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FOREWORD
Today’s rapidly changing society requires that educational entities and the
communities they serve work closely together, especially in the Career and Technical
Education (CTE) programs. CTE is an organized system of programs which are directly
related to preparation and training for careers that require skills earned through
certificate programs, and post-secondary education of various levels.
Excellence in CTE is the goal of teachers, administrators, and volunteer advisory
committee members. Bringing employers and educators together on advisory
committees provides a format for sharing information and ideas.
Advisory committees are organized to provide advice and assistance to the teachers
and administrators of specific program. In order to be sure that students are learning
the most current skills, employer input must be an integral part of designing and
updating curriculum.
Federal and State Laws mandate the creation and use of advisory committees. The
Carl D. Perkins Law Section 122(c)(5) states that a school must create a plan that
“describes how the eligible agency will actively involve parents, academic and career
and technical education teachers, administrators, faculty, career guidance and
academic counselors, local business (including small businesses), and labor
organizations in the planning, development, implementation, and evaluation of such
career and technical education programs” The Texas State Plan for Career and
Technical Education additionally states that “Texas requires that eligible recipients
annually evaluate their CTE program. Texas school districts have local advisory
committees for CTE that are involved in decisions related to the implementation,
improvement and evaluation of CTE programs.”
During program reviews and other meetings with CTE educators and administrators, the
Region 8 ESC Career and Technical Education department has been asked to provide
assistance to schools in how to meet these regulatory requirements pertaining to
advisory committees. We have garnered resources from a variety of areas to create
this manual of guidelines to facilitate effective utilization of advisory committees for the
benefit of individual programs and the overall CTE department within a school district.
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WHAT IS AN ADVISORY COMMITTEE?
An advisory committee is a representative group of individuals whose experience and
abilities to represent a cross section of a particular occupational area. The primary
purpose of the local advisory committee is to assist educators in establishing, operating,
and evaluating programs which serve the needs of students, business and industry, and
to provide expertise pertaining to technological change.

WHY ARE ADVISORY COMMITTEES NEEDED?
COMMITTEES ARE NEEDED TO
▪

Provide an opportunity for discussion among people in education, business and
industry

▪

Focus on how to improve CTE and make the most of the community resources
that are available

▪

Strive to improve the relationships between CTE, business, and community

▪

Provide expertise to the program by reviewing curriculum, facilities, budget,
student competencies, and student placement in related occupations

▪

Provide an advocate for the CTE programs within a school district

COMMITTEES ARE REQUIRED TO
▪

Meet the letter of the law that outlines the responsibilities of school districts
receiving state and federal funds.

▪

Meet at least twice annually to review the CTE program.

WHAT DO ADVISORY COMMITTEES DO?
The advisory committee can assist with a variety of activities. These can include
Curriculum Development, Public Relations, Job Placement, Recruiting, Inservice
Training, Leadership Activities, Legislative, and Program Evaluation.

ORGANIZING THE ADVISORY COMMITTEE
WRITING POLICIES AND PROCEDURES
It is the responsibility of the teachers and administrators to follow established policy or
develop policy regarding the advisory committee. Written statements should be made
about the purpose, functions and general philosophy of the school concerning an
advisory committee.
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A review of the policies and procedures of the school board should be made as the first
step in organizing an advisory committee.
Items that should be covered by established policy are:
▪

Approval of committee establishment

▪

Committee membership

▪

Appointment procedures

▪

Length of appointments

▪

Staff responsibilities

▪

Available financial resources

▪

Minimum number of meetings

▪

Communication with the administration

WHAT ARE THE STEPS IN ORGANIZING AN ADVISORY COMMITTEE?
It is recommended that teachers and administrators proceed through the following
steps when forming a program advisory committee:
1. Determine the need for a program advisory committee:
a. Study the duties, functions, and advantages of a program advisory
committee
b. Visit program advisory committees in operation
c. Talk to administration at a school where a successful program advisory
committee is in operation
2. Secure the administration’s approval:
a. Explain the function of a program advisory committee to the
administration
b. Point out the need for and advantages of the program advisory
committee
c. Provide examples of schools where program advisory committees are
operating successfully
d. Show how a program advisory committee will be an asset to the
administration, the school and the teacher
e. Ask for assistance in preparing final plans for presentation to the governing
board
f. Check the final plans with administration
g. Notify members and special guests of meeting time and location
h. Arrange for special presentations

