters.
Recom5ending she 'h 0 Of educational processes.

13

-
/ Impropen ac ities con visory committees can create .

/
.. . . .

dissension lit the school.whic affront to the authority of

the school board. It must be
,,

rem bered that the schopt. board is the policy-
..:,..

making authority for conducting sc o1 business; an advisory committee's role
=r ., ,

.

is -to- give expert advice and to.make recommendations to the school board; .

at

4.%



ORGANIZATION 6FI.00Ai,',op;SOkCOMMItTEES FOR VOCATIONAL EDUCATION

Three basic vocational adVisor

"

mmittees are involved at the local

level: the generarvocatidnal educationi, the occupational, and the course

advisory committee.. A general vocational educationtadvisory committee is,

concerned with the improvement of the local division's overall vocational

educatIon program. An occupational-advisory,corilittee is concerned expresly.
, -N

with the development apd improvement of a particuLar occupational Cluster.

. --
The course advisory committee directs its attention to a particular subject

4
-

area:

Determining the most desirable organization and the number of vocational

education advisory committees rests with the local school division: A small

division may.find it more expedient tcf operate with a general vocationa

education advi,Sory committee only. Such an arrangement may also be advisable

where the vocational preparation of thestUdent'is:icComplished through a

joint agreement with another school divis/tonior an,area vocational education

center serving several schools and/or divisions.

In divisions operating a vocational educatiap program with only a few

vocational course", it may be unnecessary to have an occupational advisory

committee. In such situations thd structure would invo ve on y the general

vocational education advisory committee and the course viSory committees,.

The iddal type of organization is one that'is representtive of-all

occupational 'areas Ofered within. the school. These areas may be. agricultural

16
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,education, business and of ice education, distributive education, home economics,

industrial art and trade and industrial education-, This form of orgaillz4ion
.

1s illustrated in Figure 1.

FIGURE 1.

$UGGESMD ORGANIZATIONAL STRUCTURE FOR VOCATIONAL
.

r -EDUCATION ADVI,SORY COMMITTEES

School Board

Schooj Administration

General Vocational EducatOn,Advisory ComMittee I\
Occupational Advisory-Committees.

.4

I

!Agricultural'

Education

'Business 1 'Distributive
' and

1 Otfice [

!Education

Education.

Home-.

Economics

InduStrial

). Arts

trade
and

Industzial

Educaakin

"IP

The chairperson of each of the six occupational committees often serves

as a member of the general vocational education advisory commitiee. A member

of the school division's staff, program supervisor, or instructor serves as the

.. -

administrative liafsbn for the occupational,cluster.
..'

1 .
..,

.

The advisability of having this inter-committee linkage would be determined

- r

by the; local division based Upon its size and.the complexity of.the overall'

vocations &cation program. In some situations it may be more desirabloto
.

app int the membership of the general vocational education advisory comaittee

ffum-rhm7Tmmewicgt,, at-Tatge,

,01
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*C.

CourSe or craft advisory committees could'be added to the structure shown

in Figure 1. By soydoing, the talents of a greater number of lay representatives

' can be utilized. An ex .anded structure i$ shown in Rigure 2.

p . I

EXPANDED ORGANIZATIONAL STRUCTURE FOR LOCAL
VOCATIONAL EDUCATIQN ADVISORY COMMITTEES

.

-FIGURE 2.

ISchool Board

School Administration. 0.

-

!General Vocational Education Advisory Committee

Occupational Advisory Committees
(six occupational clusters)

4 .

- '
Course AAviso y Committees

I (Num6er determined tour.se offerings) I

4

.0 'Mae are many benef'ts to be derived from ving a genekal'voCational

educationadvisorycomiteereportingtotheischooladm4istration and the :

school board. ,With appr priate communications between the lOcal general

vocational-education advisory committee and the state advisory zouncil and_ with

the coordinated efforts of both groups, the overall needs of the local school

division and the state can be more.adequately,assessed, jeading to improved

educational opportunities for thousands.of Virginians.

. 111-



ESTABLISHING A GENERAL VOCATIONAL EDUCATION ADVISORiACOMM

1.

TTEE

The following steps are generally recognized as the procedure for

organizing enting vocational eduCation advisory committees:

Step 1.

Step 2.

Step 3.

Step 4.

. Step S.

'.-"chools.Board Approval

Chaft and Organization

Selection of Igiibers

Appointment of lembers

Organizingiand Executing the First Meeting -,.

Step-6. Establishing Committee Bylaws
. .

mOst school boards have established policies regarding the ovanAation

of advisory commiLte6s. One of,the first actions, thgrefore, would be to,

,

determine exactly what provisions or restraints are imposed locally, and then

proceed modifying these' steps to conform with local policy, existing

r
structures and the need for organization.

Step 1. School Board Approval,
. (

.
.

p `A;
The initial step in establishing a vocational education advisory `Committee

*1- .
_

i --Wof securing school caard approel. The reques.C.should explain the

need for forming the committee and describe the educational benefits to be
.,

., ...,

. a.

derived by the local division. A,suggestea format ,f4 granting permiSs400n to ,,,
.

AI

organize is presented in Appendix D.
. e

Justification for establishing,. a vocational education advisory committee-

' can be found in the opening sect, oni of t.

A6
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Step.2. Charter and Organization
NY- '.**:

4 The sample authorization (permissia0!Orm in ppendix D can serve as the

general vocational education advisory committee's chgrter with addition

of gpidelines for the operation of the committee, see Appendix E. The policies ''
.\

1. I

., .

of the school boar regarding the f tion of advisory committees rill ,

i

determine the thorJughness-Tequired in preparing a charer. A sail le charter
,,

. .

..

that, encompasses a more detail Approach is shown in Appendix F.
.

,

It would be difficult to provid examples that would meet the individual

needs of all school divisions. The saple documents cbntained,in he

appendices provide the local adMinistr for with suitable formatS at may be

modified for.local use..

..

_...

--

0.

.

Step 3. Selection of ::embers .
.

Planning an advisory committee of a manageable size. is very important

if the committee is to function as designed. In .determining the size,

's .

. .

consideration should be given' to to reating a balance f representatives from

.; . .
.

. Sithin the community. One member could represent se eral interests.

Consideration should be given to the individuals willingness to. serve,
., .

. stemonstcated.ability, and nowledge in the area of a particular adlory

,-.committee's function. - '

.i.

/. .'
i .

SI
: * General vocational education advisory committees vary in.siie from

.i ,
F .

community to communityl;bnt most references suggest a membership of 9 to 12

.1 ge . . . . - V. .
.

members, 4 membership of Ave to nine indiiriduals is recommended fOr'"
.

. .

,

r

occupational and/or course advisory committees. These figures int.41de the non-

. .1

voting members of the committee, such as'school,ahnistrators, teachers, and/or,

.

school boarmembers. 1

27
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Several different. methods may be used in the selection'process, butthe

use of a selection committee is.the method -recommended as most satisfactory.

This method has been incorporated in the sample operationalgedetines and

charter shot:al in the appendix.

A selection committee should be authorized by the school board

I'

Oppendix (1). Normally, itiis composed of three to four Members, one a

representative of the school's staff. The lay members should be hell respected
__

citizens,-knowledgeable of the community, and available to serve on a continuing

basis. The selection committee is usually appointed to serve a three year

term. Thi'ssommittee serves in the rapacity of an ad hoc committee, as its

duties are'sporadic and of a short duration.

Selection committees function to: (1) determine the characteristics and

components of the community, 42) secure the names of representativeTndividuals

with desired capabilitieS; and (3) interview, screen, and recommend those

indiqduals best qualified to serve. They inspire confidence in the school

board, create greatet citizen participation, and provide the school board Lith

a nonpartisan means of selecting lay citizens to serve the school in_an

advisory capacity:

yhatever means is used, certain procedures should be followed in the

selection of advisory committee r. tubers..
: L

n by surveying the community and :

compile a list of qualified cal/el-dates. From the list of candidates a.

\

sufficient number of interviews should be conducted to prepare a list of

nominees to be presented to the school hoard. For a sample candidate information

form., see Appendix H.

Since the school board retains the right to reject any nomination, It may

be advis.le to have a preliminary listing prior to conducting inter-

28
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4B

views .ith any of 'the candidates. Such a screening process cou'd eliminate

----------embarrassment at a later date. The list of nominees presented to the
I

school board should be corrnlete at the time.of preseneation. By so doing, the

board is not forced to consider alternatives or to make, unnecessary decisiong

concerning the candidacy of any individual. approach also makes it

possible for the board to approve the appoinrment of all members at the same

time. V.

