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INTRODUCTION

In Career and Technical Education (CTE), advisory committees are groups of employers and community
representatives who advise educators on the design, development, operation, evaluation and revision of CTE
programs. These committees may oversee an entire program or institution, provide input to a specific
department or technical area or advise an entire school district or state system. Advisory committees have
responsibilities in the areas of curriculum and instruction, program review, recruitment, and job placement,
student organizations, staff development, community and public relations, resource development, and
legislation. Effective advisory committees provide ongoing evaluation, consultation, and research on
programs and curriculum. Indicators of effectiveness include appropriate structures, group processes and

procedures.

A committee is composed of knowledgeable, committed, and participating members who understand their
role and use effective group processes, connect to an institution that genuinely desires outside input,
enhances the effectiveness of the institution, and serves the best interests of students. Advisory committees
are a vital link between CTE programs, the community and industry. Committee members representing
business, industry, labor and the general public bring unique perspectives to education and training programs.

They provide viewpoints which are invaluable to the effective deployment of CTE programs.

Advisory committees serve in an advisory capacity only. They do not have administrative or governing
authority. Nevertheless, their work is important to the effective operation of a CTE program. Programs with a
close association and function in cooperation with business, industry, labor, employers, employees and the

general public are usually more successful than those that do not have such an association.
COUNCIL ON OCCUPATIONAL EDUCATION (COE) OCCUPATIONAL ADVISORY COMMITTEES
The main purpose of COE Occupational Advisory Committee is to strengthen the career and technical

education program of a school by making recommendations for program improvement and by providing

technical assistance to ensure the most up-to-date curriculum content, appropriate applications of

technology, and the implementation of new instructional strategies. The Occupational Advisory Committees
are requirements for all Career and Technical Education programs accredited by the Council on Occupational
Education. Each CTE program at a Miami-Dade County Public Schools Technical College that is accredited by
COE must maintain an active Occupational Advisory Committee which operates solely for that program.
Schools may not utilize district committees in replacement of a school Occupational Advisory Committee.
Occupational Advisory Committees must support only one program and must have their own roster as
delineated by COE requirements. Each Technical College must administer its own Occupational Advisory
Committees for each accredited CTE program and may not “combine” committees with another Technical

College offering the same CTE program.
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RATIONAL

Strong justifications exist for the establishment of local advisory committees. The accreditation of technical
colleges and the industry certification of CTE programs, within these institutions, depend on the involvement

and input of advisory committees.

Local advisory committees provide the means for a CTE (Workforce Development) curriculum to remain
relevant to business and industry needs. Relevance of instruction is the school’s assurance that graduates will
be capable of performing entry-level job skills and be competitive in a global economy. Advisory committee
members who become familiar with CTE programs and are themselves employed in the field as well as being
potential employers of graduates. They have a unique perspective of a training program. They can provide an

informed viewpoint that is invaluable to the educational process.

Occupational advisory committees promote public awareness of CTE programs. Community members are
given the opportunity to become familiar with all the programs offered by schools. Both formally and
informally, advisory members communicate the operation of CTE programs to others in the community.
Citizens are involved in the operation of their schools and school personnel are better able to understand the

needs of the occupations being served.
COE OCCUPATIONAL ADVISORY COMMITTEES

Occupational advisory committees create partnerships between Career and Technical Education programs
and the industries and communities they serve while promoting the effective development of curriculum. In
addition to providing educators with relevant curriculum and strategic support, these committees provide
students with new avenues to employment by collaborating with schools on job placement initiatives. This
extends into students’ professional careers, where industry partners provide continue professional

development and a continuous evaluation of placed students.

Occupational advisory committees are appointed for each program to ensure that desirable, relevant, and

current practices of each occupation are being taught.

Each occupational advisory committee must comply with the following requirements:

e Consists of a minimum of three members external to the institution

* Represents expertise in the occupational field(s) for which the program prepares students

* Represents each service are covered by the program at each meeting (all locations)

* Has at least three external members who meet these criteria present at each meeting

¢ Conducts at least one face-to-face meeting annually with at least two of the three required external
members physically present (one or more external members may be virtually present)

¢ Follows an agenda and maintains typed minutes to document its activities, recommendations, meeting

attendance, and demographic information for each member

NOTE: Additional guidance regarding occupational advisory committees is provided in the Policies and

Rules of the Commission.
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TYPES OF ADVISORY COMMITTEES

Career and Technical Education (CTE) operates with advisory committees at the local, state, and national
levels. This handbook deals primarily with the use of local advisory committees, both general and
occupational; in support of CTE and the accreditation and certification for their respective schools and

programs.

LOCAL GENERAL ADVISORY COMMITTEE

General advisory committees provide direction for the entire CTE program of a school system. The general
advisory committee assists the school or institution in developing long-range goals and plans for the CTE
program. Members represent those occupations present in the community.

COE OCCUPATIONAL ADVISORY COMMITTEE

The institution has an organized and functional institutional advisory committee.

The institutional advisory committee must meet the following requirements:

* Is composed of no less than three persons, all of whom are external to the institution. (Committees

larger than three members must maintain a majority of external members.)
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ORGANIZING ADVISORY COMMITTEES

ESTABLISHMENT OF OCCUPATIONAL ADVISORY COMMITTEES
Preliminary Organizational Planning

Good planning forms the base for a sound, workable advisory committee. Although the planning steps
will vary, the following points should be considered when an educator is spearheading the drive to form
an occupational advisory committee, the “occupational advisory committee” is often called a trade or
craft advisory committee. The information on each point contained in this handbook can be adapted to

the local situation or used as presented.

* Discuss the potential formation of the advisory committee with district/school administrators, instructors,
and members of the community. If advisory committees have been attempted previously in the school and
failed, look for the reasons for failure. If negative issues concerning advisory committees are found, it is

suggested that members lay careful groundwork before proposing formation of the advisory committee.

* When a favorable outlook exists, inform the appropriate administrator(s) that establishment of an advisory

committee is a major component of industry certification for the program.

e After the appropriate administrator(s) have been informed and have provided support for at least exploring
the possibility of forming an advisory committee, said administrator(s) are to prepare a written statement that

includes the following:

o The purpose of the proposed advisory committee (see Appendix B);
o The responsibilities and duties of the advisory committee and its relationship to the instructional program
and the school; and

o An outline of the procedures to be followed in organizing the advisory committee.

* Request the appropriate administrator(s) to approve the statement and to include it in a written request to

the governing board, asking for authorization to form the advisory committee.

* Obtaining administrative support is an important step. Educators should consult administration for advice

and follow the established procedures.

* Some schools select a small group of citizens and school officials to plan the organization of the occupational
advisory committee. This group develops a statement of purpose and a description of procedures to be used
in the organizational process. Members of the planning group may later be included in the list from which

advisory committee members are selected.
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ORGANIZING ADVISORY COMMITTEES

COMMITTEE STRUCTURE

After the formation of an advisory committee has been approved, the next step is the signing of a
Statement of Purpose by the School Board. Please refer to Appendix C for a sample which may be copied
or amended to fit school/district needs. Once signed, this Statement of Purpose becomes the charter
under which the advisory committee operates.

COE Occupational Advisory Committees are composed of no less than three persons, all of whom are
external to the institution. (Committees larger than three members must maintain a majority of external
members.)

* Has at least three external members who meet these criteria present at each meeting (with at

least two members physically present and one virtually present).

* Meets at least once annually, if serving only in an institutional advisory capacity, or twice

annually, if serving in an occupational advisory capacity.

* Keeps typed minutes to document its activities, recommendations, and meeting attendance.

e Is used to seek input and provide community involvement in maintaining a relevant mission for

the institution.

Too many factors affect the optimal size, including the number of employers in the area served, the
diversity of job offerings within the occupation, etc. All job specialties for which students are trained
should be represented, and both the employers and employees selected should represent their
employment fields in numbers proportionate to local industry. Select enough members to give an
adequate base for opinions yet limit the number so that members can comfortably and freely discuss
business. Although three members with documented work experience is the COE minimum

requirement, between five and seven members produce the most effective committee.

MEMBERSHIP

Occupational Perspective

Advisory committees represent the views and needs of the public in the design of CTE programs. All
segments of the involved population (in the case of a general advisory committee) or the occupation (for an
occupational advisory committee) must be included in the membership. A school system or postsecondary
institution would establish limitations on itself or its constituency if it designs programs around a limited

portion of an occupation and then selects advisory committee members only from that program area.

One important role a good advisory committee performs is to broaden the perspective of school personnel.
Individuals view training needs from their own business and industry experience and demands. A broad
perspective requires that persons with differing backgrounds would provide input and advice. Avoid selecting
members who have a political motivation for committee service or who have a specific “pet project” they want
to promote over the welfare of the overall program. Most programs enjoy greater benefits when the
occupational committee represents students, employees and supervisors. People who actually perform the
skills and those who hire and supervise can then work together to give the instructional staff an accurate

picture of the community’s employment needs.
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ORGANIZING ADVISORY COMMITTEES

Consider the following groups of people when nominating and selecting occupational advisory

committee members (see Appendices G and H):

* Owners
* Employee supervisors
* Employees

e Personnel directors

Choose members of general advisory committees to represent the community as a whole.

Representatives of the following groups may be included:

e Industry

® Business

* Labor and manpower commissions
e Other educational organizations

* The professions, agriculture, and other groups on the basis of community composition
Terms of Service

A school using advisory committees must decide the length of appointments. Many effective ways to

determine length of terms are in use.

Most school districts prefer to set a time limit for both occupational and general advisory committee
terms and to define the size of the committee in writing. This procedure promotes a continuing flow of
new ideas that helps keep the committee’s advice current and relevant. The most common organization
is three-year terms of service staggered so that one-third of the members is replaced each year.

Advantages of this organization include the following:

e Terms are long enough for members to become thoroughly familiar with the committee’s purposes and
potential.

* Members in the second or third year of their terms add the benefit of experience while newly appointed
members add fresh ideas and perspective.

* Members are more likely to give their time freely when the term of service is predetermined.

When the terms of service are limited and defined, the question of reappointment arises. Is

membership limited to one, two or more terms? Can former members be reappointed after a time

lapse? Establishing policies on these issues avoids potential problems later.

A disadvantage of reappointment is that a member may take it personally when some members are
reappointed, and others are not. However, certain members may be so valuable to a program that a

school will want to continue their appointments. A policy of reappointment after a time lapse (usually of

one year) can allow for these situations. The committees’ by-laws (see Appendix D) usually govern

appointments and length of time to be served.
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ORGANIZING ADVISORY COMMITTEES

Checklist

* Inform members of the length of the term of service before they accept appointment.

e Establish the policy for term of service at the time the committee is organized.

¢ Allow for later reviews to assess whether the term of service policy is effective. Change the

policy if members, administrators, and the instructional staff agree.
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UTILIZING ADVISORY COMMITTEES

OPERATIONAL GUIDELINES FOR GENERAL AND OCCUPATIONAL ADVISORY COMMITTEES
Rules for Operation and By-laws

CTE advisory committees are most effective and functional when they operate under the guidance of
well-organized and transparent by-laws. Rules for Operation (see Appendix E) and By-Laws (see Appendix D)

inform members of their duties and responsibilities and define the mission and organization of a committee.

The following may be included in either By-Laws or Rules for Operations:

* Mission statement (see Appendix F)

e Terms of service for members

e Officers and the responsibilities of each office

* Procedures for the establishment of subcommittees (Subcommittees, which are appointed by the group,
may or may not include non-members.)

® The establishment of a program of work

¢ Guidelines for committee meetings (number, time, length, etc.)

* Responsibilities of members

® Provision for minutes and review of committee recommendations by the administration
Subcommittees

The number and use of subcommittees depend primarily on the size of the advisory committee and the
number of activities it is asked to undertake. Subcommittees may be standing, in which case they operate for
the entire year or term of service, or ad hoc (appointed for a specific function and terminated when the
function has been completed). The most common standing committee is the executive committee, consisting
of elected officers and the designated school representative. The executive committee sets agendas, assists

the chair in appointing other subcommittee members, and takes care of other matters related to committee

membership.

When an advisory committee undertakes any project that will be continuous, a standing subcommittee may
be established to direct that responsibility. For example, an occupational (automotive) advisory committee
might appoint standing subcommittees for equipment or for public relations. An ad hoc subcommittee will be
beneficial almost anytime an advisory committee undertakes a special project. Occupational advisory
committees may appoint ad hoc subcommittees for task inventories; labor force needs surveys, career days,

scholarships or industrial tours.
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UTILIZING ADVISORY COMMITTEES

PROGRAM OF WORK

A Program of Work helps make the operation of the advisory committee efficient and effective. The program
of work is a guide for activities the committee will undertake to assist the vocational program. Before a
committee can plan a Program of Work, members must be familiar with the instructional program’s curriculum,
goals, and objectives. With this as a basis of understanding, the committee first reviews the program to
identify areas that deserve consideration and then identifies the objectives for the Program of Work (see

Appendix L).

Usually, a Program of Work is prepared annually by an ad hoc subcommittee. However, the Program of Work
should never become cumbersome. The instructional staff is responsible for recommending efficient
operating procedures to the committee. If preparing a Program of Work annually ceases to be effective, the

instructional staff may recommend modifying the procedure to promote efficiency.

EXAMPLE: A secondary automotive technology program developed a three-year plan to update equipment
and technology needs. The advisory committee planned equipment needs, instructional materials, and
budgeting three years in advance, adding a year’s plan each year. This system keeps the plan one year ahead

of an entering student’s completion time.
EFFECTIVE OPERATIONAL PRACTICES

The effectiveness of an advisory committee is the result of sound organization. The following practices help

ensure the effective operation of both occupational and general advisory committees:

¢ Inform members of their duties and responsibilities before they begin work (provide them with written
guidelines and/or by-laws).

* Keep the committee active and continually solicit and consider its advice.

¢ Inform members of the operation of CTE programs offered throughout the District.

* Provide committee members an opportunity to visit classrooms and meet students.

* At least once a year, either invite students to meetings for an open question-and-answer session with
members or hold a meeting during class for the same purpose. An occupational advisory committee can
effectively use this procedure several times a year.

e Ask district/ school administrators, on the recommendation of the instructional staff, to select advisory
committee members and to make other appointments.

* Keep rosters revised and current. Replace, as quickly as possible, a member who resigns. Provide members

with current rosters (see Appendix I).
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UTILIZING ADVISORY COMMITTEES

MEETING PLANS AND BROCHURES
Planning Committee Meetings

The agenda for each meeting should be established well in advance of the scheduled meeting. It may be
prepared jointly by the chair and instructional program representative or by a subcommittee (usually the
executive committee). To set an agenda, planners first review the minutes of prior meetings to determine old
business and then consult the annual Program of Work to decide which items of new business are ready for
consideration (see Appendix J). For COE accredited schools, the occupational advisory committee must meet
a minimum of 2 times a year. Members should receive the agenda in time for adequate review before the
meeting. Minutes of the last meeting may be included. At times, other materials that committee members
need to study in advance before the meeting (for example, proposed curriculum changes) should also be

included with the agenda.

