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[bookmark: _Toc220572845]Introduction	
This guide supports the development and implementation of Program Advisory and General Advisory Committees for Career Technical Education. These structures support requirements and best practices for engaging a diverse group of stakeholders in continuous improvement of student career-connected learning.  
Requirements
All state-designated CTE programs are required to have a Program Advisory Committee and districts with greater than five programs must have a General Advisory Committee. These committees support program quality and continuous improvement.
Further, secondary and postsecondary schools supporting CTE programs with federal Perkins funds, including Postsecondary Career Technical Education Programs, Career Connections (N74), and Innovation Career Pathways must involve representatives of business (including small business and industry), labor organizations, representatives of special populations and other interested individuals in the development, implementation, and evaluation of programs. Establishing and operating a Program Advisory Committee can meet this requirement in a robust, structured approach to this requirement. 
[bookmark: _Toc220572846]What Are Advisory Committees?
Advisory committees are groups of stakeholders who provide guidance, expertise, and support to career technical education. They serve as a bridge between industry and education, ensuring that CTE programs are relevant and responsive to workforce needs.

Advisory committees may help CTE programs:
· Stay current with industry standards, technology, and best practices
· Align curriculum with real-world job requirements
· Connect students to work-based learning and employment opportunities
· Secure resources through equipment donations and partnerships
Massachusetts CTE programs operate with two levels of advisory committees that work together to support program quality and continuous improvement: Program Advisory Committees (PACs) and General Advisory Committees (GACs).
Program Advisory Committees
Program Advisory Committees focus on specific career technical education programs (e.g., Automotive Technology, Health Assisting, Culinary Arts, Information Technology). Each approved program area must have its own PAC. 

PACs report recommendations to school administration on program-specific matters and make recommendations to the General Advisory Committee. 
General Advisory Committees
Purpose
The General Advisory Committee provides oversight and coordination across all career technical education programs in a school or district. It serves as the main advisory body to the school committee on CTE matters.

State Designated CTE (C74) Requirements
· Meets at least twice per year
· At least one meeting must be held jointly with the school committee
· Subject to Open Meeting Law (M.G.L. c. 30A, §20)
For visual representation of the relationship between Program Advisory Committees and General Advisory Committees, see Appendix 1.
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[bookmark: _Toc220572848]Diverse Perspectives 
Committee membership must reflect the communities served by the school and encompass diverse perspectives to support identifying and removing barriers to access and success. 

Diversity in your advisory committee offers broader perspectives and strengthens your program. If your district has an equity or diversity officer, they may provide support in diversifying your advisory committee. A diverse advisory committee membership facilitates instructional planning, materials, and student engagement approaches that support students of diverse cultural and linguistic backgrounds, strengths, and challenges and contributes to serving all students equitably.
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Required Representation (State-Designated CTE Programs) 
Effective advisory committees engage with community partners, cultural centers, and local organizations when recruiting membership. Consider the following groups and their potential roles: 

Business and Industry
Provides guidance on workplace practices, equipment standards, and hiring needs. Can include employers, business owners, or industry practitioners. Resources can include (but is not limited to) the local chamber of commerce and local MassHire Workforce Board. 

Organized Labor
Provides guidance on worker perspectives, safety standards, and apprenticeship pathways. Some examples of CTE Programs expected to include organized labor in their PAC include carpentry, plumbing, and dental assisting. 

Postsecondary Education
Provides guidance around articulation opportunities and continuing education pathways. Consult local community college staff involved with technical education at their college. 

Parents/Guardians
Parents/guardians may speak to program accessibility from the family perspective in terms of financial barriers, transportation issues, and other external factors impacting a student’s ability to participate in a CTE program. Regardless of prior experience or comfort, parents and guardians will ask good questions and offer valuable insights.

Students
Can speak to the learner experience and provide valuable student voice. Should be a current CTE student. Considerations for student representation: Some PACs elect to have more than one student representative. For example, a PAC may appoint a student representative from grades 10, 11, and 12 to gain insight into the student experience at varying stages in the program. 

