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Foreword

Today’s 21st century society demands that educational institutions and communities work
closely together, especially in vocational and technical education. The Mississippi vocational and
technical education system includes programs of study in a career cluster framework directly
related to the preparation or retraining for a career pathway. Excellence in education is the goal
of teachers, administrators, and advisory committee members. Bringing all stakeholders together
on advisory committees provides a venue for sharing information and ideas for change. This
document will assist those who are chosen to ensure the success of advisory committees in the
vocational center or setting.

Mississippi legislation requirements found in Mississippi Code Annotated Section 37-31-103
include making provisions for the use of advisory and program craft committees in vocational
centers and settings.

Each local school district receiving assistance from the Office of Vocational Education and
Workforce Development to operate vocational and technical education programs shall establish a
local advisory council and individual program craft committees. The council and craft
committees shall provide the school district with advice on current job needs and on the
relevancy of courses being offered by the district in meeting such needs. The local advisory
council shall be composed of members of the general public, especially of representatives of
business, industry, and labor. The program craft committee shall consist of members who are
representative of the program service area.

Many successful vocational and technical education programs are effectively supported by
advisory groups. The primary purpose of these groups is to serve as a resource and a sounding
board for vocational and technical educators. Advisory committees at the program level can
make important contributions and recommendations. Local advisory committees contribute
valuable service to the administration by providing assistance to vocational and technical
programs as a whole.

In this document, the terms “vocational and technical” and “career and technical” may be used
interchangeably to refer to occupational skills education programs or systems. The terms “local
advisory committee” and “general advisory committee” may be used interchangeably to refer to
the advisory committee dedicated to advising the administrator of a particular vocational center
or setting on the overall vocational system for that school district or area served. The terms
“program committee” and “craft committee” may be used interchangeably to refer to the
advisory committee dedicated to one particular vocational and technical program.
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Description

This document prepares individuals to perform leadership tasks involved in organizing and
operating a high-quality advisory committee for the vocational center or setting. This guide
includes selection of committee members, procedures, planning and conducting meetings,
planning a program of work, and sample documents. An educator using this guide will be
prepared to lead an advisory committee for the success of the vocational center or setting. The
guide is aligned with the Mississippi Advisory Committee Standards for VVocational Education.
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Part |
Selection and Use of Local Advisory Committees

Section 4: Role of the Educator

Expect results. Let the members know that they are important, that they can provide service
to the program and institution, and that results are expected. It may be desirable to discuss
this expectation as well as an accurate assessment of their time when first discussing
possible membership. This type of attitude and expectation will enhance member
attendance. The educator should make every effort not to sway the committee with his or her
personal bias or with recommendations that may be viewed as a conflict of interest.

Recognize outstanding members. Reward mechanisms are important to every organization
because they encourage attendance and involvement. Moreover, recognition efforts attract the
attention and interest of other qualified people who may someday serve in the organization.
Additionally, they bring public attention and goodwill to the organization because they
demonstrate that the organization appreciates the efforts of its members.

Opportunities and ways in which members may be recognized include the following:

1. Issue press releases announcing member appointments.
Report the result of adopting recommendations and how the committee has been
of service.
Invite members to visit programs to see actual results.
Invite members to attend special meetings, i.e., students’ organizations.
Send personal letters to members about results of recommendations.
Send a letter of thanks and appreciation, signed by the appropriate official, at the
end of the year.
Send a letter of appreciation to the member’s supervisor and/or company.
Hold a banquet to honor the committee and present a certificate of service.
Schedule a meeting that the chief administrator may attend.

. Place members’ names on a display board or plaque.

. Be sure that announcements and reports about the program include references to
the members.

12. Involve members in developing the Plan of Work for the year.

13. Send a personal note in recognition of special events such as birthdays,

anniversaries, promotions, etc.
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Part Il

Procedures for Establishing Advisory Committees
Overview

Advisory committees are established by the initiative of the local administrator and/or a
teacher or departmental chairperson. The organizational structure and operating procedures
of an advisory committee should be developed by the committee members. The structure and
procedures are generally developed as part of the committee’s constitution and bylaws. This
section outlines areas for committee members to consider as they develop the rules and
procedures to govern the operation of the committee.

Included in this section are size of the committee, term of service, selection of members,
selection process, selection and duties of officers, orientation of new members, charter or
constitution, and bylaws.

Information within this section is only suggested and should be viewed as such. Each
committee should use and adjust the suggested activities to set its own operational processes
within these broad guidelines.

Section 1: Size of the Committee and Term of Service
SIZE OF THE COMMITTEE

The size of the committee may vary by the size of the community, scope of the vocational-
technical education offering, diversity of businesses and industries in the community, and
purpose of the committee. Size may also vary over time as committee activities expand and
contract. Effective committees should be large enough to reflect the diversity of the
community, yet small enough to be managed effectively. Committees with fewer than three
members tend to be less effective since they may have limited perspectives, inadequate
information on a number of target jobs, and too few employers represented. Committees with
more than 18 members can become unmanageable. Normally, five to nine members are an
adequate size for most committees.

TERM OF SERVICE

A rotational, three-year term of service best allows for continuity and change. One third of
the total membership would be appointed beginning each year after the first year of
operation. To establish this rotation with a new committee, the members may draw lots for
one-, two-, or three-year terms, with one third of the committee in each category. New
members are appointed as terms expire.

It is recommended, if feasible, that members not be appointed to successive terms and that at
least a one-year absence is considered before reappointment. By establishing the length of a
term as policy, time demands for members will be clarified at the outset.

Leadership Guide: Vocational-Technical Advisory Committees
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Part Il
Procedures for Establishing Advisory Committees

Section 2: Establishment of General Advisory Committee

SELECTION OF MEMBERS

To provide effective communications between the institution and the community, advisory
committee membership must represent the total service area of the institution. Members may
be considered for selection based on the following:

1. Geographical sections of the service area

2. All types of small and large businesses and industries, and governmental and
community agencies

3. Both labor (skilled) and management

4. Self-employed laborers and entrepreneurs

5. Community development corporation or chamber of commerce members

6. Workforce investment board members or local job services providers

7. Parents, students (non-voting), successful graduates, and the general public

8. Media personnel

9. Public officials

10. Various age levels

11. Different educational levels

12. Both sexes

13. Disabled

14. Racial and ethnic populations in the communities served

This representation will provide points of view of segments of the community being served
by the institution. A vocational-technical teacher and a representative of the administration
should serve as nonvoting, consulting members. Although the teachers’ representative need
not be present at all meetings, the administrator should attend all meetings to serve as the
secretary of the committee.

Some personal qualities desirable in members include the following:

1. Interest

2. Availability and Motivated
3. Character

4. Skills/Experience

Interest. Choose those persons who express a sincere interest in the institution. Members
must be willing to devote the energy and attention required to do a good job.

Availability and Motivation. Seek members who will be available in terms of time and
location. Members are expected to attend meetings, work on projects, and work in the
community on behalf of the institution. Members should be highly motivated and dedicated
to the purposes and work of the committee.

