Sample Teacher’s Evaluation Form

Advisory Committee Annual Assessment

1. Number of meetings this year. ____

2. Percentage of committee members who attended all meetings this year.

100% 90% 80% 70% 60% 50%

3. Number of current members who have served on committee for

____ more than two years

____ two years

____ one year

____ just appointed

4. ____Yes ____No Membership appointments are staggered so that continuity is

maintained.

5. Committee has appropriate representation:

____Yes ____No both sexes

____Yes ____No racial and ethnic populations served by the school

____Yes ____No occupational area(s) for which training is provided

____Yes ____No students and/or former students served by the program

____Yes ____No current and/or former employers of students

____Yes ____No parents of students enrolled in the program

6. ____Yes ____No Committee has written guidelines for operation.

7. ____Yes ____No Committee members are informed in writing about purpose,

function and responsibility of the committee.

8. ____Yes ____No Agenda is distributed to committee members prior to meetings.

9. ____Yes ____No Minutes of meetings are distributed to local school

administration, as well as to each committee member.

10. ____Yes ____No Committee members are given public recognition by the

career and technical education program.

11. ____Yes ____No Recommendations made by the committee are given serious

consideration by local program personnel and administration.

12. ____Yes ____No Members are informed of action taken on advisory committee

recommendations.
Sample Advisory Committee Minutes

[_________ HIGH SCHOOL]

[Program]

ADVISORY COMMITTEE MINUTES

[DATE OF MEETING]

MINUTES
Members Present. Karen Long (Chair), Helen Chen, Chuck Dunn, Cecilia Day, Carrie

Johnson, Kris Kristoph, Lane Nelson, Carl Cox and Mattie Walk.
Members Absent. Elizabeth Alexander, Brad Luftus.
Other Present. Dr. Jane Doe, Vocational Director.
Call to Order. Committee Chair Karen Long called the meeting to order at 12 noon and

expressed appreciation for attendance and participation. She stressed the importance of the

committee’s continuing support and assistance. Dr. Jane Doe, Vocational Director, greeted

the committee. Her greeting further assured the committee of its importance to the

educational goals and program vitality.
Minutes. Minutes of the last meeting were approved as submitted.
Unfinished Business. No unfinished business was brought before the committee.
New Business. Ms. Long asked the committee to make suggestions concerning “What new

requirements does the health field ask of entry-level employees?”

Mr. Nelson indicated that a computer or data processing background would be helpful for

employees since most tasks require the use of a central computer connecting all county

hospitals. Ms. Johnson further emphasized the need for computer training. She indicated

that a job applicant with computer knowledge has an advantage. It was the consensus of the

committee that computer training should be added to the Health Careers program as soon as

possible. The chair was asked to appoint a subcommittee to investigate several kinds of

computers and software for possible purchase. A report should be given at the next advisory

committee meeting.
Announcements: 

Adjournment. The meeting was adjourned at 1:05 pm.

_______________________________



_______________________

Mattie Walk, Secretary






Date Approved
Sample Notice of Meeting

[Date]
[Ms. Louise Pederson, Employment Specialist]

[Glendale Job Service]

[398 Oaklawn]

[Glendale, AZ 85301]
[Dear Louise:]
The next meeting of the [Hospitality] Program Advisory Committee will be [time/date]

at [location]. Enclosed is a copy of the agenda for the meeting. We plan to tour the

facility and discuss curriculum concerns. We want to provide a [Hospitality Program]

that will satisfy community needs and your input is important.

We look forward to seeing you. Please notify me if you cannot attend—[555-0000].
Sincerely,
[Tom Schneider, Committee Chair]

[Hospitality Program Advisory Committee]
Sample Agenda for Meeting to Organize Committee
[INDUSTRIAL TECHNOLOGY] ADVISORY COMMITTEE

[CENTRAL HIGH SCHOOL—ROOM 2]

[DATE — 7-9 pm]

Call to Order   [-Committee Chair]

Welcome and Introduction of Member and Guests[-Committee Chair and Program Instructor]

Approval of Minutes

Role of the [Industrial Technology] Advisory Committee[-Committee Chair]

Overview of the [Industrial Technology] Program and Tour of Facility[-Instructor]

Unfinished Business

Report of Response to Previous Committee Recommendations

Update on Program of Work for Year

New Business

Discussion of a Program of Work

Establish Time, Date and Location of Next Meeting

Assess Equipment and Facilities

Scheduling of Next Meeting[-Committee Chair]

Adjourn

Sample Local Advisory Committee Bylaws
[HEALTH CAREERS]

ADVISORY COMMITTEE BYLAWS

Article I: Name

The name of the committee shall be the [School/Institution] [Health Careers]

Advisory Committee.

