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Introduction
The purpose of this manual is to provide information for Career Technical Education coordinators, school administrators, boards of trustees, teachers of Career Technical Education, and advisory committee members. This manual will help prevent unnecessary errors in the development of advisory committees. These guidelines have proven successful, and may be added to and modified for local and present conditions.

The use of advisory committees is well established in the public school system. In the beginning, these committees were conceived to implement the development and improvement of educational programs. This manual is written for those planning to form new advisory committees, wishing to improve those already in existence, and for newly appointed members. Advisory committees will play a vital role in career technical education programs in the future. 

Even though mandated, advisory committees are useless unless they are properly developed into practical working groups. They must be based on the needs of the people and industry for which they serve. Advisory committees are established systems for using lay persons to assist professional educators. With the increased need for rapid change in this technological age, there is a growing appreciation of the help provided by industry representatives serving on local advisory committees. Employment opportunities in the workplace are constantly changing. New technologies are continually being developed and incorporated into career technical education programs.

Students must be trained for today's jobs as well as new opportunities that become available. There will be an increased need for students trained in specialized technical occupations. Advisory committees help teachers of career technical education stay abreast of these changing employment trends and opportunities. Increased interest in career technical educaton programs that include internships, work-study, and other types of on-the-job training will require close coordination with career technical education’s industry representatives. 

Increased attention needs to be given to the education of at-risk, disadvantaged, and other special needs individuals. Advisory committees can provide valuable assistance that is necessary for the success of these programs.

Lay advisory groups have no administrative or legislative authority. They cannot establish policy or take the place of the administration or the board of education. Their function is to provide understanding between the school and the community it serves. Advisory committees provide balanced judgment to local problems and help give continuity and support to programs.

FORMING AN ADVISORY COMMITTEE
Much of the success of an advisory committee is determined by the manner in which it is formed. Based on the experiences of many communities throughout the country, the following steps are suggested:


1.  Determine and Verify the Need



1.1
There must be a feeling of need and understanding of opportunity if an advisory committee is to succeed.

1.2 
If with its help, the advisory committee can make the (department, division, district) better, it serves a usable function.

1.3 
It can provide continuity of a quality program should teachers or administrative changes take place.

1.4
It is important that the school administration, career technical  education staff, parents, and other patrons of the school thoroughly understand the character and purpose of the committee.


2.  Nomination of Committee Members
2.1
Once approval of the formation of an advisory committee by the board members is received, nominations should be made jointly by the principal or superintendent, the head of the Career Technical  department, and the chairperson of the school board.

2.2
Each should have an equal voice in the selections.

2.3
Avoid nomination of friends, as they may be less candid and honest in their advice.

2.4
The advisory committee should be truly representative of the district. Committee members:

2.4.1
Should be successful individual/s engaged in a significant related occupation.

2.4.2
Must have recent, successful, firsthand, and practical experience in their field. 


2.4.3 
Should exhibit substantial interest in the career technical education program.

2.4.4
Should be representative of different relevant career technical  commodities, parts of district, age groups, professional organizations, and ethnic or religious groups.

2.4.5
Should be sought as public-spirited individuals who understand a specialized area and are willing to contribute their knowledge and advice as a member of a cooperative, constructive group. 

2.4.6
From the general school staff and/or the board should only be used when special circumstances warrant their appointment.

2.4.7
Should not have frequent dealings with the department in order to minimize conflict of interest problems.

2.4.8 
Should include representatives of the service areas of career technical educatiion.

2.4.9
Should recognize the time required and express a willingness to serve on the committee.


3.  How Many Committee Members?
3.1
No fixed number will satisfy all situations.

3.2
The group needs to be large enough to be representative of the district and to provide a quorum if several members are absent.

3.3
Should not be so large that it is unwieldy or difficult to call together.

3.4 
Seven to eleven persons are suggested with nine being a workable medium.

3.5
Present only the number of names previously decided upon by the local governing board for confirmation. (When more names are presented personalities become involved yielding undesirable results.)