Leadership Guide: Vocational-Technical Advisory Committees



2007

Part Il
Procedures for Establishing Advisory Committees

Section 2: Establishment of General Advisory Committee

Character. Seek members who have earned the confidence of others in the community.
Their good reputation will enhance the institution’s standing within the community.
Members should have the courage to express their own ideas and to respect, tolerate, and
work with ideas expressed by others.

Skills and Experience. Seek members who are knowledgeable about the target occupations
of all the educational programs. Usually, this means selecting members who demonstrate
good communication skills, administrative skills, social vision, intelligence, and leadership.
These members are community leaders.

SELECTION PROCESS

Depending on the policy of the school board, members may be appointed or elected. One
procedure for nominating members is for the faculty, staff, and administration to
recommend a list of possible nominees to the governing board or administrative official.
Another procedure to use is for each specific business or industry to recommend (select)
someone to serve. The invitation to serve should be in writing (see Appendix A).
Announcements of the availability of committee membership may be made through various
media outlets accompanied by a brief description of committee duties and activities. Some
districts may choose to form a selection committee to secure the names of individuals and to
interview and screen potential members.

Following the nominee’s acceptance to serve, an appointment letter should be sent from
the board or administrative official. This letter should also state the term for which the
appointment is made (see Appendix B).

SELECTION OF OFFICERS

The success of the committee depends on the leadership ability of the elected officers.
Election of officers may be at the first of the year or at the last meeting of the year.
Elections held during the last meeting are preferable. In this way, officers are experienced
members, and they can plan for the next year during the summer. Also, the first meeting
of the new school year can be reserved for orienting new members and for establishing
the Program of Work. Officers are the chairperson and vice chairperson as elected by the
committee, and the secretary as a member of the institution. Duties for each position follow.
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Part Il
Procedures for Establishing Advisory Committees

Section 2: Establishment of General Advisory Committee

DUTIES OF OFFICERS

Chairperson. The chairperson is a representative from the community, elected by a simple
majority of the committee members. The chairperson should be sensitive to the views
of the members, be able to listen critically, be reasonable, exercise good judgment and
fairness, and be able to work closely with the other members. The chairperson is expected
to spend more time than other members on the affairs of the committee and must be well
informed. A chairperson should be elected by the committee to serve during the current
year. The responsibilities of the chairperson include the following:

1. Assist the administration in establishing meeting dates.

2. Preside over all meetings.

3. Plan the meeting agenda with the administrator(s) at least two weeks in advance
of the meeting.

4. Encourage a relaxed atmosphere conducive to productive discussion during the
committee meeting.

5. Participate in informational sessions as provided by the administration.

6. Establish goals and objectives for the committee.

Vice Chairperson. The vice chairperson works closely with the chairperson on all tasks
and should preside in the absence of the chairperson.

Secretary. The secretary is an administrator or another member of the institution. The
secretary is responsible for recording the minutes of each meeting and submitting the
minutes to each committee member and other interested parties. Also, the secretary sets
up the room for the meeting, mails out the agenda, corresponds with representatives of
the institution and community as needed, keeps the chairperson informed on business
procedures, and performs other duties to ensure successful operation of the committee.
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Part Il
Procedures for Establishing Advisory Committees

Section 2: Establishment of General Advisory Committee

ORIENTATION OF NEW MEMBERS

New members should be oriented to their responsibilities and tasks. The committee’s success
depends on how well members understand their role. Orientation should continue, as needed,
throughout the year.

The first meeting may be held within 30 days of appointing the committee. A letter of
personal welcome and congratulations from the administrator should be sent to all
members along with notification of the date, time, and place of the meeting. A well-
planned agenda should be included.

Approximately one week prior to the meeting, an orientation packet (see Appendix J) of
resource materials should be mailed to each member. Included in the orientation packet
should be a list of committee members, a review of the member’s guide, the committee’s
constitution and bylaws, a glossary of terms, a floor plan of the facilities, pertinent
information about the agency’s association with vocational-technical education, and
information about the programs of the institution.

The first meeting is an opportunity to motivate new and experienced members and build
interest and support for the school’s program. All meetings should be filled with
information, purpose, discussion, and hospitality. Discussion should consist of previous
committee work plans, current issues within the institution. A tour of the facility and
presentations from students or teachers may also be helpful.

An effective committee may be guided by a charter or constitution in which the
governing board presents guidelines and policies for the committee in the following areas:

Name of the committee and its governing board
Purpose

Relationship to the educational governing board
Organizational structure of the institution
Procedural rules or bylaws

OorwnE

The charter or constitution must be a written document and adopted as policy by the school
board. Once approved, it may be amended only by the governing board. The committee
develops its bylaws and operational rules.

A sample set of bylaws is illustrated in Appendix D. The example is an illustration only and
is not intended to be all-inclusive. The bylaws should be tailored to the needs and
requirements of the institution.
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Part Il
Procedures for Establishing Advisory Committees

Section 3: Establishment of Program Advisory Committee

SELECTION OF MEMBERS

1. Supervisory persons currently employed in an occupation directly to the specific
program

2. Non-supervisory persons employed in a capacity performing those competencies
directly related to the specific program

3. Former students with at least three years of on-the-job experience related to the
specific program

4. Current president of the career-technical student organization

Note: A majority of the committee members should be selected from the first two areas
above.

When selecting members, keep in mind the need for experience, adequate time to serve, and
character of each individual.

Experience. Members should have first-hand experience in program areas in which they
will serve.

Adequate time. A program advisory committee should meet as frequently as necessary
(with a minimum of twice a year). Members should keep in close contact with the
activities of the institution and the program teacher. It is necessary that the ability to devote
adequate time to committee work be considered a criterion for membership.

Character. Candidates for membership should be individuals of outstanding character,
with such desirable qualities as intelligence, integrity, a keen and balanced mind, and an
unselfish spirit. Members should exhibit a strong sense of responsibility, civic
awareness, and a willingness to cooperate.

SELECTION PROCESS

1. The appointment of program advisory committee members is a critical process
and should be done in a professional manner.

2. The program teacher(s) should recommend individuals that he or she feels able to
work with as potential members.

3. From these lists, the teacher(s) and chief administrator should select a tentative
committee.

4. The appointment of members should be made by the chief administrator upon the
recommendation of the teacher(s).

Leadership Guide: Vocational-Technical Advisory Committees
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Part Il
Procedures for Establishing Advisory Committees

Section 3: Establishment of Program Advisory Committee

SELECTION PROCESS

5. When the potential members are selected, the chief administrator should contact them
to see if they are willing to serve on the committee. (See Appendix A for sample
Letter of Invitation.)

6. Initial appointments are made for one year. (See Appendix B for sample Letter of
Appointment.) Members who have been particularly active may be reappointed so
that staggered terms may be arranged.

DUTIES OF OFFICERS

Each program advisory committee should elect officers. Each term should be a maximum of
three years, and terms of office should be staggered.

Chairperson. The chairperson is a representative from the occupational area, elected by a
simple majority of the committee members. The chairperson should be sensitive to the views
of the members, listen critically, be reasonable, exercise good judgment and fairness, and
work closely with the teacher(s). The chairperson is expected to spend more time than other
members on the affairs of the committee and must be well informed. A chairperson should be
elected by the committee to serve during the current year.

