
Osbourn High School 
A Governor’s STEM Academy 

 
 

Program Advisory  

Council Information 
 

 

 

 

2019-20  



  



Outline to Guide Your Advisory Council Meeting 
 

1. Welcome and opening remarks 

2. Introduction and background information about each committee member 

3. Explain the role of the committee and how it is expected to be of assistance to your program 

4. Brief sketch of the history of your program 

5. Identify key program objectives 

6. Share program standards 

a. Brief overview of curriculum structure 

b. Industry certifications 

7. Outline any concerns or issues that the program is facing 

8. Gather input from committee members on program relevance 

a. Meeting industry knowledge standards and expectations 

b. Meeting industry skills base 

c. Having industry relevant equipment and resources 

9. Cooperative education opportunities for students 

10. Ideas for growth 

11. Organization of the committee 

a. Selection of a committee chair and secretary (if possible) 

b. Set additional dates for meetings (Encourage them to take the lead on this.  Their schedules are 

different than ours.) 

12. Other items of interest or concern 

13. Adjournment 

  



ADVISORY COMMITTEE FUNCTIONS 
 

Members of your education advisory committee play an important and necessary role in the development of a 

successful education program.  Members must also understand from the beginning that the committee has no 

administrative policy-making or legislative authority. 

 

A well-functioning advisory committee will— 

 
 Evaluate the current education program to determine if it is providing realistic and current preparation and training 

for students. 

 Review all features of the program – goals, competencies, curriculum, lesson plans and classroom and lab formats 

– and evaluate over-all program effectiveness. 

 Assist in conducting surveys and interpreting survey data. 

 Identify the most recent educational and employment trends in specific businesses and industries, and determine 

those education programs needed to provide preparation for jobs in the community. 

 Provide advice on the establishment and maintenance of a realistic education program. 

 Provide advice about curricula content, training techniques and equipment. 

 Investigate the types of facilities and equipment currently used in business and industry. 

 Assist in the preparation and selection of course materials. 

 Research and explain technical information. 

 Inform school personnel of changes in the labor market. 

 Determine student and community interest in cooperative education and adult classes. 

 Inform the school about business and industry personnel needs. 

 Act as a change agent to increase the education program’s relevance. 

 Follow up on recommendations made to education coordinators, instructors, administrators and the local board of 

education. 

 Research and recommend changes in education programs. 

 Suggest new or modified curricula. 

 Help secure training stations and assist in the placement of program graduates. 

 Assist with the development of student placement programs. 

 Assist and counsel students preparing to enter job market. 

 Identify places for internships and cooperative work experiences. 

 Recommend policies for internships and cooperative work programs. 

 Provide advice on types of students best suited for participating in cooperative work programs. 

 Assist in implementing procedures to provide students release time for part-time jobs. 

 Provide input and support for legislation and corresponding funding at the local, state and federal levels. 

 Suggest and support local, state and national action regarding education programs: attend legislative meetings, 

write letters, promote education programs. 

 Provide financial assistance to education programs: arrange for donations, establish student scholarships and 

awards. 

 Act as a communications link to assist in the development of community understanding of and support for the 

education program. 

 Encourage cooperation and a better understanding of education programs among employers, students and the 

general public. 

 Develop plans for recognizing outstanding students. 

 Serve as a communications link within the community. 

 Provide a service to the education program. 

 Assist in securing meeting places for adult classes, advisory committee meetings, competitive events and special 

demonstrations. 

 Recommend resource personnel, guest speakers and instructors for education programs. 

 Serve as judges for local awards and contests. 

 Help plan special events: Career and Technical Education Week, National Student Organization Week, 

competitive events, banquets and other social activities. 

  



POINTERS FOR SUCCESS WITH YOUR ADVISORY COMMITTEE 
 

 Send a letter to each new committee member, signed by the highest possible school official, appointing 

the representative to the committee. 

 Provide biographical information about the chair-person and other members of the committee to each 

new member. 

 Communicate your program’s purpose and goals so committee members can provide on-target advice 

and guidance. 

 Tell committee members exactly what is expected of them in the way of advice, assistance, cooperation 

and time.  Provide a written position description. 

 Familiarize committee members with education staff and the school environment. 

 Continually provide committee members with information concerning educational developments at the 

local, state and national levels. 

 Occasionally invite committee members to attend school functions, board of education meetings or state 

board meetings. 

 Inform committee members of happenings in other schools and school systems. 

 Demonstrate your own enthusiasm for and commitment to the committee’s role in improving your 

program. 

 Invite committee members to the school, and be willing to spend some time with them. 

 Provide opportunities for representatives to meet with students several times during the school year. 

 Select a representative from each graduating class to serve as an ex-officio member for one year to help 

determine the effectiveness of committee action. 

 Form subcommittees of three to four members to address specific issues and accomplish specific tasks. 