After school'board appointment(s) has been made, a personal 1.9tter should

be sent to each of the appointees notifying them of the appointment. Information

-
concerning the vocational cation advisory committee's-first or nexteeting

.could be included. This letr should be signed by the chairperson or .

secretary of the board. A sample appointment letter is shown in Appendix

Step 4. Appointment of Members

A perennial question and one that creates problems -df allOevels of

administration is: Who shall be appointed to serve on vocational education

advisory committees? There is no pat answer. Since each community is

unique, the committee should be predominately staffed' with lay citizens capable

of Providing the vocational education piogram with the best direction possiblet

This can be accomplished by utilizing the talents o£ the business, industrial,

professional, and educational segments of the community:
1 ,

NonVotOg members, on the general vocational education advisory committee

usually include a member of the school board, the loCal director of vocational

education, and a representative of the local community cpllege. Nonvoting

members serving on anroccupational advisory committee would, include the local

supervisor and/or department chairperson. If course of cra4ff adxisory

29
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committees are a part of the structure, the program instructor would serve/in

/
4

..his capacity. It is recommended that a former or currently' enrolled

vocational' student be included as a member of vocational education a

committeps.

step S. Organizing and Executing

The First Meeting

The first meeting.of a newly istablikshed or reactivated rocational

St
. ,

education advisory committee is impgrtant if the committee i to. be a

7(-constructive addition to .thehe school's voc4ational education /program. This
, /

meeting should not be left to chance., It should reflect planning on the part

Isory

of the local director of vocational education.
// . ,

'

A letter of appointment and information conc rning the first meeting
/

shoulFhavl been received by each new member, and
/
within that member's family

and the individual there, surely exists an e

This letter should be followed with another

%ocational education offering congratulati

appreciation. It would be desirable to

nt of pride in .the appointment,

m 'the 'local director of

And an expression of personal

nclose with the lettefrcopies.of the ,

; meeting agenda, the advisory committe s charter,.a sample set of _bylahs and

ion about the school's vocati onal education program.informa

Th sample operational gdid Ines and charter exhibited in the appendices

nrolide nformation related to membership, selection procedures, terms of

-,erbership, and the use of spltants by the committee. These dpcuments.also

?rmide suggestions regarding i.he responsibilities of the school board and the

ad%ihor) committee. As dove oped by the local school division, these documents
o

. ;!Z hands of each rembeilean provide a realistic base for understandthe<1,
assignment that has been cepted.

30
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\ .. . t
If the initial meetiiiis.planned 'as a coMbIned social axle business

li
meeting, consideration should be given to extending an Invitati b to the

- .
f

----..

member's spouse or guest. Committee activities are demanding of the member's

time; this time is A peisonal contribution and subsequently, is taken away from

their personal lives. Every opportunity should be'utilized to show the school's

r-
apPreciation. The imaginatiOn and ingenuity of the vocational education faculty

and student body is unlimited when-asked-to cooperate in the planning for suCIT.N.....

e
-----an occasion.. Too often we neglect to recognize this valuable resource that is

so close at hand., Listed below are a few examples of a social nature that

would involve the staff, students,'andthe community:

1. Meeting new committee members and guests. Representatives

from the vocational st ent-organizations greet and register

participants, direct them to the meeting room and introduce

.6efil^to the local director of vocational education.

2., Refreshments (before, during, or after the meeting).
1.

Refreshments prepared and served by. students from the food

service program.

3. Conducted tours of the vocational education facilities.

Individualized tours arranged find conducted by the student

, 1

representatives of the occupational subject areas.

4.. Guest speakers. A guest speaker can often relate the

importance of vocational edUcatiOn advisory committee

activities in a manner that will generate enthusiasm.

Possible speakers couldbe selected from the student body,-

local chamber of commerce, community college, business,

industry, labor, or public service orgaxlizations.

31



25

T

The activities expressed here could be provided separately or coMhtined for

greater effect in orienting new members. P

If a social/business agenda is used for the first vocational adVisory

committee meeting (Figure 3), the -local director of vocational educatid(must

assume more responsibility for the conduct of the meeting than would normally

be expected. The director not only plans, organizes, and conducts the first

, .

deeting, but also appointS, a temporary secretary to record the activities.

This should be explained at some point during the program so that new committee

A
members do not feel that they will be overlooked in future committee planning

and operation. One advantage of this type of orientation is that it will give

new committee members an opportunity to become acquainted with each other and

to make an assessment or evaluation concerting the'election of their officers.

Normally, the amount of timeallotted for an advisory committee meeting

is two hours. It is advisable to begin.and adjourn these meetings; at the

designated time. By following this proCedure, most committees will adhere to

the agenda, and the members will feel more comfortable about their contribution

and attendance-

41.
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FIGURE 3,

6:30

7:0

GENERAL VOCATIONAL EDUCATION ADVISORY COMMITTEE
ORIENTATION MEETING AGENDA

September, 19

Social hour Vocational Student
Refreshments by occupational' food Organizations '

service students

Meeting called to order ' Director of Votcational
Introduction of members, school Education
officials, teachers; and
dignitaries

7:15 Guest speaker

/
7:40 Charge ",committee Chairman of the School Board

7:45 Remark Superintendent of Schools

7:SO Overvi w of vocational education ,Director.ofVocational Education
Vocational ,education program's

(visual)

Advisory committee concepts
Vocational education advisory

committee charter

8:20 - Problems needing study

8:35 Establish date,%time, and place of
next meeting

Agenda for next meeting
Election of officers
Adoption of bylaws
Planning year's agenda

8:45 Call for adjournment

-8:45- Conducted tours -,x vocation
9:30 students

4
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The second,neetj.n would follow a format similar to the agenda presented

in Figure 4.

, i

FIGURE 4.

,lr-4 6EaRAL VOCATIONAL EDUCATION ADVISORY COMMITTEE

ti

SECOND MEETING AGENDA

6:45 'Refreshments

7:00, Meeting called to order
Roll call

'Minutes of previous meeting .

Election of officers.
'Officers assume office
-,Establish executive committee
Adoption of bylaws

Suggestions for year's planning
Discussion -of current problems

ylti:anning the next meeting

,9:00 Adjou'rnment

Octpber, 19

"

Diredtor of Vocational Education.
Temporary Secretary,:

, 4
,-

Director of Vocational Educati
11on.

11,

Chairperson

Director of Vocational Education

Chairperson

0

\.

The adoption of the vocational education advisory committee's rules of
l

% Operation,or bylaws, 'must'conform with the directions provided in the committee's

charter or operational guidelines authorized by the school board. The election
.

of officers is usually comNeted prior to the adoption of bylaws. If this

procedure'is followe4,,a motion to establish the positions and elect the

e

officers should be called for by the temporary chairperson. The newly elected
of

chairperson should, then ask for a motion, to create an executive committee. This .

committek4s usually comprised of the elected officers. Arrangements should be ......:.....--

made-;ZW newly iorm4pd executive committee to meet and plan the next meeting.

. . ...--
..

.

The local director of vocational education should pledge the school's

3
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cooperation in adsisting the executive committee in arranging meetings and in

the preparation Ond distribution of the committee minutes. Quite often the

local director- r school repregentative is elected as the secretary. Such an

arrangement acilitates the processing of minutes, planning of meetings, and

the keeping of record's. These procedures may appear somewhat academic, but.

they'do establi7sh a seriousn'e'ss of purpose from the beginning.

If the initial meeting is conducted as a strictly organizational business

meeting, the agenda could resemble the format on the following page (Figure,S).

As previously suggested, the agendas will need to be modified to meet

local situations. The agenda and back-up material needed for consideration

should be in the hands of each member at least two days prior to the

meeting.

if
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FIGURE 5.

GENERAL VOCATIONAL EDUCATION ADVISORY.

CO IITTEEMEETING-AGENPA

6:30

/ , September, 19

Social, refres ments

(-II
7:00 Meeting called to order Director of Vocational Education

Appoint temporary secretary

Opening remarks.,,,

Introduction ofembert, school
officials, and teachers

7:20 charge to committee., Chairman of the School, Bard

7:30 Remarks Superintendent of Schools

7:35 Overview of vocational educat2,on Director of Vocational Education

Vocational program (visual)
.

Advisory committee concepts
Vocational educittop,advisory

committee charter

8:05 Organization of committee procedure
Election of officers,
Establishing executive committee
Adoption of bylaws

8:15 Election of officers
Officers assume office' I
Establish executive committee Chairperson

8:30 Problems needing. study Director of Kocitional Education

8:55 Establish date and 'agenda for

next meeting

Chairperson

9:00 Adjournment
\:

9:30 Tour of vocational facilities Vocational st

p
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Step Establis ing Committee Bylaws

The operational guidelines Of the charter make provisions for the,

comm ttee'to organize itself; select its officers; establish subcommittees aid

rules; select the date, place, and time for meetings; formulate programs; and

'prepare meeting agendas.