The following planning considerations increase the effectiveness of advisory committee meetings:

® Schedule an advisory committee meeting at a school where the CTE program is offered. A meeting should
be held at least twice a year. Additional meetings may be scheduled at the discretion of committee members
and as appropriate.

* Hold regular meetings in a centralized location with comfortable seating and space for writing.

* If possible, provide simple refreshments for meetings. If funds are available, occasional meals are a nice
addition. Sometimes, student organizations provide meals or refreshments for advisory committee meetings.
e Each time the membership changes, poll the members to determine the most convenient meeting time.
Some business professionals prefer to attend meetings during the workday, while others are unable to do so.
e If it appears that a meeting may last more than two hours, use a method that will shorten the time (save part
of the business for the next meeting, hold an interim meeting or appoint a subcommittee for lengthy items).

* Meeting frequency usually ranges from quarterly and semi-annually. Semi-annual meetings are adequate for

most committees.

CONDUCTING MEETINGS

An advisory committee is most effective when it works is conducted in a cordial and professional environment.
Robert’s Rules of Order Parliamentary Procedures is highly recommended document/ book when a decision is

to be recorded or transmitted. An orderly and open discussion leading to consensus is recommended.

Members come to the advisory committee with a variety of opinions and ideas. Unless they feel free to
express these ideas, the group becomes merely a “rubber stamp” of someone else’s thoughts. Members
should be aware that their opinions are important and respected. Frank, open discussion is necessary. The

chair has the responsibility of bringing the group to consensus when opinions differ.

10
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UTILIZING ADVISORY COMMITTEES

When an advisory committee is newly formed or reactivated, the district/school representative carries the
major operational responsibility. Representatives orient members on committee functions and duties and
acquaint newly appointed members with the design and operation of the respective CTE program. A

district/school representative usually presides at the first meeting when a chair has not been elected.
ROLES AND FUNCTIONS OF ADVISORY COMMITTEE MEMBERS AND DISTRICT/ SCHOOL PERSONNEL

The following are the recommended roles of the district/ school representative, committee chair, committee

members, instructors and school site administrators.
Role of School/ District Representatives

The representatives of the school/ district are selected according to the nature of the program and the
purpose of the committee. Principals/assistant principals of adult and career technical education centers,
District supervisors and coordinators for each field of CTE serve as school/ district representatives (see

Appendix FF).

The school/district representative serves as the secretary for the committee and general consultant. Their
duties include but are not limited to the following: reading and keeping minutes, notifying members of the
time and place of the meeting, arranging for meeting rooms, providing data or descriptive information about
the program, preparing and disseminating progress reports and assisting with recruitment of new advisory
committee members. School District representatives are to provide the clerical assistance required to process
meeting announcements, produce meeting minutes, reports, recommendations, evaluations, special notices
and other necessary materials related to the program. They are also responsible for assisting the chair in
preparing an agenda for every meeting and consulting other members for meeting items to be incorporated

(see Appendix V).

It must be remembered that school/district representatives are not voting members of the assigned
committee but serve as a liaison between the school system and business and industry. Although they cannot
vote, their contributions are vital to the effectiveness and success of the committee. They are recommended
to voice professional opinions and to participate fully in their leadership role. They are to be tactful and
provide support to the committee’s chair. Their enthusiasm and commitment to this endeavor can set the tone

for the advisory activity which can impact the success and effectiveness of their assigned committee.

It is the responsibility of the advisory representative to familiarize members with the functions and objectives
of career/technical education and their respective committee. They are to assist new members with the
functions and general philosophy of CTE and provide a background on the educational programs with which
they will be involved. Please be aware that committee members are from business and industry and are not

fully cognizant of the role and function of the school system.

11
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UTILIZING ADVISORY COMMITTEES

Procedures have been established for meeting announcements, agendas, minutes and program evaluations as
well as transmitting committee recommendations to the school administrator who is empowered to act upon

suggestions and recommendations.

The school/district representative must ensure that all meeting notices are received by the Citizen Information
Center at least five (5) working days prior to the meeting (see Appendix Y) to be in compliance with School

Board procedures.

Representatives for school/district must be community minded and view their program area in the framework
of the total community. They should not view their program and committee as an independent entity, without

seeing its relation to the strategic goals of the school system.

If possible, develop an advisory committee notebook or folder in which members can maintain agendas,
minutes and other materials. The notebook or folder can include an organizational chart of the district/school,
the history of vocational/technical education at the district/school and the strategic goals of the

district/school.

The district/school representative for advisory committees will be responsible for forwarding all meeting

agendas and subsequent minutes when finalized to the designated District Director.
CHAIR

The chair should be a business and industry representative elected by the committee from the committee
membership. This selection is a critical step and much of the committee’s success will depend upon the chair.
From the beginning, the committee members must be aware of the school system’s need for their help and
the respect that they command. The district/school representative must take care to establish that this is a

post of honor and not allow the selection to be based entirely upon who will take the job. The duties of the

chair should be outlined before the selection.

The chair works closely with the school system liaison, presides at meetings, appoints subcommittees, and

usually represents the advisory committee in other groups.

The chair will be expected to spend more time on the affairs of the committee than other members and should
exhibit a willingness to take the extra steps that will enable them to be well informed and well- prepared.
From the start, he/she should be recognized by the district's/school’s representative as the head of the
committee. There must be no suggestion that he/she is to be other than an active chair with all of the usual
duties and prerogatives. The hard to-define and difficult-to-establish successful working atmosphere of any
group can be of concern when there is a misunderstanding of roles and responsibilities. The chair is being
asked by the school system to take on a challenging task, and courtesy alone would demand that the actions

and attitudes of the school system and its representatives indicate respect and support for this endeavor.

12
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UTILIZING ADVISORY COMMITTEES

PLANNING THE MEETING:

1. Review previous minutes for old business items.
2. Contact school system representative concerning time, date, and location of next meeting.

3. Contact school system representative to finalize agenda.
AT THE MEETING:

Personally welcome members, guests, and program instructors.
Start meeting on time.

Welcome members and guests - Self-introductions.

Brief explanation of business procedures.

Review and clarify old minutes at meeting - Vote for approval.
Preside over meeting - Follow the agenda.

Request feedback/evaluation of meeting (see Appendix N).

Set next meeting date and site, rotate location if possible.

0 ® NOo 0k wDd=

At conclusion of meeting, thank everyone for coming, end at reasonable hour.

AFTER THE MEETING:

Plan for next meeting, identify site in advance.

MEMBERS

Members are the pillars and strength of advisory committees. Without members’ input, there would be no
advice and little contact with the community. An effective member is both a conduit and a reflector, giving
knowledge and advice to our schools and offering a line of communication back to the business community.
Members are encouraged to be direct and forthright in their advice. It is members working together who are

most able to bring about substantive change and improvements in our programs. They must always remember

that results may take longer to achieve in the school system than in the business world.

13
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UTILIZING ADVISORY COMMITTEES

1. Attend meetings regularly and arrive on time.

2. Get to know as much as possible about the questions or issues under discussion in the committee. Seek
information from business contacts if you do not know the answers.
Speak up in meetings, offer ideas and opinions, but do not monopolize discussions.

4. Respect the rights and opinions of other members, even if you feel you have more knowledge or
experience in the area under discussion.
Try to work toward consensus with other committee members.

6. If possible, volunteer a site at your workplace for an upcoming committee meeting or for a tour by
students.

7. Think of ways to help students get training and jobs in your business field. Can your company offer an

internship?

Members who are vendors should immediately inform the chair. The member should be provided information
on the Code of Ethics (see Appendix AA). The member should also abstain from voting on issues that are

directly or indirectly related to their business.
ROLE OF PROGRAM INSTRUCTOR

Instructors of Career and Technical Education programs also play a vital role in supporting the mission and
activities of advisory committees. Instructors serve as the link and at times the liaison for their students with
business and industry and facilitate business and industry partnerships. They maintain lines of communication

with employers to provide their students with potential employment and/ or training opportunities.

Instructors provide feedback to advisory committees on the status of their programs with respect to
instructional equipment, training materials and technology utilized to provide training and educational

services to their students (see Appendix R).

Advisory committee members can also provide instructors with professional development and technical
updating opportunities in support of the continuing education requirements for their industry certification and
in support of the accreditation of their schools and certification of the respective career and technical program

(see Appendix Q).

14
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UTILIZING ADVISORY COMMITTEES

ROLE OF PRINCIPAL AND SCHOOL SITE ADMINISTRATOR

The role of the school principal and school site administrator are very important and critical to ensure
that advisory committees become a vital component of the educational process in their schools and
programs. The school’s accreditation and the program’s industry certification require the involvement
and input of advisory committees. Principals can also provide substitute coverage for teachers to attend
advisory committee meetings as a component of their professional development and technical updating
in addition to supporting industry visitations as required by the Commission on Occupation Education

(COE) and other industry certification mandates.
OFFICERS

Officers are usually elected at the beginning of each school year and begin their duties immediately. The chair
presides and keeps the business of the meeting “on task.” A chair who conducts business fairly and

expeditiously is vital to an effective committee.

A chair is necessary for all advisory groups, but many groups do not formally select a vice-chair. However, this
position can add stability to the committee. In addition to presiding in the absence of the chair, the vice-chair
may head the Program-of-Work subcommittee and serve as chair elect for the following year.

School and district representatives who have access to clerical help are often designated as secretaries. The
secretary prepares and mails meeting agendas, announcements, minutes, etc. The secretary must decide
which portions of the discussion are important to decision making and record them accurately.

GUIDELINES FOR COMMUNICATION

Written Materials

The instructional staff can provide the following materials for advisory committee members:

* An e-mail or school/program website is an effective form of communication between instructional staff and
advisory committee members (see Appendix DD).

* Members are continually informed of the current operations of the program.

* Members are advised of the activities of students.

* Many e-mails/websites carry information on graduates and provide an important employment contact.

* Members know the staff appreciates their work and is willing to spend time keeping them informed.
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A short, simple e-mail is excellent. Information may include program enrollment, class activities, information
on students nearing graduation, etc. Many instructional programs also use e-mail/ websites as a recruiting or

placement tool, sending them to businesses and industries as well as to committee members.
RECOGNITION OF MEMBERS

Advisory committee members willingly give time and expertise in service to the school or program.
Community leaders who voluntarily associate themselves with a career and technical program add to that
program'’s prestige. The school/district, in return, should recognize their service in every way possible. Public

recognition also benefits the district/school. Suggestions for recognition include the following:

* Present a plaque or framed certificate of appreciation at the end of the first year of service or at the end of
aterm.

* Write media releases announcing appointments.

® Publish members’ names on the school’s website and/or yearbook.

* Prepare a well-designed display board for the entrance to the Career and Technical Education area listing
advisory committee members. A permanent plaque with either changeable nameplates or space for additions
will provide for changes in membership.

¢ Hold a recognition night for advisory committee members.

* Recognize specific contributions of the committee in the media or at school awards ceremonies.
USE OF COMMITTEE INPUT AND RECOMMENDATIONS

The formation of an advisory committee implies that the group’s advice will be considered. However, it must
be remembered, however, that the advisory committee is not a policy-making body. Therefore, there may be

occasions when a specific recommendation is not acceptable by school/ district administrators.

All of the advisory committee’s recommendations must be acknowledged in writing. A written report of the
action taken on each recommendation should be presented to the group as soon as possible. If the
recommendations are sound and feasible, appropriate action should be taken quickly. When a

recommendation is rejected, a full written explanation must be made to the advisory committee.
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Listed below are recommended steps for following up on an advisory committee recommendation.

o Send minutes of the meeting to all appropriate school/district administrators and instructional personnel.
o School or District personnel decide the action to be taken on the advisory committee’s recommendations.

o Inform all committee members immediately after the decision is made that:
1. The recommendation is implemented as originated, or
2. The recommendation is implemented with modification and explanation, or

3. The recommendation is declined with explanation.

o Report the decision again at the next advisory committee meeting and hold further discussion as appropriate.
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AUTHORITY

The authority vested in all advisory committees - general, occupational, and special function - is limited to
making recommendations and to giving advice. Advisory committees are not empowered to set policy, that
responsibility rests solely with the School Board or the administration of the

school. (See Appendix HH)

An advisory committee should thoroughly understand its purpose from the beginning. At the time of
appointment, each member should receive a written explanation of the purpose and the authority of that

particular advisory committee.

The limits of authority should always be a lead item in every set of written advisory committee guidelines.
Committee members must also adhere to the Code of Ethics, Florida Statute, 112.313, (see Appendix AA)
while serving on an advisory committee which is also subject to the Florida Sunshine Law, Florida Statute,
286.011. (see Appendix CC)

Advisory committee authority generally encompasses several functions, which are covered in the following

sections.
FUNCTIONS OF GENERAL ADVISORY COMMITTEES

A general advisory committee supports and enhances the total Career and Technical Education program in the

following ways:

* assisting the school in developing long-range goals and plans and in studying community needs;
* recommending a total GTE program design, suggesting additions, deletions or revisions of programs when

needed to meet the needs of business and industry;

* suggesting time frames and priorities for the implementation of these plans;

e conducting evaluations of the total GTE program and recommending procedures for revision as a result of
this evaluation;

¢ providing public information and financial and legislative support for the program;

* supporting the accreditation and certification process of schools and programs and;

e exploring the need for new programs in the community.
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FUNCTIONS AND RESPONSIBILITIES OF OCCUPATIONAL ADVISORY COMMITTEES
Curriculum Content Advisement

ADVISORY COMMITTEE FUNCTIONS

Curriculum content review and advisement are vital to an effective CTE program. In its review of curriculum
content, an advisory committee focuses on one primary concern: Do graduates possess the entry-level job

skills needed by employers in the area served?

Please note that this function is referred to as advisement on content, not on teaching method. What to teach
is a proper responsibility of an advisory committee, while how to teach is the responsibility of the

school/district instructional staff and administrative personnel.

An advisory committee may follow these procedures in fulfilling the curriculum content advisement function

for an existing program (see Appendix T).

*  Review the goals of the program.

*  Review the performance standards/objectives for each course.

* Review an area employment needs assessment (see Appendix U).

*  Review a task inventory and analysis for the occupation.

e Compare the content of the program to the task inventory and analysis.

e Compare the needs assessment to program enrollment and attrition.

* Recommend optimum length of courses or programs, with suggestions for any changes.
e Recommend the content of programs, with suggestions for any revisions.

® Recommend the updating of skills for Instructors (see Appendix Q).

