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ittees/have played a vital role in déveloping Oregon's -
These committees have been used in _

rogram.
"vo-tech” programs and high ‘school® cluster .pro-
oncept. that has since -proved successful in a'variety of

other pro rams, locally and statewide.

e success -of advisory committees is adequate and appro- .

lanning.| The following information wil} be -netpful when : -
yn1ty, busaness and

career ediication
communitx college

Key to
priate

planning and wgrking with, educators, comm
industry advisor gnoups . . .
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, 1§ based. on -the conc ptithat each ndividual will perform
sdveral roles thyoughout Tife; among these- roeles are: family
Instruction--to be comprehensive--needs

. his publication offers g 1de11nes for establzshing and operatinﬂ

: .-advisory commi ttees for Career Education, elementary grades throug
- T jeommnity. college, .Each 'of the four chapters .that follpw TFunc-

‘Itions, Organization,. Meetings, Matnténance} - contains key concepts

and step-by-step checkltpts.” Items in the appendix are easily
detached; making dupﬂicat on more convanient L
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FUNCTION - '

£
k"

@ |« POINTS

I

Define hé ed for and purpose of the advisory group..

Identify th¢ role and fufiction of the advisory group. .
Determine he typels) of advisory group(s) required t6 meet specific
needs. - : . .

t WHY HAVE AN ADVISORY GROUP?

The functien of each advisary group is determined by the needs of the par-‘

ticular prpgrad areals) served. There are seven types of advisory groups
_discussed n this section; the advisory coupcil as well as advisorytbemmittees
for specific functions (awareness, exploration, preparation and ad W¥c advisory
commi ttee)l Sudggested functions of advisory groups are in Appendix A, page 35.

*

;\OLE OF ADVISORY COUNCIL FOR TOTAL SCHOOL PROGRAMS o

Provide fon in develobing career and vbcationalj educatton programs.

Provide technjcal informa%tion and assistance as requested by the school admin-,

istration or-gchool board.

-

unity.

. ‘%st in tHe promdotion of .career' and vocational educaton programs in the .

ASS1st

developing youth 'organizations and’.youth Teadership activities.

Provide[1iaison between all levels of career and vocational ﬂducatiﬁn (K 12 and .

community cqliege) to 3v01d duplication and provide continuity.

.Rev1éh:and pprove locail app11catlons for funding (a requirement of the Voca—
' tionai‘Educ tion Amendments Act of 1976).

Review/ and{ revise career and vocational education budget and recommend it to
the sd ool ladministration apd the school bogard.

|

Keep nfo ed of current occupational and educatiopal trends in the community.
o , \

Sery
tion

y

PrOﬁude sistance to teachers as requested.

rogfams=—  ° L. ',

A

as 3 team for assessment and evaluation of career and vocational educa-

;\.
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ROLE OF ADViSﬂRY COIMITTEE'FDR INDIVIOUAL CAREER PROliRAMS

Prov‘lde d‘lrection to c:rr‘lculun devel opment to lnsure relevance to the wor‘ld of

’ .work. . . .

4

Prov ide technical i nformation ahd assistance when needed.

Assist in the- placement of g

-

4 Provide caréer and vocat1onel guidance for students . ._ . | e T
/Kssist 'ln tne development of qulic relations te m#om—theeommmty about the
program. ’ 2

Assist mth the activities. of the youth organization and/or the leadersh1p
development of students. . /‘

4

-~

pevelop methods of reoog'hiz'ing student ‘achievement. Y
Serve as a. team for assessment and evaluation of the program.
‘ Assist with the development of short- and long-rang(e planning.

Rev1ew and revise’ program budget and recommend it to theféchool adm1n1stration

Rev1ew and approve proposals for fund1ng ‘ . ) -, .
Provide articulatlon with comun17y/ college.' . - -t
L ‘ . L4 - . - * "

N | KOLES OF SUPPORTIVE SCHOGL PERSONNEL

.'_—_ i

. School Board: appoints advisory group members; rev‘iews and ;cons1ders recom- .

mendations made by the adv1-sory groups. /
Superintendent sees that advisory groups are formed and “that letters of 4 e

apbointment are sent to members. .

* , Career Education Qirector: sees that advisory ‘groups are implemented and that ,
the instructors are working effectively with their committees. The director . -
utilizes the central -advisory council to coordinate all career and vocational
education programs and related activities. The central adv1sory council 1s
usually a primary responsibility of the career director. v {

Princu{aal. sees that the advisory groups within the building are functioning .
effectively T . too C o

Instructor: motivates -and works ‘with the chairperson of the committee. The N
Tnstructor should act as a consultant to the chairperson and the committee,

11 . ) M ' ‘o '| .Q
) . 4- o 1s _ ,
* - s r




. ; . .
prond‘lng needed information f0r program devel opment and improvement . Secre-
. .tarial” duties will be assumed by the instructor including preparmg «and nraﬂ'ing

dgendas. and other *written materials as needed. ;

WHAT TYPE OF GROUP_ IS NEEDED?

-

. / D
* “-CENTRAL ADYISORY CDUNCIL . N
. 7. A central adwso:-y'c'ouncﬂ is composed of representa;ives from career and-
cluste’r adviso:-y comlmttees in the .d1strict . ,

-

"fhe central adv1so:-y council is composed of representatives from the awareness °
and exploratory committees as well &s each- cluster’comwtee presently 1in
operation- and thise pr‘oaected in ﬁe Iong-range plan. 1 >

*'The pr'lmar'y ‘?uncuon of the *central adv1so:~y council involves. total program
planning, inservice recomendatwns. and coordination between programs and
, grade 1eve1s Representatives on the central council may be the chairperson or
an appointed represgntative from each committee.

_V‘ In small schools, a central adv isory couﬂcﬂ may be the -only advisory group
< In such a case,)tepresentation should come from a cross-section of the com-
munity. There should be at least one representative from the career, awareness

Y p,rogram, the career exploration program, and each occupat10na1 program.

This councﬂ is"the appropriate one to use, for approval of the .1ocal applica-
. tion for vocatwnal fundmg under the 19@6 Vocational 'Education Amendments
Act. .

*Agri-
culture

ol S *

1@ o Central

' Adyisory

Council ~

.
" L
. - . Figure 1. Sample Structure: Central Advisory Council . -

y " . . - ! ) i ‘4 h ' [

! v
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- ‘AHARENESS'ADVLSORY COMMITTEE - )
This committee is composed of r presentatives of the community that advise, .
g elementary career awareness programs, usually one “committee per school The .
T, -conmittee fiay be a subcommittee of the PTA or simirar growp.. - A

fd‘istr'ict awareness adv‘isory cogncil can be used when there aré sﬂer&l
elementary schools each having t v oWn advisory committee, A representdative

.. of each school's advfsory codinmittee v(lﬂl serve on the. d'[str‘ict-w‘ide awareness

V' advisory council, One representati from this, .council will serve on. the 9
central gdyi sory council. » \ ) - > )

- . - . \ . . , =

~

Awareness
Advisory
Committee
(School. B)

Awareness

‘District

¥ % \.
Awareness .
r ' Advisory S - .
L, - «
. quhcil | g , Aéﬁt\
- /" awareness Awa eness v
' " Advisory Adviso .
) . Gommi 4 tee Commi tee :
oL (School C) (Schooh D .
"1 o - . f . '
‘ - .o Figure 2. Sample Structure: Awareness 'Advisory‘ Councﬂ\\x M
A | N
" EXPLORATORY AQVISORY COMMITTEE - \\ LT

N vy
This committee is composed of representatives of the community that advise on
the exploratory career programs. . There fis usually one committee per school or ¢
district depending on administrative structure. ' The individual committées tr}at
are established may be subcommittees of the parent group or they may be estab-
Hshed Specifical ly for occupational exploratiop programs. ' s N .

A district exp‘roratory advisory council can be used when there are several

intermediate schools, ,each having their own advisoPy committee. A represen-,
tative of. eacH school's. advisory comm‘itt& will serve on the district-wide

-
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_.exploratory ad;isory council. .One representative fran this council will serve

oh the.central advisory council. . . g

Exploratory
Advisory
Council

(School B)

Exploratory
Advisory
Council

Exploratory
Advisory
"~ Council

{School D}

A Council
{School G} /

Figure 3. Sample Structureb Exploratory Advisory<Council

L

CLUSTER (OR PROGRAM) AOVISORY COMMITTEE

»
This 15 a broad cross-section committee from ‘business, industry and 1abor

"'~represent1ng the key§occypations of a specific cluster. Usually there is one

such committee ‘for.each cluster program

1

A reﬁresentative from each cluster advisory commzttee serves as liaison to the
central advusery cqgncil

Crop .
Farmer ' .

Figure 4. Sample Structure: "Cluster Advisory Committee -
. . .
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. " LT ' , A
AD HOG ADVISORY COHMITTEE . " ~ . ., e ;ﬁ‘ # |
. An ad hoc advisory committee, is established for a Specif‘ic purpose ﬁﬂd when '’ ‘o

that purpose 1s achieved, the committee is dissolved This committee may meet
once or several times . .

An ad hoc committee is most. hel pful “when schools are trying to decide prqgram
direction, whether or.not o implement a new program, or if local industry is
supportive of such a*plan.’ An ad.hoc committee can pull together a’]arge group o ;"

of representative ihterests _ . RS
N For example: , ot
. M Yo £ ¥
Your school is considering the implementation of a, forest products cluster
PRI
The purpose of the ad hoc committee would be to determine if a forest products | -
cluster shouTd be implemented. . O e
' The org nizational structure of the committee should inc]ude complete represen-
" __~ tation [15-18 persons) of the industrial base of the community as well as those
XSugg d in the .example below. More than one representative from a given area

is recommended to provide a cross-section of industry

. 3 N ,
Saw Mill

(2)

State
{Employment
) Service

Private

Forestry Ad_Hoc

Advisory
Committee

-
D -
FY

- o (Fore‘st Erod-
ucts Cluster)

, ’ Tree , .
. Engineer Farmer '
1) (2)
! v
’. / /
LY I’ ]
Figure 5.7 Sampig Structure: Ad Hoc Advisory Committee ",
- — 8-1. . . L
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COMMONfTY COLLEGE CEHTRAL ADVISORY COUHCIL

A com;qnfty oo11ege may wish to organize a central adv1sory counctl to review
and -approve the proposals. for funding under the 1976 Vocational Education
Amendmgnt Act and give advice for program development. This type of Council
should’ inclugé -broad representation of thé “vo-tech” program aveas and might.
include members of ‘Lrogram advisory committees. However, some community, '
colleges have thtrty or more "vo-tech" programs, which makes it nearly impos-
sible to represent a]l programs on & central advisory council. )

‘Licensed \ o ! ‘
Practical: ) L /
Nurse .

r 4

T “Mid-. <
’ Management

< { Computero | .. /Central’
: Science : Advisory
" Council
B8 - . . [
" - { Community

College) / . '

Machine -

- Trades

. . - .
Fﬁgure 6. Samp?e Structure Central -Advisory Council, Community College
\

COI-’MUNITY COLLEGE AOV’fSORY COMMITTEE

.\Usualiy there f{s oné committee for each spec1a1ity, occupation or trade. A

broad cross-section -committée should be selected from business, industry. and
labor to represant specific programs
¥

Indiv1dua1s with exbertise in specif1c vocational areas should be recruited for
the advisory committee. It is recommiended that secondary clyster committee rep-
resefitation be’ cluded to assist in the improvement of pregram articulation. ot




- t i - . ¢ . " .
' 4 . + ¥ .
The chairperson or app01nted representative of this committee should. serve on
) tbe comunity ‘;;z‘one@e central advisory couneﬂ. . . . q

% . - - ' p— . " " . ’ ¥ i
. | . . Y N . W . . ..

