SECTION B: ADVISORY COUNCILS
INTRODUCTION
The Carl Perkins Career and Technical Education Improvement Act of 2006 requires that each local plan shall “describe how parents, students, academic and career and technical education teachers, faculty, administrators, career guidance and academic counselors, representatives of tech prep consortia (if applicable), representatives of the entities participating in activities described in section 117 of Public Law 105-220 (if applicable), representatives of business (including small business) and industry, labor organizations, representatives of special populations, and other interested individuals are involved in the development, implementation, and evaluation of career and technical education programs assisted under this title, and how such individuals and entities are effectively informed about, and assisted in understanding, the requirements of this title, including career and technical programs of study.”
The West Virginia Board of Education Policy 2510, “Assuring the Quality of Education: Regulations for Education Programs,” requires in section 126-42- 7.2.9 that counties must “appoint and maintain a county school system or multi-county technical center advisory council that meets on a regular basis to provide advice on current and future employment needs and on the relevancy of courses being offered. Each technical concentration must have a program area advisory council that meets on a regular basis to advise on course content, including which skills should be taught, instructional materials and equipment needed, and standards which should be met to assure student employability or preparedness for further education.”
The information on the following pages is designed to help you meet federal and state requirements and to help you utilize your advisory councils for school and program improvement.

GENERAL (COUNTY OR MULTI-COUNTY CENTER) ADVISORY COUNCILS
MEMBERSHIP:
The Perkins Act specifies that “parents, students, academic and career and technical education teachers, faculty, administrators, career guidance and academic counselors, representatives of tech prep consortia (if applicable), representatives of the entities participating in activities described in section 117 of Public Law 105-220 (if applicable), representatives of business (including small business) and industry, labor organizations, representatives of special populations, and other interested individuals are involved in the development, implementation, and evaluation of career and technical education programs assisted under this title, and how such individuals and entities are effectively informed about, and assisted in understanding, the requirements of this title, including career and technical programs of study.”
The County Steering Committee, as described in Policy 2510, can also serve as the General Advisory Council if the membership is expanded to include those listed above and if agendas and minutes show adequate involvement in the development, implementation, and evaluation of career and technical education programs.
A recommended membership for the General Advisory Council would be:
· The county vocational director; 

· The Principal(s) of the county technical center(s). 

· One parent of a current secondary technical student; 

· One current and one former technical student; 

· A technical teacher from each of the district’s technical centers and one from each of the comprehensive high schools;
· An academic teacher;
· Career guidance and academic counselors;
· A representative of your tech prep consortia:
· A representative from your local Workforce Investment Board;
· One member representing labor organizations; 

· One representative for special populations; 

· Other interested individuals such as representatives from local colleges, civic groups; 

· Sufficient employers to constitute approximately half the membership. These employers should be chosen to represent the various segments of the local economy and at least some should be the chairpersons of Program Area Councils in the district. 

STRUCTURE:
Officers: Each general advisory council should elect a chairperson, vice-chairperson, and other officers as needed. It is recommended that the vice-chairperson assume the office of chairperson when that person’s term expires. The term of office can be one or two years, as specified by the by-laws. A county administrator should serve as secretary.
The chairperson, the vice-chairperson, the secretary and the immediate past chairperson serve as the Executive Committee.

The duties of the chairperson include:
· Presiding over the meetings of the advisory council; 

· Serving as chairperson of the executive committee;
· Appointing special committees which may include persons other than council members. 

The duties of the vice-chairperson include:
· Performing the duties of the chairperson in the person’s absence; 

· Chairing sub-committees as assigned by the chairperson. 


The duties of the secretary include:
· Sending out notices of meetings; 

· Keeping records of attendance of members at meetings; 

· Preparing and maintaining a permanent record of advisory council meeting
agendas and minutes and other activities; 

· Distributing minutes of meetings and other documents to committee members and other interested parties. 


The duties of the executive committee include:
· Acting on urgent matters between council meetings. 

· Preparing the agenda for meetings; 

· Calling special meetings as needed. 

Meetings: The council should meet as often as needed to carry out its responsibilities but no fewer than twice a year. It is recommended that the council meet at least four times each year. At the beginning of the year, the council should plan their annual program of work – the plan for meeting the goals and objectives they have set for the year. A mid-year meeting should be held to evaluate progress toward meeting the goals and to make adjustments to the plan as needed. The end-of-the-year meeting should be used to evaluate the success of the program of work and to generate ideas for next year’s program of work that the executive committee can evaluate in preparation for the first meeting of the following year.
A separate meeting should be scheduled to receive council input and approval as required for the annual LEA Plan prior to submission to the State Department.