The responsibilities of the chairperson include the following:

1. Assist the teacher(s) in establishing meeting dates.

2. Preside over all meetings.

3. Plan the meeting agenda with the teacher(s) at least two weeks in advance of the
meeting.

4. Encourage a relaxed atmosphere conducive to productive discussion during the
committee meeting.

5. Participate in informational sessions to be held for all chairpersons of program
advisory committees as provided by the administration and teacher(s).

6. Establish goals and objectives for the committee.

Vice Chairperson. The vice chairperson works closely with the chairperson on all tasks and
should preside in the absence of the chairperson.

Secretary. The secretary is the teacher. The secretary is responsible for recording the
minutes and submitting them to each committee member and other interested parties. The
secretary sets the room for the meeting, mails the agenda, keeps the chairperson informed on
business procedures, and performs other duties to ensure successful operation of the
committee.
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Part Il
Procedures for Establishing Advisory Committees

Section 3: Establishment of Program Advisory Committee
CONDUCTING THE INITIAL MEETING

The agenda for the first meeting should be prepared by the teacher(s) who will serve
as the temporary chairperson. (See Appendix C for Sample Meeting Agenda for First
Meeting of the Year.)

1. The teacher(s) should explain the purposes of the local program and that the
committee function is of an advisory nature.

2. The meeting should be concluded with the election of a chairperson and a
vice chairperson for the year.

3. The teacher(s) will serve as secretary to the committee. This function will
relieve the committee members of record keeping and paperwork.

BYLAWS

A sample of a set of bylaws is illustrated in Appendix D. The example is an
illustration only and is not intended to be all-inclusive. The bylaws should be tailored
to the needs and requirements of the institution.
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Part Il
Planning and Conducting Advisory Committee Meetings

Overview

Officers direct, coordinate, and facilitate the work of the committee. To ensure that time is
well spend and efforts are focused, the officers should give special attention to the planning
and conducting of meetings.

Successful committees meet regularly. Meeting dates are set by the group during the
development of the annual program of work. Notice of meetings should be publicized, and
meetings should be open to the public. Consult with the appropriate administrator regarding
procedures followed in the system.

Each meeting is focused on particular content or issues, held in a comfortable location, and
planned well in advance of the meeting date. The general planning process involves
reviewing minutes of the last several meetings and the annual Program of Work in order to
create the meeting agendas. Agendas help prevent meetings from becoming solely devoted to
members airing their grievances. A sample agenda for a regular meeting is outlined in
Appendix C.

The social aspects of the meeting (such as refreshments) contribute to group morale and
commitment. Some meetings could be held away from the institution to encourage an
community atmosphere. The following steps should be taken in preparation for the meeting:

1. Establish and publicize the time, date, and location.

Arrange for the meeting room and equipment.

Notify members and appropriate administrative officials in writing of the meeting
date and agenda.

Arrange refreshments, meals, special presentations, etc.

Confirm all arrangements several days prior to the meeting.

Contact members and staff to remind them of the meeting.

Prepare materials for issues to be addressed.

wmn
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Emphasis on attendance and participation in committee work builds commitment and
interest. A meeting notice and agenda should be sent in advance to members and
appropriate administrative officials. Minutes from the last meeting should be included
unless sent previously. Background materials necessary for completing the work at the
upcoming meeting should also be included.
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Part Il

Planning and Conducting Advisory Committee Meetings

Section 1: Conducting Meetings

GUIDELINES
The following guidelines may be useful for managing group activity and interaction at
meetings:

1. State the purpose of the meeting and review the agenda. Some committees set goals
or objectives for each meeting as a way of focusing on purposes.

2. Encourage all members to speak and to respect the rights and opinions of each
individual.

3. Ask clarifying questions.

4. Periodically summarize discussion and point out the connections and contradictions
between points.

5. Use parliamentary procedures for decisions; otherwise, encourage open and informal
discussion. The majority rules, but the minority opinion must be heard.

6. Consider and resolve one issue at a time.

7. Explore and encourage all points of view in working toward a consensus.

8. Show strong interest in attendance, ideas, and the Program of Work.

9. Distribute work assignments throughout the group.

10. Make assignments and work tasks clear and specific; explain expectations, timelines,
and products. Discuss the background of issues so everyone shares a common
understanding of terminology and the importance of the problem(s).

11. Structure the meeting to convey a sense of organization, purpose, and productivity.

12. Keep members informed of activities and process.

13. Recognize and reward members. A thank you is an effective reinforcement.

14. Evaluate committee work regularly.

The atmosphere for interaction is critical. It is through discussion that members present
views and develop findings, while moving toward a consensus. The most productive
atmosphere in a group meeting is a supportive atmosphere. The least productive
atmosphere is a defensive one. Creating a productive atmosphere is time well spent.

Leadership Guide: Vocational-Technical Advisory Committees
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Part Il
Planning and Conducting Advisory Committee Meetings

Section 1: Conducting Meetings
ESTABLISHING A POSITIVE TONE

The tone of the year is set by the first meeting. The following ideas may assist in
establishing a positive tone:

1. Concentrate on establishing a friendly atmosphere, coupled with a seriousness of
purpose and the background information necessary to begin the job.

2. Emphasize that each member’s knowledge and experience are unique and of great

potential value.

Tour the facilities.

Meet students, if possible.

Invite board and/or administrative officials to a meeting.

Provide the opportunity for members to begin to know one another in a social

context, perhaps during a meal or social time.

Discuss the expectations for committee work and for member behavior.

Discuss future meetings, program needs, and past work.

9. Call the meeting to order and adjourn at the appointed times.

ok w
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Section 2: Minutes of Meetings

As the official record of committee activities, minutes keep individuals and groups
informed about the committee’s concerns, decisions, and activities. They remind
members of the group’s progress; they document the committee’s productivity and its
contribution to the school district.

Keeping minutes takes time, skill, and persistence. Minutes must be accurate, thorough,
and uniform in style. They must be maintained promptly and continuously and must
document what took place at the meeting.

Appendix E is an example of typical minutes, which should be valuable for all types of
committees. Specific comments and ideas are attributed to individual members and placed
in a permanent file. When done in a supportive way, crediting individuals with specific
ideas in the minutes is a very effective method of reinforcing active member participation.
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Part IV
Planning a Committee Program of Work

Overview

To be an effective committee, the work of the committee must be organized and highly
structured. This organization does not mean it has to be complicated. This part of the gudie
provides a process that leads the committee through a series of steps to plan and carry
out the Program of Work.

The overall purpose of the advisory committee is to assist institutions to improve and
modernize the quality of offerings in vocational-technical education. In developing the
Program of Work, whether it is the general advisory committee or program advisory
committee, the committee should continually keep two things in mind:

1. The mission of the institution
2. Requirements of the business and industry community

To assist advisory committees plan an effective Program of Work, this part suggests that
a sequence of planning steps be used:

1. Establish annual priorities.
2. Specify committee activities.
3. Develop planning tasks.

4. Establish timelines.

This part of the guide expands on each of these planning steps, all of which steps will apply
to either the general committee or the program committee. Appendix F is a suggested
worksheet committees may use to plan their Program of Work.

Section 1: Establishing Annual Priorities

In developing the Program of Work, the first item the advisory committee first should decide
what the committee wants to accomplish for the coming year. The first step is a process of
identifying and establishing priorities regarding the function(s) of the committee.