O T -/
- tmployment .
- . ,
Union ’ A

Metal Shop Official

Teacher

-
.

" Advisory
Comi ttee

Vo-Tech
Student

(Community
College)

Industry
Man¥gement
Represen-
tative

-
I . b

Figure 7. Sample Structure: Metals Advisory Committee
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- ORGANIZATION OF ADVISORY COMMITTEES

KEY' POINTS . R S

]

..
Discuss the functions, organization. and operation of adv1sory committees
with schopl administrators. . ’

Meet uith the local school board to discuss organlzing an advisory
commi ttee. .

-+
-

Develop a balanced, wofking memberohip

4

*r
-

_Establish the advisory committee by official board appointment
Plan the first meeting well; this is critical ’

t

Draft a(constitution or policy document to provide guidelines, and direc-
' tion to the committee ,

!

Orient committee members to their role and responsibi}ities.
‘Design a, program of work that provides meaningfu]'involyenent,
Elect officers during the second or third meeting.

The basic procedures for organizing advisory committees has been well estab-

lished. Although some modifications exist, the basic steps are as follows:

DISCUSS THE FUNCTIONS, ORﬁAHIZATIOH AND 0PERATIOH~0F ADVISORY
CUMMITTEES WITH SCHOOL ADMINISTRATORS (PROVIDE INSIGHT).

Advisory committees .owe their success to the active support of such school

.administrators as-the principal, career education director, superintendent and

department chairpersons.” (See Orgénization Check1ist, Appendix B, page 41. )

_Suggested contag s at the community co]lege might be the department chairperson
r .

and dean of instruc 1on

The following checklist of poSSIoie fﬁnctions may be helpPul when expla$ning
the need for advisory committees to your schoo} personnel. The adyisory
committee can: ,

Assist with community surveys to determine or verify the need for
trgining. E i o~

i Interpret the-program to the community. ’
Provide assistanCe in placement opportunities for students.
Providé current Becupatfonal informa,tion. o
Help .plan for facility ;na\rquipment needs. - | D

.\

-13-




1. vhy do we need an advisory commi ttee? |

Assess ongomg programs g /
Assl_s,t«with :long range program plans.

Help identlfy technlcaT skills for entry-level employment through currle-

g oy  ulum review. .

" -Help develop coope'r‘ative work experience programs.

- 2
H . . B

- ‘: ‘Approve fundlng applications for vocat1ona1 programs.

Y Serve as a '5ound1ng board for the cormnun‘ity-at 'Iarge o

-

ARRANGE TO MEET WITH THE LOGAL SCHOOL BOARD TO DISCUSS THE
QUESTION OF ORGANIZING, AN ADVISORY COMMITTEE (OBTAINEYG SUPPORT).

Arrangements for the meeting with the board are made through the chuef school
administrator. . ) v .

Questions to be'discussed with the board. might include:

&

2." How wilT the committees be used?

3. Khy organize at this, time? T . ) / -
4. who is responsible {o.iee that it is properiy implemented and administered?
5. What is the or'g'anization .and policy structure of ‘an advisory corm‘n'ittee?

You should go ifnto this meéting with answers for each of these guestwns Do
YOUR HOMEWORK! You must be convinced that you neadf an ad\nsory conln'ittee in
order to sell tbe idea to others. .

2

DEVELOPING A WORKING MEMBERSHIP (étL‘ECT REPRESENTATIVE MEMBERS ).

Membership N~—— __*

Number of meémbers: An advisory committee should hdve a workable number of
members, usually between five and twelve. (See Advisofy Committee composition

Fl

_Checklist, Appendix C, page '433.)

Balanced membership: Members should .include representatives from labor,

management and students. It is important to include labor as well as man-

agement; flabor can prouide current information on entry-level skiils. For

example, the health cluster may wish ta fnclude doctors, nurses, lab techni- °
cians, occupat’ronal therapy personnel and a student.

Background of members: -Members are to be consultants and shou]d bé seleqted
because of techmical knowl edge in the area. .

-

‘| .. ‘14‘
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In Order to facilitate articulat1on between 11!E4$ of education, representation
i frop’ other lévels of an occupational area shoyld be considered. For example,
. ~a high school agriculture committee might include a community college represen-
tatIVe and/or a teacher trainer from Oregon State University.

. ‘u
-,
.r “a

u ]
A number of proce ures have been effectively used in the selegtlon of members.
Orie common sglection procedure is shown below. After the board has granted
«%pprt)val to organjze a committee, the staff person respon51b1e can proceed with
gelection pro¢ess.

Se1ection of Members

/Dev’emp a list of potential members. {See Appendix D, page 45).

y

! Check the list and -ba'lance the membership. © g 1 .
L Select two representatives in each category of the committee, a first
_ choice and a alternete in case the first declines. A
Secure approval. of the list {both first and alternate selections) from Ahe
supermtendeit apd board. {It would be embarrassing: to ask someone to
N © serve, only to have then. rejected.) .

" Contact alt’ 1rst caoice members (personnally, if possibfe) to see if they
_are willing to serve: Exprain the program and their role as an advisory
member ’

. ’ If necessarjf, contact alternates to complete t.he membershlp \.

. .. |-

V" | ESTABLISHING ‘ADVISOk * COMMITTEES

'Boar‘d Appointment:  BOARD APPOINTMENT IS CRITICAL, TO PROVIUE A HORKIHG RELA-
TIONSHIB BETWEN THE BOARD AND THE COMMITTEE.

-

Submt the final membersh1p list for board appo‘!ntment

After final appointment is made a 1etter signed' by the boatd cha1rperson .
s . should be sent to euch member. {see Appendix £, page.5l.} -
P

‘Mechanics of'{}rganizatwn: . . . . . '
The officers of the committee should include a chairperson, vicé-chairperson,
dnd a secretary. The sthool representative should act as executive secretary;
the positions of chairperson and vice-chairperson should be held by committee:
members. - (See Appendix F, page 55, Roles and Responsibilities of Select

. © Committee Offmer,s ) - v

-

Prior to the flrst meetlng,‘the instructor should appoint a temporary chair-

person. Together, they will plan the agenda for the first meeting. {Thissy

_temporary chairperson would serve until officers are elected at'a later meet-

ing.) It is most important that the meetings are run by the cormmttee, rather.
. . . than the attendmg school personnel. ) :

. o 5. ‘ ' N
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Public Recognition for Merﬁbers/” . - »

Advisory uémbers should have recefved a letter of appointment prior to any
public announcement. As industrial labor and bus1ness representatives for
their colleagues, it is important that they know something about thei appoint-
ment in advance. Press releases to the local paper and radio should provide
adequate coverage of the formation of the committee and mlght include the

,ﬁo1low1ng infarmation:

The names of the newly appointed advisory members.
. » ;
. Their professional ositions and titles. . ‘

The name of the iastitution making:the appointments.

b

The name of the chezirperson of the school board:making the appointments.

~

The role of the advisory committeeé '
'
The area of specialization they will serve.

Ahother excellent public relations idea is to provide a framed certificate of
appointment for each advisory member signed by appropriate school personnel.

’The First Meet‘ihg:1 ' // '

tike any pther first 1mﬁnesslon the first meet1ng of the advisory committee

will s he stage for &11 further Work with the members. Start and end the
meéting on time. Make absolutely sure everyone is’acquainted; this can be done
by having' each person give some background information about themselves Most
of the time will be spent on or1entation

A heipfuT suggestion: At this f1rst meetlng, provide each adV1snry memper with

.a notebook {school, youtk Srgani¥ation or other) with tab orga51zers prelabeled

with .appropriate headihgs (Agehda, Minutes, Organization,
Program Assessment. )

Corrgspondence,
A suggested agenda can be found in Append1x G, page 57, ¢
After the meeting is over the following jtems should have ‘been -accomplished.

Reasons for organizing the"bommittee arguell understood by the committee

members and school officials. s

. ) .
There is a ch? defined conmittee function. = - 4
‘There is compM¥te agreement that their functiog is a needed one.

lr- . . ’ e ’" 2

-~

q

ljeetings "are covered in Section III, ‘page 21. BRcause of - the Jdmportance
of this first meeting to &khe effectlve organization the cdmmittee, it ls

. briefly covered here. -

- P _16_
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. a formal organizational document. ™

o The advisory members have some understandipg about th program(s) they are
f‘- going to- ad\nses v . .

. There is agreement to .serve by the total membership , .
There has beep an orientation to the operating structure of thercommittee
A date his 5een set for the next meeting
- An evalﬂation of the meeting ha;»been comp]eted by each member.

Constitution or Other Orgaeizational Document

.The constitution 1denti.1es the structure and proceduses for  the advisory
committee., (A sample is given in Appendix H, page 59.) A good way to intro-
duce the committee to the constitution is to mail ,it out prior to the first or
second meeting, with a review at the meeting following the mail out. In soine
cases, the committee will write-.their own document based on administrative
guidelines. " Groups that are organized according to their funct?on,_rarely need

o

Orientation of ﬁdvisory Members to Ciuster Program . h .

Getting off to a good’ start is a key to“maintaining an effectave and enthusi-
astic committee. ,Between the initial contact of individual members and the end
of the first me€tin ach member ‘should share in an orienta on program. The
objectives of such/an orientation would be: R
# 4
" To acquaint members with the role of an advrsory committee. From first
contact, a prospective committee member will want to know what demands
will be made in terms of time and other resources

. Committee members shoqu krfow the scope of action in which they can become
involved.: -
To clarify expected goals of the committee. By the end of the first
meeting, each member should have a clear picture of. the educational
jStructure of the area they will be advising. They need #o realize that
‘their role is advisory in nature, and that the final deciszons\rest with
the administration I

~ - "

Committee members .from private'bus1ne$s tend to become impatient with the
time it takes for approved suggestions to be acted upon. The orientation
périod is a good time to identify methods of budgeting, timelines, and
other specifics regarding the operation of the program. (See Appendlx I,
page 63 for Tetter written by a former advisory cqpmittee member

‘Program of Work o ) . -

Once committee members are oriented to thé program and its gcals, a program of
work- should be planned. The chairperson and the instructor should do prelim-
inary organizing follewed by involvemént of the full committee’ at one meeting

. session--preferab]y the second. This process fiakes the program of work the!l

' ' X _=17- . =
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ittee's, not the instructor’s, and the committee will be more likely to
agdhieve what they have idemtified throughout the year. A sample of work can be
found in Appendix J, page 67, ;
n established advisory ‘commi ttee might choose to do a program asgessment at,
the end of the school year. In the fall, the program of work is then built
around the priorities that have been 1dentif1ed as a result of the assessment.

Etection of Officers

' Elegtion of officers should be held during the second or third meeting, after -

/ members are somewhat acquainted. The temporary chairperson will conduct this
election. (See Appendix F and G, pages 55 and 57.)

-—
At
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II1. MEETINGS

xey Po i n ts L) L) L) L) L) : L) L) L] L] L] L) L] L) L]

th Have MeetingS? . . 0‘0 L T

.. Elements of a Good Meeting,. . . . . ..

How Many Meetings are MNecessary? . . . .

Planning the Date, Time, PYace . . . . ,

Plann}ng the Agenda . . « . ¢ ¢ ¢ + o &

Fi na1 P1 anning L L) L) L) L) L) L) L) . L) L] L] L] L]

Evaiuétibn of Meetings\. . eie o .‘. .