4.  How are Committee Members Notified of their selection?
4.1
Notification is usually done in writing, by the principal or superintendent, on behalf of the school board.

4.2
The letter should:

4.2.1
Indicate that the career technical education teacher is supportive. 




4.2.2
Indicate that the committee serves in an advisory capacity to him or her, the department, the principal, and to the school board.

4.2.3
Include a request that the member indicate whether he or she will accept.

4.2.4
Urge speed of acceptance to gain an orderly efficient start.


5.  Understanding of Responsibility
5.1
Of greatest importance is that the committee is only advisory in character. 

5.2 
The advice is to the teacher, school administrator, or school board as appropriate to accept or reject.

5.3
It has no administrative or policy forming power.

5.4
It will make suggestions on policy and procedure, but the source of its influence is in the voluntary acceptance of this advice by the proper governing authority.

Experience has shown where all of the steps up to this point have been properly taken, a high percentage of acceptances may be expected.

FUNCTIONS AND DUTIES OF ADVISORY COMMITTEES
1.
Help to determine what type of career technical education program is offered.

2. 
Assist the teacher(s) in finding suitable work stations (internships, work-study, cooperative learning, partnerships) for students in career technical occupations.

3. 
Help the instructor establish curriculum that has a hands-on, technological, and practical approach.

4. 
Help attract and encourage qualified/capable students into the career technical education program.


5. 
Help in recruiting and providing opportunities for special-needs students.

6. 
Help to evaluate the effectiveness of the career techincal education program. Guidelines for evaluation should be developed cooperatively with the advisory committee, administration, school board, and the Program and Administrative Support Office of the California Department of Education.

7. 
Help gain support for legislation and appropriations.

8. 
Help the teacher(s) develop a list of capable resource persons for use as speakers, and/or judges for both in-school and out-of-school tests and contests.

9. 
Help obtain sponsors for appropriating funds for awards, scholarships, or needed equipment and supplies that are useful in carrying out classroom activities and the Career Technical Student Organizations (CTSOs). or other youth programs.

10. 
Help unify the activities of the career technical education program with those of other groups and agencies interested in career technical education.

11. 
Assist the teacher in determining skills needed for particular jobs at entry, technical, and professional levels so that he/she may be included in the instructional program.

12.
When appropriate, serve as resource person to instructor visiting work place learning sites of students and participating in classroom instruction or demonstrations and accompanying or hosting field trips.

13. 
Study and make recommendations on problems presented to it by the school board on which further information is needed.

14. 
Provide the teacher with technical assistance and keep him/her aware of new developments in their industry. 

15. 
Provide current resources to develop and maintain a library of visual aids, magazines, and books concerning related occupations. 

16. 
Serve as speakers at civic clubs, open houses, and career days to tell the story of school-industry cooperation.

17. 
Identify current standards for new equipment. 

18. 
Assist in procuring opportunities to upgrade the teacher's technical skills and knowledge.

OPERATION OF ADVISORY COMMITTEES
It is important that correct procedures and rules be established and clearly understood by committee members, school administrative staff, and the board of education. These rules should be decided upon by the committee with assistance from the school. All correspondence should be sent to administrators and advisory committee members.  Items to be considered are:


1.  Number of Meetings
1.1
Must meet regularly and often enough to carry out their assignment.

1.2
Monthly or bi-monthly meetings are usually the most desirable.

1.3
Minimum number is two per year.

1.4 
Practical number is between three and eight meetings per year.

1.5
Necessity should always determine the exact number.

1.6 
Often the most valuable advice comes from busy individuals.

1.7 
Better to have fewer well planned, well attended meetings.


2.  Selection of Officers
2.1 
Generally a chairperson, vice chairperson, and recorder are sufficient.

2.2
The chairperson should be a lay person elected by the committee.

2.3
It is usually best that the career technical education program teacher serves as recorder and general consultant.


3.  Length of Service by Committee Members
3.1
Three-year terms are recommended.

3.2
At formation meeting members draw for one, two, or three year terms to provide for continuity of membership.

3.3
Individual preferences in length of service need to be considered.

3.4
Limitation should be placed on reappointments.

3.5
Nominees should be submitted to board of trustees for approval.


4.  Length and Place of Meetings
4.1
For efficient and effective use of time, the agenda for each meeting must be well planned.