 Schedule meetings at a convenient time, preferably at the school. 

 Notify committee members of meetings at least two weeks in advance. 

 Keep meetings within a reasonable time limit. Industry and business representatives are accustomed to 

crisp, business-like procedures. 

 Before each meeting, provide members with an agenda containing a brief background statement of the 

problems to be discussed and possible solutions for each. 

 Provide recognition in newspaper articles, presentations, your program’s annual report and at banquets. 

  



Osbourn High School 
 

ADVISORY COMMITTEE MEETING SUMMARY 
 

PROGRAM AREA: ____________________________________________________________ 
 

MEETING DATE: ___________  START: __________  ADJOURN: _________ 

 

COMMITTEE CHAIRPERSON: ______________________________________ 

COMMITTEE MEMBERS/GUESTS ATTENDING: 

___________________________________ ___________________________________ 

___________________________________ ___________________________________ 

___________________________________ ___________________________________ 

___________________________________ ___________________________________ 

___________________________________ ___________________________________ 

 

APPROVAL OF MINUTES OF LAST MEETING 
 

Review the minutes of the last meeting.  Allow for corrections. 

 

PLEASE CHECK ONE OF THE ITEMS LISTED BELOW: 

_____ The minutes of the last meeting were approved as read. 

_____ The minutes of the last meeting were approved after the following changes were  

            made: Please list the changes and the person making the changes. 

 



REVIEW RECOMMENDATIONS FROM LAST YEAR: 

 

Review the recommendations made last year and provide the Occupational Advisory Committee an update on 

the status of last year’s recommendations. Have your committee react to the status of last year’s 

recommendations. (Review Directors feedback in binders) 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

 

ENROLLMENT 
 

Review the enrollment of your program with your Occupational Advisory Committee.  Discuss student 

recruitment of your program and how your committee could be more involved with student recruitment. List 

specific ways that can help with student recruitment. 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

 

SAFETY PROGRAM: 

Review the safety program for your program with your committee.  Have your committee react to the safety 

program. 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

 

 

 



PROGRAM ________________________________________________________ 

  

Curriculum, Support Services, Staff/Instruction Reporting Form 
Program Objectives Completely 

Achieved 

Satisfactory Unsatisfactory Unsure 

1.  Program objectives are well defined     

2. Program Objectives are measurable     

3. Program outcomes are measured     

Program Content     

1. The training is directly related to employment in the community/region     

2. The training reflects current trade philosophy and practices     

3. The training establishes the climate needed to develop appropriate skills and 

abilities needed in the relevant occupation 

    

4. Instruction included employability skills such as good work habits, 

communications and human relations skills, preparation of resume, 

interviewing techniques, etc. 

    

5. Program content reflects all aspects of the industry     

6. The curriculum is competency-based     

7. There is a balance between academic, theoretical and hands on skills     

8. The career and technical curriculum is integrated with academic curriculum     

9. The curriculum accommodates variations in students’ abilities, interests and 

learning styles 

    

10. Student organizations are available and encouraged as part of the curriculum     

11. Safety is an integral part of the curriculum     

12. The curriculum has been developed with the cooperation and advice of the 

occupational advisory committee 

    

13. Follow up information is systematically used to make improvements     

14. The curriculum provides a pretest/post test to determine improvement in 

student proficiency 

    

15. Cooperative/clinical occupational programs are available to students     

16. Instruction is provided in the maintenance and repair of equipment, where 

appropriate Instruction is provided in the maintenance and repair of equipment, 

where appropriate 

    

Support Services     

1. The program has effective recruitment, placement, and follow-up services     

2. Employment and job placement information is available to all students     

3. Sufficient staff is available to provide classroom support to students with 

special needs and those nontraditional status 

    

Staff/Instruction     

1. Instructional staff practice current skills and techniques in their occupational 

area 

    

2. Instructional staff are periodically updated in their skills area through training, 

employment or in-service workshops 

    



3. Instructional staff maintain contact with employers and former students     

4. The  instructor is teaching the curriculum as stated in the course outline     

5. Field trips to related job sites are provided     

6. Visitations by specialists from business and industry are provided     

7. Placement data and employer satisfaction data are utilized in evaluations of the 

curriculum, instruction, tools and equipment 

    

 

Curriculum, Support Services, Staff/Instruction 

Summary of Suggestions and Recommendations 

 
 

Committee Suggestions and Recommendations: 

 

1. 

 

2. 

 

3. 

 

4. 

 

5. 

 

 

Teacher/Instructor Response:                                                                                    Date________________ 

 

1. 

 

2. 

 

3. 

 

4. 

 

5. 

 

 

Administrative Response:                                                                                          Date_________________ 

 

1. 

 

2. 

 

3. 

 

4. 

 

5. 