Since technology is rapidly changing, this process should be performed once a year. It is a lengthy process and
ample time must be allowed in the Program of Work. A subcommittee may undertake at least a few of the

steps to save the time of the entire group.

Most of the groundwork for curriculum review can be performed by the instructional staff. The actual
conducting of surveys is too time-consuming to be a proper function of advisory committees. The following
activities for a task inventory illustrate a suggested division of responsibilities between the advisory

committee and the instructional staff:

* Instructional personnel compile a comprehensive list of tasks performed by workers in the field.

e  The advisory committee edits and verifies each item on the list.

*  The advisory committee and instructional personnel jointly compile a list of workers to whom the survey
will be sent.

* Instructional personnel conduct the survey, asking workers about the frequency, difficulty, and
importance (either of the last two may be omitted) of each task on the list.

*  Both groups jointly review the collected data and interpret the results.

* The advisory committee compares the task inventory results to the current curriculum and makes

recommendations for any needed changes.
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To review, an advisory committee may perform the following activities in the area of curriculum content
advisement:

e Assist with a survey of local employment needs.

e Assist with a task inventory to determine the skills needed by local industry.

e Advise on changes in industry standards and recommend acceptable performance

standards.

* Advise on new developments in technology.

* Review the length of the respective CTE program in terms of entry-level job skills needed by

industry (see Appendix EE).

COE OCCUPATIONAL ADVISORY COMMITTEE REQUIREMENTS

The Council on Occupational Education requires Occupational Advisory Committees which represent
accredited programs to fulfill several requirements during meetings on an annual basis:

1. Occupational Advisory Committees must meet at least twice annually.

2. Program Evaluations,

3. Shop and Equipment Evaluations,

4. and Curriculum Surveys must be completed for each Occupational Advisory Committee,

annually.

CAREER GUIDANCE AND STUDENT PLACEMENT

In the field of career guidance, committee members may assist by holding regular informal visits with
students; sponsoring or assisting with career days; serving as guest speakers on the subject of job
opportunities and the expectations of employers; conducting mock interviews, etc. To assist with
student placement, advisory committees may participate in the following activities:

¢ locate prospective employers to interview graduates for jobs;

¢ inform local employers of the capacity of the program and provide information on current graduates;

* help students locate part-time jobs in their specific field during instruction; and

* obtain prizes and awards for outstanding students; and

* participate in Skills USA competition as judges.

COMMUNITY PUBLIC RELATIONS AND MARKETING

Advisory committees effectively promote public relations and marketing activities for CTE programs. A
subcommittee may be appointed to plan and direct the marketing program for the year. Among the
activities the committee might consider are:

* promoting awareness of the CTE program through news releases, radio and television announcements and
coverage, special days, programs for civic groups, open houses, etc.; and

* obtaining contributions to promote programs through advertising.
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COMMUNITY RESOURCE IDENTIFICATION

The advisory committee itself is a major resource for Career and Technical Education. It also serves as a
coordinator for identifying other available community resources. A community resource can include any
person, place, organization, or item that has instructional value. An advisory committee might:

* Locate potential employers for a cooperative education course;

* Locate appropriate local businesses and industries for student tours;

e Identify community representatives as guest speakers for various topics of instruction;

e Identify any community resource that can be used by the program to improve instruction; and

* Recommend and arrange for industry update in-service for instructors and/or professional development or

workshops (see Appendix Q).
EQUIPMENT, FACILITIES, AND RESOURCES REVIEW

Adequate equipment and facilities are critical to an effective CTE program. Students must learn to

master the equipment they will use after employment. One of the most important functions of an

advisory committee is to recommend the equipment and facilities needed to provide students with an
optimal learning environment (see Appendix 0).

Generally, this function falls into the following three categories:

* Review and evaluation of the available facilities and equipment in light of industry standards;

e Survey of businesses and industries to continually identify new procedures, equipment, and materials used,
including the task inventory, analysis, and members’ professional experience; and

e Establishment of a plan for procuring the needed equipment.
Specific equipment procurement activities an advisory committee might perform are:

* To assist Career and Technical Education (Workforce Development) program personnel with surveys to

determine types of equipment graduates will be expected to use in industry;

* To recommend facility or equipment improvements needed to bring training to current industry standards;
* To assist instructional personnel in locating sources of donated or low-cost instructional supplies and
equipment;

* To secure outside funding to assist instructors in attending professional or industrial meetings; and

* To obtain current industrial publications and visual aids for the school.
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PROGRAM REVIEW

In reality, all the functions of an advisory committee fall under the umbrella of program review. A committee
is qualified to give advice only when it has first carefully reviewed the existing program. Therefore, the

advisory committee’s program review activities are not separate from but a part of its other functions.

In some schools, however, the committee is charged with providing a formal program review. All schools
providing GTE instruction are required to undertake periodic program evaluations. When the advisory
committee is to review the program, it must know how its review fits into other program evaluation efforts.
With this information, the advisory committee can proceed with a review of program goals, curriculum
standards and the development of data collection procedures. Program reviews are required as a component
of the accreditation process mandated by the Commission of the Council on Occupational Education (COE).
Please (see Appendix S) for the Employer Verification Form. This is a lengthy process that should probably be
directed by a subcommittee. Instructional personnel should perform all groundwork possible to save the time
of the advisory committee members. COE accreditation information and forms can be accessed at

http://www.council.org
The program review functions of an advisory committee should include:

e assisting with long-range planning and the formation of goals for the program;

e assisting in evaluating the program by selecting appropriate evaluation activities, identifying needed data,
and interpreting the evaluation information;

* reviewing program budget requests; and

* advising the instructional personnel who conduct student follow-up studies and review the

accreditation and industry certification status of the program.
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APPENDIX A

STATE CAREER AND TECHNICAL EDUCATION (WORKFORCE DEVELOPMENT) ADVISORY COUNCIL

The State Advisory Council represents a wide cross section of the lay public and reflects a diversity of
viewpoints. Its membership is made up of representatives, including minority representatives of
business, labor, public and private education, and the general public. The council represents the clients
of the Career and Technical Education (Workforce Development) system. Its primary concern is that
Career and Technical Education (Workforce Development) programs, services, and activities function

effectively and are available to all individuals who need and can benefit from them.

The major responsibilities of the council are:

* to advise the State Board of Education (a) in the development of the five-year state plan for Career and
Technical Education (Workforce Development) and the annual program plan and accountability report and (b)
on policy matters arising out of the administration of these plans and reports;

* to evaluate Career and Technical Education (Workforce Development) programs, services, and activities and
publish and distribute the results thereof;

® to assist the state board in developing plans for state board evaluations and to monitor these evaluations;
* to prepare and submit through the state board to the U.S. commissioner of education and to the National
Advisory Council an annual evaluation report;

* to identify Career and Technical Education (Workforce Development) and employment and training needs of
the state and assess the extent to which Career and Technical Education

(Workforce Development), employment training, vocational rehabilitation, special education, and other
programs and related acts represent a consistent, integrated, and coordinated approach; and

* to provide technical assistance to eligible vocational funds recipients and local advisory councils, as may be

requested by the recipients, to establish and operate local advisory councils.

NATIONAL ADVISORY COUNCIL

Members of the National Advisory Council for Career and Technical Education (Workforce Development)
(NACVE) are appointed by the president of the United States and represent business, labor, education,

special needs groups, and the public.

NACVE's responsibilities include:

* advising the secretary of education, the Congress, and the president on the administration and preparation
of general regulations for, and the operation of, Career and Technical Education (Workforce Development)
programs; and

* reviewing the operation of Career and Technical Education (Workforce Development) programs, assessing

their effectiveness, making recommendations on council findings, and publishing and distributing the results.
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SAMPLE GUIDELINES FOR AN OCCUPATIONAL ADVISORY COMMITTEE

Article | - Purposes and Name

Section 1. The above-named advisory committee shall exist only during such time as it may be authorized by
the School Board (or Board of Trustees).

Section 2. The above-named advisory committee shall operate in those fields directly included in the program
for which it has been appointed and shall limit its activities to advice on matters that directly concern that
program.

Section 3. The purpose and duties of the above-named advisory committee may include the

following:

a. studying the needs of business and/or industry in relation to an individual skill program, family of
occupations, or the total general program;

b. aiding the program in those activities that improve efficiency and effectiveness;

c. helping in developing a program for the area that will better relate to business and industry;

d. offering recommendations for the improvement of facilities, equipment, and instructional materials;

e. assisting in evaluating the program on the basis of the stated objectives;

f. assisting the program staff in establishing priorities;

g. studying successful programs in other communities for the purpose of encouraging the use of those
practices applicable to the program;

h. advising on the revision of the program’s standards and objectives as determined by study and evaluation;
and

i. evaluating annually the progress made toward the goals and objectives
Article Il - Membership

Section 1. Members shall be selected and appointed to represent a cross section of the community, business,

and industry served by the program.

Section 2. Appointment of advisory committee members shall be for three years, except when the
appointment is to fill an unexpired term; thus, one-third of the total membership shall be appointed each year.
Section 3. The term of a new committee member shall begin on July 1.

Section 4. The advisory committee may recommend names of prospective committee members to the
appointing official.

Section 5. The advisory committee shall consist of three to five members.

Section 6. The designated vocational educator liaison will be present at each meeting.
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Article lll - Meetings

Section 1. Regular meetings of the advisory committee will be held (day of and months) during the calendar
year.

Section 2. Written notices of meetings shall be e-mailed to all members at least two weeks before each
meeting by the advisory committee secretary or other designated person.

Section 3. The agenda for each meeting shall be prepared by the chairperson and the CTE district/school

representative.

Article IV - Officers and Duties

Section 1. The officers shall be a chairperson, vice-chairperson, and secretary elected from the committee
membership.

Section 2. The chairperson and vice-chairperson shall be elected annually by a majority vote of the committee
members at the annual meeting.

Section 3. The chairperson shall be elected from among those members who have served on the advisory
committee for at least one year. The duties shall be:

a. to preside at the meeting of the advisory committee;

b. to serve as chairperson of the executive committee;

c. to appoint special subcommittees, which may include persons other than committee members; and

d. to represent the group at other meetings as requested

Section 4. The vice-chairperson shall perform the duties of the chairperson in the chairperson’s absence.
Section 5. The secretary shall:

a. send out notices of meetings;

b. keep records and attendance of members at meetings;

c. maintain a permanent record of advisory committee activities; and

d. distribute minutes of committee meetings and copies of other committee documents to committee

members, teachers, and others, including concerned instructors. (The secretary shall have the assistance of

the school staff and the use of school facilities in performing the prescribed duties.)

Article V - Amendments
The by-laws may be amended or added to by a two-thirds majority vote of active members at any regularly

scheduled meeting.
Article VI - Rules of Order

The meetings and activities of this committee shall be conducted according to Robert’s Rules of Order, except

as otherwise provided by these by-laws.
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SANMPLE STATEMENT OF PURPOSES
(Charter)

The School Board (or Board of Trustees) of

authorizes the establishment of “The Occupational Advisory Committee”
on this day of 20 . The function of the
occupational advisory committee is to provide advice and counsel to the instructional and administrative
staff of the program and to its students. It is not given authority for policy decisions,
anditis expected to operate withinthe guidelines set forth. The purpose of the
occupational advisory committee is to contribute to the improvement of
in education through such functions as:

{Name of School)

= verifying the need for instruction in the occupation;

= providing input on curriculum, equipment, and facilities that is both current and relevant to
community’s needs;

= assisting with career guidance and student placement; and

= promoting community public relations

The School Board (or Board of Trustees) pledges cooperation with the committee’s work. It reserves
the right to dissolve the occupational advisory committee at any
time and for any reason. The term of the committee will be continuing unless terminated by the School
Board (or Board of Trustees).

Chairperson

Superintendent (or Principal, Dean,
Director, or other appropriate
school official)
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ADVISORY COMMITTEE BY-LAWS

Article I- Name and Purpose
Section A.

The official name of this body shall be

(Name)
Section B.

The above-named advisory committee shall exist only during such times as it
may be authorized by the

(authorizing School Board or Board of Trustees)
Section C.
The purposes and duties of the above-named advisory committee shall be to:

1. identify education program needs for the school district (or area of service);

2. help identify and assess labor market requirements;

3. review and advise on the establishment and maintenance of realistic and practical programs
4. participate in developing community understanding and support for programs;

5

. assist in the development of long-range goals for education in the school district (or area
ofservice);

6. review special project requests; -

7. assist in the establishment of standards for education facilities;

8. provide information on new technical developments that require changes in curriculum; and
9

. assist the school district (or institution) in reviewing legislation affecting Career and Technical
Education and Workforce Development Programs.

Article Il- Membership
Section A.

The advisory committee will consist of a minimum of members and a maximum of
members, excluding ex-officio members.

Section B.

Appointments to the advisory committee shall be made by
in consultation with
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Section C.

The committee membership will be drawn as follows: (specify types and numbers of representatives
to serve on the committee).

Section D.

Each appointment of an advisory committee member shall be for three years, except when the
appointment is to fill an unexpired term.

Section E.

Two-thirds of the members will be retained each year, with none serving more than three successive
years, and one year will expire before any outgoing member may be reappointed for a full term after
serving the unexpired term of a member who has left the committee.

Section F.

One-third of the total membership shall be appointed each year.
Section G.

The term of a new committee member shall begin on July 1.
Section H.

An individual will automatically lose membership in the committee if s(he) fails to attend three
successive meetings without presenting in advance to the chair of the committee a valid reason for
his/her absence.

Article lll - Officers and Their Duties
Section A.

The officers shall be: a chair, a vice-chair, and a secretary.
Section B.

All officers shall be elected annually by a majority vote of the committee members at the annual
meeting; or

The chair and vice-chair shall be elected annually by a majority vote of the committee members at the
annual meeting. The secretary shall be (Career and Technical Education (Workforce Development)
teacher, Career and Technical Education (Workforce Development) administrator or other vocational
educator).
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Section C.

The chair shall be elected from among those members who have served on the advisory committee
for at least one year. His/her duties shall be;

a. to preside at the meetings of the advisory committee;
b. to serve as chair of the executive committee; and

c. to appoint special subcommittees, which may include persons other than advisory
committee members.

Section D.
The vice-chair shall perform the duties of the chair in his/her absence.
Section E.

The secretary shall:
a. keep records of the attendance of members at meetings;
b. keep a record of discussion and recommendations;
c. maintain a permanent record file of advisory committee activities; and

d. distribute minutes of advisory committee meetings and copies of other committee
documents to committee members, teachers, and concerned others.

Section F.

The executive committee shall consist of the chair, vice-chair, and secretary with the CTE district/
school representative in charge as an ex-officio member. It shall:

a. act on urgent advisory committee matters between meeting;

b. prepare an agenda for each meeting if requested to do so by the advisory committee; and

c. call special meetings of the advisory committee as they are needed.