To a newly organized committee this sometimes appears an awesome task,

I 30

and the members' williOness to accept prepared bylaws seems the best way out:

1

It is usually at the second meeting that consideration is given to the

developmeht or:adoption of bylaws. Some members. will have had previous

experiences in organizations of a similar nature. There is a tendency to

relate this past experience to, their present siVat4o.n:

Adopting a prepared set of bylaws without takinglther time to approve

each item is a mistake and can pave.the way for dissention within the

committee at,a later date. The loc 1 director ofvocational,education, With

permission from the chairperson, sho ld explain the limits imposed by the

(charter, the school division's adviso y committee or council structure, and

.

the relationship of the vocational edftatiOn advisory committee to thiS overall

structure. Each item'f the proposed bylaws should then be discussed and

modified,,d 1 ted, or approved bymaj'ority,vote of the committee.

Sample b laws shown in Ap'pendi'x J provide'a basis for the committee's

conSideration. This forMat is composed of seven sections: (1) officers,
0

(2) subcommitteeS, (3) programs, (4),meetings, (5) responsibilities of

members, (6) loss of membership, and (7) the use of cotoultants. An eighth

section fo'r co'nsider'ation could be amendments. -__ .

'----

wiAg the suggested bylaws, the conuflittee m yr-want to spell

' l

out,the duties
\
its elected officers and the executive ommAtee. Briefly * -

4 `, . N 71
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these duties and responsibilities could >i expressed as:

-----eitairpersen: Presidesa011 committee meetings, appoints
,.

individqal members to represent the committee at a particular,fUnction,-

serves as chairperson of the executive committee, and coordinates the
.

..-., , ;... -. .
. .

vocational education advisory committee activities w the school

division through the-local director of vocatio education,.

Vice - Chairperson: Servps in the Sence of thp.chairperson, acts
. , 1

as prograt ohaifperson for the 6itmittee, and serves as a member Of the
,

executive committee:
r

Secretary: Records the minuteS of regular and special rdeetings
. A

k .

Of .the committee; duplicates'and'diitributes, the minUie to, mem er:bf.. .

the tchoo 1Npard, administrative_staff, vocational teachets, and tiler
. ....

desi ated individuals; maintaikS a tile'of current committee mee digs;

sees that a complete spt.a%minutes i onIfide,in the vocation

. director's .office; and serves as a metber and. secretary-Of the

committee. All:Sort ondence for the committee is conductertv?the

.
.

secretary'at the diection of t 0,,Ciiii:rperson. A file of correspondence
.

.

. . ,.

xecutive
%.

. -.

. -:.

is to.be.mgintained, .
/ ',

r

. ,,

Exptutive Committee: Coordinates the activities
.

vof the vocational

pducation'advls y committee with those of he school, plans prOgrams,
I

. . .

and ptepares tee ng , agendas. The executive committee should,be
.

.
. . . . ,

'authorized by th-e\ committee of the whole to conduct the business of the'

vocational education advisory committee as gnated. The execuiive_
. .

committee is usually composed of t. elected officers of the vocational

. education advisory commi,ite

38
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Serious consideration shbuld be given to scheduling one meeting f reach

month school'i in session. A date antime should be established for all.

32

regularly scheduled meetlings,

_,......,''Further consideration could .be. -given to a discussion of an acceptable

I
fiscal year, the *ointment of members to fill committee vacancies, the

, .-J
rength of 'service recognized as a full term of membership, financial needs:of

-J,/ - .

1
.

0
.

.

.
. _

.-e committee, the appointment of. nonmembers to serve as consultants or on
ri ,

,dd hoc committees, provisions for u*enneeds, and the amending of the'bylaWs

.

'f

4

a
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LOCAL VOCATIONAL iDUCKIIION-ADVfkRY COMMITTEffSELFIVALUATION

-

A general vocational education advisory committee is, within itlelf, an

'

evaluator of the school division's vocational education program. Before any

advice can be offered, the committee must engage in collecting, analyzing, and

evaluating data that will prol4ide a basis for thee, giving of advice. 141bis

same way, the committee must apply these principles to itself to deteriine its

effectiveness and overall, contribution to.the'school division:.

In establishing a yearly agenda, or program'of work,the advisory

committee is in reality setting goals for itself. The local dir or of

vocational eduCa0.on :can.assist beicommittee in this task by offering

a eyl

1 suggestions that will m bers ee the appropriat'e steps to be taken toward

i

. the.accomplishient of e goals. Thesesteps can be stated as performance'

objectives:` Not only will this"pi-oV de direction for the committee, it will
.... , .

. .

improve the communicativeprocesses As each objective is. attained, the

committee will vow in stature and en uSism, and theireffdtts will be
4 a . ,

*lbgnized by the school. and thevublic.' ,'

. ,
..

.

Byj.nstituting this Concept early in.the,formative stages Of organization,

.the committee wiWsee itself as a body with a purpose and tasks to be
, .

performed- This proceduje will also asigs1st the committee i# theateparation
.,,

2-'''

of its annual report to tAe school board and in coordinating efforts with the

1

.

. . . .-

' state aaviSory council if th sirable by the lodalr ity.
.., . .

-,,

, i .,..

.4
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An-example of an, advisory committee self-evaluation form is shown in

%Apiendii K. This form is not intended to be used by the local committee as it/

is presently cdnstructed. ft can serve

the committee as a whole or assigned t

be adapted to the Vocatftinal educati

however, as a model to be examined by

a subcommittee. The form will need to

advisory committee's 'projected program

of work, goals, andperformance objective

Many evaluative instruments are available leaders of business, industry,

and education. These instruments contain examples of criteria and/or

procedures-for determining the effectiveness of a particular function,

.occupation, or organization. The members of the vocational education advisory'

committee have been carefully selected for their assignment, and in all
,

pxpbabilaty their desire, to be.successful, as a group or individually,

greater than most educators recognize. They should be given the prero gative

-
and opportunity to devise and administer their own evaluation instrument. They

have.been asked to serve in an advisory capacity, Therefore; they shoyid be

afforded the'privilege of evaluating their contribution. f

1



KEEPING THE LOCAL VOCATIONAL EDUCATION ADVISORY
COTtlITTEE INVOLVED .4ND FUNCTIONING

Good intentions, however noble, wilL not genepte involvement unless

those intentions are accompanied by motivation and direction. The committee

must know what it is to do, why a particular task must be accomplished, when

the task is to be completed, and, for its own sat'isfaction,'how well it

performed its function.

Arriving-at a proper balance in the workload of a committee can be

frustrating to.the committee and to the school. Proper planning by and

direction from the school division can eliminate many of the frustrations that
,

cause vocational.tducatipn advisory comLttats Sid. Although advisory

committees are needed and can provide a Valuable service to the vocational

education program, fartoo many fail, because of boredom or overwork. School

*,, -

personnel must remember xhat committee members are contriuting their time to

assist-the schools to improve theit vocational education programs. Members

siald not be asked to:perform duties that should be peKformed by school

personnel,, either adthinistratively or clerically.

-

Planningbegins with the local 'director of vocational education or a-
4

. .

responsible centraladministrative office staff member. The director, in

-

\

1

. .

. ,

.

conjunctions jvith the'vocational staff,'Should examine the -VbcationS1
.
education

.

P ro and identify problem areas, review program goals and objectives,
-

and examine general nee& often overlooked becguse tfiey present no particular
.

. . ..

I
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problem at the moment. Ip essence a review of this nature is an assessment of

the vocational education program that results in a listing of iltogram needs.

With pri,<:ties assigned -to the needs, a determination should be made concerning

the means f61i-Triproving, eradicating, or, if necessary, tolerating a condition.

By analyzing
.

she listing of program needs, cert4n areas of items can
---

,

be identified and recommended for the attention of-the v cational education
.

advisory committee. Each item 'i'hauld be assigned a priori y in relation to

the overall program assessment and identified-with one or more of the eight

major functions previously discussed.

In recommending activities for the advisory committee, specific goals

and objectives must be stated. Strategie; foi their attainment should be

developed and some means of evaluation recommended. In its final foim, this

listing represents the school division's request eor assistance prom the

advisor) committee. The request is then presented to the executive committee

for review and recommendation fOr-action to the committee of the whole.

Often the advisory committee cannot perform all of the strategies

develop ed to reach a specific objective or goal. Iii planning such strategies,
Oe

the local director should recognize those tasks which the committee cannot or ,

should not undertake and inform the committed that such tasks will be performed

by school personnel. Details of this nature are discussed in both the

executive and vocational education advisory committee meetings so hat tpe

delegation of responsibility is ctearly'understood.by all individu ls involved.

4.

This approach not only improves communications, but facilitates th accomplish-
_

ment of the a'SoignMent.'
. \

.,

To assist the director and/or voCational educat on advisory c mmittee.in;\

planning, an actiiity planning guide is included in Appendix L. This guide was
.

yeat,

%frt.

tla
11.



developed along t e design of the Annual and Long Range Planning and Budgeting

form found in th Virgini a State Plan for VocationalEducation. T he placement

of the eight ma or functions preceding the goals and objectives will facilitate

the identification of tasks that can be performed by the advisory committee

'and in this wa

the format an

of vocationa

and long-ran

assist the committee in preparing its annual program. By,using

style presented in plan,Virginia State lan, the local director

edudation can coordinate. the development of the local, annual

e plans for vocational education with theattivities of the

advisory.,coiLmittee. In this way, the expertise .of members of .the advisory
! . .

committeemay be harnessed for the imProvement Of .the ,total vocational education

program.'
"v.