4.2 
Ample meeting notice of 10–14 days is recommended.

4.3
Copy of agenda, minutes from previous meeting, and any reading material requiring action should be sent in advance of meeting date.

4.4
Two-hour meetings, held at a time and date chosen by the committee, are recommended.

4.5 
The meeting place should provide a conference table in a quiet environment.

4.6
Usually the career technical education department of the school provides the best meeting site, allowing members to become familiar with facilities of the department.


5.  Filling Committee Vacancies
5.1
Vacancies which occur because of term completion or other reasons should be filled by nomination from the advisory committee, career technical education teacher, superintendent, department head, or principal, and approved by the board of education.

5.2 
The committee may be asked for suggestions.

5.3
A committee should not be permitted to choose its own replacements.

5.3.1
This would be self-perpetuating.

5.3.2
May become unrepresentative and unduly independent of the school administration. 

5.4
Rules of procedure should indicate that if a committee member misses meetings repeatedly without reason, the position be declared vacant by the chairperson, and the school board so notified.

6.  Distribution of Minutes:   
Minutes should be distributed to all committee members, the career technical education director, the principal, school board president and the regional supervisor.

7. Making Decisions:  
Currently many organizations operate by consensus approval of agenda items.  When consensus cannot be reached or the procedure is in question, refer to Robert's Rules of Order.
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OPENING SESSION INSTRUCTIONS FOR ADVISORY COMMITTEES
Instructions to Your New Advisory Committee

1.
You constitute an advisory committee for the (your school district).

2. 
I welcome you on behalf of the board and administration.

3. 
You are agents of and appointed by the (your school's board of trustees).

4. 
While you are not a policy making body, you are advisory to (your department), and through channels, to the principal, superintendent, and board. We need your expertise in this area.

5. 
The (your district) is interested in the best possible career technical  education program. We need your input to help identify what is ideal for this program. It is important to keep in mind that the direction we eventually take, while we want the best possible, must be compatible with available funds and state rules and regulations.

6. 
You will be a working committee and students and school staff expects to benefit from your work.

7. 
We need help to:

7.1
Review existing programs, courses of study, facilities, equipment.

7.2
Propose new programs and/or courses when needed based on solid data for this community.

7.3
Evaluate existing programs and propose new programs.

7.4
Help develop building plans, review architects plans, etc., where new buildings are being proposed.

7.5
Help point out changes needed for the future in your area of interest to keep the program up-to-date.

7.6
Help in placement and in evaluating performance of our career technical education students at (your school or college).

8. 
You will be a "helping group" (as well as advisory) to the instructor, as the program is implemented and progresses.
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9.
This committee serves at the pleasure of the school board and may be dissolved at any time by board action.

Getting Started

1. 
Review present course offerings and majors -- catalogs, studies, data, classrooms, labs, and other facilities.

2. Conduct studies, if needed, to get community data on which to base your decisions.
3. Decide areas to study or review (both geographic and educational areas) and determine how to do this (formal study, informal, follow-up studies).
4. Your findings and decisions will be in the committee minutes which will be distributed to the instructors, administration, and the board.

Here is What You Need to Do to Get Started:

1. 
Elect a chairperson.

2. 
Elect a recorder. The recorder will be an instructor, or department chairperson, and he or she will also be a resource person for you to help interpret educational language and concepts, provide materials, and be the liaison person with the administration.

3. 
Determine rotation (1-2- or 3 years?). You will also decide length and term and who serves what term. (Subsequent appointments will be 3 years each.)