Article IV - Meetings

Section A.

Regular meetings of the advisory committee will be held during the calendar year. Meetings
shall be scheduled for the second Tuesday in February, April, June, and October. The meeting
can be determined and approved by the committee through its by-laws.

Section B.

The June meeting of the advisory committee shall be designated as the annual meeting.
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Section C.

Meeting dates may be changed by consensus.

Section D.

The chair may call special meetings of the advisory committee.
Section E.

Written notices of meetings shall be mailed by the secretary to all members at
least two weeks before each meeting.

Section F.

a particular meeting.
Section G.

All meetings will be open to the public.

Article V - Annual Program

Section A.

The advisory committee will plan and operate under an annual program of work. Plans, topics,
and goals will be included in the program.

Section B.

The program of work for each ensuing year will be discussed during the
meeting each year. (Month)

Section C.

Proposals by the members will be considered by the executive committee, which will
formulate a proposed annual program to be presented to the advisory committee during the
meeting for its action.

{Month)
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Article VI- Subcommittees

Section A.

As the need for standing and special subcommittees arises, such subcommittees
may be appointed by the chair.

Section B.

Subcommittees shall report regularly to the advisory committee.

Section C.

A subcommittee will automatically be discharged upon accomplishing the task(s) for which it was
established.

Article VII- Amendments

The constitution, articles, and by-laws may be amended or added to by a two-thirds majority vote of
active members at any regular advisory committee meeting.

Article VIII - Rules of Order

The meetings and activities of this advisory committee shall be conducted according to Robert’s
Rules of Order, except as otherwise provided by these by-laws.
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SAMPLE
RULES FOR OPERATION
OCCUPATIONAL ADVISORY COMMITTEE
l. Officers

A. The officers of Advisory Committee shall consist of a chairperson, a vice-chairperson, and
a secretary. The secretary will be a District/School representative and will be a nonvoting
member of the committee.

B. Olfficeg will be elected annually at the first fall meeting, will serve one year, and may be re-
elected.

Il. Subcommittees

A, The elected officers will constitute the executive committee. The executive committee will
prepare an annual program of work for approval by the advisory committee and an agenda
for each meeting.

B. Other subcommittees may be established by the advisory committee for specified
functions. Subcommittees will report regularly to the advisory committee.

ll. Membership

A. The committee will be composed of five to seven representatives of the
occupation.

B. Members will serve three-year terms with three members appointed each year.

C. Members may not be reappointed unless at least one year has elapsed after the end of a
prior term.

D. Each member is asked to attend meetings or to resign if it becomes impossible to attend.
Resignations should be presented in writing to the committee chairperson and instructional
representative.

IV. Meetings

Regular meetings will be held at least quarterly. Meetings will be at the
vocational program unless otherwise specified.

V.Recommendations

The secretary will prepare minutes of each meeting and send them promptly to

members, instructional staff of the program, and
. School personnel will decide the action to be take on
(Administrator) recommendations and notify committee members of the decision.
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Developing a Mission Statement

“Constancy of Purpose” is the first of the 14 principles advocated by Deming (1986), whose ideas
launched the Total Quality Management (TQM) movement. By constancy of purpose, Deming means
that an organization should have a specific purpose and that all efforts by all participants should
be constantly directed toward achieving that purpose. Addressing the same issue, Peters (1987), a
recognized authority on achieving excellence and high guality, stresses the need for an organization to
have a clear vision.

Although Deming’s work and that of Peters have been targeted at businesses, the principles they
espouse have a great deal of relevance for education. Having a vision - a constancy of purpose - is an
excellent example of this relevance.

One of the first steps an advisory committee should take is to identify the purpose of the committee.
Its specific purpose (and rationale for existence) needs to be defined in a concise and clearly written
mission statement.

Although it should be simpler to adopt a mission statement from an already existing program, the
process of developing the statement is important for two reasons:

(1) it helps to build collaboration and mutual respect among the team members; and

(2) it helps to strengthen the sense of commitment of the team members for accomplishing
the mission.

The following is a process that has been used with success by groups developing
mission statements. You and your team are encouraged to try it.

Step 1. Committee members brainstorm and list their opinion of the program and its purpose.

Step 2. Identify key words and phrases. The group should review these opinions, discuss them
openly, and reach a consensus about which ones occur most frequently.

Step 3. Construct the mission statement. Use the key words and phrases to construct a mission
statement. A mission statement, in its ideal form, should be a single, complete sentence
that states desired results and rationale for those results. It should be general, not
specific; optimally, it will be futuristic, idealistic, and stated in positive terms. And it
should fit into a space equal to that of a standard business card (2" x 3Y¥2 “).

An advisory committee mission statement will provide the link between the beliefs and values
supporting the applied technology program and the activities that will actually be accomplished.
It will provide the direction for all subsequent activities and service, and, most importantly, it
will provide a constancy of purpose and unifying theme for all involved. A few sample mission
statements follow.

ThefirstmissionstatementisthatwhichguidestheUnitedStatesMilitaryAcademyatWestPoint.Itisplaced
in prominent places, available toall, and it provides the direction for all activities at the Academy. It reads:

The purpose of the United States Military Academy is to provide the nation with leaders of
character to serve the common defense.

A second mission statement, developed to provide the direction for a preschool serving children
with special needs, reads:

The purpose of the Sunshine Preschool is to provide full comprehensive services for
preschool-age children with special needs to help them grow to their maximum potential.
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Membership Invitation

The school system’s advisory committee representative will submit all names recommended
for membership to the respective program advisory committee chair prior to submitting them
for processing to the District Director for the Office of Adult and Community Education. All
recommendations should include name, title, business name and address, occupational background,
and affiliation in trade and/or occupational associations. The school system’s advisory committee
representatives of each committee will also be responsible for submitting to the District Director for
the Office of Adult and Community Education the names of those committee members who are to
be deleted.

When the invitation to join the committee is issued, it should be accompanied by background
information on career and technical education, why it is necessary, how this relates to the program
or programs at issue, and generally what is expected of the committee. This review should be
supplemented by a briefing during the initial meeting and discussions at subsequent sessions, with
emphasis on the committee’s job.

It is important that persons recommended for membership be contacted by the Chairperson and/
or school representative to confirm their interest and participation prior to sending the information
to the district director.
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LETTER OF INVITATION
July 9,20

Mr. James G. James, Manager
Midtown Automotive Agency
Anywhere, U.S.A. 32500

Dear Mr. James:

Your knowledge and experience in the automotive field are well known in our community. Because
of your demonstrated competency in the field, we would like to recommend that you be appointed
to the Automotive Program Advisory Committee of Downtown Area Vocational-Technical Center.
Your membership can provide the advisory committee with a valuable resource regarding the
direction of the Automotive Program ans its service to students and the community.

The advisory committee is directed toward achieving closer cooperation among business, industry,
and the school in training students for occupations in the automotive industry. The involvement
of outstanding business and civic leaders in the community like yourself is very important to the
effective operation of our automotive program.

Please consider our invitation and let us know your decision by July 16. We look forward to hearing
from you.

Sincerely,

(Signature of appropriate official according to local policy:
program instructor, center director, local vocational director,
superintendent, board chairperson, or president)
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Date
NAME

COMPANY NAME
ADDRESS

Dear NAME:

| would like to cordially invite you to the upcoming Miami-Dade County Public Schools
Advisory Committee Meeting.

The advisary committee consists of persons, outside the education profession, selected for
the purpose of offering advice and counsel to schoal authorities regarding the programs. The
committee gives particular attention to keeping programs practical and attuned to community
needs. Members of the advisory committees are representatives of the diverse industries,
occupations, and societal elements of the community. In general, advisory committees are
concerned with the improvement of the educational programs offered, anmd the establishment
of programs necessary to meet the needs of the community.

The specific purpose of the Advisory Committee is to advise, counsel, and assist in the planning,
development, and evaluation of the school system’s programs. It is a
necessary tool if interaction between the community and the school system is to take place.

Attached is an announcement of the next Advisory Committee Meeting. We would appreciate your
willingness to attend and share your ideas on how to improve our Career and Technical programs
and we would appreciate the great value of your assistance in this community cooperative effort.

Sincerely,

District/School Representative
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ADVISORY COMMITTEE UPDATE FORM
DATE
TO , Title Office of Adult and Community Education
FROM , Advisory Committee Representative

(Your Complete Name)

SUBJECT Advisory Committee

NOTE: Use a separate form for each transaction.

Please consider the name listed below for membership.
Please delete the name listed below.
Please make the necessary change(s) listed below.

Dr. Mr. Mrs. Ms.

Company/Agency/Firm Name:

Position Held By Person Listed Above:

Type of Business Conducted by Company/Agency/Firm:

Mailing Address:

City: State: Zip Code:

Telephone:

APPROVALS: (Please Initial)
Program Supervisor:
Program Director:
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SIGN-IN SHEET

Advisory Committee:

Location: Date:

No Name Address Telephone E-Mail

10
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SAMPLE
PROGRAM OF WORK (YEAR)
(COMMITTEE)

Objectives Activities Target Due
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Advisory Committee Meeting - New [tem

H X v

Commit Clipboard Actions gl ng

Location of Mesating *

Other Location

Committes Nams *

Mesting Date *

Commities Members Present (Tndusiry) *

Committes Members Absent (Industry)

Others Present (Non-voting)

Name of Chairman *

Call 1o Order (time) *
Welcoming PrincipalDiesignes #
Location of Principal/ Designes *
Quorum was established
Mesting was publichy announced

Action on previous meeting *

|- Select your Location -

- Select your Advisory Committee -

O FOCBLON IF [ was NotL |sbedl ine

Click for help about adding basic HTML formatting,

COpy and pasie LU= TOCopy, ano I Lt

out add ng basic HTRL

Click for help about adding basic HTML formatting,

- Select your Location -
/]

formatting,

41



ADVISORY COMMITTEE HANDBOOK

APPENDIX M

Unfinished Business

Click for help about adding basic HTML formatting,

= il % ¥ and then it Cto- to oact

New Business *

Click for help about adding basic HTML formatting

Closing Questions, Comments
Click for help about adding basic HTML formatting
T cop t Ctri-C e T Ctri-V to past
Future Meeting Date Er
Future Meeting Comments
ut adding basic HTML formatting
oy & e £t ) ang ther o paste
Meeting Agenda attached [ Yes
Meeting Sign-in Sheet attachad es
ame the e oliows: “Signinodf
Emplover Program Verification attached [ e
- & e name Ll t
Program-Shop Evaluation attached Ces
Code of Ethics attached [0 Ve
Adjournment Comments
Click far help about adding basic HTML formatting
T 3 -t 1at tr-Y to paste
Meeting was adjourned at (time) *
Sava Cancal
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NAME OF COMMITTEE
ADVISORY COMMITTEE MEETING EVALUATION

Below is a guide for rating the effectiveness of the advisory committee meeting. Circle the
number that best describes your feelings about each statement.

Poor to Excellent

1.| clearly understood the agenda
and knew what we were trying to
accomplish.

1 2 3 4 5

2. The agenda was well planned and 1 9 3 4 5
organized and was received in
advance of the meeting

3.This was an important and
productive meeting.

4,1 feel the members of this
committee understand their role 1 2 3 4 5
and assignment

5. Members had a chance to speak and
made a contribution to items under 1 2 3 4 5

consideration.

6. The meeting was well organized 1 - 3 4 5

7.1 felt that the advisory committee’s
opinions and feelings were 1 2 3 4 5
understood and accepted by the '
school

8. | feel satisfied with the activities and 1 2
accomplishments of the advisory
committee

9. | feel my time and efforts are well 1 2 3 4 5
spent in serving as a member of this
advisory committee
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MIAM| e OADE Clear Forms

TEGHN'GAL
COLLEGES

Mlami-Dade Count'r Publn: Schools
Evaluation of Career Technical Program

SHOP/LAB ROOM TEACHER(S) Day EVENING

NAME OF ADVISORY COMMITTEE

INSTRUCTIONS: If unacceptable is marked, please explain in comment column.

CATEGORIES

|
|
E
%

PHYSICAL FACILITIES PHYSICAL FACILITIES:
Adequate Size

Lighting

Ventilation

Adequate Electrical Service
Furnishings for Instructor Storage
General Housekeeping
Organization/Arrangement
Safety Aspects

Restroom Locker Area
EQUIPMENT EQUIPMENT:
Age/Condition
Appropriateness

Safety Devices

Quantity
Utilization/Arrangement
Avallability

MATERIALS/SUPPLIES/TOOLS MATERIALS/SUPPLIES/TOOLS:
Appropriateness

Condition

Quantity

Utilization

Awallability

Security/Control

Safety Aspects

Prompt Delivery of Supplies
Adequate Supplies Ordered

ADMINISTRATIVE SUPPORT
Program Promation

Clerical

Custodial Services
Frequency of Visits by
County Level Staff
Frequency of Visits by
School Level Staff
Scheduling of Students
Class Size

ADMINISTRATIVE SUPPORT:

000000000 DBO0000O00C -+ Oo0o0o -+ Docdooodo
000000000 000000000 DO0DO0 - 0oDO00000

000000000 - 000000000 - DO00O0 + DoooO0OOC
000000000 000000000 - DO00O0 + Doooo0000

-7 704 R (0%-19)
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Evaluation of Career
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-'\.-"IA'AI_.:F;LJE-'_'I:

CULIFDF‘S

Miami-Dade Count_r Publlc Schools
echnical Program

CATEGORIES ACCEPTABLE NEEDS IMPROVEMENT UNACCEPTABLE N/A COMMENTS
CURRICULUM/INSTRUCTION CURRICULLIM/INSTRUCTION
SUPPORT SUPPORT
Occupational Specialist/
Counselors Visits | =2 =] £
Up-to-date Course Qutlines == | E=] ] =
Relevant Resource Material 1 =3 ] =
Placement/Follow-up Reports El = 3 =4
Industry Visit Reports = = =] ]
Audia Visual Equipment =l El =] =
Upgrading of Instructors on
Regular Basis D L'__I D :]
PROGRAM PERFORMANCE PROGRAM PERFORMANCE
Number of Students Enrolled =l B =1 i)
Ratio of Enroliment to Completers =l = = =
Ratio of Completers or Leavers i | =il =3 =i
To those employed in Industry = E =] ]
Summary of Program Strenths:
Recommendations for Improvement:
Dccupational Advisory
Committee Industry Member:
PRINT NAME SIGNATURE DATE

PRA-T704 e, §05-19)
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SCHOOL CTE PROGRAM STATUS

Program Name:
Instructor(s):

Prncipal's Name:
Enrciment  Secondary: Post-Secondary: Day Eve
Gaoals and Accompishments:

Facity:

Oner:

Prepared By: _ Daw
Signature of Prindpal or Designee: Date:

Foen must be completd and e-maied 10 the DETICY SCHOD! representatve ONe week pror 10
he mmeting
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Commission of the Council on Occupational Education
EMPLOYER PROGRAM VERIFICATION FORM
for Postsecondary Programs
INSTRUCTIONS:

- Complete three of these forms for each program at each campus
- This form must be signed by a bona fide employer who is in a position to make hiring decisions.