Following are nine broad functions that are generally done by advisory committees.
Functions are handled in different ways depending on whether the committee is a general
advisory or program advisory committee. These functions include the following:

Community relations

Community resources

Curriculum review and updating
Student career-technical organizations
Job placement

Staff development

Legislative process

Program review

Recruitment

©CoNOR~wWNE
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Part IV
Planning a Committee Program of Work

Section 1: Establishing Annual Priorities

These committee functions are not meant to be all-inclusive but rather are areas of discussion
the committee may want to consider in determining the overall needs of the institution and
program. The administrator or teacher will be an excellent resource in identifying the needs
of the school and program.

Three items should be considered as the committee discusses the selection of the committee
functions. These items include a discussion of accomplishments, and current and future needs
of the community. The number of functions the committee selects should be kept
manageable. In other words, do not take on more than the committee can realistically
accomplish.

Section 2: Specifying Committee Activities

Community Relations Activities

(0]

(0]

o
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Increase community awareness of vocational-technical education through newspaper,
radio, television, and Web-based media.

Present programs to civic and service groups.

Establish awards programs to recognize outstanding students, teachers, and community
leaders.

Obtain contributions to promote programs.

Participate in and promote special institution events.

Provide information at board meetings.

Assist in developing and carrying out a marketing plan for the vocational-technical
education program.

Community Resource Activities

(0]
(0]
(0]

Identify community resource people.
Provide tours and field trip experiences.
Provide speakers.

Curriculum Activities

OO0 O0OO0OO0OO0OO0O

Identify and verify job tasks.

Compare the content of the program with tasks.

Review instructional materials for technical accuracy.

Assist in obtaining instructional material.

Recommend equipment and supplies.

Recommend basic skills curriculum content.

Recommend safety policies.

Provide equipment and facilities for specialized instructional needs.
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Part IV
Planning a Committee Program of Work

Section 2: Specifying Committee Activities

Student Organization Activities

0 Assist in developing skill and leadership events.

Judge competitive skill events.

Sponsor student organization activities.

Sponsor or collect contributions for equipment and supplies for events.
Arrange for display space to promote student organizations and special events.

loliololNe

Job Placement Activities

Organize employer-student conferences.

Notify teachers of job openings.

Provide students with cooperative employment sites.

Promote potential cooperative sites with other employers.

Assist students in developing interviewing skills.

Recommend employability skills to be included in the curriculum.
Conduct occupational surveys.

Hire graduates.

OO0 O0OO0OO0OO0O0Oo

Staff Development Activities

o Provide inservice activities on current methods and processes.

o Provide skilled technicians to supplement teacher’s experience.

0 Provide summer or part-time employment for teachers.

O Support participation of teachers in technical workshops or factory schools.

Legislative Activities

o Talk to legislators about needs of vocational-technical education.
o Promote tours for legislators.

o Promote legislative support.

Program Review Activities

Review institution and program goals and objectives.

Participate on institution and program evaluation teams.

Compare institution and program accomplishments with objectives.

Compare student performance standards with industry and business standards.
Review adequacy of facility.

Evaluate quality and quantity of graduates.

Make recommendations for institution and program improvement.

Give periodic reports to administrators and/or the school board.

OO0 O0OO0OO0OO0O0O0

Recruitment Activities

0 Assist in reviewing teacher selection criteria.
0 Assist in recruiting new teachers.

0 Assist in recruiting potential students.
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Part IV
Planning a Committee Program of Work

Section 3: Developing Planning Tasks

Following selection of the committee activities, discussion should center on how the
committee plans to carry out the activities. A good exercise to use is “brainstorming,” where
committee members are encouraged to discuss a wide variety of ideas in which each activity
could be accomplished. This technique is a unique phase of the planning process in that it
draws on the diverse background and expertise of each committee member to determine the
best course of action to accomplish a particular activity.

Several factors need to be considered, including time, cost, people, power, community and
institution support, etc. Some of these factors may prohibit the committee from designing the
most effective method for carrying out a given activity. As a result, the committee has to
develop alternative planning tasks to accomplish the same end. These planning tasks should
be sequenced in the logical order in which they are to be carried out. Appendix F provides a
Sample of Program of Work.

Section 4: Assigning Responsibilities

To accomplish each planning task, an individual or group must be assigned to carry it out. In
some cases, the entire committee may be assigned, while other tasks may best be assigned to
the teacher(s) or individual members. It would be a good practice for the committee
chairperson to review and discuss each planning task with the entire committee so there is a
clear understanding of each task. Appendix F shows a Sample of Program of Work.

Section 5: Establishing Timelines

In addition to understanding clearly what is to be accomplished, each person assigned to
a specific planning task should know when the task is to be completed. By establishing
timelines for each planning task, the individual member or educator assigned to a given
task may plan accordingly. Tasks completed by the entire committee generally will be
performed during regular committee meetings. This situation will necessitate the setting
of future meeting dates well in advance. Tasks assigned to individual members may need
to be completed prior to meetings so that a status report may be presented during the
committee meeting. Appendix F shows a Sample of Program of Work.
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Part V
Carrying Out a Program of Work

Overview

The desired outcome of any Program of Work is either a committee recommendation or a
specific committee action. If the committee specifies activities that relate to an “advising”
role, the result would be a recommendation for the institution or program to consider specific
action. On the other hand, if the Program of Work calls for more of an *assisting” or
“advocacy” role, the result would be the committee’s carrying out specific action to
accomplish a given activity. Both recommendations and committee action have one overall
intent—to improve and modernize the institution and program in order to better serve the
needs of the students and the community.

The following information describes a process for developing committee recommendations,
committee actions, and periodic review of the Program of Work.

Section 1: Formulating Advisory Committee Recommendations

Under the advising role, the advisory committee may want to conduct activities designed to
study or assess specific areas of the institution and program. The conclusions and findings of
such activities may call for recommended changes in various aspects of the institution and
program.

Recommendations should be formulated after the committee has had sufficient time to study
and discuss a specific issue and to review thoroughly and discuss the specific
recommendation(s). It should be recorded in the minutes that the committee discussed the
recommendation(s), and that it had approved it either by consensus or majority vote.
Recommendations(s) should be brief (one to two sentences). It should be clear and concise,
and it should be the specific action that the committee wants considered. Some
recommendation(s) may need to be preceded by a rationale. This rationale should include
why such recommended changes are needed and how they would be beneficial to the
institution/program and/or community.

The number of recommendations should be kept to a minimum. One to three sound, well-
stated recommendations in one year could prove helpful to improve and modernize the
institution/programs.

The committee members must remember that they have no programmatic administrative or
legislative authority. Their recommendation(s) should be viewed as advisory in nature by
both the committee and the school board and administration.

Institutions have long recognized the importance of having citizen input. The most effective
way to strengthen this broad-based input is to promote the advisory committee as a
partnership between the institution and the community. For this partnership to be effective,
the board and/or administrative official should review and consider the recommendation(s)
and actions of the committee and respond accordingly.
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Part V
Carrying Out a Program of Work

Section 1: Formulating Advisory Committee Recommendations

When a recommendation is denied, it would be appropriate for the advisory committee or the
board and/or administrative official to call for a meeting to discuss the reason(s) for the
denial. Alternative methods for meeting the intent of the recommendation may also be
discussed. Restraints on time, budget, people, and other resources could be reasons why some
recommendations are not acted upon by the board or administration.