HOW ARE MEMBERS CHOSEN?
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The committee members should be selected according to established guidelines. A
general outline for selecting the committee membership is as follows:
1. Prepare a prospective list that includes
a. Representatives of business, industry, other school programs, parents, or
academic teachers
b. People who have recent related experience, are available to attend,
and are interested in education
c. Diversity of gender and ethnicity
d. Members who have earned the confidence of others in the community
2. Talk to the prospective members, explaining purposes, nature and term of
membership. Determine if their participation would benefit the program.
3. Send letter of invitation stating the date, time and place of the first meeting.
4. Business and industry representation should compromise a majority of the
committee membership and school representatives may only serve in an ex
officio capacity.

ADVISORY COMMITTEE MEETINGS
PLANNING MEETINGS
Successful committees meet regularly. The committee may set tentative meetings
dates for the year during the development of the annual program of work.
Each meeting should be focused on specific issues, held in a comfortable location and
planned well in advance of the meeting date.
In order to prepare for subsequent meetings, a school representative and/or the
committee chairperson assume the responsibility to:
▪

Plan an agenda

▪

Call committee members to remind them of the meeting

▪

Prepare items for presentation

▪

Arrange for meeting space

▪

Prepare special and progress reports

▪

Send copies of minutes and recommendations to the chief school administrative
officer

Consider varying the location of the meetings. Holding meetings at the school enables
committee members to gain a better picture of how the program operates. Meeting
at business or industry sites gives recognition to committee members and their
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organizations and brings the instructor to the sites where she or he hopes to place
students.

HOW ARE MEETINGS CONDUCTED?
All meetings should be well organized, with an atmosphere of open participation.
Use parliamentary procedures for decisions; otherwise, encourage open and informal
discussion. The majority rules, but the minority must be heard.
Consider and resolve one issue at a time.
Make assignments and work tasks clear and specific; explain expectations, time lines
and products. Discuss background of issues so that everyone shares a common
understanding.
A suggested agenda for the first meeting might include:
1.
2.
3.
4.
5.
6.
7.

Welcome and remarks by the chief school administrative officer
Introduction of members
Purpose and role of the committee
Basic school/institution information
Explanation of CTE philosophy and objectives
Selection of one or more topics/needs to be discussed at the next meeting
Organization of the committee
a. Select a chairperson, vice-chairperson, and secretary
b. Select time, dates and locations for meetings
8. Determine procedures to develop by-laws
9. Tour of facilities
10. Adjourn

MEETING MINUTES
Minutes are the official record of committee activities. Minutes keep individuals and
groups informed about the committee’s concerns, decisions and actions. They remind
members of their progress and document the committee’s productivity and
contribution to the program.
It is not necessary to record all discussions; however the minutes should include:
▪

Any decisions or recommendations made by the advisory committee
(recommendations should be recorded in the same wording that will be
reported to the administration)

▪

Responses to questions or recommendations made at previous meetings

▪

Assignments to be carried out following the meeting (include what is to be
done, who is in charge and date of completion)
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▪

Items to be addressed at the next meeting

WHAT ARE THE ROLES OF ADVISORY COMMITTEE MEMBERS AND
OFFICERS?
TEACHERS
The key to a successful program advisory committee is the teacher. The teacher should
be enthusiastic and willing to take on extra responsibilities. This person is the promoter
who does most of the detailed work if a program advisory committee is to be
successful.
▪

Be sensitive to points of view and suggestions from the committee

▪

Act as a liaison from committee to administration

SECRETARY
This person should act as the liaison between the school and the community and
maintain a close working relationship with members of the committee. The secretary
also may assist the chairperson in setting the tone of the committee activities.
The responsibilities of the secretary are:
▪

Keep records of attendance of members at meetings

▪

Keep a record of discussion and recommendations

▪

Maintain a permanent record file of Advisory Committee activities

▪

Distribute minutes of Committee meetings and copies of other Committee
documents to committee members, teachers, and others who may be
concerned. He/she shall have the assistance of the school’s staff and the use of
the school facilities in performing these functions.