Name of Institution

Address City/State/Zip

Name of Program

Mode(s) of Delivery of Program (check ALL that apply):

\:| 100% Traditional |:| Hybrid D Distance Education

The length of this program is (indicate the number of hours in all boxes that apply):

Clock Hours Semester Credit Hours Quarter Credit Hours

The amount of tuition and fees charged for the total program is: £

EMPLOYERS' VERIFICATION STATEMENT
| have reviewed the (name of program):
program and to the best of my knowledge and experience have listed below the venfication range of
remuneration for those who enter this field.

EMPLOYER
Name: Title:
Company Name: Phone Number/Extension:
Address: City/StatelZip:

Verifiable range of remuneration based on yearly, full-time employment for those that enter this field upon
completion of the program is from $ to$ annually.

Signature: Date:

Salary Range, Signature, and Date may be provided digitally
during the COVID-19 Federal Emergency Period.
(January 2021)
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Advisory Committee
Curriculum Survey Form
Program:
Name: Date:
Company:
Address:
City: Zip Code:
Phone: Extension:

| reviewed the current curriculum and support it as a strong foundation in educating our
students.

Yes.

No (if your answer is No, please make the necessary comments or suggestions in the
provided space).

Comments or Suggestions:
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Business and Industry

Nemh Avwemument Sarvey

In an of fortto bemer ' acilitase 2 benef icial connection berween education and the needs of

business and industry, we are mki ng hat youtake am inute to complete the foll owing survey
reganding yowneeds inthelsbo rmwltmdrewmitc. The nfomation willbeus odtwo
decermine if the program s currently offered af vari 0us schocls are in line with the needs of the

busine<s community and 10 assistin prom oting the program $ 10 our students, parents, and the
community.

1. This businews is
Dealer/distributon
C ontrector end user

2. How many technic lans do you now employ?
1.3

44
T 2.10
More
C om mverts:

V. Doym have a need foor trained technicians in your an;-l,?
___ Yes
No

Comments:

4. Have you experienced any difficulties locating trained technicians to employ?
. Yes
No
Commenty:

5. What are your projected needs for technicians for the next five years?
Mowe
Less

Same
Commenty:

6 Would a technician have a“'xwfun'ﬁ:t for advancement in your cnmpmﬂ
Yes
No
Comments.

Coatinsed on back

Page | of 2
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* Nurnbers 7 and B are optiomal. 1fyou include this mformunion, i will be used only for
recrultroent of students.

47, The spproximate howrly wage for & begloning techmicien
um

— Miaim um wage

__ Bs00-510.00
$11.00-815.00

— More (please spesify)
a Comments

*§. The approximats hoyrly wage for an exparienced, rained tachmician i<
(Ploese speclfy pmomt )

—

10. Would you be imterested in participating (n some type of work program with snidents o
traming?

Yes

No

Conomta:

Any suggestions you have wiich might help in the treining of our techmcimns would be
wekomed, Submit this survey 10 the district/schoo] repeesentative of you rdvisory committee.
Thamk yox for your time enud gitertion

Name and Address of Business

Coutact Pevson’s Nama, Title and E-meil

50




ADVISORY COMMITTEE HANDBOOK

APPENDIX V

Planning and Preparing for Meetings

The following are procedures and steps recommended for planning and preparing for an
advisory comminee meetng:

. Cmmmm_mmrmmmqmu
coordinale the best days of week and time of day for the meeting. Recommend
the possible location for the meeting. contact the schoolfaciity 10 be used and
confem meeting site.

¢ Access the M-DCPS Employse Portal and follow the ink 1o

announcements to post the meeting in accordance 10 Sunshine Law, F.S.
286.011 (1), Fiorida Statutes and School Board Policy 9125,

+ Selectand arange meeting site, AV equipment, parking and have school site
adminstrator 10 alert the security personnel of the facility of the planned meeting.

o Contact chair o dewelop and finalize agenda
« Notify program supervisors of agenda items.
¢ Plan ampis tma for ha dupleation, dstabuton of masing notices and agandas

« Email meeling notice, agenda, and map with drechions and desgnating parking
at lsast two weeks in advance,

* Secum and have copes of the committee membership for the meeting. Have
@Xira copies of the agenda and Supporting doocuments for the meetng.

« Arrange for principal or designee 10 welcome guest/group 1o the school.

« Two days before the meeting. confirm meeting sie and all prior armngements.

s It s highly recommended that you either cal or emal committee members,
speakers and guests the day before the meeting.
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Ray of Meoting
e Armive oarly and heve signe o Indicate room.

»  Check room for any squipmant regueetsd, refieshmanta if posaibls, smengament
of chaire and tables as approprinte.

» Pergorlly walcome members, pusets and Instruciors.

o Introdude principal or dedipnes o welcomg gudst/group and thank tham ft
hasting the meeting.

s Mainiain 8 aign In sheet and ansurg 8ll pressnt sign In.

» Keep accurste records of what trengpired for the minutes; usa 9 recorder to
asulst f nesded.

* Review calendar with the commitien to skt & tontative dats and sie for the
naxt mesting.

Afler the Meeting
o Reamangs meating room and lsave It sa It was found
» Secure any equipment and room befora lsaving.
» Thank meeting site personnat for their hoaptslty.
« Prepare minutea aw 500N @8 possible.

o Use satnbiished procedures to finaltze and distribute minutsa © mambars of the
committes Including those that wara gbsent

s Follow up with program administrators/supervison on tha requestsiactions
and/or recommandations by tha commitiea,
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PRODUCTIVE ADVISORY COMMITTEE DOs

1. Provide advinary commiiter members with a handbook explaining the purpose, operation,
and organization of advisory commimees.

2. Send g lemer of appointment 10 each member signed by the ¢ hie f school adm inistrator or
other appropriate person.

3. Keep advisory comminiee members informed of cument and pending legis lation afecting
Carcer and Technical Education (Workforee Development),

4. Holdmectings on an organi ped teme schedule and adhere 10 the schedule.
5. Notify members prompdly regarding actions taken as a result of their recommendati ons,

6 Send cach member aletter and m agenda reminding him/ber of cach mecting @ least two
weocks in advance of the mocting.

7. Solicit the advice and recommendations of members regarding the effectivencss of the
Career mnd Technical Education (Wark force Development) program and the
el ctiveness of advisory commitice meetings.

8 Establish an miormal stmosphere @ meetings, and encourage the exchange of idcas.

9. E-Mail each member a copy of the advisory commitiee minut s a3 soon a8 possible after
each meeting

10, Encourage members to visit the schools Carcer end Technical Education (Work foroe
Development) programs m often as they can.

11. Avoid having members do unnecemsary work details that can be accomplished by the
school stafl,

12, Have a school representative attend all meetngs,
15, Filkecopies of all minutes with the schools admimstration.

53




ADVISORY COMMITTEE HANDBOOK

APPENDIX X

ADVISORY COMMITTEE DCN'Ts
DON'T...

1. Appalnt members without cersflly studying their poteatial contribytians 1 Carver and
Technical Edocation (Warkdore Development).

2. Schedule meetings at inconvenisat imes and dates.
3, Hold meetingy in unsomfortable fhellities,
4. Allow members tn heoome Imvolved i adminfytative fnctone

5. Try o ocganize the adviscry commitize without ¢locting appropriata officers (i.9., chair,
vios-chuir, and secrory )

6, Expeéct members 1o sttend moetings without giving them prior notlos, agenda itema, and
eppropriets background material.

7. Discouwrege membery fiom learming all they can about the school snd i programs.

. Discourage membeary from clatting with Career and Techmizal Eduestion (Workkres
Developemiont) rudeats.

9. Influsnce members i their selaction of offioers.

10. Appoint members for sn mdefinkte term.

11. Fell to recognize members' contributions to the schoal aod its progrems
12, Fadl to repizce innctive members.

13. Peil to cerefully congider ell advisory committes recommendaticns and proogiy inform
members of action takén oo each reconumendation.
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MEETINGS DIRECTORY

Naolice of meetings al schools or admemistralive locabions which are open to the public must be announded and noboe posted al the lodation and the MOCPS

Citizen Information Center at beast five days R Hhie et ; the notice is posted before

5 The Tty OF eSO 5 a5 the hieh af 1he Fae days 5o ke

1000 amn. Thie day of the mesting will count as tha fifth day if the maeting begins after 4:30 pm. The official tive of posting is whan first available at the

=

Citizen Infarmation Center. Posted annauncemants will be added to thic WEB page as soon as possible after posting

preparstion of & ver

such persor should snsuns the

PErEOn WERes O BTy MREITEr 03

s to be based

af the pro :E'!:‘IFE! noudmg the i=sumomy and =adence upan

] that } N ACCor datl yiou may call the ual lisked 54 the Contact Person for the posted me

Eipests o acoommadanione of asssiance must be made 31 least S8 hgurs in advarge

othar special & EaCE Sk

v B comenadations)

District Advisory Committes Meetings

Wl ...-.- W ST O O s WL Ly Pech s Dy has Dosd QFamEd 10 iidkh eeDoi arfia it Tl Fl =l E.l:_l. :__J_'_-:-
School Board and School Boeard Commities Meetings

Other Mestings for Schaaol Site Adminkctratnrs

hn =ste B et e L 5 1iratan ciman oe - wrabom Omhe SEeETR A

Major District-wide Functions and Events

dp0e LASTHPCT e iE 310 2T Eh ST AL COMRTeCES harINiaL O e d1s 3ed T3af

Gither Meslings lor Sclool Site Stall

e el b i e e R e ey o e L B B e e T S i 1 Wl T
A T e b '- T L i o g i L.

== 1 dmibrict Aall drd tha o al whec i s i, ke oreee

Miestings Listing

MModify these additive filters below to scope down to a speofic set of mestings

Weus are pod slgned in.

Al Meet gL ar d Events .

Authentication is reguirsd o post or edit

meetngs. Flease sgn in by dicking o

Search e
Eeatbam Dedore,

Laales

Links & Pesownces

b T S5 N T ™ F S0 Su
Conil=i Us
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Book Policy Manual

Section 2000 Program

Title ADULT, POST-SECONDARY CAREER TECHNICAL AND COMMUNITY EDUCATION
Code po2450

Status Active

Adopted May 11, 2011

Last Revised December 2, 2020

2450 - ADULT, POST-SECONDARY CAREER TECHNICAL AND COMMUNITY EDUCATION

A basic and high school continuation program shall be provided as an opportunity for anyone over compulsory
school age who is not attending high schoel in this District. Program procedures are contained in the Adult and
Career Technical Education Procedures Handbook.

GED Eligibility

A person who is not at least eighteen (18) years of age may be permitted to take the General Educationa
Development (GED) tests upon submission of a statement of justification recommended by the Superintendent.
The statement of justification shall be based on at least one of the following circumstances:

A. The candidate justifies a need to be employed that would prevent school attendance.

B. The candidate is a parent who does not have access to child care.

C. The candidate justifies health condition(s) that would prevent school attendance.

D. The candidate desires to enter a vecational program, a college or unversity or military service.
Postsecondary Programs and Fees

A fee schedule shall be established for students enrolled in adult basic, adult secondary, career technica
certificate education, or other adult programs, who are reported for funding through the Workfarce Development
Education Fund. The Florida legislature annually establishes fees for the adult and career technical education
program in accordance with the General Appropriations Act. In addition, provisions are made in this policy for
financial aid and fee/tuition waivers, disposition of funds collected, community-based organizations, self-
supporting dasses, pnvate sector instruction, special textbook or supply items, and capital improvements,
technology enhancements or eguipping buildings.

Adult and vecational education services are provided to adults in the following areas:

A. Adult General Education (Adult Secondary and Adult Basic Education)

1. Students who demonstrate functional literacy skills at/or below the eighth grade level and are
studying to achieve literacy.

Tuition is charged to this category of students.

2. Students eamning credit required for a high school diploma and/or preparing for the Test of General
Educational Development (GED).

Tuition is charged to this category of students.

3. Students who have a ligh school diploma and demonstrate functional literacy skills at/or above the
ninth grade level require specific improvement of academic or learning skills before pursuing post-
secondary education goals to obtain or maintain employment, or to benefit from postsecondary
adult vocational education programs.

Students in this category pay fees as established by the General Appropriations Act. Additionally,
the School Board may charge any additional fees authorized by Flonda law or State Board of
Education Administrative rule.

4. No fees are charged to students who are fee exempt based on State law.

Students not counted for funding purposes will be assessed fees equal to, but not exceeding, the
cost of providing such programs.

B. Career Technical Education

1. Students enrolled as postsecondary adult vocational certificate pay fees as established by the
General Appropriations Act. Additionally, the Board may charge any additional fees authorized by
Flonda statute or State Board of Education Administrative rule,

2. Students taking adult postsecondary vocational courses for personal or hobby use will pay fees
equal to, but not exceeding, the cost of providing such programs.

3. Mo fees are charged to students who are fee exempt based on State law.

Career Technical Education services provided to students classified as non-resident for tuition purposes as defined
in State statute pay fees accordingly.
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Financial Aid and Fee/Tuition Waivers
A. Financial Aid
A fee may be assessed to postsecondary adult vocational and adult secondary students to pay in full orin
part, the fees of eligible postsecondary adult vocational certificate and adult secondary students with

demonstrated financial need. Each center will maintain documentation as required by State Board of
Education Administrative Rule.

Students in COE accredited centers when eligible may utilize financial aid from Federal or State assistance
programs. Financial aid information i1s available through the area technical center counseling offices.

B. Fee/Tuition Waivers

Fee/Tuition waivers may be granted by the prnncipal or designee when necessary to assure an education
opportunity for students who have financial needs which cannot be met by existing sources of student
financial aid and as authorized by law or rules of the State Board of Education. No fee waivers are allowed
for students taking adult vocational classes for strictly personal or hobby use and students identified
above. Each career center operated by a school district under 5. 1001.44, and charter technical career
center under F.5. 1002.34, shall waive the transcript fee for a person who 15 an active duty member or an
honorably discharged veteran of the United States Armed Forces and his or her spouse and dependents.

School Operations will allocate such fee waivers as may be available based upon need and requests of the
varous adult and area technical centers. Allocations will be made for each fiscal year and when depleted
no additional waivers will be granted unless additional funds become available. Annual allocations may not
exceed the maximum established annually in the General Appropriations Act.

