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PREFACE

Occupational Advisory Committees are made up of people like yourself working
together to improve technical education in your field. Your efforts will help the
school satisfy the needs of your business by providing people who are well on the
way to becoming qualified practitioners in your occupation. Your efforts should
also help others decide that technical education is an effective means to
ultimately satisfy their personal needs.

You have been selected to help in this endeavor because of your knowledge and
experience in an occupation and because you have expressed an interest in
helping. But while these qualities are necessary to success, their full benefit will
not be realized unless you know where and how to apply them. This handbook
should help you do that.

Your committee will work with the Executive Advisory Committee (EAC) which
provides advice relative to the entire school as opposed to a department or
occupation. The EAC recognizes that most people are busy and have little time to
waste. We want you to be as effective as possible as quickly as possible. To that
end we have worked with the school administration in preparing this handbook.
We hope you learn as much from reading it as we did preparing it.

Chairperson

Executive Advisory Committee
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THE ORGANIZATIONAL ROLE OF
THE OCCUPATIONAL ADVISORY COMMITTEE

The Mission of Eastern Center for Arts and Technology, a leader in technology and
in developing innovative, responsive programs, is to equip all students with the
skills, knowledge, and attitudes necessary to select, enter and succeed in a career
and to anticipate and adapt to change by providing high quality technical
instruction and specialized services.

EASTERN uses a network of Advisory Committees to ensure that we provide
quality programs that meet student, community, and Executive business/industry
needs. This partnership approach to educational planning is achieved through the
efforts of the Occupational Advisory Committee (OAC) under the direction of the
Executive Advisory Committee (EAC).

The Occupational Advisory Committee reports findings and recommendations to
the Executive Advisory Committee and additionally provides advice to the
educators, administrators and the governing board regarding the relevancy and
direction of a specific program.

The following Table of Organization shows the position of the Occupational
Advisory Committee within the network of administrative and decision-making
bodies at EASTERN. Effective communication within this network is vital to the
success of the advisory committees.
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GOVERNANCE OF THE SCHOOL
Joint Committee

Policy decisions are made by the Joint Committee, which is composed of nine
members who represent our nine participating school districts. They meet
monthly on the second Wednesday of the month except in July. At its monthly
meeting, the Joint Committee deals with financial, personnel, student recognition,
committee, and policy matters.

Administrative Advisory Committee

Superintendents of our school districts play an integral role in EASTERN's
operation. They meet monthly with Dr. Cathleen Plesnarksi, the school's director,
to ensure that programs offered at EASTERN meet the needs of their district,
make recommendations to the Joint Committee, and oversee EASTERN'S plan of
operation. In a further effort to ensure coordination and articulation of programs,
periodic meetings are held with the principals, guidance counselors and special
education personnel from the nine participating school districts. These meetings
are held for the purpose of sharing information and seeking advice on a variety of
administrative procedures.

Business Advisory Committees

The Executive Advisory Committee (EAC) is comprised of members of the business
community. This committee advises the administration and the Joint Committee
on all aspects of the educational program. To carry out its role, the EAC works
closely with the Occupational Advisory Committees in seeking advice on such
matters as curriculum, capital expenditures and program direction. A member of
the Joint Committee also serves on the Executive Advisory Committee to ensure
close working relationships between the advisory groups and the Joint Committee
which is responsible for policy matters.



PURPOSE OF THE OCCUPATIONAL ADVISORY COMMITTEE

The Occupational Advisory Committee is the advisory group which has the most
influence on determining the direction of a technical program. Committee members
are expected to advise and make recommendations on the current and future human
resource needs of the industry. Recommendations are sought for both Secondary and
Adult programs. The committee makes recommendations on what is taught and what
resources are needed through several activities:

e curriculum review and validation

e budget review and preparation

e liaison activities between the technical program and the community
e program review and planning

Curriculum Review and Validation

The curriculum of a program consists of duties and tasks which industry
representatives tell us are important for a worker to know. Providing advice on
curriculum content is vital to the success of a technical program. If a new program
is being developed, the OAC will provide input into developing the framework of
the curriculum. With an existing program, the OAC helps the educators update
and refine the curriculum to meet industry standards. While the educators use
their expertise in writing, rewriting, and implementing the curriculum, the OAC
acts as a review board to ensure the relevance of the program. Each program
undergoes a comprehensive evaluation approximately once every five (5) years.
The Occupational Advisory Committee reviews the evaluation data and makes
recommendations concerning the direction of the program based on the data to
the Executive Advisory Committee.