4. 
Decide if more than one committee is needed. Large departments may have subcommittees.

5. Announce that any member who cannot continue serving for any reason, should notify the chairperson so that a replacement appointment can be made.



Note: Be sure to start and end on time!
Appendix B
SAMPLE CHECKLIST FOR MANAGING ADVISORY COMMITTEE MEETINGS 

	
	YES
	NO

	Agenda prepared


	
	

	Agenda distributed to members before meeting


	
	

	Room set up comfortably before meeting begins


	
	

	Refreshments available


	
	

	Meeting begins on time


	
	

	Purpose of the meeting and outcomes are stated and agreed upon


	
	

	All members participate in discussion


	
	

	Group follows agreed-upon decision-making process


	
	

	Items on agenda are covered


	
	

	Action items and decisions made are reviewed at end of meeting


	
	

	Work commitments and timelines are reviewed


	
	

	Group gives input on next meeting’s objectives


	
	

	Meeting ends on time


	
	


Committee chairperson and facilitators should consistently exercise judgment and tact in steering the committee to follow its agenda, reach decisions, and make recommendations where appropriate.

Appendix C
SAMPLE ADVISORY COMMITTEE MEETING INVITE
TO: 

Committee Members Names
FROM:
_____________, Chairperson

DATE:

______________
RE:

Next Advisory Committee Meeting



DATE: 
_______(Date of Meeting)________


TIME:

_______(Time of Meeting)_______


PLACE:
______(Location of Meeting)________
AGENDA

1.  Review and approve minutes of the previous meeting.


2.  Call for additional agenda items to be added to this meeting's agenda.


3.  Committee and progress reports.


4.  Consideration of recommendations for a new class or activity.


5.  Review of revised course of study.


6.  Report and review of CTSO and/or other youth organization activities.


7.  Set date, time, and place for next meeting.


8.  Adjournment.

Appendix D
SAMPLE AGENDA FOR ADVISORY COMMITTEE MEETINGS 

_______________________ Program Advisory Committee Meeting

I. Review Shop/Laboratory Facilities and Equipment

II. Annual Programmatic Review

III. Perkins Data Review

IV. Program Standards

V. Review Course of Study

VI. Student Enrollment/Placement

VII. New Trends in Occupational Area

VIII. Employment Outlook

IX. New Business

X. Recommendations

Appendix E
 SAMPLE ADVISORY COMMITTEE MINUTES ONE
Advisory Committee Meeting

January 21, 2008
The meeting was called to order by chairperson, Joe Smith at 3:00 p.m., January 21, 2008, in room 8 at Your High School.  

The minutes of the previous meeting were read, amended, by changing the word shall to should in topic #8, and approved. 

The call for additional agenda items was made.

Mr. X reported that the Field Day Committee met on January 14, 2008. It was decided that the best day for the annual field day is May 5th. It was moved, seconded, and passed that our annual field day will be held on May 5, 2008.

Mrs. Y reported on ticket sales of the coming Parent and Student Banquet. So far, 310 tickets have been sold. This is already 20 more than last year's attendance.

It was moved and seconded that a class on small gas engines be added to the Ornamental Horticulture curriculum. After a lengthy discussion, this was referred to a committee of five made up of Mrs. A, Mrs. B, Mr. C, Mr. D, and Mr. E. They are to report to the advisory committee on March 15th. Mrs. A will be the chairperson.  

Mr. C reported on the suggested revision for the Basic Auto class. Added topics being considered are: brakes, ignition, and fuel system. Auto Body practices will likely be deleted as a specific class in Auto body work is being considered for next Fall.  

DECA President, Sally M. reported on this year's calendar of events of the chapter. She was commended by the Chair for her leadership and hard work. 

The next meeting is scheduled for 3:00 p.m., February 15th, in room 122 at Your High School. 

The meeting was adjourned at 5:00 p.m. by chairperson Joe Smith.