“Follow-Up

V
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~MEETINGS <

[} L]

KEY POINTS | - : ‘ L

The chairpe#!on and responsible school representat1ve have jointly planned
the meetings.

Arrangements for faci]ities and equzpmen% hage beén mgae- /‘(’

Committee members have been notifiéd and remindéd of the scheduled .
meetingsq i - . T . ‘

Commi ttee recommendat1ons have been fo]]owed up and appropriate action has
been taken and reported.

.

Every meeting is evaliated by members. : .ot a A L

-

~ ) HHY HAVE MEETINGS? | )

Other than the fact that advisory committee meetings are required for approval

. of a cluster program by the Oregon Department of Education, the following

qeasons exist: N '
- * 3

Meetings are the fastest means for-communicating information.-' ..
Meetings save time by getting immediate regctions and producing immediate
results.

- _ o s . % .

X .Advisory committee meetings provide a means for disseminat1ng informatfon

' and getting feedback, which .facilitates the communication process by
keeping misunderstandings to a minimum and foster1ng positive“ ‘under-
.. standing. - r

Meetings provide a Chance to gather jdeas from a variety of partic1pants

" The dynamics of group interaction produce results greater than those which.
Could be obtained by 1ndividua1 contact. -

-

ach committee member is made aware of a larger commitment to the program,
not*just individual commitment.-

L]

ELEMENTS OF A GOOD MEETIHG

The following list reviews eliements common to good meetings It s not d11-

dinclusive, but if these point are covered, chances are the meeting ‘will be a

success. n

1. The meeting beging on time. . K | o N '

A

2. The meeting has a elearly defined purpose, which is understood and
accepted by the participants ‘ .

-21- . - .
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3. Particﬁpants arrive at the meetiﬁg already 1nformed as to the major
problems to be dealt with. .. . . ‘e .

., 4, Though flexible and informal, theimgetind moves right along -and stays on
- the track, adjourning on time. . ) .
. r
5. Committee ﬁembérg Teaye the meeting with‘a feelzng of personal accomﬁlish-
ment and with ch&]\é}!‘;gﬂs to meet .

¥

N T M;gB} ‘the most™ 1mportant -of all the points mentioned: } There is follow-

rqygh on the meet1ng .Y N
. w's - . - DONT'S
Be fincere » ' . ' Avoid expertise {instructor)
‘Be a good Vistener - «  Avoid group pressure )
- Be impartial .-~ * Avoid jargon
Be courtecus ‘ Avoid critical remarks
» Be patient . _ Avoid surprises
Use tact : Avoid labor-management
Give credit where due o controvg;sies

Instructor should talk only
when called upon

- {See Append&x K page 69, for Meetzng Checklzst)

-

»
HOW MANY MEETINGS ARE NECESSARY?

One of the most frequent_y asked questions 1s, "How mahy meetings are .neces-
san}f“ Once the purpose of the committee is understood and the appropriate
, program needs identified, the number of meeting$ necessary will be evident.
Without identified program “needs,” there is probaply no reason to have any’
meetings, let aloﬁb worry about how many

A newly formeﬁ commi ttee qiil need to heet more fre&ueqtly than an established

. one. Most new committees find that severa) organizational meetings are neces-

sary, scheduled fa1r1y close together. n established committee- needs a

regular meeting at the beginn1ng of .the school year to lay out a specific

progran of work for the coming year, .One at the end of the yedr t¢ evaiuate the

ﬁgar s activities and suggest improvements, and as many regularly scheduled
e

tings in between as the committee feels necessary to assess progress and to _

deal withemajor concerns. ‘Special meetings may also be "necessary from time to
time -
1

»
Remeniber that® hold1ng a meeting wi thout tear-c ht purpose is probably uprse
than hav1ng no meetjpg at ail. )

1

_'.a ~

il .PLANNINB THE DATE, TIME AND PLACE

-

Thé first étep in planning a meeting is to determine the most cgnvenient date;
time and place. After the first weeting, this is usually+doné just before the

+

" _22-
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adjournment of each meeting. For the first meeting and any special wéetiﬁgs,
it will be necessary to contact each.member to see yhat dates are open. It can
be difficult to find a date and time that is convenient ¥or all. committee
. members. If no day can include al} members, it may be effective to rotate the
» days on whicht the committee meets, so that even thelbusiest members can be
- accommodated at least-part.ef the time. -

~

& .
he same probiem sometimes exists with the time of day that the meeting‘will be

eldt Rotating meeting times has also proven effective. Some of the fol]owing'

types of meetings might be tried at various times. Co
Evening meetings (Dinner/Dessert} L -
Luncheon meetings o
Afternoon meetings
Mid-morning meetings
't»  Breakfast meetings

\
. * -

Factlities are an %’po’rtant 'ingred1ent in any meet1ngs Some of the important
select1on criterfa are:

[
-

Convenience to the committee members
Fewest possible interruptions p
.Adequate”l ighting, heating and ventilation
Convenience for use of visual mids

conference- table
The -surroundings should reflect the role of the committee and the program

Likely ch61ces are a school conference room the Tibrary or a cluster class-
room. While Creativity in facilities is encouraged having a permanent meeting
pThce avoids confusion.

L ‘ PLANNING THE AGENDA

Y

The next step is “to mike an appointment with the chairperson to %lan the
agenda P]ann1ng an agenda takes care of two very important points:
A 1anned agenda encourages the school representat1veﬁto present clearly
defined problems to be solved and goals to be reached, using the program
of work as a guideline. )

A planned agenda ‘mailed to committee members gives them an opportun1ty to
> thin thlngs out, gather necessary data and.develop a point of view.

Néenda itemé should reflect the interest and knowledge of committee members.
Getting tofgether allows the chairperson to provide input, including additional
items that have developed from communications with other committee members. It
gives the Chairperson a head start and more confidence io conducting meet1ngs
A good.te§t of an agenda item--Does it meet most or all of the following:

1. Is this a real concern?

, | ’ _23-
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‘Adequate seating, which can be arranged in a face to-face s1tuat1on e.9.,
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.

2. Is this a problem the school wishes to solve? ..

3.  Will the school use the committee recommendations?

4. Is this a quéstion that the committee is or will become interested in? -

5 Is the committee prepared to discuss -and make recommendations on this
‘t¥ype of concern?

6. Do members have sufficient facts and backgrqund information ava11ab1e to
make worthw11e suggestions?

7. Does thé "item re]ate to timelines 1dentif1ed by ‘the program of _work?

Th'is get together is a]so a good. t1me to anticipate possible problems that may
arise dUr1n9 the meeting.. If meetings are p]apned only in terms of problems
to be solved, one of the most important outcomes of the meeting would be,
neglected: the individual. The meeting shouid be planned and conducted with
the 1nd1viqua1 mefbers in mind; each committee member should get someth1ng out
of the meeting; £.9., a new 1ns1ght a meaningful assignment, an opportunity to
be heard, and the feeling of accomplishment. s

< To foster'?reedom of. expression, allow a segment of the meeting for genera]
concerns and d1scussion Confine extraneous business to this def1n1te tme

(See Append1x L, page 71, for suggested agendas.}

s FINAL PLANNING B

W

Cneck;_g Reservations

Double check facility and equipment reservations; make sure those responsible
know what is wanted.

Informing Members of the Meeting =

With .an agenda and a'confirmed time and meetingfolacef notices, including a
copy of the agenda, should be mailed. It is also Wise to send a copy of the
minutes of the previous meeting, as an update for~ all members. The letter

should be over the signature of the chafrperson and should go out to the ~

commi ttee members at least two wkeks in advance of the meeting. At the same
time, other guests should be invited by phorfe or written invitation. (Hole
punch all material so it can be placed directly into notebopks.’)

Prepatation of Meetiné Materials . I'.

Much meet1ng t;me can be saved by presentations which present facts 1n 2 c]ear

manner.

In general, reports should be br1ef, if presentlng a series of facts, ensure

smooth transitions from one set of figures to' another Use visual aids and

variety 1n presentat1on

-

t

Meetings often present mugh oral informat1on and notes should be taken for
later reference.

-
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. Hotice on_the Day of the Meeting - ~

Yo

t

'0n thenday of the meeting or the afternoon before, phone those who are to

" attend the meeting.. Not only will this courtesy 1mprove attendance, it also

allows one more chence fo communicate with each member and clarify agenda
, Ttems. «

- . M ¥ * LR

Final Preparat1qg§c\s

The school representat?ve'should arrive early to-prepare the meeting.

1. Seating should be’ arranged facing ‘in. ‘ ‘
2.. Ash trays should be provided. (Clearance should be obtkined for smok1ng
4" . privileges as apprcpriate:)
3. QCoffee-and-cbokPes should be conveniently Yocated. T
4. Check audidvisual ajds to see that they ‘are opeyating pr0per1y and

> placed ready for use. :
5. Have note papér an¢ penc11s available and man11a folders for hanaouts and

notes. (Hole punch}

&.  Prepare name tags.
?:e Check 11ght1ug, vent11at1on heat1ng and sound systems.

What to Do Before the Meet1ng;5tarts

" As members “and gue£2L arrive, . 1ntroductlons shou1d be made, refreshments

offered. This time can be used.to exhibit items of interest such as new

teach1ng materials, student pro;ects and 1nfonmat10n builetin boards. et
Students may be used:as hosts and hostesses. ;f\
Tips for Probiem-Solving PR v L -

y

_The - following rquesigons may be“used as helpful steps in.problem-sglving:

. ) -4
Where are we now? NN N

What is our target? : ‘ ’
Do we have all the pértinent 1nforma£ ion? -

What are the alternatives? 7 .

How 1s each alternative effected by. policies, financial 1wmitations,
ultimate: consequences? : .

What are the “recommendations? . ARG ¥

)ﬁﬁ?' problem shou]d be presehted'in the form of a question.

. Each meet1ng may find severa% prob]ems be1ng discussed each in various stages

of the above plan.
L e L
v EVALUATION OF MEETINGS

Soorm after the meet1ng, ‘the school representative and the chairperson should
meet to evaluate the meeting-using those evaluation forms completed by commnit-
tee members. (See Appendix M, page;73 for form.) X "

- { ’
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: The results of this analysis should be cons1dered en planning the agenda for’
the next meeting.

‘Even & highly successful meeting shoulcf be analyzed to 1dent‘1‘fy why 1{ was. so .

successful A A

- ! . » ' A . . (! g -‘
. . F ' . |

(.v
Al though the crucial element of follow-up often is neglected, for the school
representative this is where the real work begins The follgwing items would
need immediate attention? . ‘ |

'f .

Prepare minutes. {See sample MINUTES Appendix N page 75 ) >
Prepare special- reports. S _— .
Mail copies of above.. . : o
Forward committee recommendations t0 the super1ntenden¥ school board
dr appropriate persons.
5. .Take necessary action on recommendations. .
6.‘_Report action taken and results to members. . -1
7. If ‘action is.not taken, give reasons. .
8. Follow_ through by checking on people with assignments from the chair-
9.
0

| FOLLOW-UP - l L '

o PN =

person, {The chairperson may wish to do this, but offer your services.) - -
Send thank you notes to'special participants. y
Mail a copy of the. minutes to the appropriate speciaTist at the Oregon -
Department of Education.” - S N :
1t. Arrange for any special public relations or publicity. - -,

“rt
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MAINTENANCE

'KEY POINTS |

*
s

{

. each member should be oniented.

<

.