The teachers are responsible for preparing a recommended budget annually. The
budget lists items such as the tools, equipment and supplies needed to run the
program. The OAC will verify and/or identify tools, equipment, and special
supplies which it deems important for the enhancement of the program. The
committee can also assist with developing specifications, identifying vendors,
determining costs, and identifying educational sites for Expanded Learning
Opportunities. The final budget recommendations must be approved by the OAC



before they are submitted to the Executive Advisory Committee and Joint
Committee for approval.

Liaison Function Between the Program and the Community

It is EASTERN's goal to maintain programs which are responsive to industry needs
and which permit students to go on for advanced studies. This requires periodic
discussions with employers, employees, parents, students, administrators, and
faculty from other institutions. The educators, alone, cannot perform this function
adequately.

OAC members contribute greatly to promoting the program and the value of
technical education through their contacts at work and in the community.
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COMMITTEE MEMBERSHIP

Profile of an Occupational Advisory Committee Member

Occupational Advisory Committee members are cooperative, responsible,
productive people who are interested in the success of technical education.
Selected members from industry have current, successful work experience in the
related occupation and are willing to contribute the necessary time to help
strengthen the training program. The ideal OAC candidate will serve to build and
improve the technical program as well as promote the program within the
community.

Membership Selection

Occupational Advisory Committees function effectively with 5 to 20 members.
The size of the committee is usually determined by the OAC Table of Organization
and may vary over time as activities expand and contract. An EASTERN
administrator and the teacher of the program serve as ex -officio members of the
committee.

Each member represents a segment of the industry and is expected to speak for
that segment during discussions. Likewise, if information is needed about that
segment the representative is usually asked to obtain the information.

Membership Composition

The selected members should include quality individuals representing a segment
of the business or industry. Each OAC Table of Organization should include a mix
of supervisory and non-supervisory positions. It should also include one student

currently enrolled in the program.

NOTE: Maintaining a mix of female, male, minority, non-minority and
handicapped members without discrimination to age will help to ensure a
membership composition that is unbiased.

Each Fall the OAC should review its Table of Organization to determine if the
segments represented are current and appropriate.
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OAC Membership

An annual review of committee membership begins with the identification of
members who are resigning or members who have been unable to serve in a
productive way. This initial review is performed by the Chairperson and the
educators each year. All recommendations are submitted to the EAC for those
members being reappointed. Prospective committee members should also be
identified and nominated in the Spring and Fall of each year.

The Term of Appointment

All members are appointed for a term of three years in accordance with a
schedule adopted by the EAC. Membership is reviewed by the educators and the
committee each Spring and recommendations are submitted to the EAC for those
members being reappointed.

There is no limit to the number of terms a committee member may serve.
However, new members are asked to make a three-year commitment to the
advisory committee.

Attendance

Members are expected to be present at all meetings unless they give prior
notification that they are unable to attend. If work, health, or personal
commitment prevents a member from attending a meeting, a call or email to the
instructor (215-784-4800) is requested. Regular attendance helps to maintain an
informed, effective committee.

The Role of the Educator

Educators include all faculty of the program. Their attendance at official OAC
meetings is imperative so that they can contribute to and benefit from the OAC
process. The following responsibilities are associated with the role of the
educator:

e establish and maintain a viable OAC
e orient new committee members
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e work in coordination with the committee chairperson and secretary to plan
meetings and prepare agendas, minutes, reports, and recommendations

e prepare all necessary materials for meetings and mail to members

e take and prepare the minutes of each meeting

e contact all members regarding meeting times and dates

e conduct first meeting of a newly organized OAC

e provide committee with input on curriculum, budget, cooperative
education, enrollment, and graduate placement

e follow up on OAC recommendations

e involve OAC members in technical education public relations efforts

Careful attention to the preparation of the agenda can contribute to running
effective meetings. The agenda is the plan for the meeting which identifies the
items for discussion and their sequence. It should be prepared in advance and
emailed to all committee members through the office of the Assistant Director
one week prior to the meeting. All materials associated with the agenda should
be emailed to members with agenda. Appropriateness of agenda items should be
reviewed so that committee members’ time is used wisely.

The success of the OAC depends largely upon the ability of the teacher to provide
adequate support to the committee. As a non-voting representative, however, it
is important that the teacher not dominate committee discussions.