In turn, the committee needs to consider the reason that its recommendation was not
accepted, respect the authority of the board and/or administrative official, and move on to
considering alternative ways of improving or modernizing the institution and program.
Appendix G provides Sample Committee Recommendations.

Section 2: Periodic Review of the Program of Work

The advisory committee should routinely evaluate or review the Program of Work. This
review can be helpful as the committee carries out the functions, activities, and tasks.
Specifically, a review may assist the committee in determining the following:

1. The extent to which it is accomplishing the Program of Work

2. The extent to which the recommendations and actions have strengthened and
modernized the institution and program

3. Future directions, functions, and activities for the committee

This review can be either formal or informal. The goal of the review is to assist the
committee in its overall effectiveness. As a result of the review, the committee may
determine ways it can improve its operational procedures or redirect the committee in other
areas of concern.
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STANDARDS

Mississippi Vocational-Technical Advisory Committee Standards

VTAC1 Adequate time, money, materials, facilities, and resources are available to ensure success of
general and program advisory committees.

VTAC?2 General and program advisory committee members are an accurate and fair representation of
the communities and programs being served.

VTAC3 Advisory committee members are skilled and possess the necessary expertise to contribute
and execute the goals of general and program advisory committees.

VTAC4 Advisory committee members practice ethics related to individual responsibility, integrity,
honesty, and personal management for the benefit of the institution or program.

VTACS Advisory committee members understand and accept the responsibilities of their appointed
roles and are genuine advocates for vocational-technical education.

VTACG6 Advisory committees participate in the development and implementation of a valid Program
of Work with priorities, specific activities, timelines, and evaluation.

VTACT7 Advisory committee members acquire, evaluate, organize, and interpret information and
communicate it to and within the committee as well as to other stakeholders and the
community at large.

Suggested References

Carney, K. (2000). Making meetings work. Cambridge, MA: Harvard University Press.

Henry, R.M., Evans, W.J., Honemann, D.H., & Balch, T.J. (2000). Robert’s rules of order (10"
ed.). Cambridge, MA: Perseus Publishing.

lacofano, D.S. (2001). Meeting of the minds: A guide to effective meeting facilitation. Berkley,
CA: MIG Communications.

Kirkpatrick, D. (2006). How to conduct productive meetings: strategies, tips, and tools to ensure
your next meeting is well planned and effective. Alexandria, VA: American Society for
Training and Development.

Micale, F.A. (1999). Not another meeting!: A practical guide for facilitating effective meetings.
New York, NY: The Oasis Press.

McKinney, M.F. (1999). Empowering advisory committee & councils: A hands-on, practical
approach. Seffner, FL: University of Florida, Hillsborough County Cooperative
Extension.
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Appendix A: Sample Letter of Invitation
(May be adapted for the general advisory committee)
(On school/center letterhead)

Date

Mr. Mike Doe

Vice President for Training
Widget Automotive

987 Axle Road

Motor City, MS 34567

Dear Mr. Doe:

You have been recommended by Mr. Paul Piston, the Automotive Services Technology teacher, as
being very interested in the success of the transportation pathway in our school. The program
requires the cooperation of business and industry to accomplish its goals. The Motor City Board of
Education has approved the establishment of an advisory committee for the program. This committee
will act as advisors to Mr. Piston in seeking to facilitate his work, and to pursue the growth and
development of the program.

The board of education invites you to join with us and other interested leaders in serving on this
important committee. We are requesting that you contact Mr. Piston at 601-987-6541 or
ppiston@motorcityschools.k12.ms.us at your earliest convenience to let him know if you can
participate on the advisory committee. If you choose to join us in this important role, Mr. Piston will
provide you with additional information.

I would like to express my appreciation and that of the Motor City Board of Education for your
service to the students, faculty, and school programs at Motor City Career and Technical Center.

Sincerely,

.M. Leader
Vocational Center Director
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Appendix B: Sample Letter of Appointment

(May be adapted for the general advisory committee.)

(On school/center letterhead)

Date

Mr. Mike Doe

Vice President for Training
Widget Automotive

987 Axle Road

Motor City, MS 34567

Dear Mr. Doe:

Welcome to the Motor City Schools Career and Technical Center advisory committee for the
Automotive Services Technology program. We are extremely proud of this program because of the
outstanding contributions it has made in our community and, above all, to our students.

Recognizing your interest in this program, we are pleased that you have decided to join with us and
others in promoting the program. The committee is comprised of local leaders like you, who are from
the business and industry sector, and the program teacher, Mr. Paul Piston.

The purpose of this committee is advisory in nature. Members will work together to promote
vocational-technical education in our community as well as make recommendations for
modernization and improvement of the current program.

Your term of appointment will become effective July 1, 20__and will expire June 30, 20__. The
initial orientation meeting of the advisory committee will be at 6:30 p.m., August 30, 20_in the
Automotive Services Technology classroom and lab. An agenda for this meeting is enclosed for your
information.

If you have any questions, please contact Mr. Paul Piston at 601-987-6541 or
ppiston@motorcityschools.k12.ms. Thank you for your time and consideration in this important
matter. We look forward to working with you as we move our Automotive Services Technology
program forward.

Sincerely,

I.M. Leader
Vocational Center Director
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Appendix C: Sample Meeting Agenda for First Meeting of the Year

(May be adapted for the general advisory committee)
Automotive Services Technology Program Advisory Committee

Motor City Career and Technical Center
Automotive Services Technology Classroom & Lab

August 30, 20__
6:30 p.m.
Call to Order
Welcome
Introduction of Committee Members and Guests
Overview of School System
Overview of the Advisory Committee Role and Responsibilities
Bylaws
Election of Officers
Approval of Minutes from the Last Meeting
Old Business
Report of Response to Previous Committee Recommendations
Report of Subcommittee on Competencies (for example)
Update of the Program of Work
Other
New Business
Establish a Subcommittee for New Technology (for example)
Tour the Facility
Goals for the Year
Other

Action Items for Committee

Adjournment
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Appendix D: Sample of Bylaws

(May be adapted for the general advisory committee)

ARTICLE |

Committee Operation

Section 1.

Section 2.

Section 3.

Section 4.

Section 5.

Section 6.

Section 7.

Meetings will be held at a time and date specified by the committee.

At least (number of) meetings will be held each year. The exact number of
meetings will be determined by the annual Program of Work.

The executive committee will develop the agenda for each meeting.
The Program of Work will be considered in setting the agenda for each meeting.

Discussion to obtain a consensus will be the prevailing procedure used at
meetings. Parliamentary procedure will be used at all times.

A quorum will consist of a simple majority of appointed members.

Meeting minutes will be recorded for each meeting and distributed to each
member and appropriate officials.

ARTICLE Il

Subcommittees

Section 1.

Section 2.

Section 3.

Officers

Section 1.

Section 2.

Section 3.

Standing committees should be established for such areas as deemed necessary by
the chairperson.