Article II: Purpose

The purpose of this committee shall be to advise, assist and support and advocate for

the [Health Careers] program on matters that will strengthen instruction and expand

learning opportunities for students.

Article III: Members

Section 1. Members shall be selected and appointed by the program coordinator,

advisory committee or administration.

Section 2. Members shall represent a cross-section of the industry or occupation

for which training is provided and the community served by the

program.

Section 3. Member terms shall be three years, with one-third of the membership

appointed each year. No member shall serve consecutive terms, but

a former member may be re-appointed after a one-year absence from

the committee.

Article IV: Officers

Section 1. Officers shall be a chair, vice-chair and secretary. These officers

shall be the Executive Council for the advisory committee.

Section 2. Duties of officers shall be those commonly ascribed to these offices.

Section 3. Officers shall be elected by simple majority at the first meeting of the

school year. Officers may be re-elected.

Article V: Meetings

Section 1. A quorum shall consist of a simple majority of appointed members.

Section 2. Decisions will commonly be made by consensus. A formal vote shall

be taken when a decision is to be forwarded to the instructor or

administration as a recommendation.

Article VI: Subcommittee

Section 1. Subcommittees shall be appointed by the chair as needed to

accomplish the program of work.

Article VII: Parliamentary Authority

Except as otherwise provided in its Bylaws, the advisory committee shall be governed

in its proceedings by the current edition of Robert’s Rules of Order, Newly Revised.

Article VIII: Amendment of Bylaws

These bylaws may be amended at a meeting of the committee by a two-thirds vote.

Bylaws adopted [date]

Bylaws amended [most recent amendment date]

Sample Confirmation Letter
[Date]

[Mr. John Busher, Owner]

[Cellular World]

[10011 Scottsdale Road]

[Scottsdale, AZ 85254]

[Dear Mr. Busher:]

[Paradise Valley School District] thanks you for your willingness to serve on the Local

Advisory Committee for the [Business Education] program. Your experience in this field

and active participation on the committee will contribute significantly to our effort to

offer the best [Business Education] program possible.

[Ms. Doe, Business Education Dept. Chair] or [D.B. Stone,] [Business Education] Advisory

Committee Chair will contact you to provide you with a tentative agenda and other materials.

This meeting will help you better understand the role of the committee and how you can

contribute. Thank you for your interest in Career and Technical Education.

Sincerely,

[Administrator]

[Paradise Valley High School]

Sample Invitation Letter
[Date]

[Ms. Linda Edwards, Deputy Mayor]

[City of Tucson]

[213 West Lyons]

[Tucson, AZ 85749]

[Dear Ms. Edwards:]

You have been recommended for membership on the Local Advisory Committee for the

[Marketing Education] program. The committee is composed of business, industry and

civic representatives from the community. The goal of the committee is to improve career

and technical preparation for students by developing closer cooperation between business

and education. Your knowledge of training needs and worker competencies would be

valuable to the program.

There will be two or possibly three meetings a year. I will telephone you later this week

about your potential commitment and to answer any questions you may have.

We invite you to become a member of the advisory committee. We look forward to working

with you to advance the goals of our program and broaden opportunities for youth in the

community. If you need additional information, please feel free to call me at [555-0000].

The committee looks forward to working with you.

Sincerely,

[John Doe, Marketing Education Coordinator]

[Sabino High School]

Sample Letter to Committee Member’s Supervisor
[Date]

[Mr. Mark Montoya, Director of Marketing]

[Phoenix Coyotes]

[321 South Slapshot Road]

[Phoenix, AZ 85007]

[Dear Mr. Montoya:]

Arizona Career and Technical Education and the [Trevor G. Browne High School]

administration appreciate the important role that [committee member] of your organization

has played in helping to develop the [Marketing Education] program at [Trevor G. Browne

High School]. [She/He] has faithfully attended the [Marketing Education] Advisory

Committee meetings throughout the school year and participated in related activities. With

[committee member’s] help, we have improved learning experiences for students.

We are grateful that [committee member] served on our [Marketing Education] Advisory

Committee.

Sincerely,

[Administrator]

[Trevor G. Browne High School]

Sample Thank-you Letter to Committee Member
[Date]

[Mr. Don Johnson, Assistant Vice President]

[Honeywell Corporation]

[134 South 36th Street]

[Phoenix, AZ 85007]

[Dear Mr. Johnson:]

Thank you for your dedicated service on the [Industrial Technology] Advisory Committee.

This program’s effectiveness depends upon the cooperation and participation that you have

so freely given.

With your help and recommendations, we have developed a better program that will prepare

students for successful careers. Our students have already benefited from your ideas, and

we plan to make other improvements resulting from your suggestions.

Please accept my sincere appreciation.

Sincerely yours,

[John Doe, Industrial Technology Instructor]

[Gilbert High School]

