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I N T R O D U C T I O N

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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R AT I O N A L

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:

• 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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T Y P E S  O F  A D V I S O R Y  C O M M I T T E E S

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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O R G A N I Z I N G  A D V I S O R Y  C O M M I T T E E S

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.

• 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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O R G A N I Z I N G  A D V I S O R Y  C O M M I T T E E S

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.

• 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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O R G A N I Z I N G  A D V I S O R Y  C O M M I T T E E S

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

committee members (see Appendices G and H):

• Owners

• Employee supervisors

• Employees

• Personnel directors

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

Representatives of the following groups may be included:

• Industry

• Business

• Labor and manpower commissions

• 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:

• 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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O R G A N I Z I N G  A D V I S O R Y  C O M M I T T E E S

Checklist

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

• 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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U T I L I Z I N G  A D V I S O R Y  C O M M I T T E E S

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)

• Terms of service for members

• 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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U T I L I Z I N G  A D V I S O R Y  C O M M I T T E E S

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.

• 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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U T I L I Z I N G  A D V I S O R Y  C O M M I T T E E S

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.

• 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.

• 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.
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U T I L I Z I N G  A D V I S O R Y  C O M M I T T E E S

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.
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U T I L I Z I N G  A D V I S O R Y  C O M M I T T E E S

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.
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U T I L I Z I N G  A D V I S O R Y  C O M M I T T E E S

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:

1. Personally welcome members, guests, and program instructors.

2. Start meeting on time.

3. Welcome members and guests - Self-introductions.

4. Brief explanation of business procedures.

5. Review and clarify old minutes at meeting - Vote for approval.

6. Preside over meeting - Follow the agenda.

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

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

9. 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.
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U T I L I Z I N G  A D V I S O R Y  C O M M I T T E E S

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.

3. 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.

5. 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).
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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 

a term.

• 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;

• 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;

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

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.

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

• Compare the needs assessment to program enrollment and attrition.

• Recommend optimum length of courses or programs, with suggestions for any changes.

• 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.

• 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:

• Assist with a survey of local employment needs.

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

• 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;

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

• 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;

• Survey of businesses and industries to continually identify new procedures, equipment, and materials used, 

including the task inventory, analysis, and members’ professional experience; and

• 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.

ADVISORY COMMITTEE HANDBOOK

A D V I S O R Y  C O M M I T T E E  F U N C T I O N S



2 2

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:

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

• 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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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 I - 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 II - 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 Ill - 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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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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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:

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 II 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
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