Each center receiving a fee warver allocation shall maintain complete documentation as required for each
waiver issued.

C. Scholarships
The Board may establish scholarship funds using donations to help students who need financial assistance
to pay fees, who are enrclled in adult secondary, adult life-long learning, and postsecondary adult
vocational education programs.

D. Deferred Fees/Installment Payments

1. Deferred Fees

Fees for students qualifying for and receiving grants, loans, or scholarships or for whom fees are
being paid on their behalf by an employer, association, or governmental agency may be deferred.
Students for whom or from whom deferred fees have not been collected by the end of the tnmester
in which they registered will not be allowed to register for subsequent courses until all financial
obligations have been met.

2. Installment Payments

Students in need of installment payments may pay fees for regular courses through an installment
payment schedule if they register before the beginning of the course, before the trimester or within
twenty-one (21) calendar days of the beginning of the term.

At least 1/3 of the fee must be paid at the time of registration. All fees must be paid no later than
the end of the sixth week in the tnmester. Fees must be paid in one lump sum when students
register on or after twenty-two (22) calendar days after the course or tnmester has begun.
Disposition of Fees Collected
A, All tuition collected will be forwarded to Treasury Management,

B. All other monies collected at adult education centers shall be properly receipted and deposited directly into
the center's internal funds.

Community Based Non-Profit Organizations (CBOs), Public Agencies, and Private Businesses

| The District may enter into affiliating agreements with community-based non-profit organizations (CBOs), public
agencies, and private businesses that may wish to provide unique classroom or laboratory instruction that will
significantly enhance the employment opportunities of students enrolled in these programs.

Veterans Benefits and Transition

The Board shall permit for the GI Bill and Vocational Rehabilitation and Employment Program beneficiaries to
attend eligible education or training courses for up to ninety (90) days pending payment from the Veterans
Administration (VA) for the course. To be eligible, the beneficiary must provide a certificate of eligibility for
entitiement to educational assistance (valid/current VAF 28-1905) and wntten request to use the entitlement.
Documentation must be submitted no later than the first day the course or training commences. The ninety (90)
day period starts on the date when the District certifies tuition and fees following receipt of the required
documents.

The District shall not impose a penalty, deny access to classes or facilities, or require the beneficiary to borrow
additional funds to cover tuition and fees due to late payments for the VA. The State Approving Agency (SAA) or
the VA may act to approve or disapprove certain courses or education, which may be subject to a waiver by the
VA,
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Private Sector Instruction

Private businesses/agencies may request adult vocational or basic education classes that qualify for Workforce
Development Education Funds but do not have sufficient enrollment to support the class/program. The District
may cooperate with these businesses/agencies through an agreement approved by the Superintendent where the
business/agency will pay the difference between projected workforce Development Education Funds earned and
the actual program cost. All other fees applicable in this policy shall be contracted prior to the operation of such a
class/program.

Self-Supporting Classes

Students enrolling in non-reimbursed classes will pay a fee to cover the cost of instruction. The amount will be
variable depending on the expense for offering the course. In all instances, the salaries, fringe benefits, and
supplies furnished will be included in the costs.

The Superintendent shall develop and implement administrative procedures to make schools available to citizens
of the District for these purposes and to implement this policy.

Effective 7/1/11
Revised 8/6/14

Revised 4/259/20
Revised 12/9/20

© Miami-Dade 2020

Legal F.S. 1001.44
F.S. 1003.435
F.S. 1004.93
F.S. 1004.94
F.S. 1009.26(17)

The Veterans Benefits and Transition Act - 2018 (38 USC Sections 3679,
3698(c, 1, C), P.L. 115-407, Sections 103-104)
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112.313 Standards of conduct for public officers, employees of agencies, and local government
attorneys.—

(1) DEFINITION.—As used in this section, unless the context otherwise requires, the term “public
officer” includes any person elected or appointed to hold office in any agency, including any person
serving on an advisory body.

(2) SOLICITATION OR ACCEPTANCE OF GIFTS.—No public officer, employee of an agency, local
govemment attorney, or candidate for nomination or election shall solicit or accept anything of value to
the recipient, including a gift, loan, reward, promise of future employment, favor, or service, based upon

any understanding that the vote, official action, or judgment of the public officer, employee, local
government attorney, or candidate would be influenced thereby.

(3) DOING BUSINESS WITH ONE'S AGENCY.—No employee of an agency acting in his or her official
capacity as a purchasing agent, or public officer acting in his or her official capacity, shall either directly
or indirectly purchase, rent, or lease any realty, goods, or services for his or her own agency from any

business entity of which the officer or employee or the officer's or employee’s spouse or child is an

officer, partner, director, or proprietor or in which such officer or employee or the officer’s or
employee’s spouse or child, or any combination of them, has a material interest. Nor shall a public
officer or employee, acting in a private capacity, rent, lease, or sell any realty, goods, or services to the
officer's or employee’s own agency, if he or she is a state officer or employee, or to any political
subdivision or any agency thereof, if he or she is serving as an officer or employee of that political
subdivision. The foregoing shall not apply to district offices maintained by legislators when such offices
are located in the legislator’s place of business or when such offices are on property wholly or partially
owned by the legislator. This subsection shall not affect or be construed to prohibit contracts entered
into prior to:

(@) October 1, 1975.
(b) Qualification for elective office.
(c) Appointment to public office.
(d) Beginning public employment.

(4) UNAUTHORIZED COMPENSATION.—No public officer, employee of an agency, or local government

attorey or his or her spouse or minor child shall, at any time, accept any compensation, payment, or

thing of value when such public officer, employee, or local government attorney knows, or, with the

exercise of reasonable care, should know, that it was given to influence a vote or other action in which

the officer, employee, or local govemment attomey was expected to participate in his or her official
capacity.

(5) SALARY AND EXPENSES.—No public officer shall be prohibited from voting on a matter affecting his
or her salary, expenses, or other compensation as a public officer, as provided by law. No local
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govemment attorney shall be prevented from considering any matter affecting his or her salary,
expenses, or other compensation as the local govemment attorney, as provided by law.

(6) MISUSE OF PUBLIC POSITION.—No public officer, employee of an agency, or local government
attorney shall corruptly use or attempt to use his or her official position or any property or resource
which may be within his or her trust, or perform his or her official duties, to secure a special privilege,
benefit, or exemption for himself, herself, or others. This section shall not be construed to conflict with

s.104.31.

(7) CONFLICTING EMPLOYMENT OR CONTRACTUAL RELATIONSHIP.—

(a) No public officer or employee of an agency shall have or hold any employment or contractual
relationship with any business entity or any agency which is subject to the regulation of, or is doing
business with, an agency of which he or she is an officer or employee, excluding those organizations and
their officers who, when acting in their official capacity, enter into or negotiate a collective bargaining
contract with the state or any municipality, county, or other political subdivision of the state; nor shall
an officer or employee of an agency have or hold any employment or contractual relationship that will
create a continuing or frequently recurring conflict between his or her private interests and the
performance of his or her public duties or that would impede the full and faithful discharge of his or her
public duties.

1. When the agency referred to is that certain kind of special tax district created by general or special
law and is limited specifically to constructing, maintaining, managing, and financing improvements in the
land area over which the agency has jurisdiction, or when the agency has been organized pursuant to
chapter 298, then employment with, or entering into a contractual relationship with, such business
entity by a public officer or employee of such agency shall not be prohibited by this subsection or be
deemed a conflict per se. However, conduct by such officer or employee that is prohibited by, or
otherwise frustrates the intent of, this section shall be deemed a conflict of interest in violation of the
standards of conduct set forth by this section.

2. When the agency referred to is a legislative body and the regulatory power over the business entity

resides in another agency, or when the regulatory power which the legislative body exercises over the

business entity or agency is strictly through the enactment of laws or ordinances, then employment or a

contractual relationship with such business entity by a public officer or employee of a legislative body
shall not be prohibited by this subsection or be deemed a conflict.

(b) This subsection shall not prohibit a public officer or employee from practicing in a particular
profession or occupation when such practice by persons holding such public office or employment is
required or permitted by law or ordinance.

(8) DISCLOSURE OR USE OF CERTAIN INFORMATION.—A current or former public officer, employee of

an agency, or local government attorney may not disclose or use information not available to members

of the general public and gained by reason of his or her official position, except for information relating

exclusively to governmental practices, for his or her personal gain or benefit or for the personal gain or
benefit of any other person or business entity.

(9) POSTEMPLOYMENT RESTRICTIONS; STANDARDS OF CONDUCT FOR LEGISLATORS AND LEGISLATIVE
EMPLOYEES.—
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(a)1. ltis the intent of the Legislature to implement by statute the provisions of s. 8(e), Art. Il of the
State Constitution relating to legislators, statewide elected officers, appointed state officers, and
designated public employees.

2. Asused in this paragraph:
a. “Employee” means:

(I) Any person employed in the executive or legislative branch of government holding a position in the
Senior Management Service as defined in s. 110.402 or any person holding a position in the Selected
Exempt Service as defined in s. 110.602 or any person having authority over policy or procurement

employed by the Department of the Lottery.

(Il) The Auditor General, the director of the Office of Program Policy Analysis and Government
Accountability, the Sergeant at Arms and Secretary of the Senate, and the Sergeant at Arms and Clerk of
the House of Representatives.

() The executive director and deputy executive director of the Commission on Ethics.

(IV) An executive director, staff director, or deputy staff director of each joint committee, standing
committee, or select committee of the Legislature; an executive director, staff director, executive
assistant, analyst, or attorney of the Office of the President of the Senate, the Office of the Speaker of
the House of Representatives, the Senate Majority Party Office, Senate Minority Party Office, House
Majority Party Office, or House Minority Party Office; or any person, hired on a contractual basis, having
the power normally conferred upon such persons, by whatever title.

(V) The Chancellor and Vice Chancellors of the State University System; the general counsel to the
Board of Governors of the State University System; and the president, provost, vice presidents, and
deans of each state university.

(VI) Any person, including an other-personal-services employee, having the power normally conferred
upon the positions referenced in this sub-subparagraph.

b. “Appointed state officer” means any member of an appointive board, commission, committee,
council, or authority of the executive or legislative branch of state government whose powers,
jurisdiction, and authority are not solely advisory and include the final determination or adjudication of
any personal or property rights, duties, or obligations, other than those relative to its internal
operations.

c. “State agency” means an entity of the legislative, executive, or judicial branch of state government
over which the Legislature exercises plenary budgetary and statutory control.

3.a. No member of the Legislature, appointed state officer, or statewide elected officer shall personally
represent another person or entity for compensation before the government body or agency of which
the individual was an officer or member for a period of 2 years following vacation of office. No member
ofthe Legislature shall personally represent another person or entity for compensation during his or her
term of office before any state agency other than judicial tribunals or in settlement negotiations after

the filing of a lawsuit.
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b. For a period of 2 years following vacation of office, a former member of the Legislature may not act
as a lobbyist for compensation before an executive branch agency, agency official, or employee. The

terms used in this sub-subparagraph have the same meanings as provided in s. 112.3215.

4. An agency employee, including an agency employee who was employed on July 1, 2001, in a Career
Service System position that was transferred to the Selected Exempt Service System under chapter
2001-43, Laws of Florida, may not personally represent another person or entity for compensation
before the agency with which he or she was employed for a period of 2 years following vacation of

position, unless employed by another agency of state government.

5. Any person violating this paragraph shall be subject to the penalties provided in s. 112.317 and a
civil penalty of an amount equal to the compensation which the person receives for the prohibited
conduct.

6. This paragraph is not applicable to:
a. A person employed by the Legislature or other agency prior to July 1, 1989;

b. A person who was employed by the Legislature or other agency on July 1, 1989, whether or not the
person was a defined employee on July 1, 1989;

¢. A person who was a defined employee of the State University System or the Public Service
Commission who held such employment on December 31, 1994;

A person who has reached normal retirement age as defined in s. 121.021(29), and who has retired

d.
under the provisions of chapter 121 by July 1, 1991; or

e. Any appointed state officer whose term of office began before January 1, 1995, unless reappointed
to that office on or after January 1, 1995.

(b) In addition to the provisions of this part which are applicable to legislators and legislative
employees by virtue of their being public officers or employees, the conduct of members of the
Legislature and legislative employees shall be governed by the ethical standards provided in the
respective rules of the Senate or House of Representatives which are not in conflict herewith.

(10) EMPLOYEES HOLDING OFFICE.—

(a) Noemployee of a state agency or of a county, municipality, special taxing district, or other political

subdivision of the state shall hold office as a member of the governing board, council, commission, or

authority, by whatever name known, which is his or her employer while, at the same time, continuing as
an employee of such employer.

(b) The provisions of this subsection shall not apply to any person holding office in violation of such
provisions on the effective date of this act. However, such a person shall surrender his or her conflicting
employment prior to seeking reelection or accepting reappointment to office.

(11) PROFESSIONAL AND OCCUPATIONAL LICENSING BOARD MEMBERS.—No officer, director, or
administrator of a Florida state, county, or regional professional or occupational organization or
association, while holding such position, shall be eligible to serve as a member of a state examining or

licensing board for the profession or occupation.

2N
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(12) EXEMPTION.—The requirements of subsections (3) and (7) as they pertain to persons serving on
advisory boards may be waived in a particular instance by the body which appointed the person to the
advisory board, upon a full disclosure of the transaction or relationship to the appointing body prior to
the waiver and an affirmative vote in favor of waiver by two-thirds vote of that body. In instances in
which appointment to the advisory board is made by an individual, waiver may be effected, after public
hearing, by a determination by the appointing person and full disclosure of the transaction or

relationship by the appointee to the appointing person. In addition, no person shall be held in violation
of subsection (3) or subsection (7) if:

(a) Within a city or county the business is transacted under a rotation system whereby the business
transactions are rotated among all qualified suppliers of the goods or services within the city or county.

(b) The business is awarded under a system of sealed, competitive bidding to the lowest or best bidder
and:

The official or the official’s spouse or child has in no way participated in the determination of the bid

1.
specifications or the determination of the lowest or best bidder;

2. The official or the official's spouse or child has in no way used or attempted to use the official’s
influence to persuade the agency or any personnel thereof to enter such a contract other than by the
mere submission of the bid; and

3. The official, prior to or at the time of the submission of the bid, has filed a statement with the
Commission on Ethics, if the official is a state officer or employee, or with the supervisor of elections of
the county in which the agency has its principal office, if the official is an officer or employee of a
political subdivision, disclosing the official’s interest, or the interest of the official’s spouse or child, and
the nature of the intended business.

(c) The purchase or sale is for legal advertising in a newspaper, for any utilities service, or for passage
onh a common carrier.