By-Laws: A set of by-laws for the Council might include:

I. Officers
The officers will consist of a chairperson, vice-chairperson and a secretary. These officers will be elected annually by the committee and, together with the immediate past chairperson, will constitute the Executive Committee.

II. Subcommittees
A. Subcommittees may be established and discharged by a majority of the council.
B. Subcommittees may be ad hoc or continuous in nature depending on the subject or concern.
C. Each subcommittee shall elect its own chairperson and secretary.
D. The subject or field of activity will be specified by the council.
E. The subcommittee may be of any size appropriate to its function. Membership may consist of students, lay citizens, and school employees. One member of the subcommittee also shall be a member of the council.
F. A consultant from the school system shall be appointed by the school administration at the request of the council to meet regularly with the subcommittee. Special consultants may be enlisted pending approval by the council.
G. Subcommittees shall report regularly to the council.

III. Program of Work
A. The council will plan and operate under an annual program of work. Plans, topics, and goals will be included in the program.
B. The program of work for each ensuing year will be discussed during the ___________(month) meeting each year.
C. Proposals by the members will be considered by the Executive Committee, which will formulate a proposed annual program to be presented to the council during the __________(month) meeting for its action.
IV. Meetings
A. The annual program of work will indicate the regular meetings to be held.
B. At least _________meetings will be scheduled each year.
C. Special meetings may be called, or regular meetings may be cancelled, by a majority vote of the council or by action of the Executive Committee.
D. The Executive Committee, in consultation with the school administration, will be responsible for planning the agenda of individual meetings.
E. Each meeting will begin at the announced time and will continue for no more than_____ hours.
F. Discussion leading toward a consensus of the members will be the prevailing procedure in council meetings. Parliamentary procedure will be used when a decision of the committee is to be recorded or transmitted. 
V. Member Responsibilities
A. Each member is expected to attend meetings regularly, participate in discussions, and serve on affiliated and subcommittees when requested.
B. Each member is expected to study carefully any problem which comes before the council before committing him/herself to a final conclusion.
C. Each member is expected to respect the rights of fellow members by not reporting or discussing the opinions of other members outside the committee. The opinions and conclusions of the council on which there is a consensus may be discussed informally. Publicity will be handled through the school administration office on authorization of the council and the school superintendent.
VI. Loss of Membership
Members who fail to attend ______consecutive meetings automatically lose their membership unless they present reasons for their absences which are acceptable to the committee.
VII. Use of Consultants
The council recognizes the need of additional knowledge and assistance and will make use of regular and special consultants from within and without the local school system as is appropriate. Paid consultants must be approved by the school board.
Handbook: Members will appreciate being given a handbook that contains the by-laws and other pertinent information regarding the purpose and scope of responsibility of advisory councils. A copy of this document or portions of it would make a good handbook.
PURPOSE:
An advisory council is defined as a group of citizens without legal authority who advise a governing body regarding policy and/or advise a professional staff regarding programs and procedures. While council recommendations should be given significant weight, councils do not make policy or administer schools or programs.
The general advisory council advises on district-wide issues.
The table at the end of this section lists several areas councils can address. Your council may think of others.

SCHOOL ADVISORY COUNCILS
In counties with more than one area technical center or large comprehensive high schools with many technical programs, it would be helpful to have school advisory councils. The membership, structure and purpose would be the same as for the general advisory council except that their responsibility would be to the school, not the district or multi-county center. School advisory councils are not required.

School advisory councils should have representation on the general advisory council and should be comprised primarily of the chairpersons of the program advisory councils in the school as well as parents, students, college representatives and other at large members.
While the school advisory council cannot replace the L.S.I.C., the two groups can, by mutual agreement, combine their meetings.  In that case, the agendas must address the responsibilities of the L.S.I.C., i.e., development of the U.S.I.P.
PROGRAM AREA (CONCENTRATION) ADVISORY COUNCILS

Each occupational concentration within the school should establish and maintain a Program Area (Craft) Advisory Council.
MEMBERSHIP:

The membership of program advisory councils should consist primarily of employers and employees actively engaged in the technical area for which training is being given. At least one former student should be involved as well as representatives from local colleges that award credit to your graduates. The council should number no fewer than eight individuals, five of whom should be employers and employees.
STRUCTURE:
Officers: The program area advisory council should elect a chairperson and a vice-chairperson. The instructor should serve as secretary.
The duties of the chairperson include:
· Presiding over the meetings of the advisory council; 

· Appointing special committees which may include persons other than council members; 

· Signing LEA 6 forms as required for equipment purchases. 