Respectfully Submitted,

Mrs. B, Recorder
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SAMPLE MEETING MINUTES FOR ADVISORY COMMITTEE MEETINGS TWO
_______________________ Program Advisory Committee Meeting

The meeting was held October 15, 2010, at Greensboro Public High School.

The following were in attendance:
1. Susan Right, ABC Publication

2. Jimmy Smith, Concrete Welding

3. Joaquin Rodriguez, AAAccounting

4. Lui Sing, Community College

5. Renaldo Jackson, Parent

6. Mary Sue Watson, Student

7. Carlos Santana, Labor Relations

8. Scott DeFelt, Principal

9. Jonathon Hustable, Dept. Chair

10. Cheyrl Zimmerman, Instructor
I. Review shop and classroom facilities and equipment. - More workstations are needed. Fire extinguishers have expired.

II. Data Review - More female students should be able to access cooperative education.

III. Program Standards - Board approval to expire next year.

IV. Review Program of Study - Additional alignment work with the Career Technical Education Frameworks must be done. Career Safety and Health Plan must be updated.

V. Student Enrollment/Placement - The program has seen a 30 percent increase in enrollment over the past three years. Industry wants more graduates. With more workstations, we could attract more students.

VI. Articulation - Articulation agreements are not current.

VII. Employment Outlook - High, especially for grads who obtain an associate degree.

VIII. New Business - Increase monitoring at cooperative education sites.

IX. Recommendations - Invite one or more representatives of computer companies to join this committee to advise on trends. Invite industry representatives to speak to students in exploratory classes about opportunities.

Date of the next meeting is April 17, 2011, at Greensboro Public High School.

Respectfully submitted, Cheryl Zimmerman

Appendix G
SAMPLE ADVISORY COMMITTEE TEMPLATE FOR MEETING MINUTES

____________________________ Advisory Committee

The meeting was held _______(Date)_______ at ________(Location)_______.

The following were in attendance:

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

12.

Subject: ________________________

Action: ____________________

_______________________________

__________________________

_______________________________

__________________________

Subject: ________________________

Action: ____________________

_______________________________

__________________________

_______________________________

__________________________

Subject: ________________________

Action: ____________________

_______________________________

__________________________

_______________________________

__________________________

Subject: ________________________

Action: ____________________

_______________________________

__________________________

_______________________________

__________________________

Date of the next meeting ______(Date)______ at _______(Location)_______.
Special Notes:

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

Name of Recorder: _______________________________________________

Appendix H
SAMPLE ADVISORY COMMITTEE SCHEDULE AND PROCEDURES

	
	Column A

PROGRAM ADVISORY


	Column B

DISTRICT ADVISORY

	Sept. – Oct.
	a. Hold first meeting of school year.
b. Establish meeting plan (agenda items) and schedule for full year.
c. Conduct a program review (incl. facility and equipment) and develop an action plan with timelines.
d. Refer any items as appropriate to the district advisory committee.


	

	Nov. – Jan.
	a. Assist in the identification of budget needs for the program.

b. Review action plan progress.


	Hold first meeting of school year with program advisory committee chairpersons having the opportunity to offer budget and other advice to the School Board of Trustees in December.


	Jan. – April 
	a. Hold one of more additional meetings to address major issues and discuss action plan progress.

b. Review action plan progress.


	Hold second meeting if a major topic is defined by committee members or the superintendent (legislation, public relations, etc.).

	May – June 
	a. Final meeting for current school year.

b. Elect chairperson and vice-chairperson for next school year.

c. Review action plan progress.

d. Review Perkins Local Plan and application.


	a. Final meeting of school year.

b. General business and appreciation activities.




Appendix I

SAMPLE ADVISORY COMMITTEE MEETING SCHEDULE

20___ - 20___

_________________________

DEPARTMENT

Meeting


Date

Place



Time             

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

Staff Note:

· Recommended two meetings per school year.