Subcommittees may be of any size.
Subcommittees will elect their own chair.
ARTICLE IlI
Officers will be elected by simple majority. Officers will serve a three-year term
and may be reelected.
Officers will include a chairperson and a vice chairperson.

Officers will be elected at the first meeting of each new year.
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Appendix D: Sample of Bylaws

ARTICLE IV

Member Responsibility

Section 1. Each member will attend meetings and participate in work activities.

Section 2. Each member will study the issues and problems that come before the committee.
ARTICLE V

Program of Work

Section 1. An annual Program of Work will be established by the committee. Included in the
Program of Work should be goals, objectives, tasks, timelines, person(s)
responsible, and dates.

Bylaws adopted (date)

Leadership Guide: Vocational-Technical Advisory Committees



2007

Appendix E: Sample of Minutes of a Meeting

(May be adapted for the general advisory committee.)

Automotive Services Technology Program Advisory Committee
Motor City Career and Technical Center
Automotive Services Technology Classroom & Lab
August 30, 20__

6:30 p.m.

Members Present: (List)
Members Absent: (List)
Others Present: (List)

Call to Order.

Minutes.

Old Business.

New Business.

Action Items.

Adjournment.

Chairperson Smith called the meeting to order at 6:30 p.m. and expressed appreciation for
attendance and participation. He stressed the importance of the committee’s continuing
support and assistance. Chairperson Smith introduced committee members.

Dr. Beckum, Motor City Schools Superintendent, greeted the committee. Her greetings
further emphasized to the committee its importance to the program’s goals and vitality. She
provided an overview of the school system.

Mr. Smith provided an overview of the committee role and responsibilities. He discussed the
bylaws and provided oversight for the election of new officers. New officers elected were
(Fill in with names and titles of offices and terms).

Minutes were approved and submitted.

No previous committee recommendations had been placed on the school board agenda during
the summer. Recommendations will be included at the next board meeting.

The Subcommittee on Competencies has a meeting scheduled with the Research and
Curriculum Unit to discuss changes needed.

The Program of Work from the previous year is to be reviewed and discussed at the next
meeting of the committee.

A new Subcommittee for Technology was appointed as follows: (list names). This committee
will be working on specifications to include new and updated equipment recommendations
for the curriculum.

The advisory committee completed a tour of the facility noting recommendations to be
discussed at the next meeting.

Mr. Piston led a discussion of the goals for the year. They were agreed upon as (list goals).

Subcommittees are to prepare reports for the next meeting. Members are to prepare facility
recommendations for the next meeting.

The next meeting is scheduled for September 25, 20 _at Cooper Automotive at 6:00 p.m.

The meeting adjourned at 8:00 p.m.
Submitted by: Mac Tire, Secretary
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Appendix F: Sample of Program of Work

(May be adapted for the general advisory committee)

Program of Work

July 1, 20 to June 30,20

School Program
Function Activities Tasks Responsible | J | A| S| O| N Dl J| F| M Al M J
Party ujuje|c|ofejaje|al plaju
Il {g|lp|t|v]c|n blr|r n
y t e
Community | Increase Identify audience in the Committee X
relations awareness of community to target public
vocational awareness activities. Obtain Teacher X
education names and addresses of
individuals within the target
group.
Committee X
Determine benefits education member X
can offer target population.
Obtain estimates for public
awareness activities.
Committee X
Present program to | ldentify members to prepare and
civic group present information on
education.
Committee X
Schedule, present, and discuss member X
effects of activity.
Technology | Needs assessment | Conduct a needs assessment of Sub- X
upgrades current technology used in committee
program.
Write specs Research and write specs for Sub- X| X
upgrading. committee
Recommendations | Work with teacher/director to Sub- X
to board prepare recommendations to the committee
school board and/or other
funding parties.
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Appendix G: Sample of Committee Recommendations

(May be adapted for the general advisory committee.)

Automotive Services Technology Program Advisory Committee
Motor City Career and Technical Center

Advisory Committee Recommendations
The following are recommendations made based upon the advisory committee’s careful research and results of
a needs assessment. The advisory committee encourages the Motor City School District administration to
address the following recommendations in order to maintain a high-quality education for the Motor City
Career and Technical Center students.

1. The supply of tools and equipment for engine repair is not adequate to implement the newly revised
curriculum.

2. The teachers for this program should become ASE certified as soon as possible.
3. A security system is recommended to address the recurring problem with theft in the shop/lab.

4. Additional brightly colored, laminated safety posters addressing all safety concerns for this type of
shop/lab need to be posted in English and in Spanish.
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Appendix H: Self-Evaluation for Advisory Committees

(May be adapted for the general advisory committee.)

Self-Evaluation

Automotive Services Program Advisory Committee

Indicator 3 2 1
Excellent Promising Struggling

The advisory committee (AC) has updated
bylaws, which include terms of
membership and define members’ and
officers’ responsibilities and procedures
for operation.

Nominations for AC members are
reviewed and appointments are made by
the institution’s school board.

The AC establishes an annual Program of
Work.

The AC has regularly scheduled meetings.

Leadership in operation of the committee
is provided by committee members.

Agendas for committee meetings are
mailed to members prior to meetings.

Minutes of committee meetings are sent to
members promptly after meetings.

Written recommendations are prepared
and forwarded to the school board by the
committee.

Recognition is given to committee
members for their service and
contributions.

The committee has active committees to
carry out its work.

Information concerning requests for
committee actions is provided prior to
meetings.

The AC is actively involved in assessing
the labor market needs.

The AC is actively involved in assessing
the labor market and providing
information about other sources of funds.

The AC is actively involved in assessing
the enhancing collaboration among career
and technical education stakeholders in the
area.

The AC is actively involved in student
recruitment.
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Appendix H: Self-Evaluation for Advisory Committees

(May be adapted for the general advisory committee.)

Self-Evaluation

Automotive Services Program Advisory Committee

Indicator 3 2 1
Excellent Promising Struggling

The AC is actively involved in student
placement.

The AC is actively involved in teacher
recruitment.

The AC is actively involved in public
relations for the program and institution.

The AC is actively involved in the
identification of skill needs.

The AC is actively involved in
coordination of the career and technical
education program with Workforce
Investment Boards, community-based
organizations, etc.

The AC is actively involved in
coordinating and conducting visits to
placed of employment for students.

The AC is actively involved in providing
speakers and demonstrations for career
and technical education classes.

The AC is actively involved in lending
personnel to provide instructional support
to career and technical teachers.

The AC is actively involved in assisting
teachers in updating skills through
summer internships.

The AC is actively involved in attending
school board meetings, if needed.

The AC is actively involved in informing
state and federal legislators about career
and technical education program
accomplishments and needs.
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Appendix I: Glossary of Terms for Career and Technical Education

Academic Courses: Traditionally inclusive of basic education subjects such as reading, English,
math, science, and social studies. These subjects are the core curriculums for all students.

Adult Education Students: High school graduates, or those who left high school prior to
graduation, enrolled in an approved adult basic education program to prepare for a new occupation or
to upgrade skills in their present occupations

Advisory Committee: An appointed group of individuals representing various sectors of business
and industry who provide advice and technical assistance to the administrator, teacher, and others in
an area career and technical school, comprehensive high school, or postsecondary institution

Applied Academics: Academic subjects such as math, science, and English taught by demonstrating
how each subject is used in a real-life situation or job performance

Approved Occupational Skills Program: A program that has been approved by the Mississippi
Department of Education in accordance with applicable State Board of Education regulations
governing career and technical education.