▪

Send copies of minutes and reminders to the chief administrative officer

▪

Arrange for meeting space

▪

Notify members and guests of meeting time/location

▪

Prepare and mail information to committee members and others associated with
the program

▪

Prepare and forward necessary correspondence

▪

Provide statistical information about the school and prepare progress reports

▪

Accompany the committee chairperson to visit school personnel and explain
committee actions
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COMMITTEE CHAIRPERSON
▪

The chairperson may elected directly into that position, or the vice chair may be
elected to serve as the next chairperson

▪

Be a representative from business or industry, elected by the committee
members

▪

Not be a teacher or other school official

▪

Be sensitive to the views of the members

▪

Be able to listen critically

▪

Be reasonable

▪

Exercise good judgment and fairness

▪

Be able to work closely with the teacher

▪

Spend more time than other members on the affairs of the committee

▪

Be well informed

▪

To preside at the meetings of the committee

▪

To serve as a chairperson of the program advisory committee

▪

To appoint special committees as the need arises, which may include persons
other than committee members

▪

To meet with the teacher or program director to prepare an agenda prior to a
forthcoming meeting

▪

Arrange for special presentations

▪

Prepare reports

Recommended responsibilities include:
▪

Establish meeting dates and call meetings to order

▪

Plan the meeting agenda

▪

Encourage a relaxed atmosphere conducive to productive discussion

▪

Plan committee activities and providing sufficient background information
when needed

▪

Maintain personal contacts with members and school personnel

▪

Approve all announcements, notices, and other information sent to
committee members

▪

Preside over all meetings, leading discussions, and bring closure on key points
of discussion

The chairperson should avoid:
▪

Acting as the final authority on all subjects

▪

Putting pressure on the group to agree with his/her own personal views

▪

Chairing subcommittees
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▪

Discussing questions or issues that are outside the purpose of the committee

COMMITTEE VICE-CHAIRPERSON
▪

The vice chair may be elected to serve as the next chairperson following a set of
time as a vice-chairperson

▪

Work closely with the chairperson on all tasks

▪

Serve as the leader for many of the committee’s activities

▪

Perform specific tasks assigned by the chairperson

COMMITTEE MEMBERS
▪

Be an active participant of the group

▪

Be sensitive to the views of the members

▪

Be able to listen critically

▪

Exercise good judgment and fairness

▪

Serve on special committees as the need arises

COMMITTEE FUNCTION
WHO DOES MY COMMITTEE REPRESENT?
A school district can choose to set up its advisory committee in any manner that suits
the district’s needs. A district has two primary options when looking at the CTE Advisory
Committee structure:
▪

One advisory committee on the district level that represents all CTE program
areas offered in the school district.

▪

A general committee that serves all CTE programs within the district with
subcommittees that meet individually by program area.

HOW MANY MEMBERS SHOULD I HAVE?
Effective advisory committees are large enough to reflect the diversity of the
community, yet small enough to be managed effectively. Committees with fewer than
five members may have limited perspective, inadequate information on the career
fields and too little diversity. Committees with more than 12 – 18 members can become
unmanageable.

HOW LONG WILL COMMITTEE MEMBERS SERVE?
An average term is three years with a change of one third of the members each year.
To allow for both continuity and change, it may prove beneficial to incorporate a
rotational three-year term of service. To establish this rotation with a new committee,
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the members 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.

HOW ARE VACANCIES ON THE COMMITTEE FILLED?
The replacement should be appointed through the same procedure as the original and
fill the unexpired term.

WHAT HAPPENS TO COMMITTEE ADVICE AND RECOMMENDATIONS?
The committee should submit advice and recommendations to the program teachers,
the CTE administrator, and other appropriate administrators. The committee should
work cooperatively with the teachers, administrators, and governing board to improve
the quality of the CTE program. The committee should present an annual written plan
of action that includes a formal evaluation of the committee’s activities and
accomplishments each year.

HOW DO I RECOGNIZE OUTSTANDING MEMBERS OF MY ADVISORY BOARD?
Rewards encourage attendance and involvement. Recognition activities also attract
the attention and interest of other qualified people who may someday serve on the
advisory committee. They also bring public attention and goodwill to the organization
because they demonstrate that the organization appreciates the efforts of its members.
Members are not paid for their efforts; therefore rewards and recognition are especially
important. Rewards should not be given indiscriminately but should be based on actual
contribution to the committee’s activity.
The best types of rewards or recognition are those that can stimulate productivity,
improve committee interaction and increase member satisfaction. Most members are
willing to attend regularly and work hard as long as their expertise and talents are used,
their recommendations are seriously considered and they are given feedback
concerning their efforts.
The following ideas are ways to recognize advisory committee members:
▪

Issue press releases announcing member appointments

▪

Report periodically at meetings and in the media on the results of the committee
recommendations and the ways the committee has been of service.