(d) An emergency purchase or contract which would otherwise violate a provision of subsection (3) or
subsection (7) must be made in order to protect the health, safety, or welfare of the citizens of the state
or any political subdivision thereof.

(e) The business entity involved is the only source of supply within the political subdivision of the
officer or employee and there is full disclosure by the officer or employee of his or her interest in the
business entity to the goveming body of the political subdivision prior to the purchase, rental, sale,

leasing, or other business being transacted.

() The total amount of the transactions in the aggregate between the business entity and the agency
does not exceed $500 per calendar year.

(9) The fact that a county or municipal officer or member of a public board or body, including a district
school officer or an officer of any district within a county, is a stockholder, officer, or director of a bank

will not bar such bank from qualifying as a depository of funds coming under the jurisdiction of any such
public board or body, provided it appears in the records of the agency that the governing body of the
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agency has determined that such officer or member of a public board or body has not favored such bank
over other qualified banks.

(h) The transaction is made pursuant to s. 1004.22 or s. 1004.23 and is specifically approved by the

president and the chair of the university board of trustees. The chair of the university board of trustees

shall submit to the Governor and the Legislature by March 1 of each year a report of the transactions
approved pursuant to this paragraph during the preceding year.

(i) The public officer or employee purchases in a private capacity goods or services, at a price and upon
terms available to similarly situated members of the general public, from a business entity which is
doing business with his or her agency.

() The public officer or employee in a private capacity purchases goods or services from a business
entity which is subject to the regulation of his or her agency and:

The price and terms of the fransaction are available to similarly situated members of the general

1.
public; and

2. The officer or employee makes full disclosure of the relationship to the agency head or governing
body prior to the transaction.

(13) COUNTY AND MUNICIPAL ORDINANCES AND SPECIAL DISTRICT AND SCHOOL DISTRICT
RESOLUTIONS REGULATING FORMER OFFICERS OR EMPLOYEES.—The governing body of any county or
municipality may adopt an ordinance and the goveming body of any special district or school district
may adopt a resolution providing that an appointed county, municipal, special district, or school disfrict
officer or a county, municipal, special district, or school district employee may not personally represent
another person or entity for compensation before the government body or agency of which the
individual was an officer or employee for a period of 2 years following vacation of office or termination
of employment, except for the purposes of collective bargaining. Nothing in this section may be
construed to prohibit such ordinance or resolution.

(14) LOBBYING BY FORMER LOCAL OFFICERS; PROHIBITION.—A person who has been elected to any
county, municipal, special district, or school district office or appointed superintendent of a school
district may not personally represent another person or entity for compensation before the govemment
body or agency of which the person was an officer for a period of 2 years after vacating that office. For
purposes of this subsection:

(a) The “government body or agency” of a member of a board of county commissioners consists of the

commission, the chief administrative officer or employee of the county, and theirimmediate support
staff.

The “government body or agency” of any other county elected officer is the office or department

(b)
headed by that officer, including all subordinate employees.

(c) The “government body or agency” of an elected municipal officer consists of the governing body of
the municipality, the chief administrative officer or employee of the municipality, and their immediate
support staff.

(d) The “government body or agency” of an elected special district officer is the special district.
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(e) The “government body or agency” of an elected school district officer is the school district.

(15) ADDITIONAL EXEMPTION.—No elected public officer shall be held in violation of subsection (7) if
the officer maintains an employment relationship with an entity which is currently a tax-exempt
organization under s. 501(c) of the Internal Revenue Code and which contracts with or otherwise enters
into a business relationship with the officer's agency and:

(a) The officer's employment is not directly or indirectly compensated as a result of such contract or
business relationship;

(b) The officer has in no way participated in the agency’s decision to contract or to enter into the
business relationship with his or her employer, whether by participating in discussion at the meeting, by
communicating with officers or employees of the agency, or otherwise; and

(c) The officer abstains from voting on any matter which may come before the agency involving the
officer’'s employer, publicly states to the assembly the nature of the officer’s interest in the matter from
which he or she is abstaining, and files a written memorandum as provided in s. 112.3143.

(16) LOCAL GOVERNMENT ATTORNEYS —

(a) Forthe purposes of this section, “local government attorney” means any individual who routinely
serves as the attorney for a unit of local government. The term shall not include any person who renders
legal services to a unit of local govermment pursuant to contract limited to a specific issue or subject, to

specific litigation, or to a specific administrative proceeding. For the purposes of this section, “unit of
local government” includes, but is not limited to, municipalities, counties, and special districts.

(b) Itshall not constitute a violation of subsection (3) or subsection (7) for a unit of local government
to contract with a law firm, operating as either a partnership or a professional association, or in any
combination thereof, or with a local government attorney who is a member of or is otherwise
associated with the law firm, to provide any or all legal services to the unit of local govemment, so long
as the local government attorney is not a full-time employee or member of the governing body of the
unit of local government. However, the standards of conduct as provided in subsections (2), (4), (5), (6),
and (8) shall apply to any person who serves as a local government attormey.

(c) No local government attorney or law firm in which the local government attorney is a member,
partner, or employee shall represent a private individual or entity before the unit of local government to
which the local government attorney provides legal services. A local government attorney whose
contract with the unit of local government does not include provisions that authorize or mandate the
use of the law firm of the local government attorney to complete legal services for the unit of local
government shall not recommend or otherwise refer legal work to that attorney’s law firm to be
completed for the unit of local government.

(17) BOARD OF GOVERNORS AND BOARDS OF TRUSTEES.—No citizen member of the Board of
Governors of the State University System, nor any citizen member of a board of frustees of a local
constituent university, shall have or hold any employment or contractual relationship as a legislative

lobbyist requiring annual registration and reporting pursuant to s. 11.045.

History.—s. 3, ch. 67-469; s. 2, ch. 69-335; ss. 10, 35, ch. 69-106; s. 3, ch. 74-177; ss. 4, 11, ch. 75-208; s.
1,ch. 77-174;s. 1, ch. 77-349; s. 4, ch. 82-98; s. 2, ch. 83-26; s. 6, ch. 83-282; s. 14, ch. 85-80;s. 12, ch.
86-145; s. 1, ch. 88-358; s. 1, ch. 88-408; s. 3, ch. 90-502; s. 3, ch. 91-85; s. 4, ch. 91-292; s. 1, ch. 92-35;
s. 1,ch. 94-277; s. 14086, ch. 95-147; s. 3, ch. 96-311; s. 34, ch. 96-318; s. 41, ch. 99-2; 5. 29, ch. 2001-266;
s. 20, ch. 2002-1; s. 894, ch. 2002-387; 5. 2, ch. 2005-285; s. 2, ch. 2006-275; 5. 10, ch. 2007-217; s. 16,
ch. 2011-34; s. 3, ch. 2013-36; s. 2, ch. 2018-5.
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CERTIFICATION OF COMPLIANCE WITH FLORIDA'S
CODE OF ETHICS FOR INDIVIDUALS SERVING ON ADVISORY
COMMITTEES (NON-EMPLOYEE)

OF
THE SCHOOL BOARD OF MIAMI-DADE COUNTY, FLORIDA

DUTIES OF PUBLIC OFFICERS:

All prospective and current individuals who are not employees of the Miami-Dade County
Public Schools and who voluntarily serve on advisory committees for the School Board of
Miami-Dade County. Florida understand that as a committee member they are public officers
who must comply with the applicable provisions of Flerida’s Code of Ethics. Chapter 112 of the
Florida Statutes. These committee members also agree to conduct themselves in accordance with
the highest ethical principles in the course of parficipating in School Board related activities.
Committee members further agree to act in the best interests of Miami-Dade County Public
Schools, the education of its students and the community. and to avoid conflict of interests. In
this regard. conmittee members acknowledge and understand the following:

A member of a committee shall not cormiptly use or attempt to use his or her official position or
any property or resource which may be within his or her trust, or perform his or her official
duties, to secure a special privilege, benefit. or exemption for himself. herself, or others.

RESIDENCY REQUIREMENT:

All appointees shall be permanent Miami-Dade County residents and have reputations for
integrity and community service. A member of an advisory comunittee who ceases to be a
Miami-Dade County resident must resign from the committee.

SOLICITATION OR ACCEPTANCE OF GIFTS:

A member of a committee shall not solicit. nor accept anything of value. including a gift, loan,
reward, promise of future employment. favor. or service, based upon any understanding that the
vote by the committee member. official action. or judgment of the committee member would be
influenced by said gift, loan, reward, promise of future employment, favor, or service,

A member of a committee. his or her spouse. or minor child. shall not at any time. accept any
compensation. payment. or thing of value when such committee member knows. or with the
exercise of reasonable care, should know, that it was given to influence a vote or other action in
which the committee member was expected to participate in his or her official capacity.

Page 10of 3
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DISCL.OSURE OF CONFIDENTIAL INFORMATION:

A member of a comumittee may not disclose or use information not available to members of the
general public and gained by reason of his or her official position. except for information relating
exclusively to governmental practices. for his or her personal gain or benefit or for the personal
gain or benefit of any other person or business entity.

CONTRACTUAL REILATIONSHIPS:

A member of a committee shall not have. or hold any employment or contractual relationship
with any business entity or any agency which is subject to the regulation of. or is doing business
with, an agency or which he or she is an officer or employee. nor shall a committee member have
or hold any employment or contractual relationship that will create a continuing or frequently
recurring conflict between his or her private interests and the performance of his or her public
duties or that would impede the full and faithful discharge of his or her public duties.

All advisory committee members must comply with the following requirements:

# No person shall be appointed if. at the time of appointment. the person has filed a lawsuit
against the Board that is pending and /or a challenge to a Board policy.

» Appointees shall not serve on a committee that regulates or monitors their livelihood.

o If an appointee qualifies as a candidate for elective political office during the appointed
term, the qualification shall be deemed a resignation from the committee.

e No person shall be appointed in violation of State or Federal law. or Board policies.

* No person shall be appointed by the Board or an individual Board member to serve
simultaneously on more than two (2) advisory committees. A person may be appointed to
serve simultaneously on more than two committees if appointed by different Board
members.

VOTING REOUIREMENTS:

A member of a committee who is present at his or her respective committee meeting at which an
official decision. ruling. or other official act is to be taken or adopted may not abstain from
voting in regard to any such decision. ruling, or act: and a vote shall be recorded or counted for
each such member present. except when. with respect to any such member. there is. or appears to
be. a possible conflict of interest as explained herein.

Page 2 of 3
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CONFLICT OF INTEREST ASIT RELATES TO VOTING:

A member of a committee shall not vote in an official capacity upon any measure which would
inure to his or her special private gain or loss: which he or she knows would inure to the special
private gain or loss of any principal by whom he or she is retained or to the parent organization
or subsidiary of a corporate principal by which he or she is retained. or which he or she knows
would inure to the special private gain or loss of a relative or business associate of the committee
member. Such committee member shall. prior to the vote being taken, publicly state to the
assembly the nature of the member's interest in the matter from which he or she is abstaining
from voting and. within 15 days after the vote occurs, disclose the nature of his or her interest as
a public record in a memorandum filed with the person responsible for recording the minutes of
the meeting. who shall incorporate the memorandum in the minutes.

Any conunittee member who has a question regarding a potential conflict of interest should
contact the Florida Commission of Ethics and request a formal or informal opinion. whichever is

more appropriate, on the matter.

e Are you currently a resident of Miami-Dade County? [ Yes [ No

e Do you have any pending or current litigation against The School Board of Miami-Dade
County, Florida? [ Yes[ No

¢ Do you have any pending or current claims or challenges against any Board Policies?
[ Yes [ No
s Do you currently serve on any other School Board advisory committees? [ Yes[  No

o If yes, please list those committee(s) and the name(s) of the Board member(s) that
appointed you:

CERTIFICATION:

1 hereby declare that I have read and understood the foregoing and that I agree that I am in
compliance with and will abide by the requirements set forth herein.

Name (Print):
Signature: Date:
Serving on:
Committee
Term Start Date: Term End Date:

Page 3 of 3
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Advisory Committees - Applicability of the
Sunshine Law and the Code of Ethics

The School Board has asked that the Attorney's Office prepare an explanation of the
Florida Sunshine Law as it applies to advisory committees. In researching the subject and
in discussions with advisory committees members, it was found that considerable
misunderstanding exists not only as to the requirements of the Sunshine Law, but also with
respect to certain provisions of the statutory Code of Ethics for Public Officers and
Employees which affect advisory bodies. This memorandum will address both of these
subjects; you may wish to distribute copies to the relevant committees and to responsible
administrators. This memorandum supersedes a previous memorandum dated September
27, 1985, which should no longer be used.

I. THE FLORIDA SUNSHINE LAW
The core provision of the Sunshine Law, Sen. 286.011 (1). Florida Statue reads as
follows:

"All meetings of any board or commission of any state agency or authority or of any
agency or authority of any county, municipal corporation, or political subdivision,
except as otherwise provided in the Constitution, including meetings with or attended
by any person elected to such board or commission, but who has not yet taken office,
at which official acts are to be taken are declared to be public meetings open to the
public at all times, and no resolution, rule, or formal action shall be considered binding
except as taken or made at such meeting."

While this language does not include advisory bodies as such, the cage law from the
Florida Supreme Court and other applicable courts leaves no doubt that advisory
committees to public agencies are covered by the Sunshine Law. Judicial
interpretation of the law has been extensive and expansive, and has tended to apply
the Sunshine Law requirements to "every step in the decision-making process" of an
agency.

There are some exceptions and some areas of uncertainty. In the guidelines which
follow, we are considering all committees established by the School Board or
appointed pursuant to Board authority to act in an advisor%r capacity to the Board.
More difficult questions arise concerning the application of the Sunshine Law to
committee appointed by the Superintendent as the chief executive officer of the school
system, and this memorandum does not attempt to discuss these problems.

A. Substantive Provisions of the Law

The substantive requirments of the Supreme Law may be summarized as follows:
1. All meetings must be open to the public
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2. Minutes of each meeting must be promptly recorded and open to public
inspection.

3. Meetings may not be held at any location which discriminates on the basis of sex,
age, race, gender, color, origin, or economic status or which operates in suc a
manner as to unreasonably restrict public access to such a facility.

4. There are no exemptions or exceptions for "briefing sessions, workshops
meetings, informal discussions" or other meetings, no matter what they may be
called.

5. No two or more members of a committee may meet and discuss any matter on
which foreseable action will be taken by the committee.

6. The law provides severe sanctions and penalties in the event of violations by a
committee or by individual members. Upon proof, a court can invalidate a committee
or by individual members. Upon proof, a Sunshine Law, states attorneys fees
against the School Board and against committee members, and impose criminal
penalties against committee members.