Articulation: A planned sequence of courses often resulting in a certificate, diploma, or degree in a
specialized field

Associate’s Degree: A degree granted to completers of a two-year program

Baccalaureate/Bachelor’s Degree: Bachelor of Arts or Science college degree, usually requiring
four years of college to study

Career Cluster: A framework for organizing vocational programming by grouping occupations and
broad industrial areas based on commonalities (e.g., Architecture & Construction is a career cluster).

Career Development: A planned sequence of programs and services for students to develop and
implement an individualized plan of career awareness, planning, and decision-making

Career Guidance and Academic Counseling: Providing access to information regarding career
awareness and planning with respect to an individual’s occupational and academic future that
involves guidance and counseling with respect to career options, financial aid and postsecondary
options

Career Pathway: Within the career cluster framework, a pathway is a grouping of specific
occupations within a cluster based on commonalities (e.g., Design/Pre-Construction is a pathway
within the Architecture & Construction career cluster.)

Carl D. Perkins Vocational and Technical Education Act: Federal legislation reauthorized in
2006 to provide funding for vocational education and job training programs
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Appendix I: Glossary of Terms for Career and Technical Education

Competency-Based Vocational-Technical Education: An instructional system based on successful
completion of clearly stated criteria, based on industry standards, critical to successful employment
in a given occupation

Completer: A student, including an adult in a secondary program, who (1) has completed all
program requirements and has met the performance standards in the approved vocational and
technical program according to the Mississippi Department of Education, or if disabled, has met the
vocational Individualized Education Plan (IEP) requirements; and (2) has graduated

Completion Rate: A measure of the percentage of students who were enrolled in vocational and
technical education programs at 11th grade or above who completed all program requirements and
received diplomas in the year in which they were scheduled to graduate

Consortium: A formal partnership agreement among local education agencies

Cooperative Education: A method of instruction of education for individuals who, through written
cooperative arrangements between a school and employers, receive instruction, including required
academic courses and related vocational and technical education instruction, by alternation of study
in school with a job in a related occupational field. This alternation shall be planned and supervised
by the school and employer so that each contributes to the education and employability of the
individual, and may include an arrangement in which work periods and school attendance may be on
alternate half days, full days, weeks, or other periods of time in fulfilling the cooperative program.

Core Performance Standards and Measures: Required by the Perkins Act, each state must
implement a system of basic data collection and reporting to identify student learning and
competency gains, achievement of basic academic and occupational skills, retention in school,
placement after graduation, and incentives for targeted groups.

Displaced Homemaker: An adult with limited job skills, without means of economic support, who
is unemployed or underemployed

Economically Disadvantaged: An economic disadvantage may include individuals or members of
families eligible for any of the following: free or reduced-price lunch; program for the Temporary
Assistance for Needy Families under Part A of Title IV of the Social Security Act; benefits under the
Food Stamp Act of 1977; or receipt of Pell grants or other economic services.

Educationally Disadvantaged: A student who is not succeeding or projected not to succeed because
of educational barriers that interfere with learning

High Schools That Work (HSTW): HSTW is an initiative designed to significantly raise the
academic and technical competencies of students. (Established in cooperation with the Southern
Regional Education Board (SREB). ) For more information go to http://www.sreb.org/.
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Appendix I: Glossary of Terms for Career and Technical Education

Home/Sending School: School of academic origin for a student who spends part of a day/week/year
at the vocational center

Individuals with a Disability: A student with any physical or mental impairment that substantially
limits that person in some major life activity or employment. This includes any individual who has
been evaluated under Part B of the Individuals with Disabilities Education Act and determined to be
an individual with a disability who is in need of special education and related services as related to
evaluation and his or her Individualized Education Plan (IEP). This may also be any individual who
is considered to be disabled under Section 504 of the Rehabilitation Act of 1973, as amended, and
who has an impairment that affects his or her ability to be employed.

Integration of Academic and Vocational and Technical Education: The process of blending
curriculum content from academic and vocational education and utilizing vocational and technical
applied methods to develop the academic and occupational competencies of all students

Licensed Teacher/Instructor: A professional who has successfully completed all the Mississippi
Department of Education requirements to qualify as a classroom teacher for a given subject or
program. For more information about vocational teacher licensure, go to
https://cia.rcu.msstate.edu/VIP/licensure_packet.pdf

Limited English Proficiency: A student who has limited ability in speaking, reading, writing, or
understanding the English language, and whose native language is a language other than English; or
who lives in a family or community environment in which a language other than English is the
dominant language

Local Education Agency (LEA): A school district, vocational center, intermediate unit, or
community college having administrative control of public education within a given location

Mississippi Career Pathways: These customized career pathways for Mississippi students that are
aligned with the national 16 Career Clusters and are designed to expand options and opportunities
for all students. They provide a map to reinforce academic learning by demonstrating direct
application of classroom learning to the world of work. Mississippi Career Pathways enable students
to gain a practical understanding of the broad range of career, occupational, and educational options
that are open to them, thereby helping students gain a better understanding of their own interests and
potential. They use the pathways to connect those interests to future education and career options. In
cooperation with the counselor and parents or guardians, students are equipped to develop goals and
plan for their career by making well-informed decisions. The national organization for state
vocational directors developed 16 Career Clusters based on national economic needs and asked state
directors to customize state clusters based on specific needs in the state. Specific pathways have been
developed based on job demand and aligned with career information in the Occupational Outlook
Handbook. Also, the Department of Labor information for Mississippi (researched by the Institutions
for Higher Learning Research Center) was used to develop the seven Mississippi Career Pathways.
Twenty-eight jobs were found to have the most potential growth in the state in the next five years.
Industry members, superintendents, principals, community college personnel, and former state board
members were consulted during the original development of the Mississippi Career Pathways.
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Appendix I: Glossary of Terms for Career and Technical Education

National Career Pathway Network (NCPN): Formerly the National Tech Prep Network, this is a
combined secondary and postsecondary state-approved program of delivery that leads to an
associate’s degree or certificate and employment by providing the integration of academic and
vocational technical preparation. This includes development of competence in math, science, and
communications through a sequential course of study. For more information, go to
http://www.cord.org/ntpn/.

Nontraditional Student: In a program or class where student enrollments of one sex comprise 75.1
to 100 percent of total enrollment, a student of the opposite sex is identified as nontraditional and
may receive special encouragement and support services to continue in the program.

Occupational Outlook Handbook: The Occupational Outlook Handbook is a nationally recognized
source of career information, designed to provide valuable assistance to individuals making decisions
about their future work lives. The handbook is revised every two years. For more information, go to
http://www.bls.gov/oco/home.htm.

Occupational Safety and Health Administration (OSHA): To assure safe and healthful working
conditions for working men and women by authorizing enforcement of the standards developed under
the Occupational Safety and Health Act; by assisting and encouraging the states in their efforts to
assure safe and healthful working conditions; by providing research, information, education, and
training in the field of occupational safety and health; and for other purposes. For more information,
go to http://www.osha.gov/.