▪

Invite members to visit programs to see the results of their recommendations.

▪

Invite members to attend special career and technical education events.

▪

Introduce advisory committee members at CTSO meetings or events.

▪

Hold a banquet in honor of the committee and present certificates of service.

▪

Schedule a meeting where they administrators of the school can attend.
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▪

Place members’ names on a display board or plaque at the school.

▪

Include members’ names on program information disseminated to the public.

▪

At the end of the year, send each member a letter of thanks and appreciation.

▪

Send a letter of appreciate to the committee member’s supervisor or company
explaining the work being done by the member and committee and thanking
the company for its support.

▪

Provide a certificate that the member can display at work, identifying him or her
as a current advisory committee member.

PLANNING A PROGRAM OF WORK
The overall purpose of the advisory committee is to help programs and schools improve
the quality of instruction in career and technical education. As they develop a
program of work, committee members should keep two things in mind: first – the needs
of the program; second – the requirements of the business community.
To assist advisory committees plan an effective program of work, this handbooks
suggests that a sequence of five planning steps be used:

ESTABLISHING ANNUAL PRIORITIES
First decide what the committee wants to accomplish. Advisory committees are usually
involved in some or all of the following broad areas:
▪

Community Relations

▪

Curriculum Review and Updating

▪

Community Resources

▪

Career & Technical Student Organizations

▪

Job Placement

▪

Program Review

▪

Staff Development

▪

Recruitment

These areas of advisory committee involvement are not meant to be all-inclusive, but
rather are starting points for discussion to determine the overall needs of the program.
Instructors and/or administrators are excellent resources to help identify the needs of
the program.
These items should be considered as the committee discusses the selection of priorities.
▪

Past accomplishments

▪

Current and future needs of the program
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▪

Current and future needs of the community

The number of priorities the committee selects should be kept manageable. In other
words, don’t take on more than the committee can realistically accomplish.

SPECIFYING COMMITTEE ACTIVITIES
Once the committee has identified its priorities, the discussion will become more
specific as the committee determines exactly what it wants to accomplish. Possible
activities in each priority area include:
▪

Community Relations Activities
o Present programs to civic and service groups
o Establish ways to recognize outstanding students, teachers and
community leaders
o Obtain contributions to promote programs
o Participate in and promote special school events
o Provide information at school board meetings
o Set up and support a scholarship program

▪

Curriculum Activities
o Review instructional materials for technical accuracy
o Assist in obtaining instructional materials
o Recommend equipment and supplies
o Recommend core curriculum content
o Recommend safety policies
o Provide equipment and facilities for specialized training needs
o Identifying competency levels and performance standards
o Identifying employability skills
o Encourage academic integration in the classroom
o Review the CTE course selections offered at the district

▪

Community Resource Activities
o Identify community resource people
o Provide tours and field trip experiences
o Provide speakers

▪

Career & Technical Student Organization activities
o Designing skill and testing events
o Judging competitive events developed by recognized student
organizations
o Gathering contributions of equipment/supplies for events and awards
o Sponsoring and recognizing student activities and leadership events

▪

Job Placement Activities
o Providing students with cooperative training opportunities and internships
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o
o
o
o
o

Providing full and part-time jobs to qualified students
Coordinating potential job openings with other employers
Conducting occupational surveys and employment forecasts
Notify teachers of job openings for students
Assist students to develop interviewing skills

▪

Program Review Activities
o Reviewing goals/objectives of the Career & Technical Education program
o Examining outcomes relating to quality and quantity of graduates and job
placement
o Participating on program evaluation teams
o Assuring that programs are up-to-date and technologically current
o Make recommendations for program improvement

▪

Staff Development Activities
o Providing summer and part-time employment experiences for teachers to
upgrade skills
o Providing inservice activities for the teachers on current methods and
processes
o Obtaining counsel and assistance on special problems and new
undertakings
o Encouraging and stimulating personal initiatives
o Supporting departments in sending teachers to professional meetings and
conferences

▪

Recruitment Activities
o Assisting in recruiting teachers
o Assisting in recruiting new students
o Assisting in recruiting new Advisory Committee members

▪

Public Relations Activities
o Obtaining effective media coverage
o Displaying posters and other publicity
o Recognizing outstanding Career and Technical Education teachers
o Recognizing outstanding students
o Being visible in support of programs during public and special events
o Presenting to civic and community groups
o Maintaining a current library of resource materials

▪

Legislative Activities
o Providing tours for legislators through the Career & Technical Education
training facilities
o Communicating with legislators about the benefits of the CTE program for
students and the community as well as program needs
o Staying current on new legislation
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DEVELOPING PLANNING TASKS
Once committee activities have been selected, identify steps to carry out the activities.
Several factors need to be considered, including time, cost, people power, and
community/school support. Some of these factors may influence how the committee
carries out a given activity.