· Less than two meetings, by Superintendent’s approval.
· Schedule due in the Central Office the last day of October each school year.
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SAMPLE LETTER SOLICITING NOMINATIONS FOR ADVISORY COMMITTEE

Date

Dear (President/Director):

The ______ program at ___(school)___ is working to identify leaders in our region who will assist us in enhancing our career and technical education program.

We are asking you to draw on your knowledge of ____(field)____ and identify individuals who are (1) current with emerging trends; and (2) concerned about the education of students entering this field. The advisory committee will meet two times during the year to review employment trends, equipment, curriculum, and generally advise our staff on how to best prepare students for careers in _____(field)_______.

I will follow-up with you within a week, to respond to questions and to solicit your nominations for advisory committee members.

Sincerely,

INSERT SIGNATURE, NAME, TITLE, and CONTACT INFORMATION
Appendix K

SAMPLE ADVISORY COMMITTEE MEMBER NOMINATION FORM

Date Filed: __________

Nomination Form for: ________(School Year)_________
Advisory Committee for: ______________(Program)_____________
Name


Business Name & Address

Home Address/




Phone Number/E-mail Address

Phone Number

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

Appendix L

SAMPLE RECOMMENDATION LETTER FOR CANDIDATE TO ADVISORY COMMITTEE 

To:  _________________________


Date:  ________________

From: _____________________________________

Candidate: _______________________________________________________

1. What uniquely qualifies this person to serve on this advisory committee?

2. What strength or particular expertise does this person bring to this advisory committee?

3. In which of the following areas does this person have strengths? Check those that apply.

a. □  job placement

b. □  field trips

c. □  curriculum development

d. □  surplus materials and donations

e. □  articulation agreements

f. □  community relations

g. □  equipment needs

h. □  labor market trends

i. □  work-based learning experience

j. □  secondary/postsecondary linkages

4. Other comments.

Appendix M

SAMPLE LETTER OF INVITATION TO A POTENTIAL ADVISORY COMMITTEE MEMBER 

Date

Dear ________________:

The ________________(School)_________________ is committed to excellence in our educational programs. We are reaching out to leaders, and requesting them to work with us as advisory committee members in enhancing our career and technical education programs.

Your name has been recommended for possible membership on our advisory committee for __________________(Program)_________________. By participating in this committee, you will have an opportunity to guide the _________(School)_____________ in preparing students for employment and further education in ________(Field)________.
The advisory committee meets two times each school year. Meetings are usually held ___________(Time and Location)___________. In addition, our staff occasionally calls upon advisory committee members informally, as the need arises.

If you are interested in serving on the advisory committee, please complete the enclosed Letter of Intent and return it to me at your earliest convenience.

Please don’t hesitate to call me at _________(Phone Number)_________ if you have any questions.

Sincerely,

INSERT SIGNATURE, NAME, and TITLE

Appendix N

SAMPLE LETTER CONFIRMING ADVISORY COMMITTEE MEMBERSHIP

Date

Dear ___________________:

I am pleased to inform you that the School Board of Trustees has appointed you to membership on the advisory committee for ________________(Program)______________. The term of the appointment is three years and will expire on _______(Date)________. Your experience will assist us in continuing to provide quality education for each student.

Enclosed are materials that will introduce you to our school, the ________________ program, and your role as an advisory committee member.

A letter will be sent to you informing you of the date of the next advisory committee meeting.

Sincerely,

INSERT SIGNATURE, NAME, and TITLE

Enclosures:

Appendix O

SAMPLE LETTER OF RECOGNITION/RECRUITMENT

Date

Dear ___________________:

On behalf of _______________(School)_____________________, I would like to take this opportunity to express my sincere appreciation for your participation on our advisory committee during the past year.

Your participation on this committee has been valuable to staff and students. At this time, I am in the process of organizing the committee for the coming year. I would like to extend an invitation to you to remain as an active advisory committee member.