Plan of Study: A recommended coherent, articulated sequence of rigorous academic and vocational
coursework that serves as a guide for learners through secondary and postsecondary education
courses. The plan of study may allow secondary students to obtain postsecondary credits. It begins in
the 9th grade and leads to an associate’s degree, and/or industry-recognized certificate or licensure,
and/or a baccalaureate degree and beyond.

Postsecondary Educational Institution: An institution of higher education that provides not less
than a 2-year program of instruction that is acceptable for credit toward a bachelor’s degree; a
tribally controlled college or university; or a nonprofit educational institution offering certificate or
apprenticeship programs at the postsecondary level

Racial/Ethnic Categories: Categories used to describe groups to which individuals belong or
identify. These categories do not denote scientific definitions of anthropological origins. However,
no person is counted in more than one racial/ethnic category.

SCANS: Secretary’s Commission on Achieving Necessary Skills. A 1991 report commissioned by
the U.S. Secretary of Labor described the skills needed by all workers to be successful and
productive in a modern economy. Previously, the vocational and technical curriculums were aligned
with these skills standards. Today, the vocational and technical curriculums are aligned with the 21%
Century Skills, which enhance the SCANS standards.

Single Parent: A student who is unmarried or legally separated from a spouse and who has a minor
child or children for which the parent has either custody or joint custody, or who is pregnant.
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Appendix I: Glossary of Terms for Career and Technical Education

Special Populations: Individuals who may need special support services to succeed in school.
Populations include those with disabilities, academic/economic disadvantages, limited English
proficiency, nontraditional status, and incarceration in a correctional institution.

State Board of Education: Created by state law, the State Board of Education adopts broad policies
and principles and established standards governing the educational program of Mississippi. For more
information, go to http://www.mde.k12.ms.us/.

State Plan for Vocational and Technical Education: Every two or three years, as required by the
Perkins Act, the State Board of Education, with the assistance of the Mississippi Department of
Education Office of Vocational Education and Workforce Development, prepares a plan describing
the state’s intended use of federal funds to address the requirements of federal legislation and the
state’s need for vocational and technical education programs and services. For more information about
the state plan for Mississippi, go to http://www.mde.k12.ms.us/vocational/OVTE/compliance.htm.

Supplementary Services: Services related to curriculum modification, adaptive devices for
equipment, supportive personnel, classroom modifications, instructional aids and devices, and
childcare necessary to allow students to participate in vocational and technical programs

State Workforce Investment Board (SWIB): The Workforce Investment Act of 1998 requires the
governor of each state to establish a State Workforce Investment Board (SWIB) that shall (1) assist
in the development of the state plan that outlines a five-year strategy for the creation of a statewide
workforce investment system and (2) assist the governor in fulfilling his or her responsibilities as
required by the act. The meetings of the State Workforce Investment Board and its committees are
public meetings and therefore open to everyone. For more information go to the Mississippi
Department of Employment Security Website at http://www.mdes.ms.gov/.

Twenty-first Century Skills: Skills standards defining 21st century learning created by the
Partnership for 21st Century Skills. They embrace five content and skill areas that represent the
essential knowledge for the 21st century: global awareness; civic engagement; financial, economic,
and business literacy; learning skills that encompass problem solving, critical thinking, and self-
directional skills; and Information and Communication Technology (ICT) literacy. The 21st Century
Skills standards are not intended to stand alone, but rather be infused with core courses and
programs. For more information, go to http://www.21stcenturyskills.org/.

Vocational Center: A public school that provides vocational education to secondary school students,
out-of-school youth, and adults in a geographical area comprised of and operated by one or more
school districts

Vocational Student Organizations: Profession-related activities integrated into the instructional
program that contribute to the comprehensive learning experiences of students and provide unique
opportunities for career and leadership development, motivation, and recognition. Organizations have
local, state, and national affiliations. For more information about the vocational student organizations
in Mississippi, go to http://www.mde.k12.ms.us/vocational/student/.
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Appendix J: Suggested Resources for Advisory Committee Members

Advisory committee members should be presented with folders or notebooks containing
pertinent resource information prior to the orientation meeting. This enables members to become
familiar with the vocational and technical education program and should reduce the time
required at meetings for providing background information. It also serves as a continuing
resource. If properly developed, this information will be useful in providing the new committee
member with a comprehensive picture of the vocational program.

The resource folder or notebook may include the following:

1.
2.

No ok

10.
11.
12.
13.
14.

15.
16.

Brief history of the vocational and technical education program and/or vocational center
List of the institution’s administrators and their assigned duties, instructional staff, and
support personnel with all contact information

List of local advisory committee and program advisory committee members, affiliations,
and contact information

Description of the governance of the institution

Organizational chart of the institution and the advisory committee

Vision, mission, and philosophy statements of the school district and/or vocational center
Handbook that includes pertinent information from the Leadership Guide: Vocational-
Technical Advisory Committees

Program budget summary, including source of funds

Program of studies detailing each educational program

Study on equipment status

Report on area labor supply and demand data

Report on data on recent graduates (placement, retention, wages, etc.

Name and address for each local legislator and congressional representative

Copy of the highlights of the most recent strategic plan and recommendations of the
strategic planning committee

Calendar of the committee meetings, school events, and other vocational-related events
Space for notes and additional materials

Leadership Guide: Vocational-Technical Advisory Committees



2007

Appendix K: Do’s and Don’ts for an Effective Advisory Committee

As a representative of the educational institution:

Do...

O O0OO0OO0O0o o

o

Invite committee members to visit classrooms and labs while in session and in the company
of school personnel.

Ask the committee to report periodically to the school board.

Share professional publications and information about conferences with committee members.
Give the committee a follow-up on all advice and recommendations.

Be honest and candid.

Make meetings worthwhile by discussing pertinent issues and concerns, presenting
appropriate background information and responding honestly to questions and suggestions.
Keep committee members informed about activities and programs of the institution.

Underestimate the intelligence of committee members or their interest in educational matters.

Hesitate to request committee advice and support on problems confronting the program.
Ignore committee suggestions and recommendations or exhibit a complacent attitude in your
relationship with the committee.

Ask the committee for advice or approval after a decision or action has already been made, or
without providing supporting evidence.

Alienate those members with opinions that do not always agree with yours.

Manipulate committee members into providing support without full understanding of the
circumstances in which a decision is being made.

As an advisory committee member:

Do...

Don’t...

o

OO0OO0O0OO0OOo

Allow yourself enough time in your work and personal schedule for committee activities.
Attend meetings regularly and let your colleagues on the job know about committee
activities.

Remember that the only local body with authority for the school is the school board.

Examine material presented to you prior to voting on issues, making recommendations and
taking other actions.

Familiarize yourself with the way schools are organized, governed, and financed.

Serve enthusiastically.

Complain, involve personalities, use pressure tactics, or criticize without offering
constructive alternatives.

Set too broad a scope of objectives for the committee.

Lose interest in the school when your term on the committee expires.

Deal with issues outside the purview of the committee.

Disseminate privileged or confidential information.

Meet solely for the sake of meeting.

Sit back and let others assume all the responsibility for committee work.
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