Committee members are giveh an Opportunity .o be active particmant§ 1n
rneet.i ng and pr‘ofram development.

kv,

~

Conmttee members are 1nfomed of the 1mpact their reconmendations have

"~ had on the program. ' .

L]
. =

Committee, members havé dé‘veloped' a l'ong-range plan.of action.

. Committee members nave received appmpréate recognition for the'ir contn-‘ )

but‘ions. Cx
#\

'Cpnnnittee members are able to be involved in meaningful projects.

The purpose of this unit is to suggest activities which will keep a committee
active and motivated. The following suggestions have been found effective in
keeping a cemmittee stimulated. Some of the following discussion has been
covered in a previous unit, s :

ORIENTATION OF MEMBERS

-

Getting off to a good start is a key to main-tainjng an. effective and enthusi-
astic committees Between the initial contact and the end of the first meeting,
The objectives of such an orientation would
be:

To acquaint members with the role of an advisdry comhittee. From the
first contact, prospective committee members will want to know what
demands wﬂl be made in terms of time and resources.

1.

By the end of Lhe second meeti ng, committee members should know the scope"

and Yimits of advisory committee involvement. o
To facﬂitate an understanding of the reasonable expectai:ions for the
Aadvisory committee, - By the end of the first meeting, each member should
have a clear picture of the educatiomal strutture ‘involved in the area
they will be advising. They need to realize that their role is advisory
in nature, that the final dgcisions rest with the admjnistration. ,
To facilitate 'an understanding of the broader goals of the district.
overview of therstotal educational program, current and long-range objec-
tives and acgémplishment, assists committee members in problem-so]v‘ing

Y
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- LONG-RANGE COMMITITEE PLAN -

- -

+

Instead of emphasizing small units of time, such as the number of hours spent
.in a meeting, or the numbey of mgetings per year, emphasze the 1ong~fange role
© of~ the committee; group and individual contr1butiohs take on more dimension.

There is a Jimit to the number of "tasks ‘the commit®pe can perform at any one
time. While some functions will not apply at the prégsent time, they may become
. important. as the program develops. To effectively ftiVize committee time wil)
require a long-range plan; a clarification of goaVs. (Appendix A, page 35.)

Ay

P

MEANINGFUL upax'

: ‘o . B <«
In general, committee wembers will be satisfied if they feel that their efforts
as committee members are contributlng to the development of the progrgm

1. Keep comm1ttee members informed of the impact that their recommendatlons
o/ . have had on the program. Program developments which follow committee
recommendations provide concrete evidence of committee contributigns.

2. . If committee recommendatione are noi implemented, a careful’ei?]anat1on
should be made immediately to committee members, tqQ Tet members know that
their ideas have -been carefully cqns1dered

3. Do not 1mp1ement changes which 1ie within the, reaim of advisory committee
action. without involwing the committee. Such action would only confuse
the members as to their rqles. :

OUTSIDE ASSIGNMENTS
] a £

Committee members often are assigned tasks to be carried out between meetingsf
. The institutional representative‘ and thq chairperson should carefuily plan
assignments to fit, the knowledge and 1inkerests of individual members. Be
careful not to assign too much detaiy w for any one member to accomp}ish.
If an assignment includes detai) work, the institution should work c]ose]y with
the committee to provide support.

3
*
L]

S S - | RecoanITION \/ l ;‘ *

»

\

Most advisory committee members give a considerable amount of effért tof
their assignments and many contribute beyqu these assignments. They deserve’
recognitlnﬁ .

A : .
- S . 3i
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Theremare several ways to provide recognition for’ committee members. One of
thesedis tq provide publicity, News releaseg, slide programs and brochures can
be develqped to feature the role‘nd achievefnents of the conmittee _ L3
Yocational youth organizations can recognize committees by inviting them to .
meetings, awards programs and banquets Fofmal: presentation, of awards is.a

good form of recognition. .° ,

Individual achievements outside of the commitee function shou]d also be recog-

_nized. Board members, administrators and instructors ..shouid communicate
congratulations for individual achievement. Committee meetings are an excel-
Tent channel for such statements of recognition and add to the tone of the
meeting. (See Appendix 0, page 77, for sample appreciation 1etter ) :

-

. ! .
* M . 8

CONT INUED COMMUNICATION' L I

o
& . 7 . ’

‘fhe preceding guidelines emphasize‘ the elements necessary for a vagorous -
commt;tee Remember that an effective comnittee is an informed committee '
.Don't be afraid to communicate between meetings.’

REVITALIZING AN OLO COMMITTEE p .
.| AND/OR INEFFECTIVE COMMITTEE, . . -

} ) i

' Over the past’ fifteen years many schools have organized advisory committees to

meet the intent of the ¥ocational Education Act of 1963. Many of these commit-
tees were formed as an expedient to meeting program assurances and were never'
*intended to be active advisqry groups.

The Vocational Education Amendments Act of 1976 has placed & renewed emphasis
on local advisory committees and & stronger emphasis on accountability. Thus,
long established committees will need to be examined for their effectiveness.’

Some *approaches to revitalization and re danization of advisor&.committees are
Tisted as follows: : : .

3 .
1. Is balanced membership a probtem?
"~  Completely disband the 61d committee and restructure a new one.

Add appropr}ate members to the old committee to achieve the desired
balance

Check with all old members to determine if they wish to continue to
serve and explain the reorganization procedures.

2.  Are members actively‘nvolved in the meeting?

" Plan meetings that oromote active participation.

31~ . ' e .‘_'




L C Observe the uerbai participatﬁon of school personne]. Perhaps they
% are unknouﬁngly dominatipg the meeting.
i Be sure to plan meetings with the agvisory chairparson.

Be sure the advisory, committee chairperson is prepared to conduct the

meetiﬂg. o . - : . (
f e Make sure all materials are sent to members ahead of time 4o they are
— informed, : R
. . 5

@J Is _the program of work meaningful and developed by the committee?

. &

/ »

Have the committee compl2te a program assessment set priority needs
based on the "assessment, develop a meaningful program of work based
_on the- identified priorities. ] (J R
- ) "Be’sure that the activities ‘identified in the program of work are .
: realistic for the advisory group to accomplish.

A" School personnei shou]d work with the committee chairperson on
.. preliminary planning.

-

4. Does the committee feel a sense of accomplishment and .are .they provided,
with adequate feedback on the disposition of past accomplishments? .

Be sure to notify the committee of the results of recommendations'
thay have made,

Be sure. they are recognized by letters of appreciation, certificates
ppreciation, ‘invitations to appreciation banquets and other
v app opriate puhiic recognition, .

. Listen and act upon the comittee's”advice whenever possibie.

5.  Does the committee feel 1ike rubber: stamps?

tet them provide the input that will be utilized in soluing problems.
f

_ Make sure their program of worh is designed realistically involving
L useful- activities.

1

-

: ¢
If they are to.approve something, be sure they have been involved in’
the planning and are adequately informed.
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- ‘ ‘ " r " APPENDIX A

L - © RECOMMENDED FUNCTIONS '

’ The following 1tst of functicns may. be helpful in deve'loping a program of work

« for advisory committees.

Commi ttees might work in several or-all of the f&llowing argas: v ' .. / ’
Keep school personnel infonned on current requirements relating c“luster
__curriculum. / s
" Provide advice on the se'lection of equipment and types of faci'lities needed /

. __for dinstruction. ‘

_Recommend criteria pertaining to emp'loyer expectations for students.
__Assist students in procuring employment. -
__Assist in community surveys {job surveys and employment surveys}.

__Assist in the placement of qualified graduates.

Hake recommendations as to community needs in the area of adult educatwn

__programs and courses. e
, __Assist igmghe evaluation of the cluster progranm. '
~_Provide ancial assistange in certain instances.
T Assist ingcourse and curriculum p'lanning, including course content (in .

__an advisory capacity).
“Assist in conveying information to the community about the program. Help
_-sell the program to the community. .
Assist in securing adequate training stations. L.
. . _Spo‘nso.r youth 'organizati ons.
- Provide guidance in wage and hour problems.
Act as a sounding board for new ideas.
Assi‘st in establishing realistic achjevement levels for entry level skills.
~_Participate in employer-employee Eanquets and other special functions. -
__Serve as a source for securing community resources.
. Ass{st in developing appropriate projects when the project method is °
utilized. .
Provide input into the devel opment of long-range plans.
2 Act as an instructor appraisal committee as the need arises, but only in
ctommended areas (not hiring). I
Provide assistance in preparing and printing informational pub'lications
_,:yesigned for student recruitment and employer groups.

LY

-

This 1ist of recommended functions is not inclusive, yet it covers the major

areas of concern. It is important to note that the success of the committee in

carrying out these functions will depend on thé ingenuity of the instructor and
. the re'lationship of the instructor to the conunittee chairperson.

[
. _ ,Gr'eater' use of advisory committees €an be made through the use of Jong-range
v planning of functions' by the year. An expanded list of possible functions

fo'l'lows, first, a list. for secondary schools and community - colleges, and
second, "a list for el ementary and junior high schools.
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SUGGESTED FUNCTIONS FOR CLUSTER AND-SPECIALTY COMMITTEES:,

1st 2nd 3rd

’ Lo : Year’ Year  Year

Student Selection and Rlacement

1, Recommend criteria pertaining to employer expectat1ons
v of students.

2. Provide information concerning desirable aptitudes .
. and the education and experience background applicants
for entry-level jobs should have so that educators can - '
, properly plan student recruitment, education and
training progr&ns.

.

3. Assist in placement of qu&]ified graduates. -

4, Assist in securing adequate tnatning stations.

5. Provide assjstance in preparing and printing informa- |
tional publications designed for student recruitment as |-

" well as emplpyer groups. , }ff
6. Encourage young people and parents to consider voca- ’ f(
tional and technical education and training through . 1,
such activities as visits 1o “feeder schools,” speeches | /i
to civic clubs, and career day meetings. a
1, Assist’1n the screening of students applying for ;{;f
.admission to the courses. ' \ -
8. Arrange plant and field trip visits for students ,; ;
and counselors. ‘ =
9. Provide vocational guidance Titerature to teachers, J§'?;
counselors and’ students. M=
FF o
10, Assist and participate in surveys of local industry Y
© manpower needs. . e
LSRN F
»+ 11, Place school graduates in jobs. . ) -k
Student Recoga1tion
1. Sponsor youth organizatiops -
2. Participate in employer-employee banquets and other B N

special functions. i“

"3, Provide scholarships gnd other financial assistance
for outstanding gradiktes who wish to continue their
. education and training. R 30 , : \

"
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Prov1de prizes to outstand1ng students.

~

Instruction Program

1.

2.

Keep school personnel 1nformed on current requirements
re]ating to the cluster curriculum.

Provide, advice on the selection of equipment and types

of fac111t1es need for-instruction.

L4
3.

4,

5.
. Be
: 7¢o

10. .

11..

‘12,

14.

15.

»

16.

v
Assist in the establishment of standards of groficiency
to be met by students.

Make recommendations as to community needs in the.area

-of ddult education programs and courses.

Assist in thé evaluation of the cluster program.

-

Provide financial assistance in certain instances.

Assist in course and curr1c01um planning, including
course content {(in an adv1sory capacity)

.- Ass1st in establishing 3 rea]ist1c achievement 1evér’

for entry level skills.
“ . -
Serve as a source for securing community resources.

Assist in deve]oplng appropriate projects when - the
project method is utilized. .

Provide input into the development of long-range

plans. .

Assist in the preparation and review of budget requests
for laboratory and shop equipment and suppifes.