.
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APPENDIX A

THE STATE DIVISION OF VOCATIONAL EDUCATION

Role and Function

a 4

b
The State iiivision of Vocational Education has both leadership and \

. - -

regulatory functions in working with local school divisions and other
i

- institutions and agencies. The broad functions include planning,:supervising

and direq,ing, coordipating, motivating, evaluating, and controlling. The

division is the oprationaI arm.of the Board of Education which also acts'as
-a

...,

the State Board tor, Vocational Education.
.

! % 'r
. .

.

I.

.. Res,ponsibilitk ,

-
It is.the resporisibility of the Division of Vocational Education to assist

localities t maintain, extend, and .impiove.existing programs, of vocatibilal

education.; ,developnew.prograhs; provide part-time employment for youths ufho

need earnings to stay;ifi s600l..; and .encourage the develcipnieni of vocational

programs so, that yciutR,and a4uits.in,all cotmunities'of'Virgfnia will have
I `

-

ready-access to vocational training and retraining. These educ4ional,programs
, -

must be of highqualfty, realistic in:light of opportunities for eiplaymenf, and
. .

spited to stuclentn0ds, interests, and ability to benefit from such-training.

The Divisieh of Vocational Educgtion provides services to local school

divisions in planning aid implementing quality vocational programs. The state .

.

staff assists with the allocation and distribution' of vocational education funds
. '

.
based upon local plans and approved vocational programs. Continued emphasis

is placed on providing pre-serviCeand in-service teacher education programs,

curriculum development, research, piogram evaluation, and student job placement.

*3§

6
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Appendix A (continued)

The state staff assists school divisions in planning and constructing new

vocational facilities amain identifying and providing needed instructional.

materials and equipment.

The Stai Plan

To utilize effectively the monies appropriated by the Congress and the

General Assembly, the Division of Vocational EduCation of the State Department

of Education hasp developed the State Plan for Vocational Education. This plan

sets, forth the organization of the voCatiohal education function of the state

'and.descriifes the policies and procedures for operatding programs regardless of

-the sources'of fiinding. The state plan may be regarded as a contractual

agreement between the Board of Education and the appropriatinglpgislative

,

bodies and their agencies. The state plan is projected for five years and is

updatecrannually. 1,ocil programs must be .operated in accordance with the state

plan if they areto be eligible for funding. Copies of the state plan are

available to local scheol divisions from the Division of Vocational Education,

.State Department of Education.

Services and Staff
%

The State Division of Vocational Education is Organized into the following

services which represent major vocational program.fields and activities:

Agricultural Education Service
Business and Office Education Service
Distributive Education Service
Fire Service Training Service
Hose .Economics-Education Service

Tradeland Industrial .Education (including Health) Service
-Industrial Arts Education Service
Manpower Training Servicejaduit only)
Veterans Training Seryice:,

. 4 7



Appendix A (continued)

41

Each service is staffed with a state supervisor and a number of assistant

state supervisors, all specialists in a specific vocational education program

field. Assistant supervisors are assigned to work in geographic regions of
0

the state, or in certain instructional areas, or both. A vocational education

service is responsible for organizing and developing the instructional programs

in program field. State vocational services coordinate the programs and

activities of their co-curricular student organizations.

In addition to the/program field supervisors, there is a central office

staff whose members coordinate those activities thatrelate to the overall
A

program of vocational education. These staff members are assigned to:

1. Administration, staff planning, and budgeting
2. Construction of vocational facilities
3. Local and regional, planning and evaluation
4. Professional development of teachers
S. Special vocational projects for:, youth and adults

.

6. Vocational _education research and statistical information.

The primary function.of each vocational education service and staff

member is to assist local school administrators, supervisors,, and teachers in

,4

pianning, developing, imprciviug, and evaluating instructional programs.

This assistance is based upon studies relating to the needs of youth and adults

and the manpower demands of the state and nation. Assistance is given to the

localities by the state staff through school visitations; discussions With

local instructional, supervisory, and administrative personnel; conferences and

workshops, evaluations; in-service training programs; development of curriculum

guides and instructional units; correspondence; and bulletins.

Each service works cooperatively with state colleges and universities in

developing approved teacher education programs in their respectivefields, in

-con4iacting research, and in the development of curriculum materials.

'48
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Appendix A (continued)

\\
. w

The state staff maintains lines of communication with representatives of

employee and employer groups-in their respective occupational fields and withIkstate and national leaders in their vocational education areas. /These resource

I'
people participate in conferences and workshops and on advisozzommittees.

State supervisors have been assigned to work with school, divisions

located within certain planning districts to assist them in planning a total

program of vocational education through the annual update of the five-year

program iMprovement plan for vocational education.

."`

-

4

-r

,
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Appendix B

TABULATION OF SURVEY ON VOCATIONAL EDUCATION ADVISORY COMMITTEES

COMMONWEALTH OF VIRGINIA
STATE DEPARTMENT OF EDUCATION

RICHMOND, VIRGINIA 23216

SUPT'S. MEMO 7545
June 20, 197S-

TO: Division Superintendents

1

FROM: George S. Orr, Jr.-, Director of Vocational Education
George W. Swartz, Supervisor, Vocational EduCation

.. -Local and Regional Planning

_

SUBJECT.: Results of Survey on '1:qicational Advisory,Committees

Your response to our survey on vocational advisory committees

1.

was
very much appreciated - replies were reeeived.from tliialool divisions-

.

..._

The attached page gives (1),a breakdown of the types of Vocational
Advisory Committees within the State and (2) a tabulation of the rank in
order of importance is designated by local otlicialt for the eight guiding
statements regarding the values to be received from having vocational. -, * .

advisory committee's. We hope- this summary" will be helpful to yog. ...

We are in theptdeesstiowof developing and assembling some materials
to asst in the organization and operation ofvocational advisOry
committees. Hope s should be available by this fall. A'so, we
ould like to see the local vo advisory committee affiliated more -/'-

closely with the:State Advisory Cmuncil fo al Educatibn,* and we /.

will be making some contacts withyou in the future to e emphasis
tp/this idea.

. A .

In the meantime if we tan be of assistance in helping you_inthe
organization or operation of your vocational advisory comNittee, please' '.-

request our services. ..r. ..i . ,'

.,
.

. '0' / .
*- ` N .

,..k

. -

dkf
. ,
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Appendix B (continued)
.

t J4.- .Survey Replies Received From: _

'94 counties, 3 towns, 33 cities, 8 joint vocational centers - tota1138

Summary of Types.of Committees:

Number of School Divisions s

- with general vocational education advisory committee,

(with repreentatives from community labor market areas) '

- with general- vOcatiohal education advisory committee
(with representatives mostly from education)

With,school_advist5Yy committee for, vocational education

with advitory Committee for vocational education only
in -connection with joint vocational education centeri-.

wAh.program area committees only

- iith other types of committees having some,responsibility
for vocational education

. - with no committees

. ,

Summary:ofRatings of_Importance Statements:

.

1

44

10

+ 19

6

19

Total 138

4 ,

1 1

Total Points
: Guiding. Statements Received

An occupational or vocational advisory committee-
is valuable to a vocational program by:

a. providing assistance in the development of good
,-- community public relations
'b. offering advice in the development/of new or

reVised occupational course content
.

c. utilizing.community resources to 7upport the .

instructional program
"reviewing occupational programs 4d pro

ons for progrim'improv ment
e. g occupational

and/or community surveys
f. making recommendations regard' g eciiiip

facility planning
g. assisting counselors and to ers in the

placement of students
h. assisting and supporting t exadlitinistration in

locating, i'dentifying, d 'recommending

qualified instructional` staff

ti

51 /

- _
5

1 450

2 409

3 406

4 393 .

5 366

/
7 246



General Purpose

Appendix C

4 :7,

PURPOSE ANDTUNCTION OF VOCATIONAL
EDUCATION ADVISORY COMMITTEES

The purpose of a general vocational
provide a communications link between the
this linkage the school can become better
needs and adjust the vocational, education
,these needs.

education advisory committee.isto
school and the community. Through
infoiMed concerning Jocal employment
program to more adequately meet

. .. .

.
.

..
.

The major purpose of vocational education is to prepare :students for

useful. employment. To do this, the vocational education programmust be up-
. to-date, becalivocational education advisory committees perform a sigWicant
function in this respect by providing expert advice and counsel. Maintaining
a working relationship, although important to the school and the community, is
of utmost importance in the education Of the student. The Presence of properl
ftnctioning votational education advisory committees enables educational
authorities to d lop programs based upon the real needs of the community and
the student. Pu 'cconfidence,and an improved educational prograM can be
secured when the expeience and counsel of responsibletizsns,pre.acted upon
by the schools.