Sincerely,

INSERT SIGNATURE, NAME, and TITLE

Enclosures:
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CAREER TECHNICAL EDUCATION ADVISORY COMMITTEE

BY-LAWS

Article I
Name and Purpose

Section 1.
The Career and Technical Education advisory committee shall exist only during such time as it may be authorized to serve by the duly constituted school board.

Section 2.
The purposes and duties of the named advisory committee shall be to:

(a) assess the needs of the community as related to program offerings;

(b) formulate recommendations for the enhancement of facilities and equipment;

(c) assess program and course offerings;

(d) assist in the articulation of program(s) offered by the school with employment opportunities;

(e) assist in the development of long-range goals for career and technical education within the school district.;

(f) advise on the revision of curriculum for the program as warranted by data and evaluation;

(g) serve as an avenue of communication between education and business/industry; and

(h) evaluate annually the progress made toward established goals.

Article II
Advisory Committee Membership

Section 1.
Appointments to the advisory committee shall be made by the school board.

Section 2.
The advisory committee shall consist of a minimum of seven members from the related industry in the community. A member of the school staff shall serve as facilitator to the committee.

Section 3.
The advisory committee membership shall be selected as representative of interest in the area or region.

(a) geographical sections of the school district;

(b) business and industry;

(c) organized labor;

(d) parents/guardians and students; and
Appendix P
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(e) postsecondary education.

Section 4.
The term of appointment for members shall begin on January 1.

Section 5.
Members shall be appointed for a three-year term and can be renewed for a second term.

Section 6.
Following the initial establishment of the committee, the members will draw numbers. The first third will serve a one year term, the second third a two year term, and the final third a three year term. This will result in no more than one third of the committee being new in any given year.

Section 7.
Committee membership mid-term vacancies by resignation or other cause shall be filled in a timely manner for the unexpired term through appointment by the School Board.

Article III
Leadership

Section 1.
The officers of the advisory committee shall be the chairperson, vice chairperson, and other such officers as may be required.

Section 2.
The election of officers shall be at the September meeting each year.

Section 3.
Chairperson. The committee members shall elect the chairperson. The chairperson shall:

(a) preside at all committee meetings;

(b) appoint special subcommittees as the need arises;

(c) work closely with the school staff and administration in organizing committee activities; and

(d) represent the advisory committee at all appropriate board of education meetings.

Section 4.
Vice Chairperson. The vice chairperson shall perform the duties of the chairperson in their absence.

Section 5.
Secretary. The secretary shall:

(a) keep records of attendance; and

(b) disseminate and organize minutes, meeting notices, agendas, and other documents.

Section 6.
Facilitator. The Career Technical Education teacher shall serve as the facilitator. The facilitator shall:

(a) assist the chairperson in organizing meetings;

(b) assist the secretary in disseminating minutes; and

(c) maintain a permanent record of all committee activities.
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Article IV
Meetings

Section 1.
Two regular and/or special meetings of the advisory committee shall be held during the year.

Section 2.
Written notices of committee meetings shall be mailed to all members at least ten days before each meeting.

Section 3.
Meetings shall be no more than two hours in length unless such meetings are continued by the vote of the committee membership.


Section 4.
Agendas shall be prepared and disseminated by the facilitator.

Section 5.
The chairperson shall appoint standing or special subcommittees as the need arises.

Section 6.
Quorum. A majority of the current committee membership shall constitute a quorum. Action of the committee shall be decided by a majority vote of the members present.

Section 7.
Meeting Policies. The committee may, as needed, establish policies governing other aspects of meetings such as notices, order of business, etc.

Section 8.
Parliamentary Procedures. Committee meetings will be conducted according to these by-laws, adopted committee policies, and Roberts Rules of Order.

Section 9.
Reimbursement of Member Costs. Committee members shall serve without compensation including travel and per diem.

Article V
Amendments 

Section 1.
These operational guidelines may be amended by a two-thirds majority vote of active members at any regular committee meeting, provided that notice of such proposed change has been included in the call of the meeting.
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