Evaluate phys1ca1 conditions, adequacy of equipmen*
. and layout of laboratory or shop.

0bta1n-neeged school equ1pment and supplies on loan,
as gifts or at special prices.

Assist-in the development of schoo} pblicy concerning
the kind$ and volume of productfon work or "live jobs"
to be produced by students so* that this work will be ‘of
1nstructiona1 value in the education program. .

Estab]ish and maintain a library of visual aids,'
mayazines and books concerning industry
’ 4
' ! ©-37-
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1st

2nd

ird
Year' Year Year .
T
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17.:
18.

Téacher Assistance o o

range plant or field trip visits for teacher!i,t !

Provide sample kits of raw materials, finished :
products, charts and posters for exhibit and _
instructional purposes in classrooms and shops. »

P

ha

o

" Public Rejations

L4
Provide guidance 1n wage and hour prob]ems

: ‘Act as a sounding board for ' new ideas.

-

Act as an instructor appraisai committee as the need
arises. ) "

Provide funds heTp local teachers attend regional
and natfonal meetings of industry and teachers )
organizations

Arrange meetings for teachers to estabiisn'cooperative
relationships between the school and trdustry.

Arrange summer employment for teachers. o~

Conduct ciinics and inservice training programs to
assist teﬁ&hers

Arrange for substitute or reésource teachers ‘from
industry to assist regq,lar teachers.

1.

" 2.

3.
' 1

4.

5

o

. 4 _ .
Assist in conveying informatjon to the community about -

the program.
N A

Provide speakers to address ‘trade. and civic groups
+# concerning the industry's education ang training

prograg 1n the - school . ] ; .

Prov1de news stories'concerning school programs -
't magazines pubiished for specifig industry groups

Provide news stories concerning the schooi program’.
to local news media. 4 . h

Attend meetings in support of.career education which
may be-called by local*and stdte school officials,

boards and Jegislative groups. g .

’ N -
" -

1;;?\ 2nd 3rd
Year Year Year
¢
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o

-

bt Y

. 1. Mork with school personnel to inform them on current

Y . .

" i
T "
- . ?
{ <. %
l ) -
i
|

1st

Year

2nd
Year

3rd
Year

L

6. Particiﬁate in radio and television prograhs des{gneg

",,io sell icareer education to the public.
| ]

7. -Advise ¢ ployees and their. families concerning schooi
- programs| by posting information on bulletin boards and

< putting pews stories in company bulletins.

ok
L3

SUGGESTED FUHkTIONS OF EXPLORATORY AND AWARENESS. COMMITTEES:

- . ,’

. J' Y
< 2. :Provide assistance in preparing and printing publica-

Student Selettion and Placement =

1. Assist’and participate in surveys to identify local

-7* industries that are willingg$g sponsor work .observation.

tions designed for employer groups.

~

3. Recommend criteria pertaining to employer and student

expectations for work observation students.

4. 'Assist in the placement of interested work observation
students. , .

5. Encourage young people and parents to consider voca-
tional and technical education and training through.
visits to classrooms, career day meetings, and speeches
to parent groups. ’ ’

6. Arrange plant or fi%ld visits for students and " -
counselors. ° I £

7. Provide career guidance literature to teachers, coun-
, selors and students. ’

™

Student-Recognition 4

1. Provide prizes to outstandiii students and groups.

-
L

Instruction Program '

-~

emb]oymentureqt}rements relating to a given career:

2. Provide financial assistance in cbrtain instances.

3. Assist in course and curricuium planning, including

¢ofse content. -7 ' )
8.0 6h4d"as, a source of securing community resources. |
I’ ‘ ‘% ' \'_.——'- .
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.3rd

-

J'

5. Assist in deve]oping appropriate projeots using basic

- occupational skills.
. | -
6. Provihe 1nput for the deve]opment of long-range plans.

7. Obtain needed school equipment and supplies on loan,
as gﬁfts or at special prices.

8. Estdblish and maintain a library of visual .aids, "
magazines and books concernifig- industry.

" g Arnange plant or field trip visits for teachers.

"10. Provide sample kits of raw materials, finished prod-
ucts, charts and posters for-slassrooms and shop® as

instructional exhibits.

¥

”
Teacher Assistance

1. Assist in.conveying information to the community . °
about the program.

2. Provide Qaeakers

3. Provide news stories concerning school programs to
magazines published;for specific industry groups.

4. Provide news stories concerning the school program to
" tocal news” Media.

5./ Attend meetings called by localﬁ angy state schpol
officials, boards and legisiative groUps supportin%

j career eduoation

|
1

6; Participate in radio and television programs designed
| to promote career educat{en to the public. \

?. Advise employees and their families concerningqgchool

1st 2nd
Year Year Year -
»
L
‘f
L%
. 1

programs by posting information on bulTetin boards and ,

f putt;ng news stories in company bulletins.
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. * ’ .=t
l- 1{ f . . :.t

o' #

Write coﬁtfse mtssion or goal 5tatements for
commi ttee establ¥shment. {Involve.instructor
who will be wo?king with the committee. ) .
Clear ‘establishment’ bF a commi ttee with, e

- Department Chatrperson ’ )

Principal — ;- ,,// -
~  Superjntendent
- Schgb) Board 7 . -

Invite. emﬁggs’uho will ﬁ v

e‘representation
of major occqutional fiel s '

-

Send a 1etter
1ntendent'tb a

from the super- .
tboard approval.
N . i

zer in relation

Hrite press redease on commzttee formqtion or’
change .;%z N ' .

select a temporai-y cha’f rperson to chair the first
meeting.

"".. . .. FI

Provide* a seCretary fér thergroup

DeveJop a“tonstitutiong to meet the commit-
tee's needs, in gluding: - -
. Terms of membbrship to provide fora

rotation!: _
Election o dffiters~-chairperson, vice
" chairpersen. .
Rites of Operation . . e

Select efficers (cnairperSon vice chairperson)

&

‘s
. r
«'# b T . ’
O .
’

“ #lThis is a pohcy document and is ) tional
1dentif1ed by the 1oca1 edhcationa

.
* Y f:

: % : .
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however, policy shouild be cleerly
agency prior to the organization.

»

}
Vv .‘r'_‘
Needs to . '
Be Done * Accomplished -
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~
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. APPENDIX C
o . .  AOVISORY: COMMITTEE COMPOSITI0N S
-, Items %o consider in the selection of committee membership ‘are found in the .
' " following checklist: : . : .
N : , . o YES MO

Belief in .the goals of career and vocational education:

r

Interest:and'wi]lingness to serve?
Representative of gceupational areas?
: Representative, geogrephically speaking, of .the community?

!

Knowledgeab e about community needs and iﬂterests? - :
A recognizéﬂ‘influential person?

. Representative as to age, political membership and
".organizatiopal affi1iation?

Member of-a pressure group?

. . Open to ideas? e . - — —
Available for reguler meetings? ’ )

Educational background? )

3 - v —_— ——

In addition to committee members with. occupational backgrounds, the fo]lowing
ndividuals migirt serve as ex-officio members of the committee.

.

¢ ~ Yocatiomal Director
3 Guidance Personnel
< Administrator : -
Curriculum Director
Teacher of -Allied Supporting Services
School Board Members . ,
Principals - ’
w Students . : F )

L

‘ . " -
< T . .
_ The number of such persons should be 1imited. from the community should
_ - represent the majority of the .committee membership. . .

- N - - 1
a .
-
v K
.
- »
N

«
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. o SUGGESTED OECUPATIdHS FOR COMMITTEE MEMBERSHIP
. ) .““‘ ' o :I ' -
RN :' i 4

< Aaqmuemae

Student . ) ;J‘ .
Farmer and Rancher e,
" Agriculture Business . 3 s

L

Dealer
d ana Feed Dealer o ~
Cooperative Person ' 3 . T
Orhamental Horticulture Personnel
Nurseryman
Landscape Gardener <.
Fiorist \
Parks and Grounds Maintenance Person .
Forestry Personnel
o National Forest Service
N National Parks-
Private Forest Industry ' B
Community College/High School Representative *

. BOOKKEEPING AND ACCOUNTING
r -

Student ‘ .
Certified Public Accountant ., . ,
BookkeeperA- - '
Payroll Clerk . . A
Internal Revenue Agent .

Credit Manager--Chain Store.
Bank Cashier /
Office Manager -
Loan Company Caunselor

. Computer Programper
Commun ity College/High School Representative

. CLERICAL
Student ° ‘ ® 1(
. Key Punch Operator ° .
\\\ ) Receptionist - f 2
Bank.Te}ler ) ’ : v
Clerk=Typist . ™ )
, Credit Manager ~ .
¢ ° Credit Records Clerk ¥ .- . o {
- Personnel Director * ’ L'? ' w
' Office Manager s .
. Communi ty College/l-ligh School Representat'ive .
) -t - ® _45- : R S . N
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| , . COMBINED ADVISORY. COMMITTEE - ;' v eh 4
Member%hip would: consist of ;eprésentatives from.the fous cluster éreas
. found in the school. Refer to the varfous occupationgﬂ‘areés for spegific
membership. o

4 . * CONSTRUCTION

-Student %

Hbrkers or Representatlves from these areas:
Carpentér . ' <
Roofer -

Painter

Pipe Fitter

Floor Layer

Iron Worker

Bricklayer/Cement Mason ' .o

Professional Afeas L\ i

Contractor ’

Banker

Architect '

Building and Loan Official _
Real tor /
Appraiser ) .
Building Inspector - .

Trade Associations , ° ) S
AFL-CIO ¢
Building and Trades Council .
Apprenticeship Council g
"Home Builders Assocfation

Community College/High School Representative ‘

COOPERATIVE (£0-OP) WORK EXPERIENCE COMMITTEE

Co-op work experience is a part of a number of occupational programs in schools

and a special.committee could be formed. This committee may draw representa-

tive membership from established occupational committees or a new committee may
be formed representing various work experience areas.

DIVERSIFIED OCCUPATIONS C

Memberéﬁip of this committee would vary depending on employment opplrtunities
and student interest. 3
N

Student
Private and Public ‘Agenc fes ¢ - -
Employment, Office ' ) . ' .
" Public Works
Police-Fire Department
Post Office - ] ' T .
Family Services A .

L]
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Business “ e _ : e

_ Banker TN,
. ghamber of Commerce : '
tore Cperator or Wanager S e
Manufacturer E R - Sd
Trade Associations ‘
. Retail Representative . oo .
Apprenticeship Representative - . i ¢
Comnunity College/High School Representative -
-
ELECTRICAL
Studen't ' ,
' Workers gQr Representatives from These Areas » . o

_ Appliance Servicer
. Electronics Technician : ‘
,,) Electrician . s *
Electronics Assembier . ~ :
Load Oispatcher
Telephone Line Repairer J
Electronics Teacher . -
Professional Areas . "
Electrical Contractor *
Appliance Store Owner or Manager
Trade Associations
Apprenticeship Representative |
.Community College/High School Representative

4 » +
s

FOOD SERVICE N

Student ' . .
Restaurant Operator and Employee - . .
Union Official . . ..
Waiter-Waitress v

Baker B 5
Cook/Chef

Institutional Food Service " i .

School Food Servitér , o

Caterer :
Franchise OperationfOperator o
Oietitician T o
Food 'Supplier .? _ .