.

I

. .

Eight Specific Functions'of Vocational --I

Education Advisory CommitteeS,,'
A. 7-'

0 .

1. Occupational/Community SurvS;s - This function is basi. c to program planning.
The initiation and planning of any vocational educati'On program must be

:. solidly based on an identified set .df needs for that, program: A solid,

rationale for "Why" a ;school should offer a particular program, and "what"
should be included in the. progfam is estentialfo the successful
institution of the program. ,Vocational education,,advisory committees can
play, a major role in the planning and analysis Of'surveys which attempts to
identify community and program needs : They may become involved in assessing:

a. Community needs including special population groups (i.e., disadvantaged,
,. . ,

handioapped, minority)
b. Occupational needs', or ... .

c. A combination of both of these activities
d. Identifying employment trends and new and emerging' occupations,

\,)

45
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.

.
,:r , . .. ,. ..e ....

.1

2. Advisement on Course Content' - Schools must establish -practiCes--whiCh w-11,1-

keep course content and instruction updated, practical, and functional: .

Representatives from the occujational arRas for which instruction is to be
provited need to be consulted tegaiding skills, instructional' materials,
equitnent.f. performance standards for production work or service, and
courte6ntent. All phases of the educational program need to be reviewed
per odically in order to keep them occupatio lly oriented and in tune with
e cFoyment opportunities.

.
7 I

. ,.

T e vocational edudation Aivitory committee an play a viral role in:

a: Identifying occupational competencies
b. Developing goal statements for the program
c.zReviewing course outlines
d. Reviewing performance objectives

!

,

e. Reviewing the relationship' of the course cgnte to other cti rses in
the curriculum, and the emphasis given to human -lation d safety ,

46

. 1

$

concepts.

3. l'St ent Placement - The uccess of the school can be - measured in terms of
t e performance capabiliy of its studehts particularly with respect to the
manner in which they perform in work roles outside the school there are
a variety of ways in which the advisorN,commitfee can assist in placing

,
students in full,- or part-time employment,7:Wauding:.

. 4
..-,

.-,...-: t. ---'ic"s' . ..,.. .. .
, . .

a. Organiiihg employer/studenp conferences t. ,.. '..,: :-.., ,_ ,,,, , . . . .

b. Assisting with career C(5unseling

c. Advising teachers or school placement personnel of job openings
d. Assisting in writing letters orrecommendation for'studenis

N e. Reviewing.follow up: studies , _

f. Coordinating placedent services,with special education and 7_
.

vocational rehabilitatiori'

g. Employing-cooperative education students and graduates of vocational
programs.

,

(

Community Public Relations Each of the following activitles.may have a
siguif' ant impact on 'the de ree to which individuals .in the community
accept and e e the quali of the vocational-zglucation program..
Advisory committees an __ears of:

a. Speeches by medbers to civ
i

P
,----

b. Input, at pub* 'funding-activities
/ i c.anput'at school boars meetings`'

./ d Promotion by means of communications media .

di DTratoffMent of promotional' mate' fals .., oY :04,

f. Feedback to special population groups such as 24sadvantag a;
hindicapfed, or Minorities.. j ..

1 !
,

/ . .!,:n -

or .
53
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Appengtx.6 (continued)
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% .

S. Eqpipmept and Raciliik, Planning ReCommendations - RecommendatIOS Aan apply
-,t,to,plannin$ anew facility or to renovating an 6xiatingjic44yt.YeMbe*a:

of the advisoiy cohinittee can offer prefessional.Nadvice'concernihg the
selection of instructional equipment. The experience inth4tr areas 014/
spetialization is extremely valuable when equipment specifications are
being prepared. The advisory committee may be,involved with this function
through,:

47

a. Reviewing present eqdipment and facilities
b. Surveying equipment in industry .

c. Assuring that facilities and equipment allow foi'participation of
handicapped studenti

d. Suggesting.replacement of equipment ,

e. Aiding,in the calculation of equipment depreciation allowances
1. Spggesting equipment and facility bidding procedures
g. Seeking equipMent donations.

,

6. Program. Staffing Assistance -.The 'administrative function of locating and
hiring qualified instructional staff can be diret,tly supported in sevual
areas by an effecti've 'advisory committee., The committee can engage OF

OP.

a. Reviewing teac ei s .ection criteria
b. Suggesting reck itmen practices -

c.' Recommending po ntial'candidates
d. Identifying thea lab lity of paraprofessio al support staff

special needs program
e. Exchange programs between vocational teacKets and_workers in business

and industry
f Suggesting persons f sg and industry, toserve as adult

. vocational educat n instruc ors. .

Program Review and Evaluation - An advisory committee may be involvea in a,
wide array of program review activities which contribute in part to a
omirehensive evaluation of a prograri. Under the program review function,_ ..

t dvisory committee can and should perform those_lkindtion4 which lend
.

themselves to a critical revjelt of all dimension's
.,

of program operation,, .

'includingg, a ievi w of the program, to 'assure that the needs Of the

disadvantaged an handicapped students are being met. These activities
l_might include: ,

.'.. . , ..
4.

, ..

.

a: praluating-sfudent pei4Ormance
.

e
N.. .

b. Comparing accomplishments with stated program objectives y

c. FormUlating suggestions for programimprovement and-other similar
activities.

-
-

:

-
------_____.

- tL .
-----..

, /

4

I
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Appendix C (co tinued)

8. Coimunit Resources to S sort Vocation I Education Pro: ams - Advisory
committees ave been traditionally involv d in identifying copmunify
resources to support the instructional pr '. These activities"have.
inclUded: .". .

. a. Field trips arranged by the advisory c... ttee or through advisory

t
committee contacts ..

.

1

b. Recommending potential Cooperative education station
c. Identifying personnel from business or industry, who

classrooi presentations on a variety of subjects:and current practices
d. .Identifying persOnnel and industry based in-service programs which

would servo to update an instructor's knowledge and:skiLl
e. Providing contacts for obtaining appropriate instructional materials..

:4

t
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Appendix D.

AUTHORIZATION FORM,FORESTABLISHING A
GENERAL VOCATIONAL EDUCATION ADVISORY COMITTEE

TYLe school board of- on this day of
19 , authorizes the establishment of a continuing committee

to beknown as the General Vocational Education Advisory Committee.

The General Vocational' Education Advisory Committee is intended to
supplement and stimulate other types of citizen. participation.

The p

serve as an arm of the school board by providing advice and council to the
board.

ose of-the-General Vocational .Education Advisory Committee is to

Theneral Vocational Education Advisory Committee serves at the
p leasure of the school and which reserves the right to dissolve the committee
at any time for any, burp se. :

The General VOcati nal Education Advisory Committee is expected to
contribute to the improv ment of the school'division's vocational education
program by:

1. Assisting with annual and long range planning.

2: Advising-on current and long range labor market ttends.

3. Conducting occupational/community surveys As related to the
vocational education needsof the community.

4: Advising the school division's administration and school board
concerning course content and program development.

5. Assisting in finding/On-the-job and full-Atime placement of.studgfts.

6.. Facilitating comMUnicatione'that create good public relations
between the school and the community

. Providing a consulting service to the school board and administration
in the areas of equipment and fatility planning.

8: Providing assistance to the school board and administration through
assignee activities associated with program staffing. .

. Assistibg in gram review activities and/or program evaluation.

10. I ifying and assessing-community resources that will offer
Support the instructional program.

56



Appendix D (continued)

. In authorizing the organization of the General Vo tional Education

Advisory Committee, the school-board pledges cooperat" in the committee's

work. The General Vocational Education Advisory Comm"ttee will be expected

to operate within the guidelines set forth.

t

.
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Appendix Ei:

GENERAL VOCATIONAL EDUCATION ADVISORY
COMMITTEE OPERATIONAL GUIDELINES

*- I

The following guidelines shall be followed in the organization, opefation, and
review of the General Vocational Education Adviibry Committee; hereinafter
referred to as the committee.

Organization of the Committee

A. Membership

The committee shall consist of meMbers.

2. The members of the committee will be recommended to the school board
by a selection.committee. The board retains the fight to disapprove

." individual nominations by the .selection committee but it will not

appoint an individual who is not recommended by the selection
committee.

B. Selection Committee

1..4 selection committee will be named by the school board. The
selection committee shall consist of members., all lay citizens
except one, who shall be a representative of the school division's
administrative staff.

2. The members of the selection committee will be appointed for
three -year term. At the beginning of each year, the selection
committee will analyze the school's community service area and
prepare a roster of representative individuals to serve as members
of the advisory committee. Members.of the selection committee may.
not serve a members of the advisory committee.

k

.
3. Prospecti e members recommended-by the selection committee shall

possess the following characteristics:
. .

a. Represent the community's interests
b. Have arintptest in vocational ,education
c.. Loyal to their membership

d. Have certain personal characteristics essential to the success
of the dommittee, such as personal integrity., responsibility,
maturity of thoughtland actIOn,'the ability to cooperate, .

cdnstructive attitude, and tolerance of varying points of view.