The Role of Student Representative

The student representative is a voting member of the OAC and is invited to join all
official meetings. Student representatives have the responsibility of speaking on
behalf of their classmates and acting as a liaison between the classroom and the
OAC. Student representatives are expected to share all pertinent information
from the committee minutes with their classmates.

Selection and Term of Committee Officers

Committee officers are selected during the close of the school year to function as
officers for the following school year. Officers can be nominated by all voting
members and are elected by majority vote. The terms of office are one year for all
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officer positions. Although officers may be reelected for successive terms, an
officer holding a position for more than three successive terms is discouraged.

The Role of Committee Officers

Chairperson
The chairperson's ability to guide the work of the committee will contribute to the
effectiveness of the committee. The chairperson has these responsibilities:

e attend annual Fall and Spring OAC Chairpersons Meeting

e preside at meetings, maintain an orderly process, and keep committee on
track

e assign tasks to individuals or subcommittees and follow up on their work

e communicate with members, school representatives, governing boards,
and community

e encourage committee members to engage in public relations efforts in the
community

e engage committee members to provide cooperative work experience
training stations for students

e encourage committee members to solicit graduation awards from the
business community

Secretary

It is suggested that a faculty representative serve as the committee secretary. The
secretary is responsible for taking minutes during meetings, preparing, and
distributing minutes following meetings and preparing and forwarding any other
necessary correspondence.

Minute taking can be done most effectively if the secretary restricts the note
taking to important facts and records the minutes in a brief, impersonal way. The
secretary should strive for accuracy to avoid later misunderstanding and
confusion. The secretary should not leave a meeting without all the important
facts recorded, even if it requires interrupting the meeting or restating the facts
to confirm the information for the records. Although committee members may be
identified in the minutes for contributing input during a meeting, the note taking
should not reflect verbatim conversation. The following is a list of facts to be
recorded during every meeting:
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e date, time, and place of meeting

e names of all persons in attendance and those who are absent

e summary of concerns, discussions, decisions, and recommendations

e dates of significant correspondence, events, future meetings and
subcommittee meetings

e summary of all decisions requiring a vote (include names of members who
initiate and confirm the vote)

e date of next meeting

e time of adjournment

Remember that the minutes of each meeting are used for communication both
internally, within the OAC, and externally, with other interested persons,
administrators, and governing boards. Accurate, complete minutes serve as a
history of committee activities and accomplishments and must be kept on file for
reference in the Assistant Director's office.

List of Current Members

The Secretary is responsible for maintaining an accurate listing of current OAC
members. The listing should include a business address and telephone number as
well as a home address and telephone number. Changes should be
communicated to all voting and nonvoting members of the committee.
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THE OCCUPATIONAL ADVISORY COMMITTEE MEETING

Typically, the OAC meeting is held at EASTERN either in a conference room,
classroom or in the school restaurant. The meeting should take place in a
comfortable room with adequate seating, writing space and visual aids as needed.
Light refreshments are available since committee members often attend meetings
directly after working hours.

Meeting Time

The typical OAC meeting is held after working hours between the hours of three
and seven p.m. Meetings should have both a starting and a stopping time and
should not exceed two hours in length without committee approval. Given the
time restraint, all members should recognize the importance of promptness.

Frequency of Meetings

The frequency of OAC meetings will depend on the Plan of Work for the year.
Generally, however, OACs should meet three times a year. There is an annual
Advisory Appreciation event each Spring for the purpose of acknowledging the
efforts of all Occupational Advisory Committee members.

Meeting Style

OAC meetings should be conducted in a businesslike manner and structured to
run efficiently. Formal agendas should be adhered to, and committee officers
should always be present to perform their special functions. The committee
chairperson should use enough parliamentary procedure to officially document
decision making and recommendations, and to keep discussions focused on the
agenda items. However, meetings should be informal enough to promote
constructive discussion and creativity.
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GUIDELINES FOR RUNNING EFFECTIVE MEETINGS

Attributes of a productive OAC include organization, preparedness, effective
communication, and strong leadership. The efficient use of the OAC meeting time
is also vital to being productive and to successfully meeting objectives. It is at OAC

meetings where concerns are expressed

, discussions take place and decisions and

recommendations are made. Clearly defined membership roles, established

objectives and good leadership will help

to make meetings productive.

Meeting Roles

Educator Role

Committee Member Role

The educator assumes a supporting role
to help the Chairperson in her/his
leadership function. The educator assists
with preparing for meetings, providing
information and clarity during meetings,
and following through with
communication and recommendations as
a result of the meetings. Educators assist
the Chairperson but do not lead the
meeting.