 

 

 

 



Facilities Reporting Form 

 
 Completely 

Achieved 

Satisfactory Unsatisfactory Unsure 

1. The room provides the most advantageous use of space available     

2. Room lighting is adequate for the health and safety of the 

students 
    

3. The room/lab areas are clean     

4. Tools and equipment are arranged in an orderly in an orderly and 

task appropriate manner 
    

5. The area has adequate storage facilities for permanent and 

consumable supplies 
    

6. Panic buttons are in operating condition     

7. Strategic floor areas are properly lined     

8. Strategic floor areas are free of obstructions     

9. There are adequate storage facilities for flammable and toxic 

materials 
    

10. There is adequate ventilation for flammable and toxic materials     

11. Fire extinguishers are visible, accessible, properly maintained and 

adequate in number 
    

12. Classroom space for instruction in related theory is adequate     

13. The classroom/shop/laboratory temperature is comfortable     

14. The classroom/shop/laboratory is large enough for the number of 

students served 
    

15. Persons with disabilities are accommodated in the 

classroom/shop/lab 
    

16. Students have appropriate access to equipment and supplies     

17. As much as possible, the laboratory area mirrors the 

accommodations found in the workplace 
    

 

 

 

 

 



Facilities 

Summary of Suggestions and Recommendations 

 
 

Committee Suggestions and Recommendations: 

 

1. 

 

 

2. 

 

 

3. 

 

 

4. 

 

 

5. 

 

 

Teacher/Instructor Response:                                                                                    Date________________ 

 

1. 

 

 

2. 

 

 

3. 

 

 

4. 

 

 

5. 

 

 

Administrative Response:                                                                                          Date_________________ 

 

1. 

 

 

2. 

 

 

3. 

 

 

4. 

 

 

5. 

 

 

 



II. EQUIPMENT AND SUPPLIES 

 

Equipment and Supplies Reporting Form 

 
 Completely 

Achieved 

Satisfactory Unsatisfactory Unsure 

1.  The supply of tools and equipment is adequate 

to implement the curriculum 

    

2. Equipment and tools meet current industry 

standards and are appropriate for teaching the 

occupational skills for that business/industry 

    

3. The condition of the equipment indicates proper 

care and maintenance 

    

4. Equipment should meet OSHA safety standards 

with respect to guards, shields, grounding, etc. 

    

5. Safety protection (safety glasses, shields, etc.) is 

provided and instruction in the proper use of 

them is provided 

    

6. Supplies are adequate to implement  program 

objectives 

    

7. An inventory of equipment is maintained by the 

teacher or other staff members 

    

8. A schedule for repair and replacement of 

equipment, tools and supplies is maintained 

    

9. A security system for the use of tools, equipment 

and supplies is maintained 

    

10. Material Safety Data Sheets (MSDS) are 

provided for each flammable, toxic or explosive 

material as recommended by OSHA 

    

 

Recommendations on Equipment and Supplies: 

1. What additional equipment is recommended to meet today’s industrial/occupational skill standards? 

 

2. What equipment is recommended for replacement within the next two years? 

 

3. What equipment is recommended for replacement within the next five years? 

 

4. Other recommendations: 

 

Comments: 

 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

 



Equipment and Supplies 

Summary of Suggestions and Recommendations 

 
 

Committee Suggestions and Recommendations: 

 

1. 

 

 

2. 

 

 

3. 

 

 

4. 

 

 

5. 

 

 

Teacher/Instructor Response:                                                                                    Date________________ 

 

1. 

 

 

2. 

 

 

3. 

 

 

4. 

 

 

5. 

 

 

Administrative Response:                                                                                          Date_________________ 

 

1. 

 

 

2. 

 

 

3. 

 

 

4. 

 

 

5. 

 

 

 



PROGRAM ASSESSMENT: 

Review with the committee industry certifications that your students can receive.  Discuss the state suggestion 

that students attain an industry certification through your program. Suggested industry certifications: 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

COMMENTS: 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

 

PLACEMENT: 

Review placement data for your program with your advisory council.  Positive placement includes post-

secondary, colleges, technical schools, etc., military service, and employment. 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

 

Discuss the employability skills provided through your program.  Resume writing, job applications, interviewing 

techniques, job search techniques, etc. 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

 

 



STUDENT ORGANIZATION OPPORTUNITIES: 

Explain how the student organization relates to your program and functions as an integral part of your 

instruction.  Have the committee react to the club.  Secure suggestions and recommendations. 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

ARTICULATION AGREEMENTS: 

Review any articulation agreements that your program has with any post-secondary institutions.  Solicit support 

or ideas from members of your committee that will enable new articulation agreements with post-secondary 

institutions. 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

  



REVIEW RECOMMENDATIONS FROM LAST YEAR: 

 

Review the recommendations made last year and provide the Occupational Advisory Committee an update on 

the status of last year’s recommendations. Have your committee react to the status of last year’s 

recommendations. 

 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 