4. Membership is open to qualified persons regardless of race, creed, .

sex or national

58



I. C. Terms trf ?embers

Appefid,4 t (continued)

52

1. The original members of the committee will serve for at least one
year; At the beginning of the first year, the terms of the
original members will be determined by lot. One-third of the.
members will sere for one year- one-third will serve for two years;
and -the -third ,will serve for three years.

2. When a vacancy occurs, the newly appointed Member will serve during
the unexpired term of the member replaced.

3. A person who has served a term as a member is ineligible for
reappointment until one year has elapsed following the expiration
of the term.

4. All members chosen to succeed members who have completed regular
terms will be appointed for three -year terms.

0%0 y

D. Consultants

1. A member of the school division staff will be appointed to meet
regularly Oth the committee in an ex-officio status..

2. A member of the school board will be elected by the board to meet
regularly with the committee as al) ex-pfficio member.

3. Outside consul ants will be utilized as needed. Outside consul mits
will be appro ed by the committee and administrative staff prior o.

initial cons ltation. When consultants require paymen for servic s;
, .

school board approval will be needed.

II. Operation of the Committee

A: The committee will organize itself, determine its meeting time, select
its officers and subcommittees, make its rules and formulate its
program and meeting agendas provided such do not conflict with the
operational guidelines set forth herein.

B. The school board will submit to the committee the current policies-of
the school system relating to advisory committees and, any proposalifor
the revision of these pol es.

C. The school board-will react, ally and in writing, to written
recommendations submitted by the committee. 6

D. Joint meetings of the school board and the committee will beheld when
mutually desired.
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:Appendix g(continued)

II: E. The committee is urged to appoint subcommittees s needed. Some of
. ,

these may be continuing committees; some may be temporary committees

to deal with special problems.. Subcommittees may include raetibers.o? ,

the committee, other lay .citizens, members of the school staff and

students. A member of the school staff'may, with the approval of the
superintendent of schools, request the committee to name a subcommittee

to deal with special problems.

F. Thefeommittee or any of its subcommittees may request ,information and
counsel from the superintendent of schools or the local director of
voZational education'on matters clearly related to the problems on

which, the subcommittees are working. '

G. Minutes of the meetings orthe committee will be sent to its members;
tHe members of tlie school board and to the members of the administrative

and teaching staffs.

H. The school division will provide the committee and'its subcommittees

with the consulting and clerical services that are desirable and

feasible. An appropriation of $ will be,made for the use of

the commitee in providing consultants, making stud s, preparing and

publishing reports, and for other items the commit ee deems appropriate.

53
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I. Publicity regarding the work of the committee and reports of the

committee or its subcommittees will be released Only after approval of

the school board or its tuihorized 'agent.

J. The committee will obtain'approval on all proposed st6dies prior to

inception by the school board or its authoriied agent:

K. The committee as.a grOup, or members representing tie committee may not

recommend, support; or campaign for or 'against candidates for the school
board; take action,regarding.the employment, dismissal, promotion, or
transfer,of individual school employees; or encroach upon the pre-

rogatives of the administrative, instructional or noninstructional staffs.

III. ReView of Procedures

The preceding operational guidelines will be reviewed annually by'the
committee. -.Recommendations for change will be conveyed to the school

board for action..
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Appendix-,F.

GENERAL VOCATIONAL EDUCATION ADVISORY COMMITTEE CHARTER

I. Name

The committee will be called the General Vocational Education Advisory
Committee of

II. Purposes

'The committee is constituted to:
ff

A. Assist the school board in developing broad vocational educational
. policy for the school system.

B. Work with designated employees of the school system In planning and

. conducting the vocational program of the school.

C. Facilitate communication and cooperation between the school, the
citizens, organizations, and' institutions of the community.

III. Nature of Policy and Policy Development

A. Policy is officially enacted by the school board. The board cannot
legally surrender its responibilities for the enactment and execution
of school policy. In addition, it must execute the laws of the Common -

'.wealth of Virginia that apply to the public schobl'system. It

abdicates none of its authority in creating a general vocational

education advisory committee.

B. Policy development is understood to be the process whereby policy is
prepared for enactment by the school board. Suggestions for school

policy may come from any source. The General Vocational Education
Advisory Committee may originate policy proposals and may review
proposals submitted to it. Appropriately, the advisory committee will,
consult with the division superintendent of schools on policy proposals
prior to presentation to the school board.

IV. Tenure and Field of the Committee

A. The General Vocational Education Advisory mmittee and any committees'

affiliated with it will continue as school b rd sponsored committees
until the committee is dissolved by a majority vote of the members of

the school board. The board reserves the right o reorganize the

committee if it judges that its functions would b better performed if'
/
a different organizatiarwere p vided.

54
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Ar(peglix F (continued)

IV. B, The committee hill concern itself only with matters directly related to
*the'school system's vocational education program.

C. The committee hill promote the adoption of proposed policy and plans for
the school system only pith specific-authotization by the schpol board.

V. !!embership

A. The Committee will consist of members:

B. Persons to fill vacancies in comittee membership wia.1 be recommended to
the school board by the selection committee.

C.,The first committee memberg will draw lots for one, two, or three-year
terms: Each year one -third of the membership will be replaced with
two- thirds continuingfor continuity and stability. A person who has
served a term as a member will be ineligible for reappointment for one
year following'expiration of that term. Former 'members may be utilized

as consultants for a limited time only.

D. Appointments to the committee will be made by-the school board following
nomination by the selection committee. Resignations of members of the
committee willbe received by the board.

;E. Representatives.from the.school board, the school division administration
and the teachers.yill meet regularly with the 'committee as nonvoting
members. The board4,member and the teacher representative.will be chosen
,annually, but mither,shall serve for more than three consecutive years.

,

VI. Selection Committee.'

A. The selection' comMittee will consist of members, who are respected
citizens in the cOmmunity. O ne of the members will be appointed from the
school staff.

B. In,prepavang a slate:hf nOmineesfoi.,the board, the selection_committee
will

.

1.,Consult with local citizens to secure suggestions for membership on
the committee.

2. Screen the candidates, rank in order of preferenee.and interview
prospective nominees for consideration by-the board.

.

6 2 .
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Appendix F (continued)

I

VI. B. a. Recommend for appointment to the General Vocational Education
Advisory Committee those nominees who are:

56

a. Capable of dbing '4 interested in the work of the committee.

b. Able to prk cooperatively and constructively with fellow
members, the school board, the vocational staff, and fellow
citizens not officially associated with the school.

c. Representative of the community in respect to geographic location,
sex, age, schooling, occupation, race, national origin,
organizations, and institutions within the community having a
direct relationship to vocational education.

(The advisory committee should be representative of parents and non -
parents, persons favorable to and critical ofcurrent school policies,
large and small taxpayers, and new and old residents of the district.
In all of these respects, and in others that a selection Ciommittee
may think important, the numbers included orl the-advisory$Committee
should correspond to the number of,their kind in the district. No

One is to be included or excluded because of offices or positions
held in an organization or institution., None is to be considered
,the representative or spokesman of any organization, institution,

. faction or element in-the community.) u

C. In recommending persons to fill vacancies on the General Vocational V

Education Advisory Committee, the selection committee will consider the V
_ y'

personnel of the entire committee and will seek to choose successors
who will maintain the representative character of the committee.

D. The selection committee will recommend to the board ont'person for each
position to be filled. It will prepare fot,its own use a list/ of
alternates who may be recommended if nominations are Rot approvea by the

.board.

E. Appointments to fill vacancies on the selection committee will be made

by the school board.

/
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1. Appendix F (continued).

VII. Advisory Committee Procedures

4

A. The General Vocational Education Advisory Committee is to organize
itself,.determine the frequency and nature df its meetings, Choose its'.
officers, provide for subcommittees, and decide:upon sits program of
work as established by, this charter.

B. The committee may add affiliated committees'with board authorization
and involve in itA work more citizens than are included in the committee.
Affiliated committes may be named to deal with improving the course .-

offerings within an occupational cluster or the upgrading ofindividual
, programs.

' C. In:performineg it's duties, the committee is expected to conduct car eful
fact-finding studies and to use administration approved consultants

`from the school division and sources outside of the division: '

D. The school will provide assistahce to the committee, to the extent that
resources permit, through its professional and nonprofessional staff
in the form of consultant ,serviceA,'clerical aid, duplicating services,
and resource materials and other aids that will facilitate the work of
the committee.

'57

E. The schooliboard and the General Vocational Education Adyisory Committee
may originate policy.proposalsointly or individually. The board may
seekiadvice from the committee concerning policy originating with
eithdr the board or the committee, but it is understood. that only the
board can make policy.

.

. ,

F. Jaintmeetipgs of the board and the committee will be'held when such
Meetings are mutually desirable and approved by the board.