Student )
Restaurant Association of Oregon Reprebentative
community College/High School Representative

. FOREST PROOUCTS

Z ]

Student .
Workers or representatives from these are;s
. Federal Government
U.S. Forest Service
-477
45




FOREST PRODUCTS, Continued

“National Park Service
. Bureay of Land Management
State Government
-Oregon Board of Forestry
Oregon State University, School of Forestry
Bureau of Labor
Private Industry- ‘ -
* Forest Product Industry
' Piywood Mill \
= Paper Mill '
s Saw MiTl
Independent Loggers Association
Private Forest Service Organizations
Union Representative
Community College/High \Enool_ggpresentative

v HEALTH

Student :

Medical Doctor

Hurse

Dentist

Dental Assistant
Laboratory Technician
Medical Assistant
Occupational Therapist
Community College/High School Representative

L +

INDESTRIAL MECHANICS

Student 3
Workers or representatives from t@pse areas:
Automotive Mechanic
Construction Equipment hanic
- Diesel Mechanic
Garage Supervisor
Maintenance Mechani =
Hillwright -
Office Machine Servicer
, rigeration/Air Conditioning Mechanic \\)
’ ationary Engineer
Service Station Attendant
Professional Areas .
-. Community Coliege/High School Mechanics Teacher
‘o Automobile Service Manager
Office Maghine Distributor
Career Counselor l
Trade Associations -~
. Apprenticeship Representative
Employment .Division
Community College/High School Representptive

- oy
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*

“Student

- Ty ' MARKEFING -
.Stydent )

Kers or representatives from these areas: s ‘
Grocery Clerk or Manager e oy :
Banker < . ’
Department Store Clerk or Manager
Wholesaler
Manager, Small Business . <«

Realtor . '

Inswrance Agent
Purchasing Agent, Industrial
Professional Areas: ,
Retajl Merchants Associdtion, Representative
Chamber of Commerce Representative
Manager, Private Eniployment Office .
Training Station Sponsor .
Educational Coungelor
Trade Association .
Union Represemtative < )
Community College/High School Representative '

{ . 'Y
. METALS

Workers or representatives from these areas: 3 ‘
Machinist
Auto body Repairer ‘ v ,
.Sheet Metal Worker "
~, Welder s -
Foundry Worker
Metallurgist
Professional Areas:
Contrédctor
Banker )
-Loan Association Representative , - );

. Trade Associations

Apprenticeship Representative .
Communi ty Cnﬁiege/Hiqh School Representative

. STENO-SECRETARIAL
Student ‘
Employment Div1sion Manager
Executive Secretary -
Secretary » , ' ¢

Legal Sécretary ,

Stenographer

Office Manager -

Personnel Director 5

Certified Professional Secretary .
Community College/High School Representative .

( -49-
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' CHECKLIST FOR
- DENELOPING LETTERS TO COMMITIEE MEMBERS

The following check¥ist may prove heTpful in developing letters
for prospective committee membets.

-

1. Description of the role of the ad‘ry c omni ttee-
2. Statement of the overall philosophy of the programs.
3.. Indication of support from the board and administration.

4. Invitation to serve.

- 3

5. Details about the first meeting (time, place, date,
*+ and length).

r

6. ° Directions for answering the invitation. - i

"~

L3
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SAMPLE LETTER INVITING INDUSTRY .
REPRESENTATIVES TO SERVE ON AN , .
AD HOC ADVISORY COMMITTEE ’

Y

. ", October 1, 19 *
\ s . ‘. . ‘-.
Mr. Thomas Moze, Manager = _ . -
More Caterers - oy
1471 Myrtle Orive /. 4
Oregon
3

~ Dear Mr. More:

Our district is’ exploring the need for an occupational education
program in the field of Food Services and Restaurant Management.
It will be necessary for us to have assistance from your industry .
in formulating plans for this to determine needs. We are therefore
organizing an ad hoc advisqory committee under the djrection of

Because of yosr extensive experience in the food service industry,
we would like, to invite you to serve on this advisory cormittee.
While the digtrict will profit.materially from your guidance,
you will also be rendering a service to your community and the
industry. T

We are\tentatively planning to hold only three group meetings
during tQe coming year. This can, of course, be decided later by
the commiXtee at the organizational meeting on October 6 at 7:00
Board Room. Please sign and return the enclosed
card if you can attend.

I

If you have gﬁ questions, please feel free to contact me.

Sincerely, .

- _ ‘Chairperson
’ ' Board of Education

- Enclosure’
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| SAMPLE LETTER ANNOUNCING OFFICIAL ‘ (,
. - APPOINTED BY COLLEGE SUPERINTENDENT - , -
2 [ O0R BOARD OF: EDUCATION CHAIRPERSON \ .o .
. . .-~ ' P ,r? =~
a '; " st _,../,

October 15, 19

~—

Miss Germaip€ Faust , . J :
Key Typewr{ter Company _ L
721 Mercer Street | : : '

Oregan Y - L oa

1

Dear Miss Faust: i \

The Board of Education takes great pleasure in welcoming you as a
member of our working team. Your appointment to serve a three year
term on the Office Education Advisory Commiftee was approved at
Tast night's meeting.

Your extensive background and experience in the retailing and.
servicing of office machines and eq ept qualify you as a most
valuable member of this advisory te ot-only can this be an.
opportunity to contribute your talent to the industry, but to the
cunnunity at large as well, '

He Jook forward to a happy and successful year for the Office NN
Education Program with’ your guidance and assi?f:;ce.

Sincerely,
) /\ ' . :

-~ Chairperson ,
runti : . ' Board of Education .

o

S8 .®
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APPENDIX F

-t i

K %ﬂw" - . ROLES AND RESPONSIBILITIES
‘ OF SELECT COMMITTEE® OFFICERS

THE: cummaéon - « T

The chairperson is the key member of the committee. , The effect1veness of”
meetings will be in almost direct proportion tq the chairperson's abx‘!ity

Following the “electiornt of officers, the sc iiol representat1ve and appropr1ate

_ " officers, should get together in an info

meeting and orient themselves to

fheir forthcoming respon$1b111ties?,

Ihe chairperson has primary ngsponsibility in conducf1ng meetings. The meet-
ings must start promptly, proceed effectively and .close when the business has
been completed.. The following 115t of functions will clarify the chairperson's
*duties during the meeting. . - . o .

1’ ﬂaintaln the central purpese Bf the meeting; obJecttves must be clear
+ to all participants.
2. Keep the discussion concise and relevant to the jssues.
. 3. Guide the discussion. .
4, Make transitions and summaries to fac1}1tate the flow of the meeting.
6.  Make decisions based on the discussion. - '
- 6.  Arrange for assignments which will implement the decxsxon '
7. Arrange for effective follow-up on the assignments. .
8. Close, the meeting promptly when all items on the agnenda have been
covered.:, f{
9. * Follow rulqp of pa iamentary procedure.
EXECUTIVE SECRETARY . . ’ _ ' o

x

The school represeﬁtative acts as the executive secretary to the committee, the
election is a formality. Most executiyd secretaries take the minutes of the
meetings themselves, some provide someone else to take the minutes so that they
can conegentrate on the dynamics of the meeting. Whichever 0ption is taken, the

following duties fa]] upon the executive secretary. . $

1. ExPedite all matters before the committee: ’ ’

2. Prepare descriptive materials and other informatxon ‘necessary for the
. chairperson to function effectively.

*3.  Prepare and distribute necessary reports {progress and special reports).
4. Plan agenda with chairperson. .
5. Prepare and send out notices of meetings, agendas and other materials-

pertinent to the meetings.
6. Arrange for faci]ities, equipment and materials. !

. . ] .. . K
.J &
% o P
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< - FIRST MEETING AGENDA
N ( SAMPLE )
‘ DISTRIBUTIVE EDUCAT}bN ADVISORY COMMITTEE
-, AGENDA ]
. ¢ :, 3
S N . . <
Date: _Friday, September 17,1977 ' . " @
‘i;[me?‘ ?:39 8:30 a LR (Breakfast) ' .
" Place: Alohg High School J
‘ Food Service Restaurant )
* Temporary Chatrperson: Ms® Julie Escoffier T a

,upervisor, Trainees
Phone: §46-7;00

- . >
* Introductions .

o s \.’

* ‘Id 1;1f1;§ation of key issues and immadiat& needs

.

- (Chairber.son) . ,
. ; ‘ "3
o é * Set tune place, date of next meed;ing -,
Ve (Cha:ﬁrpersonl , .
Sk Eva'l:uat‘iq Meding - - y S .
{Chairpersiif«-col1#® forms)} {See Appendix M, page 73.)
" * Adjourn on Time, - . A -
ﬁ - -
: .
N ‘ ) ,
. P '
. - ~ ., Y ,
' v ' ’ *'._%‘ »
7 :
, -
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7 . | . APPENDIK H
v . . . -
. . . o~ "SAMPLE CONSTITUTION OF AN ADVISORY COMMITTEE
r . " FOR CAREER EDUCATION
) . S
) , Secti.\n I ~ Name and Purpose "
-, - Ar\t'ic'le 1 The name of thls organlzat'ion shall.be the
. Advisory Committee®for Career Education through the permission
- ) of the Board ucat'ion of School District, No. , Oregon.
"\ S, » -
® - " .Article 2. The advisory 1ttee$ﬁ1ﬂlmt its advice toward the Career
. . " Eduction sufBrvisor, feacherswof .career educatiom,  career
L kcounselors administration sang/or: the Board of Education. It
shaTl 1imit its.activitiesS¢o: matters whch directly concern
Career Education in School District : and shall be strictly
. advisory in capacity having no 1eg1’sia:twe pohcy makmg or
. . - administretive authority. :
. ' % ,‘3@
Article 3. It shal'l be the duty of the advisory conlnlttee to e,
A}
€ ‘A. * Study the needs of the commypity as..they relate to Career
Education and "help to de¥frmine .thosé activities which
will assist students to prepare for a beginning and
advancement to ga1nfu1 employment
. ’ - "
. \. - - ' {1} Advise relgardlng the courses to be “offered by , the
e o sthool district.
& MR * (2} Offer constructive critrxcism of the nstruct'ion
‘. N offered and the ahllablhty of 1in tructional'
¢ i pfacilities.
G v o _A3Y Aid in the selection of yocational teachers and-
der *  other personnel when assi'stance ¥s requested by
% - ‘ the instructor, the Board of Educat1on or the
AR _ , administration.
. - ‘ ., . (4) -Evaluate no.less frequently than once a year the
r‘ > : _ objectives, coursé offerings, personnel and instruc-
s ) t'ion%l facilities of each career education program
- : .7 =" and Submit a written report of tﬂb findings to the
3 .. )/ ;- department head. | _ D
T - - B. Studyﬁhe programs of Carger, Education igher commun-
o gho ' ' {ties -and encourage the -use of those practices which may
SRR better the number and quality of career education programs
g . and activities in the school district.
: h .C. Serve as an avenue of communication between the local
2 am i e career education programs and the community. -
et " . . _ L
1. ’ N oa‘ l - ¥
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¥  section II Membership ' . l, 2

{ .
Article 1.-

)
Article 2.

Article 3. '

. Article, 4.

hl

N

Article 5.
Article 6,

Article 7.

L]

- Article 8.

.

The advisory committee Shall consist of Five to twelve members

representing Key cluster océupations and represe ve

community’ groups determined by type of community. . /)/gt&ffv
i Ve

In additfon.to students, the membership shall be selected from

3 cross~section of citizens of Schiool District Na.’__  who

are gainfully gmployed “fn the community and members shall

receive written notice of their appointment by the Board of.
Education to cgreer committees. : )

An individual will automatically lose membership-in the

commi ttee if this membeiF:ails to attend three (3) consecutive -

meetings without presenting good reason in advance to efther
the chairperson or secretary of the committee.