ASSIGNING RESPONSIBILITIES
With most projects, little is accomplished unless and individual is assigned to assure it is
carried out. Even if the entire committee will work on the project, someone needs to
get the action started, keep the process moving and keep everyone working toward
the goal. Individuals assigned, should have a clear understanding of what is expected.

ESTABLISHING TIMELINES
In addition to clearly understanding what is to be accomplished, each person assigned
to a specific planning task should know when the task is to be completed. Tasks
completed by the entire committee may be performed during regular committee
meetings. This 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 can be presented at the committee meeting.
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SAMPLE DOCUMENTS
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SAMPLE INVITATION LETTER
Current Date

Mr. Bill Smith
ABC Construction
1234 Main Street
Your City, Texas 75777
Dear Mr. Smith,
You have been recommended for membership on the local Advisory
Committee for the Career & Technical Education department. The committee
is composed of business, industry and civic representatives from the community.
The goal of the committee is to improve career and technical preparation for
students by developing closer cooperation between business and education.
Your knowledge of training needs and worker competencies would be valuable
to the program.
There will be two or possible three meetings per year. I will telephone you later
this week about your potential commitment and to answer any questions you
might have.
We invite you to become a member of the advisory committee. We look
forward to working with you to advance the goals of our program and broaden
opportunities for youth in the community. If you need additional information,
please feel free to call me at (903) 572-5555.
The committee looks forward to working with you.
Sincerely,
Susan Jones
Your City ISD
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SAMPLE THANK-YOU LETTER TO COMMITTEE MEMBER

Date

Mr. Bob Smith
ABC Construction
1234 Main Street
Your Town, Texas 75777
Dear Mr. Smith:
Thank you for your dedicated service on the Your Town ISD Career &
Technical Education Advisory Committee. This program’s effectiveness
depends upon the cooperation and participation that you have so freely
given.
With your help and recommendations, we have developed a better program
that will prepare students for successful careers. Our students have already
benefited from your ideas, and we plan to make other improvements
resulting from your suggestions.
Please accept my sincere appreciation.
Sincerely,
Susan Jones
Your Town ISD

SCUC ISD Career & Technical Education 20
Advisory Committee Manual

SAMPLE LETTER TO COMMITTEE MEMBER’S SUPERVISOR

Date

Mr. James Jones
ABC Construction
1234 Main Street
Your Town, Texas 75777
Dear Mr. Jones:
The Your Town ISD Career and Technical Education department and school
administration appreciate the important role that your employee, Bob Smith,
has played in helping to develop the CTE program at Your Town High School.
He has faithfully attended the CTE Advisory Committee meetings throughout
the school year and participated in related activities. With Mr. Smith’s help,
we have improved learning experiences for students.
We are grateful that Mr. Smith served on our CTE Advisory Committee.

Sincerely,
Susan Jones
Your Town ISD
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SAMPLE AGENDA FOR ADVISORY COMMITTEE MEETING
I.

Call to Order

II.

Roll Call

III.

Instructions

IV.

Approval of Minutes

V.

Adoption of the Agenda

VI.

Unfinished Business

VII.

Reports

VIII.

New Business

IX.

Plans for next meeting

X.

Other items

XI.

Adjournment
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SAMPLE ADVISORY COMMITTEE MINUTES
Your Town ISD
Career & Technical Education Department
Advisory Committee Minutes
Date of Meeting
Members Present: List names of committee members present.
Members Absent: List names of committee members absent.
Others Present: List names of other guests in attendance.
Call to Order: Identify the time that the committee was called to order and
the introductory remarks given by the chairman.
Minutes: Minutes of the last meeting were approved as submitted.
Unfinished Business: If any unfinished business was left from the last meeting,
identify how it was handled here. If not, put “no unfinished business was
brought before the committee”.
New Business: Include notes from any new business brought before the
committee.
Adjournment: Identify what time the meeting was adjourned.