G. Minutes of the meetings of the General Vocational Education Advisory
. -Committee, any subcommittee? or special reports shall be sent to ,each

member orthlecommittee, the school board and to the administrative and
teaching staffs. Subcommittees will report to the committee either by-
oral or written'report. These reports will be incorporated int() the
minutes of the-Genei'al Voctional Education Advisory Committee.

H. The, committee may initiate prOjects of special interest as well as study
problems suggested by the board.. -. .

1, The commit tee may not consider the employment, promotion, transfer,

dismissal., Or salary afan individual employee or group of employees.

J. All reports and recommendations of affiliated committees will be cleared
by the committee in consultation with the,divisionSuperintendent before
they are submitted to the board or publicized within the community.
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'Appendix F (continady

5 8.

VII. K. It is understood that,all formal publicity re rding the committee%and
its work will be released by the school administration office.

.

,' L. The committee will not ngage in political activities related tp the
election of school boar members or division/superintendents.,

M. The members of the tee Ste expected to be interested in and
informed about the vocati nal education program of the gbhizol, its
staff and organization an4,to receive from these sources'siitgestions
for the improvement of th vocational education program. They may seek
counsel from the division.regarding proposals before the Committee or
its affiliated corimittees,,tlut they will not. promote proposals for
policy change without authorization by the board.

N. The board may reAuest the services of the committee in publicizing
division policy proposals to which the committee and the board have
agreed.

_

# 0. The board may submit foi- community consideration policy proposals which
have originated in the committee.

63
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'Sample
Appendix G

SELECTION COMMITTEE RESOLUTION

The school board of hereby,authoriies the establisEle

of a Selection Committee to develop a.slate of prospective, vocational educatio
"t ,

advisory'committeg members for approval by the board. Action of the Select on

Committee will be in accord with the esignated operational guidelines

established for the GentralNocational ?ducation Advisory committee.

. ,

Thle.division superintendent of schools is\\instructed to cohtect the followa.

(nuMber) people to explain the purposes of-the General Vocational,-

EduCation Adv sory Committee and the Se1edtiOn Committee, to solicit their

service on tfie Selection Committee, to receive their individual responses4 and

4 .4:
to invite their resence at the next board meeting to receive more extensive

'instructions.

The people requested to serve on the Selection Committee are:,

'division's administrative staff.

\

, .

and I

, .

. The latter will be representing the school'
A
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Address

Telephone NuMber

OccupatfOn:or Title

fANDIDATE INFORMA

Zip

*. Occupational functionsilt.'

Educational level g Age, 4arried

Children (age)

Degree of interest. (low) 1 2 3 4 S S(high) circle_ one.

,

Representative of the following areas.of interest to the advisqry Committee.

Comments.

-

Interviewet

Date

6'0

I
f
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-, ;Appendix

GENERAL VOCATIONAL EDUCATION ADVISORY CrtIMITTEE

APPO;NTMENT LETTER

N

'(School. Letterhead

I

M Louis M Handy
U. R. Good' Compan);

#1 Cotmunity;,Circle
Progress,. Virginia 20000

Dear M Handy:

A feeling of satisfaction prevailed at cHool board meeting last night

as the seleAion committee presented its:Pist.of candidates for appointment

-to bur newly authorized General Vocational EducationAdVisory Committee. As

a group, we were pleased that your name was among the nominees, and it, is

with pleasure that, I -di inform you of your appointment to this viry

important committee. . .

.'" 1 .

.

The qualities you
will be bringing to our school

.

division - personal,
1

educational, and experiential - can assist us in our,efforts to.build an even'

,
better--vocational education program. /

As a member of the school board and ds a-citizen,,I will be lookjng forward to

meeting you at the advisory committee's organizational meeting. bur director

of vocational education will be contacting ydu abodt this meeting,, so pleaSe

reserve,Tuesday evening, October 14, i9_, from 7 to 9 p m

Congratulations on your appointment and many tfialks for your interest in our

' schools.

Sincerely,

B. E. Sharp, Chairperson
School Board

September 30; 1D
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I. Officers

Appendix 3

GENERAL VOCATIONAL EDUCATION ADVISORY COMMITTEE BYLAWS

. The officers will consist of a chai4person, vice chairperson and a
secretary. These officers wall be elected annually by the committee and
together will constitute the Executive Committee. .

II. Subcommittees

A. Subcpmmittees may be established and discharged by a majority of the,
committee. . '

B. Subcommittees av 6e ad hoc or continuous in nature depetiding on the
-subject or concern.

C. Each subcommittee shall 'elect its own 'chairperson and sectetarY:

.

D. The subject or field
,

of activity viill be speOfi by the committee.

.

E. The subcommittee may be of any size approprilte .t) its function. -
M mbership may consist of students, lay.,citizens,and school emplOyees.

e member of the subcommittee shall also bd, a methber of-the committee.

F. A from the school system shall be appolinted by the school

ad inistration at the request of the committee'VAieet regularly with

tr 1

the subcommittee. *p
le
cial consultants may be enliSted pending aroval --

.by' the commiztee,' \ ,i.

A
\ ,. I

,.....

G. Subcommittees shallreport' regularly to the committee\
,i

',....

' '1

?;$'4, .: '.

III. Progl-am

-.'_* ..1;
A. The committee will plan and operate under,an annual progralltri. :4:7

Prns, topids,, and goals will h.% incitydecOin.,the prograM. ''
. .

.
er.. ,-

. C\'!1'
;..7.

t,.

B. The program.,of cork for each ensuing year willbediscussed duripgAthe
. ,

(m6naLimeeting each-year. = '. IA\
C. Proposglsby the members will be

which will formulite a proposed
committee during the

se

nsidered by the'Execut4ve Cortmftt#col.,.

nual program to be presenkod to i;t1iyi".,s,,,:: :mb.-.;

mglitio meeting for its actton. ..iyAw;iltyl
,:... 'A ;$. ,t;,,4.,

4P4 , d.
\V..1/4Y%.1X..A..., ', es,

II

or, ,
-a,

fd,

x
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Appendix J (continued)
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ON. Meetings

A. The aRguaI program of work will indicge the regular meetings to be held.

B. 'At least nine meetings will be scheduled-each rear.

CI1Special meetings may be called, or regular meetings Maybe cancelled, by
a majority vote of the committee or by action ofethe Executive Committee.

D. The Executive Committee, in consultation with the school'admInisfrafiOn,-
will be responsible for planning the agenda of indiVidual meetingS.

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

F. Discussion leading towara.a consensus Of the members will be the'
prevailing procedure in committee meetings. Parliamentary procedure
will be used when a decision of the committee is to be recorded or
transmitted.

a . ...

° V. Responsibilities'of Members - .

i
..

. ,
. .. -

A. Each member is expected to attend meetings reguldtly, participate in

. discussions,_ and serve on affiliated and subcommittees when requested.

B. Each Member is expected to study carefully any problem which comes i

before the committee before comTitting him/herself to a final concluSion.

4 C. Each member is expected to respect the rights of fellow members by not
reporting.pr discussing the opinions of othenmembers outside the
committee. The opinions and conclusions of the committee on which there
is a consensus may be discussed informally. Publicity will be handled
through the school administration office on authorization of the
committee atcr,the school superinte dent.

VI. Loss of Membership .

.

.

Members who fail td attend three consecutive meetings automatically lose
their membership unless they present reasons for their absences which are
acceptable to 'tfie committee. .

VII. of Consultants

*\'
vas.

.

The tv,I.reiggnizes the neededf additional knowledge and assistance and.

will make eAenhve use .of 'regular and special consultants from within and
1 without the local school'systet as appropriate. Paid consultants must
be approved by the school board.

70 9

4.



Sample

\L-Appendix K

CONSIDERATIONS FOR ANNUAL SELF EVALUATION OF
GENERAL VOCATIONAL L-EDUCATION-ADVISORY CO4ITTEES

I. Accomplishments 4
A. Contributed to the improvement'of policies concerning vocational education.'

Specific contributions: -

B. Contributed to the improvement of the vocational education program.
Specific contributions:

C. Completed studies related to vocational education. Studies completed:

D. Contributed to better communication between school vocational edupation
programs and the community. Examples:

II. Committee Morale and RelatiorAhips

A. Number of meetings held during year:

B. Average attendance at meetings:

C. Members have acquired increased confidence in and
liking for each other? (yes or no)

D. Percentage of meetings attended by board representative: %

E. Percentage of meetings attended by representative of
school administration:

F. Percentage of meetings attended by teachers' representative:

G. Number of joint meetings with school boifdl

H. Number oe.pbcommittees'used during year:,

$

I. Total number of persons included as members of subcommittees:

J. Name or purpose of each subcommittee:

mi
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Appendix K (continued)

II. K. Number of persons involved in ground work other than ps
members of the committee and subcommittee (as consultants,

.resource,persons; etc.):

.