A term of membership’ shall ‘be filled by nominatioﬁ of the '

commi ttee' members and selected by the Board of Education. At

Teast two names shall be presented. The Boqrd.shaii appoint

members to fill vacancies.
Yacancies because of resignations shall be filled in the above

the unexp

manner, ithdthe appointment to the membership being good for

iterm of the member creating the:vacancy.

The.Board -of Education shall appoint at least one of.its

members to attend each committee meeting as a nonvoting

member.

. . _
The Director of Career’gducation shall attend committee
meetings when.possible and the counselor, principal ‘and
superintendent - shall be encouraged to attend, but are not
considered as voting members. - (]

The cluster committees shall be governed by the same ryles as
the parent council except that they may limit .their nomina-
tions for membership -to persons more closely associated with
their area of employment. , - )

Section II1 « Officers ‘and Their Duties

Articie 1.

Article 2.

O%ficers of the committee shalllbe:- Chairperson, Vice-
Chairperson and Secretary. They shall serve a term of one (1)
year. The term of office shall tommence May 1. hud

After the first year, the chairperson shall,be elected from.
those who have served on' the committee' for at least one ygar.
The other offices may be fil¥ed by a committee member.

-

L
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.
- ! .t - ' 1 )
- - - -~ b .. -
L -

R i+ ' Vot I .
\.n’ - . . " P . ‘/ ... ’
i alet el krtic‘le 3’ The afficers sha‘H be nominated from the floor and elected by
T "3 Coa ma;or*.ty vote of “the members present at the meeti ng.
. Article 4. The Career Education Director may serve as a nonvoting . :
LT A .o secrefary

Art{cle 5. Any vacancy ¥n office will be filled by nomination and elecy
s 7 .sv - tion fram the floor at the next regul ar meeting after the

: % R ; vacancy occurs.
, 4 Article 6\. The dutles of the offlcers are as follows:’ . Tt
' Chairnerson : I
‘1. Preside over and conduct "meeti ng according to accep‘;ed e
. . i parliatentary procedure (Roberts Rules of Order). C
/¥ 2. .Call special meetings: ' -
~3. Keep -members- on the subject and wi th‘in ‘time Timits.
~ - 4., Appoint subcommittees-and serve in an ‘ex-officio capacity. :
. 5. Represént the committee and spdak onloccasions :
6. Coordinate subcommittee efforts. - ;
7. Follow up committee activitjes. and chetk on progress being
made. . -
- 18.° Keep committee work moving i‘n.sat1sfactory manner.
9. Help the instructor pre re meeting agendss.
’ _ Vic -Cha1 r.person ' ' :. ' &
1 s:-.Assu;t the chairperson. ¢ ’ . g
2. Have charge of committee work in general .
. 3. ‘Preside .o¥er meeting in absence of the. chairperson
i 4.’ Be prepar‘ed to take over the duties and responsibihtles

"of the chalrperson
Secretary o school” person)
1. Prepare and read mjnutes of the meet1ngs
. ' - 2. Attend ‘to official correspondence.
- 3. Send out and post notxcea'at the request of the cha1r--‘
person. e

4. Count and record a rislng vote Whenm taken. "
5. Prepare committee reportsc . - .o A
" 6. Keep the permanent reports of the con:mittee ’ - '
, 7. Read communications at meetings'. . 1
. 8. Have on hand for each. meeting the’ follomng s .
< Secretary's—beok and minutes of the last’ meet‘ing,
: , List of .subcommittees and committee repont's" .,
j ’ Cop‘ies of the constltutlon and bylaws.. ~ T
Section IV - Meetings
. P . ' .o . .
Article 1. Regular meeting of the committee shall be held monthly unless, T

L in the opinion of the chairT;erson, insufficient business dpes
! . not warrant a meeting . o

\
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‘Article 2.

) hrticle 3.

.

‘Articie 4.

ArticTe 5.
J.\( N .

Article 6.

w
Article_ 1.

Article 2.

- LN ' L} .. ) ‘

Regular mee.tﬁ'ngs shall not exceed twd (2) hours ‘in duration
unless so voted by a majority of the members present. ¢

Mernbers shall receive written notice from the secretary at
Teast three (3) days prior to any mEetlng

Five members shall constitute a quorum,and can transact
business for the “committee.

Spec1a1 meetlng of the committee may be called upon three {3)
d‘ays notice to each comittee member. °

ANl meet,,mgs of the c,onmttee will be open to the bublic

’_.Section V - Rules for Committee Members .= ®

-

!

The coffnittee shall function in ‘an AOVISORY capacity onlys—

The committee shall work only within the field of vocational

.- education and with the school personnel des1gnated by the

Article 3.

Board of Education or its responsible agents.

Only the copmittee as a who]e may off1c1a11} gdvise school

ofﬁcra] S. .

Article 4, The- committee shald not release publigity regarding its
Cr deliberations without approval of the Bgard of Education or
: its agents. *
\ - . . o -
-Article 5. The committée shall not, at any time, engage in public contro-
‘- ‘ “ versy with the Board of Educatwn or school personnel.
: Article 6. In acceptmg membersmp, an adv1sory comnittee member agrees
N to attend meetings regul&r nd. take" part in' group studies
. ) and delibérations, for ‘the impFovement of vocational education
R -in the school and conmumty ) _ \
. 'Sect‘ion Vl - Amendneots ‘
. .- Art‘lc'ie 1. ' '
. . This constl tution may. be -amended by a two-thirds (2%3) maaor-
ity vote of the -advisory committee provided notices ‘of the
. propased Change, are gwen m wr‘itmg at 'IeaSt ten {10) days
prior to thé roting .
gy ‘: : i
By~ .
v - - ' - . ., . i
. & .. ,".,b ' P b - '
. * ' ot ( : s ‘
- * ’ Y
f - "5 o
, ) U. ) /‘ Ll
: .
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‘ Ty . .
. AN ARTICREZROM m’@lsonv COMMITTEE MEMBER
.- “&7 " IF )YOU WANT ME TO SERVE N
: g A SCHOOL/ AOVISORY COMMITTEE®- "
c ? -'by Samuel M. Burt -

.?{'r‘

» ', * -3
This article, reprinted courtesy of .the Natfonal Advisory Counicil on Vocational

Education, first appeared in the July 1974 special edition of News from NACVE.
Written as a bustnessman's reply to an invitation to serve,on a school advisory
commi%;:e, the article manages to tell an  important story about the relation-

ships Jand expectationas businessmen/ have when dealing with the educational
commznity. We thbught that Mr. Burt told his story very well.--Editor.

-~
'

Mr. Educator: .

I am pleased you have gsked me to serve as an industry member of .an advisory

~Commi-ttee to our schoo) system. I shall be delighted to accept your invitation .

--if you can assure me that I will be involved in an dttivity which is going to
make some worthwhile and important coptribution to the education of our ybduth.
I want to-be proud enough of this comMmittee's work so that I 'may brag a little
to my family, friends and associates that I was selected to articipate--as
you, yours€lf, stated--’ "because of, My reputation as an outstanj;ng member” of
the field in which I am earning my 11ving, "as we]] as for my interest in and
understanding of the field of educatxon

To support my feelings about the 1mportance of my service, I would 1ike to have
a letter appoifiting me on the committee signed by the higheSt possible school
official. The letter should include some biographical information on the
chairman and other.members of the committee and also tel) me exactly what is
expected of me as a committee member in the way ‘of advice, assistance, Coopera-
tion, money and time. Please note that if you tell e the committee will meet
only("two or three times a year, é %111 know that we really aren’t going to do

" anytjring worthwhxle' : _ .

On*the other hand, 1f you ;xlg\fly want-held from the committee to improve our
educational system, I neéd to.be sure that I will be provided, initially and on
@ continuing basis, with information concerning educational developments within

the school systan, as well as at the state and national levels; be invited

and’ national .conventfons of educators {you
ttend at my own or my company's expense);
a special’.fnvitation to attend a schoot

occasfonally to attdnd loca)
wil1"be -surprised by how ma
and that I will .occasional

H.ﬁ‘

function,. a boardhgf education mee rng, a state board meeting. I Jbuld also, .

1tke to be kept thformed of special studies affecting the educattonal program
of my school system, and if possib]e, receive copies

In effect, what I am saying is that if you wanglne to advise you, I will feel
fiuch more comfortable if I know sj:;;nlng about”you and your environment. And

while ’ldﬁ Tearning, hopefully 1 becoming {fdentified with you, the school,

*Reprinted with permission. - . f
-6 “
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and the problems of the educational system. If you can get me to this point
you can be assured of my active participation in the school program and on the

committee. And beyond offering advice, I will actual]y cooperate with you to

help you ach1eve your program goals

How? In every way possiblel I onld be glad to help raise money fo%.e schol-

arshig fund; to help obtain needed school equipment on loan, as a gift, at
specidr d1scount to contribute expendabie suppliesa instructional and guidance
materials; to “provide work/study experiences, to employ graduates, to help
counsel students; to &ssist teachers in enriching and expanding their instruc-
tional activities; and other services you may request. You name it! What [ am
really asking -is ‘that ybu, the professional educator, provide me, the inter-
ested 1ayman, with counsel “and leadersb1p for my committee responsibilities.

[ know there will be times when you wxli ask the committee for something you
consiller 1mportant that ‘for some good reason we will not be able to provide.

But we won't just be negative when this happens. We will tell you our problem

_and try to work things out with you. In the process, we will both learn more
about industry @R education, and together prove that industry-education coop-

eration can be a wiable way of 1ife for citizens ani school people.

Sometimes I might want to do too much and try to involved in administra-
tion. If 1 do, Just point out that the best way I can help you is to give you
advice and cooperat1on and leave the details of day-by-day school operations to
you. In reality, I don't even have time to handle al) my OWN day-to-day
administrative problems, much less yours! But remember--as businessmen, we
committee members are *problem oriented and if you tell us about your problems
we can help you with them, even if it takes time from our personal or business
affairs. After all, we expected to spend time with you-wheff we accepted
service on the comm1t%ee L % '
v . .

I would like to be welcomed in the schools as a friend and supporter--not seen
as a meddlesome interloper. Naturally there are certain school- regulations
which 1 =should observe when visiting, and you should make them clear to me.
But if I occasionally drop in for a visit, give me & few minutes of ypur tfme.
Your courtesy will be well repaid. I wouldn't céme if 1 weren’'t inye¢rested!

I would 1ike to know what other schools and.school systems are foing about the

problems you present to my committee. I want to feel -there {s some linkage
between our school system and others in the area. [ would 1ike to Kknow what
the private schools are doing and what CETA {sic) educational and training
programs are available in the Community. I want to understand the relation-
ships. wh1ch exist between these programs, thd State Employment Service, "war-
on-poverty” programs, correctional institution-training programs and any others

- that will be providing manpower for industry. I want to know the whole pic-

ture, and even get a thance to visit these other educational programs. Perhaps
our adv1socy ‘committees ought to meet together once or twice a year. I want to
know about these other programs so that [ will not have the nagging feeling
that 1 am being "ysed" to “support one program in opposition to another. I want
vto feel that I, am helping to improve "MY" school's contribution to the total
compunity effort--as a taxpayer, as an employer and as an intereSted citizen
concerned with and involved in improving educationa] and manpower development
programs in my comnuniP/ B ,

) ' b.
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I would 1ike to meet, more than on a token once-a-year basis, with the students
in the school or program my committee was organized to serve. I want the
students {to know my committee exifis, In the final anaiysis, our efforts are
supposed .to be directed at improving the education and training of students. I
want them to tell me to what extent we are succeeding. As a matter of fact, I
_would like_to have each graduating class elect one of its members.to serve as
an exrofficio member on our comittee to tell us, in the;first year after
graduating, how relevant school really is in terms of real jbys.