Signature: Include the signature of the secretary and committee chairman
when approved.
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SAMPLE MINUTES RECORDING FORM
Insert Name of Your School
Career and Technical Education
ADVISORY COMMITTEE MEETING MINUTES RECORD FORM
(To be Completed and Returned Electronically to [administrator/chair] ASAP)

ADVISORY COMMITTEE:
MEETING DATE:

TIME:

LOCATION:

NAME OF CHAIRPERSON:
NAME OF RECORDER/SECRETARY:
DIRECTIONS:
▪

Use a computer to record the minutes so they are complete when e-mailed to the
CTE Office.

▪

Record the minutes in numbered order corresponding to each agenda item.

▪

Use one bullet per discussion highlight. Bullets will continue to be added as you add
highlights.

▪

At the end of each agenda item, record any action that is necessary for that item.

▪

Add more agenda item rows as needed.

▪

On the very last page of this document, identify items that will be placed on the next
agenda.

▪

Save a copy on the computer.

▪

Send this document as an attachment to [administrator] as soon as possible.

MEMBERS PRESENT:

REPRESENTING:

INSTRUCTORS PRESENT:

DEPARTMENT:
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1. TOPIC:

Review/Accept Minutes of Previous Meeting

Minutes approved without modifications

Minutes approved with modifications (summarize modifications below)

2. TOPIC:

ACTION NEEDED:
3. TOPIC:

ACTION NEEDED:
4. TOPIC:

ACTION NEEDED:
5. TOPIC:

ACTION NEEDED:
NEXT MEETING DATE:

TIME:

LOCATION:

AGENDA ITEMS FOR NEXT MEETING (numbers will be added automatically with each
additional agenda item):
Review/Accept Minutes of Previous Meeting
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SAMPLE CONSTITUTION AND BYLAWS
CONSTITUTION FOR (YOUR NAME) ISD
Article I – Name and Purpose
This committee shall be known as the (Your Name) ISD Career and Technical Education
Advisory Committee.
The advisory committee shall provide leadership in and promote the development of
the CTE program as it relates to and meets the needs of the students, the community,
and the public. The Committee shall advise the teachers in the program and the
administration on matters related to the program area.

Article II – Membership
1. Number of Members
a. A simple majority of the members will be representative of business and
industry. In addition, representative should include a student in the
program and representatives from the educational community.
2. Appointments and Terms
a. Each appointment of an advisory committee member shall be for three
years, except when the appointment is to fill an unexpired term.
b. At least two-thirds of the members shall be retained each year with onethird of the membership being appointed each year. An outgoing
member may be reappointed by a majority vote of the membership
present.
c. And individual will automatically lose membership on the committee if
he/she fails to attend three successive meetings without presentation, in
advance, to the chairperson of the committee, a valid reason for his/her
absence.
d. Advisory Committee members may submit names of potential members
for the committee. Final recommendations are made by the teacher(s)
with the approval of the appropriate administrator. The appointments are
made by the governing board.
e. The term of a new Committee member shall begin on September 1st.
3. Ex Officio Members
a. Ex officio members shall be appropriate administrators, appropriate
program coordinators or supervisors, or teachers in the program areas

BYLAWS
Section A: Officers and their Duties
The officers shall be a chairperson, a vice-chairperson and a secretary.
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The officers shall be elected annually by a majority vote of the committee members at
the last meeting during the school year. Officers may be re-elected to the same office.
The chairperson shall be elected from among those members who have served at least
one year. The Chairperson’s duties shall include the following:
▪

Be a representative from business or industry, elected by the committee
members

▪

Be sensitive to the views of the members

▪

Be able to listen critically

▪

Be reasonable

▪

Exercise good judgment and fairness

▪

Be able to work closely with the teacher

▪

Spend more time than other members on the affairs of the committee

▪

Be well informed

▪

To preside at the meetings of the committee

▪

To serve as a chairperson of the program advisory committee

▪

To appoint special committees as the need arises, which may include persons
other than committee members

▪

To meet with the teacher or program director to prepare an agenda prior to a
forthcoming meeting

▪

Arrange for special presentations

▪

Prepare reports

Recommended responsibilities include:
▪

Establish meeting dates and call meetings to order

▪

Plan the meeting agenda

▪

Encourage a relaxed atmosphere conducive to productive discussion

▪

Plan committee activities and providing sufficient background information
when needed