1. Number of these from theschool staff:

2. Number from the community but not from the school staff :,

3. Number from outside'the community:

Examples:

L. Number of contributdong to community meetings:

1. :sieetings Cf-PTX units:

2. Other meetings:

Examples:

M. Assistance in disseminating information about school
policies:

Examples:

N. Interest in the committee has increased or'
dec.reased during the year:

.

1. Interest-of the members of the General Vocational

Education AdviSory Committee:

2. Interest of the members of.subcomMitteeS:, /

.

3. Interest of the members of the board:

-.4. Interest of the administrators:

5. Interest of the teachers:

Interest of community organazations:

7. Interest of the public:

O. hembers of the committee have shared during the year
.with memberg of citiiens -committees-th-other communities
in the discusSion of common problems:

72
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Appendix'K (continued)

III Committee Operation

A. Committee has kept in its proper sphera.of operation?
.(yes or no)

B. Officers hay functioned well? (yes or no)
... -

Examples:
,

C. There was a satisfactory annual program of work? (yes or no)
er

D. Meetings were well planned? (yes or no) '

E..The discussions at meetings were wellcoliducted and
'fruitful? There' was general participation in the

discussions? (yes dr no)

r' 1

Examples of especially good or poor discussion's:

a

F. Subcommittees were well inducted into their responsibilities
' and sivenhelp'withtheir assignments? (yes or no)

G. The progress- repbrts and final reports of subcommittees
were given adequate consideration? (yes or no)

.

.
H. There was occasional.appraisals of the work of the committee

leading'to its improvement? .(yes or no)

I. Magazines, journals, *books and other published aids were

used by the committee or in ivi al members? yes or no) ,

List: .

J. Consultants from Outside-the community were used? (yes or no)
A

Oft1.
Nameg and ontritiutibns:*

.
. .

K. A library Of resource materials on schools and Vocational .'

educatiorrisas available to the committee and improved during

the year? (yes or no)

A
Indicate how it was improwd and how its use was improved:

0-
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i,pendix K (continued)

III. I.! :'olicies and procedures for the committee here reviewed by
mmittee and the .hoards during the year? (yes or no)

:-evision$ made:

Committee rules here reviehed during the year" (yes or no)

Revisions made:

67

N. Committee objectives fOTthe year were accomiiiished as folly s: .

nijectives St ts of_ Act*-1iPment .

1. i)
2k.

2.

J.

4.

goo

4.

r

*
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Glossary

The definitions contained in this glossary are in two parts: Part I

makes reference to the terms used in the body o'this publication, and

Dart II refers.to those expressed in the publication by the Virginia State

Advisory Council on kocational.Education, Involving Advisory Gro

Terminology used in this publication similar to that used pv the state

council:

Handbook

Course or Craft
'Advisory Gommittee

Occupational Advisory

Committee

-General Vocational. (Education)

Advisory Committee

-

State Council

Program Area
Advisory Groups

School or Institution
Advisory Committees

Administrative Unit
Advisory Committee

A cursory review of literature associated with the development of this

guide revealed a similarity of terms. Most were exnressed as having evolved

over-a period of time and/or reflected newer phraseology that has developed

with the broadening concept of vocational education. The terms used here are

a compromise between the past and the present.

Part I

.Definitions of Advisory Committee Terms

General Vocational Education Advisory Committee.

A .committee composed of lay citizens, (Idly authorized and appointed by .,;

the locaL school board and assisted by designated members of the school'S

staff and board. This committee is created to advise the school

administration and board'on matters associated with the overall

vocational education program of a particular school or schools within a

division .or an area vocational education center.

69
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Glossary (continued)

Occupational Advisory Committee

A committee composed of lay citizens knowledgeable about an occupational
area, duly authorized and appointed by the local) school board and

assisted by designated representatives from the school. This committee

is created to advise the administration and board on matters associated
with a specific cluster of courses or occupations as associated with
agricultural education, business and affice education, distributive
education, home economics, industrial arts, trade and industrial
education, or as designated by the administrative body. The committee

-.
may be assigned to serve a_particular school, schools within a division,
or an area vocational education center.

70

Course Advisory Committee/Craft Advisory Committee

A committee composed of lay citizens, specialists in a business, trade,
or craft, duly authorized and appointed by the local school board and
assisted by designated members of the school's staff. This committee is

created to provide advice to the administration and board for the
implementation, operation, or improvement of specific vocational course
offerings within a school, school division, or area vocational education
center.

Selection Committed

A committee composed of three or four individuals, knowledgeable of the
local community, duly authorized and appointed by the local school board.
The committee's task is to identify, screen, select, and recommend
individuals from the Community with designated capabilities to the board
for appointment, to the various advisory committees or councils authorized
by the board.

,

Executive Committee

The executive'committee is composed of the elected officers of a general
Vocational education, occupational, or course advisory committee. The

executive committee receives its authority from the parent Committee
through its bylawi and charter. Its function is to conduct the committee's

-business as delegated.
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Glossary (continued)

Subcommittee

A committee authorized by a general vocational education, occupational,
or course advisory committee, composed of selected committee members
appointed h the parentcommittee's chairperson. ,A subcommittee fUnCtions
as a study grow} of the whole andlreports'its findings to that committee.

subcommittee may be either continuing or ad ho

Part II ,

Deflnitions o: Types of Citizen Groups
Discussed in Involving, kivisory Groups*

Program Area Advisory Croup'

T.

Advisory groups for program areas within apubl.ic school, community
college or technical center, which are mainly' concerned with advising on
initiating, oplementing, and/or evaluating a program or activities within
one occupati§nal program area. These may be known by other titles'Such
as craft committee,, _etc.

School or Institution AdVisory-,Committees

SchOdlwide or institutionwide adV.Isory groups concerned sith the'total
vocational and technical education opportunities for students within the
school or institution.

Administrative Unit Advisory Committee 3.

Formally appointed committees charged with advising on the total
vocational education program as carried on or planned throughout the
various schools operated by a local board of education.

Educational Planning District Committees

formally appointed groups advising on vocational education programs,
services and activities carried out in one of the twenty-two Planning
Districts in the State.

,

*Virginia State. Advisory Council on Vocational Education, Involving
Advisory Groups in Planning and Evaluating Vocational and Technical Education
Programs, p. 1. Box 7, llaoksburg, pp.

ig
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Glossary (continued)

t

Occupational Specialty or ProgramArea Committees

Statewide g $ advising-on programs, services and activities being
carried out in a specific occupational program area (e.g. Home Economics,
Automotive Technology, Distributive Education, Nursing, etc.).

The State Advisory Council 'an.Vocational Education

. .

A Council, mandated by the Vocational 4E4ucatimendments of 1968, to
'advise on the State Plan for Vocational Edufation and to evaluate

.

programs, servides and activities carried out under the plan.

Other Groups:

Ad Hoc Groups

.Zmall groups assembled for one or more specific purpose and which are
diSsolved when these purpos4s. haVe been accomplished.

I

"Think Tank" Groups

small group, o£ citizens brought together to share
attacking an identified proble1 or issue.

Informal Advisors a

ideas on
4

ways of

Identified persons from whom advice'is sought individually as the need

' arises.

Forums Groups

Groups of citizens representative of the general public invited to .a
public meeting for an open discussion of vocational education and/RY to,
express views concerning vocational pducdtion.

9
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Footnotes ,

.

'National AdviSory Councils on'VOCational Edugation, Resource.BOok for
State Advisory Counckls (Washington, D. C., 1973), p.. 22.

2
Ibid., p.'23.

SIbid., p. 23.

4
Ibid., pp. 9.

.
.

SVirginia State Advisory Council oh Vocational Education, Involving
. .

-Advisory Groups in Planning and Eval4ating Vocational and Technical Education
Programs (Blacksburg: P. . Box-U), p. 21.

George S. Orr, Jr.., Results--of Survey on Vocational Advisory Councils,

Supt's Memo #7545 °(Richmond, Virginia: State Department of Education, June. .

20,.I975).
.

_ 8Division of Vocational Education,, Virginia State elan for Vocational
Education 1975-70 (Richmond,,Virginia:, State Department of Education, Draft

copy, April, 1975, Part II), p. 51.

. 9
Ibid., Part II, p. 51.

410
Aid., ParVI, p. 15%. ,

11Comptroller General of the U. S., ReporXto.Congress, What Is the Role
of Federal Assistance for Vocational Education? (Washington, D. C. U.S.
General Accounting Office,-No' MWD-75-31, December, 197, p. 31.

12
Leslie H. Cochran, L. Allen Phelps, and Joseph F. Skupin, Vocational

-Education Advisory Committees (Mt. Pleasant: Michigan Department of Education,
Central Michigan University, December, 1974).

-

.13Richard K. Hofstrand and Lloyd J. Phipps, Advisory Councils for Education
A Handbook (Urbana: Turban Educational. Development Laboratory; College of
Education, University *of Illinois, 1971), p. 30.
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