B. Procedure Requirements of the Law

1. While not found in the text of the Sunshine Law, judicial interpretation requires
that reasonable notice of meetings be given to the public. "Notice" should
include the date, time, and place of the meeting, and an agenda or list of
subjects to be considered, if available. The notice should be given within a
reasonable period in advance of the meeting, should be posted in areas where
interested members of the public would expect to look, and should be given to
the media by press releases or by telephone. Advertisements in the media
would be best bust are probably not mandatory.

2. Published or posted notices should include the following legend:

IF APERSON WISHES TO APPEAL ANY DECISION MADE WITH RESPECT
TO ANY MATTER CONSIDERED AT THIS MEETING (HEARING), SUCH A
PERSON SHOULD INSURE THE PREPARATION OF A VERBATIM RECORD
OF THE PROCEEDINGS, INCLUDING THE TESTIMONY AND EVIDENCE
UPON WHICH THE APPEAL IS TO BE BASED.

3. The law requires that a vote "shall be recorded or counted" for each member
present at a meeting. This does not require a roll call vote on every subject;
therefore, voting by "ayes" and "nays" is permissible. Voting by code or secret
ballot is not permissible.
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286.011 Public meetings and records; public inspection; criminal and civil penalties.—

(1) All meetings of any board or commission of any state agency or authority or of any agency or authority of any
county, municipal corporation, or political subdivision, except as otherwise provided in the Constitution, at which official
acts are to be taken are declared to be public meetings open to the public at all times, and no resolution, rule, or formal
action shall be considered binding except as taken or made at such meeting. The board or commission must provide
reasonable notice of all such meetings.

(2) The minutes of a meeting of any such board or commission of any such state agency or authority shall be promptly
recorded, and such records shall be open to public inspection. The circuit courts of this state shall have jurisdiction to
issue injunctions to enforce the purposes of this section upon application by any citizen of this state.

{(3)(a) Any public officer who violates any provision of this section is guilty of a noncriminal infraction, punishable by
fine not exceeding $500.

{(b) Any person who is a member of a board or commission or of any state agency or authority of any county, municipal
corporation, or political subdivision who knowingly violates the provisions of this section by attending a meeting not held
in accordance with the provisions hereof is guilty of a misdemeanor of the second degree, punishable as provided in s.
775.082 or s. 775.083.

{c) Conduct which occurs outside the state which would constitute a knowing violation of this section is a

misdemeanor of the second degree, punishable as provided ins. 775.082 or s. 775.083.

(4) Whenever an action has been filed against any board or commission of any state agency or autherity or any agency
or authority of any county, municipal corporation, or political subdivision to enforce the provisions of this section or to
invalidate the actions of any such board, commission, agency, or authority, which action was taken in violation of this
section, and the court determines that the defendant or defendants to such action acted in violation of this section, the
court shall assess a reasonable attorney’s fee against such agency, and may assess a reasonable attorney’s fee against the
individual filing such an action if the court finds it was filed in bad faith or was frivolous. Any fees so assessed may be
assessed against the individual member or members of such beard or commission; provided, that in any case where the
board or commission seeks the advice of its attorney and such advice is followed, no such fees shall be assessed against
the individual member or members of the board or commission. However, this subsection shall not apply to a state
attorney or his or her duly authorized assistants or any officer charged with enforcing the provisions of this section.

(5) Whenever any board or commission of any state agency or authority or any agency or authority of any county,
municipal corporation, or political subdivision appeals any court order which has found said board, commission, agency, or
authority to have violated this section, and such order is affirmed, the court shall assess a reasonable attorney’s fee for
the appeal against such board, commission, agency, or authority. Any fees so assessed may be assessed against the
individual member or members of such board or commission; provided, that in any case where the board or commission
seeks the advice of its attorney and such advice is followed, no such fees shall be assessed against the individual member
or members of the board or commission.

(6) All persons subject to subsection (1) are prohibited from holding meetings at any facility or location which
discriminates on the basis of sex, age, race, creed, color, origin, or economic status or which operates in such a manner as
to unreasonably restrict public access to such a facility.

(7) Whenever any member of any board or commission of any state agency or authority or any agency or authority of
any county, municipal corporation, or political subdivision is charged with a violation of this section and is subsequently
acquitted, the board or commission is authorized to reimburse said member for any portion of his or her reasonable
attorney’s fees.
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(8) Notwithstanding the provisions of subsection (1), any board or commission of any state agency or authority or any
agency or authority of any county, municipal corporation, or political subdivision, and the chief administrative or
executive officer of the governmental entity, may meet in private with the entity’s attorney to discuss pending litigation
to which the entity is presently a party before a court or administrative agency, provided that the following conditions are
met:

(a) The entity’s attorney shall advise the entity at a public meeting that he or she desires advice concerning the
litigation.

(b) The subject matter of the meeting shall be confined to settlement negotiations or strategy sessions related to
litigation expenditures.

(c) The entire session shall be recorded by a certified court reporter. The reporter shall record the times of
commencement and termination of the session, all discussion and proceedings, the names of all persons present at any
time, and the names of all persons speaking. No portion of the session shall be off the record. The court reporter’s notes
shall be fully transcribed and filed with the entity’s clerk within a reasonable time after the meeting.

(d) The entity shall give reasonable public notice of the time and date of the attorney-client session and the names of
persons who will be attending the session. The session shall commence at an open meeting at which the persons chairing
the meeting shall announce the commencement and estimated length of the attorney-client session and the names of the
persons attending. At the conclusion of the attorney-client session, the meeting shall be reopened, and the person
chairing the meeting shall announce the termination of the session.

(e) The transcript shall be made part of the public record upon conclusion of the litigation.

History.—s. 1, ch. 67-356; s. 159, ch. 71-136; s. 1, ch. 78-365; s. 6, ch. 85-301; s. 33, ch. 91-224; s. 1, ch. 93-232; s. 210, ch. 95-148; 5. 1, ch.
95-353.
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CTE Curriculum Frameworis

2022-75 CTE CURRICULUM 2022-23 CTE Curriculum Frameworks

FRAMEWORKS

The Career & Technical Education (CTE) Programs section is responsible for developing and maintaining educational
programs that prepare individuals for occupations important to Florida's economic development. Each program is aligned
to a career cluster and is detailed in curriculum frameworks. With partners from education, business and industry, and
trade associations, the curriculum frameworks include program standards that are both academically integrated and
responsive to business and industry,

2022-23 CTE Curriculum
Frameworks

2021-22 CTE Curriculum
Frameworks Click on one of the career clusters listed below to access a curriculum framework.

Apprenticeship Programs + Agriculture, Food & Natural Resources

* Architecture & Construction

* Arts AV Technology & Communication
* Business, Management & Administration
* Education & Training

Energy

Epgineering & Technology Education
Finance

Government & Public Administraticn
Health Science

Hospitality & Tourism

* Human Services

Information Technology

Law, Public Safety & Security
Manufacturing

Marketing, Sales & Service
Transportation, Distribution & Logistics
Additional CTE Programs/Courses

o Diversified Education

CTE Pathway Option for a o Instructional Support Services (Special Needs)
Standard High School Diploma e Other Career and Technical Education Programs

CAPE - Postsecondary

CAPE - Secondary

Career & Adult Education
Technical Assistance

-

Career & Technical Education
Graduation Pathway Archive

College & Career Planning

CTE Homepage

CTE Program Resources

CTE Staff
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Book Policy Manual

Section 9000 Community Relations

Title NOTICE OF DISTRICT ADVISORY COMMITTEE MEETINGS
Code po9125

Status Active

Adopted May 11, 2011

Last Revised September 7, 2011

9125 - NOTICE OF DISTRICT ADVISORY COMMITTEE MEETINGS

The Superintendent and administrative staff are encouraged to provide for the creation of appropriate
organizations such as councils, cabinets, and committees that will foster communication with the community,
parents, and staff and support the District’s objectives.

All District advisory committee and sub-committee meetings shall be held in open public sessions and all materials
made in connection with official business of these meetings and not exempt from disclosure pursuant to Florida
statutes are open for public inspection, pursuant to Florida's Government-in-the-Sunshine and Public Records Laws,
F.S. Chapters 286.011 and 119. School Board members shall have the right to attend and may participate in any
School District advisory committee meeting.

District advisory committees, attendance boundary committees, Educational Excellence School Advisory Councils
(EESACs), Board committees, and all other committees that advise the Board are to use the following procedures
for publication and posting of the District’s meeting announcements.

A notice of a meeting at a location other than the Board Administration Building (SBAB) must be posted in a public
area, such as a school lobby, where interested persons will see it at least five (5) working days before the meeting
is to take place. All District advisory meetings and sub-committee meetings must be posted electronically to the
Board’s Citizen Information Center at least five (5) working days prior to the meeting. A District-recognized holiday
or recess will not count as one (1) of the five (5) days. The day of posting will count as the first of the five (5) days
so long as the notice is posted before 10 a.m. The day of the meeting will count as the fifth day if the meeting is
held after 4:30 p.m. The notice must reference the meeting’s subject. If one exists, a copy of the agenda for the
meeting must be provided to the Board’s Citizen Information Center (SBAB Room 158, FAX 305-995-1151, Work
Location No. 9043).

Procedures for posting notices of meetings can be found in the User Guide at http://ehandbooks@dadeschools.net.
Postponed or Cancelled Meetings

If a meeting has been advertised but cannot be held and must be cancelled due to circumstances beyond the
District’s control (i.e., act of God or force majeure war, labor strike, or extreme weather), the re-notice of the
meeting shall only require forty-eight (48) hours notice for the meeting.

Cancellations of meetings must also be posted. To cancel a meeting, locate the meeting on the District’s web site,
and use the password provided at the time of posting. Upon receipt of the e-mail confirming cancellation, the
hardcopy of the notice of cancellation should be printed and used to replace or cover the original meeting
announcement at the work location.
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Additional Requirements
A, Minutes of all meetings must be kept.

B. The following statement should appear on every notice of a meeting: "If a person wishes to appeal any
decision made with respect to any matter considered at this meeting (hearing), such a person should
ensure the preparation of a verbatim record of the proceedings including the testimony and evidence upon
which the appeal is to be based.”

C. Committees should conduct some form of vote on all substantive issues that are to be recommended to the
Board.

D. No meeting may be held at any facility or location that discriminates on the basis of sex, race, color,
religion, ethnic or national origin, political beliefs, marital status, age, gender, gender identification, sexual
onentation, social and family background, linguistic preference, disability, or economic status or that
operates in such a manner as to unreasonably restrict public access to such a facility.

E. The following access statement must appear on every notice of a meeting:

"If you have a disability that requires an accommodation, you may call the individual listed as the Contact
Person for the above-posted meeting or call the Telecommunications Device for the Deaf (TDD) at (305)
995-2400. Requests for accommodations or assistance must be made at least forty-eight (48) hours in
advance. For special equipment (chair lifts, special wheel chairs, etc.) or other special assistance, such as a
sign language interpreter or meeting materials, the request for assistance must be made at least five (5)
days in advance." Should you have any questions or concerns regarding compliance with the Americans
with Disabilities Act (ADA), you should contact the Division of Facilities ADA Compliance, at (305) 995-
4650.

Effective 7/1/11
Revised 9/7/11

©Miami-Dade, 2011

Legal F.S. Ch. 119, 286.011, 1001.41(1)(2), 1001.42(23), 1001.43(10), 1001.452
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The School Board of Miami-Dade County, Florida adheres to a policy of nondiscrimination in employment and educational
programs/activities and strives affirmatively to provide equal opportunity for all as required by:

ANTI-DISCRIMINATION POLICY

Title VI of the Civil Rights Act of 1964 - prohibits discrimination on the basis of race, color, and national origin, including
actual or perceived shared ancestry or ethnic characteristics, or citizenship or residency in a country with a dominant
religion or distinct religious identity.

Title VII of the Civil Rights Act of 1964 as amended - prohibits discrimination in employment on the basis of race, color,
religion, sex, and national origin.

Title IX of the Education Amendments of 1972 - prohibits discrimination on the basis of sex. M-DCPS does not
discriminate on the basis of sex in any education program or activity that it operates as required by Title IX. M-DCPS also
does not discriminate on the basis of sex in admissions or employment.

Age Discrimination Act of 1975 - prohibits discrimination based on age in programs or activities.

Age Discrimination in Employment Act of 1967 (ADEA) as amended - prohibits discrimination on the basis of age with
respect to individuals who are at least 40 years old.

The Equal Pay Act of 1963 as amended - prohibits gender discrimination in payment of wages to women and men
performing substantially equal work in the same establishment.

Section 504 of the Rehabilitation Act of 1973 - prohibits discrimination against qualified students with disabilities.
Americans with Disabilities Act of 1990 (ADA) - prohibits discrimination against individuals with disabilities in employment,
publicservice, public accommodations, and telecommunications.

The Family and Medical Leave Act of 1993 (FMLA) - requires covered employers to provide up to 12 weeks of unpaid,
job-protected leave to eligible employees for certain family and medical reasons.

The Pregnancy Discrimination Act of 1978 - prohibits discrimination in employment on the basis of pregnancy, childbirth,
or related medical conditions.

Florida Educational Equity Act (FEEA) - prohibits discrimination on the basis of race, color, sex, gender, national origin,
religion, marital status, or disability in public education.

Florida Civil Rights Act of 1992 - secures for all individuals within the state freedom from discrimination because of race,
color, religion, sex, pregnancy, national origin, age, handicap, or marital status.

Title Il of the Genetic Information Nondiscrimination Act of 2008 (GINA) - prohibits discrimination against employees
or applicants because of genetic information.

Boy Scouts of America Equal Access Act of 2002 - No public school shall deny equal access to or a fair opportunity for
groups to meet on school premises or in school facilities before or after school hours, or discriminate against any group
officially affiliated with Boy Scouts of America or any other youth or community group listed in Title 36 as a patriotic
society.

Veterans are provided re-employment rights in accordance with 38 U.S.C. § 4312 (Federal Law) and Section 295.07
(Florida Statutes), which stipulate categorical preferences for employment.

In Addition:

School Board Policies 1362, 3362, 4362, and 5517 - Prohibit harassment and discrimination against students,
employees, or applicants on the basis of age, citizenship status, color, disability, ethnic or national origin, FMLA, gender,
gender identity, genetic information, linguistic preference, marital status, political beliefs, pregnancy, race, religion, sexual
harassment, sexual orientation, social and family background, and any other legally prohibited basis. Retaliation for
engaging in a protected civil rights activity is also prohibited.

For additional information about Title IX or any other discrimination/harassment concerns, contact the U.S.
Department of Education Office for Civil Rights or:

Office of Civil Rights Compliance (CRC)

District Director/Title IX Coordinator

155 N.E. 15th Street, Suite P104E Miami, Florida 33132
Phone: (305) 995-1580 TDD: (305) 995-2400

Email: crc@dadeschools.net

Website: https://hrdadeschools.net/civilrights

Revised 06/2024
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