▪

Maintain personal contacts with members and school personnel

▪

Approve all announcements, notices, and other information sent to
committee members

▪

Preside over all meetings, leading discussions, and bring closure on key points
of discussion

The chairperson should avoid:
▪

Acting as the final authority on all subjects

▪

Putting pressure on the group to agree with his/her own personal views
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▪

Chairing subcommittees

▪

Discussing questions or issues that are outside the purpose of the committee

The vice-chairperson shall be elected from among those members who have served at
least one year. The vice-chairperson’s duties shall include:
▪

The vice chair may be elected to serve as the next chairperson following a set of
time as a vice-chairperson

▪

Work closely with the chairperson on all tasks

▪

Serve as the leader for many of the committee’s activities

▪

Perform specific tasks assigned by the chairperson

The secretary shall:
Act as the liaison between the school and the community and maintain a close
working relationship with members of the committee. The secretary also may assist the
chairperson in setting the tone of the committee activities.
The responsibilities of the secretary are:
▪

Keep records of attendance of members at meetings

▪

Keep a record of discussion and recommendations

▪

Maintain a permanent record file of Advisory Committee activities

▪

Distribute minutes of Committee meetings and copies of other Committee
documents to committee members, teachers, and others who may be
concerned. He/she shall have the assistance of the school’s staff and the use of
the school facilities in performing these functions.

▪

Send copies of minutes and reminders to the chief administrative officer

▪

Arrange for meeting space

▪

Notify members and guests of meeting time/location

▪

Prepare and mail information to committee members and others associated with
the program

▪

Prepare and forward necessary correspondence

▪

Provide statistical information about the school and prepare progress reports

▪

Accompany the committee chairperson to visit school personnel and explain
committee actions

Section B: Meetings
At least two regular meetings of the Committee shall be held during the school year.
Written or electronic notice of each regular meeting will be sent to members. Special
meetings of the committee may be called by the chairperson as needed throughout
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the year. The time of advance notice shall be appropriate in terms of the reason for
the urgency of the meeting.

Section C: Recommendations and Reports
Any formal resolutions ore recommendations from the committee shall be in written
form. They shall include the number of committee members present and the voting,
and the number favoring the resolution or recommendation.
All resolutions and recommendations shall be presented to the program coordinator to
division chairperson, who shall then present them to the administration, who shall
present them to the governing board if necessary.

Section D: Evaluating Committee Effectiveness
The program advisory committee will evaluate effectiveness at the final meeting of
each school year.
Goals and objectives will be formulated at the first regular meeting of the school year,
utilizing implications from the spring evaluation.

Section E: Bylaws Changes
These bylaws may be amended or added to by two-thirds vote of active members at
any regular or special meeting if at least ten days written notice has been given to
each member.
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SAMPLE FORM TO EVALUATE EFFECTIVENESS OF ADVISORY COMMITTEE
Criteria
The committee has held at least two meetings.
Percentage of committee members who attended all meetings this year:
100% 90% 80% 70% 60% 50%
The committee utilizes an up-to-date constitution and bylaws to govern
its operations.
The committee elects officers on a regular systematic basis (yearly).
The committee reports formally to the appropriate administrators for the
school district/institution.
The committee is officially recognized by the governing board and
members are officially appointed by the board.
The committee membership is diverse in gender and ethnicity, and is
composed of individuals who represent a broad cross-section of the
occupational area; including labor, supervisors, managers, parents and
students.
The committee meeting minutes are maintained as a permanent record
and are distributed to the appropriate administrators and members of
the advisory committee.
The agendas are prepared and distributed in advance of each meeting.
Members are notified of meetings in a timely manner.
Committee members are aware of the specific purposes of the
committee and are familiar with related school policies.
Teachers and administrators attend the committee meetings regularly.
Committee members are publicly recognized for their service.
Committee meetings are well attended by members.
The committee has been involved in the development and review of the
program curricula.
The committee has reviewed the current program curricula to determine
if it is meeting the needs of the students and the projected employment
needs of business and industry.
The committee promotes and publicizes the program.
The committee develops and carries out a yearly plan of
action/program of work.
The committee assesses the impact of recommendations yearly.
The committee reviews yearly outcome data from the program,
including student competencies achieved, placement rates, etc.

Yes

No