. ' .

I wolld 1ike some expression of appreciation for my volunteered services and
contributitms. If this commitiee is as important as you tell me it is, give
. it and its members some concrete form of recognition. * For example, if I
« donate a piece of equipment, put my nameplate on it. Send me a framed certif-
icate of appreciation for my services. Hold a special annual event to %%
nize the services of all advisory comnittee members. Include our names ifz
school catalog® and annual reports. We all like to see our nameswwt!
Besides, when. prospective students, their parents and others see at your
programs, as described in the catalog, are receiving advice and -assistance
- from® industry people, the. programs will gain in stature and prestige. In
addition, my company and the industry I represént will be more than ever
* committed to support you.

When you ask me to attend a committee meeting,.I want.to know Beforehand,what
will be on the agenda. I will want a .brief background statement of the
problems to be discussed and several possible approaches to the solution of
each. Give me at least two weeks' notice of the meeting date. . Make it at a
convenient time and preferably at a school. And don't hesitate to0 remind me
about it by letter or a pfone call. .

I want the meeting to be COnductied'informaﬂy and not to get tied uwp in a.
parliamentary riles of order. I will want the meeting to he heid within
reasonable time limits. Don't let:it drag on and on. .
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PROGRAM OF ll( FOR CLUSTER ADVISORY COMMITTEE

0BJECTIVE

Provide for student
use of current trade
publications related
to the key occupa-
tions _in the cluster.

“YWork as an‘ outdide

team on the cluster
assessment criteria
developed by the Ore-

gon Depariment of
Education (ODE).:

-

Cevelop a long-range

plan for the cluster

area.

\\\

Assist the instructor

in the development of

a cluster budget and
see that the budget
receives board
consideration.

DEVELOPED BY THE CHAIRPERSON AND INSTRUCTOR

{SAMPLE )

ACTIVITY

Contact committee members for
their publications and sig-
gested 1ist publications.

L]

L ]

Assess cluster’ performance as
established by the ODE. Compare
assessment profile with school
developed profile., Determine
discrepancies and develop a pro-
gram of work for improvement and
development of program. .

(1) VYisit similar cluster
programs in the area.

(2) Develop a program philosophy
consistent with the district
career education philosophy.

{3) Review current status
through program evaluation..

(4) Oevelop a five year plan

to improve the situation.
(Follow-the.format of the OCE
planning guide .

L

-

In conjunction with the &valua®
tion and long-range plan, review
the budget for the cluster, and

* visit board meetings when the

budget is to b{'ﬁiscussed.

N4
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DATE

Continuous

" October &
;ﬂbgember

September

_ to June

®

November
to March

of




, B APPENDIX X
| CHECKLIST FOR EXECUTIVE SECRETARY - REGULARLY SCHEDULED MEETINGS
: ¢

-

1. “Meet with chairperson to plan meeting. .
.22 Confirm fgcilities and equipment.

3. Prepare notice of meeting, agenda, other eésentia]s
i

4. Send out notice of meeting, agenda, mlnutes of‘last meeting, ten days
to two weeks in advance.

]
5. MPrepare materials to be used at meeting. N
6. Remind'by phone those to attend (on same day as the meeting).
7. Arrive early to prepare for meeting: ' A
Seating arrangements
Ash trays 4
Coffee and cookies ’

Audiovisual aids
Note paper and pencils

. _____ 8. Greet arrivals. ‘ " / .
.. 9. Assist in condutting meetings. '
10. Co11ect meeting evaluat1on forms from each committee member.
11 Thank participants as jﬂﬁy {eave. *
12, Evaluate with committee'chairpergon:
13. Prepare minutes.

14. Prepare special reports.

15. Mail copies of above.

‘16. Forward recommendations of, commzttee to super1ntendent or appro- :'
priate personis). .

17. Take other necessary action on recommendations. (If action is not
+ taken, committee members should be informed why hot.)

18. Fpl1low through on special assignments made by the chai(pérson.. 7 '

et -
R
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—-"’fﬂ“ﬁx\ Reading of minutes. . ‘ o
Review of agenda ard changes, brief orlentation ft}' . (\\\;\\ -

s

APPENDIX L
éAMPLE AGENDAS

FIRST MEETING (See appendix G, page 57.)

~ SECOND MEETING -

Desired Outcome of Second Heeting:

1. Adoption of a constitution and bylaws, "rules of operation,” charter
or some other operating instrument. (See Appendix H, page 59.}

P

2. ASSignments to work on long-range p]anning ar . .

Suggested Agénda:

.. SPECIAL PROGRAMS ' e - '

2. School Board‘thairperson--inside report~

Call to order by temporary chalrperson . 3
Roll call. b -
Reading of the mt%:tes of the first meeting *
Adaption of operational instrument, "
Explanation of long-range planning.
Assignments made to research.and wake recommendations for long- range
planning.

Consideration ,of tr1tica1 issues.
Select officers.

-Plan next meeting.

L4

’

WEN oo

*10, Adjourn meeting.

SUGGESTED AGENDA FOR SUBSEQUENT REGULAR MEETINGS :
Y
1. Ca)l to order. '
2. Roll call and introduction of new members and spectfal guests.
4

5. Reading of communications.

6. Reports of subcommittees. -

7. Consideration of routine (easy) business. " -
8. Major areas of consideration. .

9. Plar next meeting. .. )
10. Adjournment. < : .,

*

%

' Spec{al programs ald intereét'to meetings. fhey all can be given-at,aﬁy point '

in the meeting that they may seem appropr1ate Several types of special
programs codld be ‘ 3 -\l\ ..

1. Superintendent--State of the District.

. »
.

F

e




-

Program report/
By instructor
By student
Youth group report.
Oregon Department of Education specia}ist report.
Other special guests. {
Regional Coordinator report. : : /
Tour of the facilities. :
Movies and slide shows pertinent to topic of magor interest.
Oistrict budget committee report.

-

- *
-‘ \
X
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v . _ : " APPENDIX M

P " EVALUATE
P . (Make up form based on this) \

As soon after the meeting as possible, the school repyesentative and the

chairperson should evaluate the meetiﬂg.
considered are:

1.
2,
3.
4,
5.
6.
7.
8.

1.

2,

3.

4.
&,
6.

7.
8.

> 9

- S o e I i e e - -

Some of the things that should be

Working relationships.

Was the staff preparation adequate to meet the committee needs?

Was the meeting conducted satisfactorily? .

What was accomplished {products)? -
Strong points of the meeting. - '
Weak points of the meeting.
Suggestions for improvement.

. Analysis of transactions--to facilitate 1nteractions and input of members.

EVALUATION FORM

Did the meeting begin on tine? yes L__ no

Here faciiities and equipment adequately provided? yes no-

Did you receive all information you required regarding this meeting?_

yes no

Would you 1ike it maiied outjﬁooner? ] yes no
Specify when ¥ : .

Identi fy strong points of the meeting. ‘

Identify weak points of the meeting. —_—

What was accomplished? \) -
Was the meeting éondupted satisfactorily? yes no
Suggestions for improvement: « e
- \ ’
Other commepts? ¢ ' '
i » -
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. APPENDIX N
FORMAT FOR WRITING MINUTES d
- . r . ‘::ﬁ'«
Minutes shou'ld correspond to the wmtten agenda. . Minutes record actions
- taken not what was said. Use brief exp'lanat'ions Minutes should include:
Time, date and place of meeting.
Name of presiding officer. , T s
Name of secretary. . . -
. Rotl. , *
» Dates. of correspondence and other documents considered at meeting. ‘
Importapt decisions and recommendations.
L -
These minutes should be prepared as soon after the meeting as posszble while
the information is still clear and easﬂy remembered.
\
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. * I \ . * . d 11 y .. = - . . >
® - - ’ © SAMPLE LETTER OF APRRECIATION ST
' . 3 " . FROM SUE’ERINTENDEN.T BR .BOARD CHAIRPﬁRSON H . '
RS T [ . - e
T - .o "
- - “ .\ * ) - * l
s ' -\ . ¢ ' :’ % . t .
- ? . . . . -4
. ? T . T ‘( May 15 19 !
: Ced RN - T
~ ™ . g N R .
5 ¥ a ? o
- . B ' . - . - - ' /— .
O Mr. B]a\a‘Forge s e o "
5 . 75 Central Avénue . T ' '
- . . Oregon ' & A co . ;l '
p. , . . - ’ /
. . . Dear Black: - ' v & .

s Thank you #or the""mporjant role- ydu have pT’ayed during ‘the past -
T year in our #otal career program, - Ihe industrial education-depart- Ca
ment has attracted statewide attentmn during the past year,

largely as d result of the fedicated and highly professional work

- of the advisory cmnrmttee -on which you serve. L S
. - »
. "', I am tonwinced that a continuatioh of a superior c]uster progfam in .
: - wetals is possw]eﬁm]y wWith the support of a know'ledgeab e and . . ;
enthusiastic adv1sory committee. L .

" % . eYour help in setting this pre standgrd of excellence is greatly
.. appreciated. We hope you wi rveon ad hoc commttees as they
. - are needed in the future. * - .

T 1

e - May I exgend to you an inwtatmn to visit any of ouE:yccupatiﬁna‘t S _
A . progiams at*any time. x )
Y : " R Sinerely, .

n. '%-. - )

L AT Chairperson

o . Board of.Education - . 7
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REFERENCES | 3\

.. "A Three-Year Program Plan for Your Advasory Commjttee." American Vocational

Journdl 43:13-14, September 1968."

[ 4
About Advisory Coungils. . Oregon State Board of Education: Salem, Oregoo.
(Not dated.} :
4 \
“Adwsory Committee and Vocational Education,“ The Amer"lcan Yocational Associa-
tion: Washingtdn, DC. (Rot dated.) - ) P
Advisory Committee in Career Education. Oregon Department of Eduoat'ion:
Salem, Cregon. {1973) - - . . "

4

Bunt Samuel M. Industry and Yocational Techn1ca1 Educataon (New York :
nceraw»mn Book Company, 1967) Chapter 3. .

-~
Ci tizens‘ Masory Connmttees in Public Education. Springfield Pubh‘c Schools:
Springﬁe]d Oregon. {Not dated.) . g

a't

Cluster ImpMmentation Modules Oregon Department of Education:®  Salem,
Oregon {1974) ' .

-

Constitution of thet Lebanon Adv1sory Councﬂ for Vocat1ona1 Educat1on Lebanon,
-Oregon. ' (Not dated.) .

‘Lane Communi ty College Advisory Committee Handbook Albany, Oregon. Second
Edition, May 1971. .

- Lane Conmlunity Collegg Gu1del1nes for Ad\h sory Comm1 ttees:’ Albany, -Oregon,

{Mot datedT

|

'Nuts and, Bolts for' USmQ Advisory Committees. Burr Fancher, Linn-Benton IED:
' A]bany, Oregon. (197-1.) )

Profesmonal Yocational Teacher tducation Module The Center for \'foca.tional
« and Technical Education, Ohio State Unwersity. Medule #20-24; Module
< #25-29, December 1972 : ’

..l L ,
The VYocational ry Co,uncﬂ and Adv1sory Commattees Oregon State Board
of Educat ~Salem, Oregon (Not dated.) '
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