The duties of the vice-chairperson include:
· Performing the duties of the chairperson in the person’s absence; 

· Chairing sub-committees as assigned by the chairperson. 

The duties of the secretary include: 

· Sending out notices of meetings; 

· Keeping records of attendance of members at meetings; 

· Preparing and maintaining a permanent record of advisory council meeting agendas and minutes and other activities; 

· Distributing minutes of meetings and other documents to committee members
and other interested parties. 

Meetings: Each council should develop and implement their own annual program of work and should meet as often as necessary to design, implement, monitor and evaluate the plan. In no instance should they meet fewer than twice each school year.
Bylaws: Program area advisory councils are much more informal than general advisory councils and do not necessarily need by-laws but can use the general advisory council’s by-laws if desired.
Handbook: The handbook developed for the general advisory council can be used for program area advisory council members as long as it includes information on both types of councils.
PURPOSE:
The primary purpose of a program area advisory council is to advise on curriculum content, training techniques, equipment needs and personnel needs of a particular occupational program. While council recommendations should be given significant weight, councils do not make policy or administer schools or programs. The table at the end of this section lists several areas program advisory councils can address. Your council may think of others.

	 
	G
	P

	Curriculum and Instruction
	X
	X

	Identify and expand the use of new technologies
	 
	X

	Compare content with occupational competencies and tasks
	 
	X

	Analyze course content and sequence
	 
	X

	Assist in developing and validating tests
	 
	X

	Advise on labor market needs and trends
	X
	X

	Review, recommend, and assist in obtaining instructional materials
	 
	X

	Recommend safety policies and procedures
	X
	X

	 
	 
	 

	Program Review
	 
	 

	Review and recommend program goals and objectives
	X
	X

	Participate in program evaluation and recommend evaluation criteria
	X
	X

	Compare student performance standards to business/industry standards
	 
	X

	Assess, recommend, and/or provide equipment and facilities
	X
	X

	Evaluate the quality and quantity of graduates and job placement
	X
	X

	Conduct community and occupational surveys
	X
	X

	Identify new and emerging occupations
	X
	 

	Recommend new programs or elimination of obsolete programs
	X
	 

	Participate in long-term planning
	X
	 

	 
	 
	 

	Recruitment and Job Placement 
	 
	 

	Assist in reviewing teacher selection criteria
	X
	X

	Assist in recruiting new staff and potential students
	X
	X

	Provide or obtain cooperative work experiences, internships, externships, work/study, or work-based learning opportunities for students
	X
	X

	Assist students in developing resumes and interviewing skills
	 
	X

	Assist with career days/job fairs
	X
	X

	Hire graduates/program completers
	X
	X

	 
	 
	 

	Student Organizations
	 
	 

	Assist in developing and judging competitive skill events 
	X
	X

	Sponsor student organization activities and assist in fundraising
	X
	X

	Conduct leadership development activities
	X
	X

	Assist students with career development
	 
	X

	Evaluate student portfolios
	 
	X

	 
	 
	 

	Staff Development
	 
	 

	Provide inservice activities for instructors
	X
	X

	Provide instructors with retraining, back-to-industry and summer opportunities for technical upgrading 
	 
	X

	Review professional development plans
	X
	 

	Support staff attendance at conferences
	X
	 

	Conduct workplace tours
	X
	X

	 
	 
	 

	Community/Public Relations
	 
	 

	Interpret the CTE program to employers, community, and the media
	X
	X

	Present programs to community groups
	X
	 

	Establish programs to recognize outstanding students, teachers, and community leaders
	X
	X

	Promote special school events
	X
	X

	Assist in developing a marketing plan
	 
	 

	 
	 
	 

	Resources
	 
	 

	Assist in budget development and review
	X
	X

	Conduct fundraising activities and make or obtain donations
	X
	X

	Establish scholarships and awards
	X
	X

	Provide tours and field trips, job shadowing experiences, and speakers
	X
	X

	Leverage community resources and broker community partnerships
	X
	X

	 
	 
	 

	Legislation
	 
	 

	Advocate for CTE programs with legislators
	X
	 

	Arrange tours of programs for legislators
	X
	 

	Involve legislators in program events
	X
	 

	Update programs on legislative actions
	X
	X


 
	G= General Advisory Council
P= Program Area Advisory Council
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