Conducting effective meetings is the
primary responsibility of the OAC
Chairperson. She/he must prepare for
the meeting, structure the meeting to
achieve expected results and encourage
productive participation. Other
committee members must attend
meetings regularly; stay informed of
program issues and contribute in a
meaningful way.

Suggested

Procedure

Educator

Committee Member

1. Gather all necessary information and
prepare all needed documents for the
meeting in an organized, concise fashion.

1. Chairperson should limit the meeting
to two hours by establishing a starting
and stopping time.

2. Meet with administrative
representative prior to meetings to
review the agenda and supporting
documents.

2. Chairperson should encourage
promptness by calling the meeting to
order on time.

3. Prepare agenda in advance so that it
will be mailed to all members a week in
advance of the meeting.

3. Chairperson should plan to cover a
manageable number of objectives during
the meeting.

4. Make available pencils, paper, and
visual aids.

4. The secretary should present the
previous meeting minutes. The
chairperson should allow members to
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edit the minutes and/or approve them as
presented.

5. Contact all members prior to the
meeting as a reminder of the meeting
date and time. Determine if all or most of
the members will be in attendance.

5. Chairperson should adhere to the
prepared agenda by keeping discussion
purposeful. (Have extra agendas
available).

6. Take minutes or assist the secretary in
taking minutes.

6. Chairperson should require a motion, a
second to the motion and a vote for all
decisions and recommendations.

7. Ensure that the minutes are prepared
and distributed within a reasonable
amount of time following the meeting.

7. Chairperson should encourage
contributions from all members by
creating an informal atmosphere for
discussion and by making all members
feel important and useful.

8. All members should attend meetings
regularly and contribute in a meaningful
way.

9. Chairperson should adjourn the
meeting on time unless there is a
committee vote for an extension.
Remember that agenda items which time
may not allow for can be taken up at the
next meeting or occasionally by phone or
mail. Respect committee members by
respecting their time.

10. Chairperson should lead the OAC in
developing an OAC Plan of Work which
will establish the activities and priorities
for the year. The Plan of Work should be
developed in the Spring and finalized in
September annually. The Plan of Work
will be shared at the Fall OAC
Chairpersons Meeting.
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CURRICULUM REVIEW AND VALIDATION PROCESS

Background

Rapidly changing technology necessitates the continual review and upgrade of the
curriculum. Educators work together with the OAC to refine the curriculum so
that it continues to serve both the students and industry in a relevant way. It is
important to maintain a balance in the curriculum so that it continues to reflect
current technology and skills but is not in a constant state of flux.

Two documents used by EASTERN to support the competency-based curriculum
are:

e PDE Program of Study
e Certificate of Completion

It is important that all OAC members familiarize themselves with these
documents. The following descriptions are designed to give clarity to the purpose
and use of these documents in technical education.

Curriculum

The Curriculum identifies the occupations for which the technical program trains
and required competencies from the PDE Program of Study lists associated duties,
tasks, and terminal performance objectives to be learned for each occupation.
Appropriate tasks are identified under each occupational objective to help focus
both the instructor and student on entrance level skills associated with the
occupation. Mastery of these skills will qualify the student for placement in an
entry level position in the field.

Certificate of Completion

A student who completes all the duties, tasks and terminal performance
objectives for a career objective and earns an average grade of C or better is
awarded a Certificate of Completion. In addition, all students receive a printout
listing the duties and tasks which they have completed while in the program.
Students are encouraged to share these documents with prospective employers.
Employers are encouraged to review the task lists and the Certificate of
Completion prior to employment.
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BUDGET REVIEW AND VALIDATION PROCESS

Program teachers at EASTERN are responsible for preparing a recommended
budget for their programs annually. Teachers typically solicit input from the OAC
members while preparing the first draft of their program budget. This process
begins in the Spring with a review of the program's equipment needs. The
committee is asked to identify possible new/replacement equipment needs.
Based on these needs, the committee will identify the most appropriate
equipment and research costs.
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LIAISON FUNCTION

The OAC is EASTERN's link to the community and the world of work. Selected OAC
members are in the unique position of gaining first-hand knowledge of the
technical program and of easily communicating that knowledge directly to their
peers in the industry and in the community. The educator can also create
opportunities to communicate with parents, students, and representatives from
other schools to improve public relations and promote a better understanding of
the goals of the school and program. The educators and selected OAC members
can work effectively, as a team, to promote the school and the program and to
solicit external input to improve the program.
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