Registered Apprenticeship (if applicable to program)
Some programs provide students with hours that can count towards post-graduation apprenticeship training. Including this representation on your PAC can bolster your program’s connection to these opportunities.

Prohibited members
The following individuals may not serve on a program advisory committee:
· School committee members
· School district officials or employees
· School personnel (teachers, administrators, staff)
· Officials or employees from other school districts
Leadership (State-Designated CTE Programs)
To facilitate a structured advisory there must be a facilitator and a chairperson. These roles can be changed when necessary. 

Chairperson
Elected or appointed by PAC membership. Responsibilities include:
· Collaborate with school/public two-year college administrator to coordinate PAC meetings and set the meeting agenda 
· Serve on the General Advisory Committee, conveying the concerns and recommendations of the PAC 
Facilitator
Members appoint a facilitator who in most cases is a program teacher or program supervisor/director. Responsibilities include: 
· Serve as a liaison between the PAC and the school/two-year public college
· Provide school-level data and information (e.g. enrollment or placement records, students assessment results) upon request
[bookmark: _Toc220572850]General Advisory Committees
Schools with state-designated Career Technical Education (CTE) programs must also plan their program(s) in consultation with a General Advisory Committee (GAC). The responsibility of the GAC is to advise the school committee, based on adequate and timely information, as to the planning, operation and evaluation of career technical instruction provided by programs under its control. 
The General Advisory Committee shall include, but not be limited to, chairpersons of the program advisory committees. Every effort shall be made to promote membership on the General Advisory Committee that includes diverse perspectives and reflects the communities eligible to be served by the school.
To meet this requirement, schools operating less than five state-designated Career Technical Education (CTE) programs might consider utilizing an existing subcommittee to bring program agenda items before the school committee. Examples include a Teaching and Learning Subcommittee or a Curriculum Subcommittee. This committee could be considered the General Advisory Committee when delegated with appropriate responsibilities and membership. 
Required Representation (State-Designated CTE Programs)
Each school committee shall appoint a General Advisory Committee for all career technical education programs under its control.

Chairpersons of all Program Advisory Committees
GAC membership is required of all PAC chairpersons.

Additional members appointed by the school committee
May include representatives of organized labor (if not on individual PACs), business leaders, workforce and/or economic development professionals, community leaders, and postsecondary education representatives. 
Leadership (State-Designated CTE Programs)
To facilitate a structured advisory there must be a facilitator and a chairperson. These roles can be changed when necessary.

Chairperson
Elected or appointed by GAC membership. Responsibilities include:
· Act as spokesperson for the committee in meetings with school administrators and the school committee/board of trustees
· Collaborate with school/public two-year college administrator to coordinate GAC meetings and set the meeting agenda 
Facilitator
The chief administrative officer of the school committee or board of trustees, or designee, serves as the facilitator of the GAC. Responsibilities include:
· Lay the groundwork for effective advisory committees by setting a professional, productive tone for meetings
· Communicate the value of advisory committees to committee members and the broader school community
[bookmark: _Toc220572851]Committee Role and Responsibilities
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Program development and review (PAC only) 
Program advisory committees must assist in the development and review of proposed new state-designated career technical education programs. The school district will convene the entire Program Advisory Committee for the onsite review of the new program with staff from the DESE Office of College, Career and Technical Education.

Non-discrimination and equity (PAC & GAC)
In accordance with state and federal laws, the PAC and GAC support compliance with non-discrimination and equitable access and outcomes in career technical education programs, including for special populations identified by the Federal Strengthening Career and Technical education for the 21st Century Act (Perkins V.) 

Minimum meeting requirements (PAC & GAC)
The Program Advisory Committee shall meet at least twice per year. The General Advisory Committee shall meet at least twice per year, provided that one of the meetings is with the school committee. Meetings shall comply with the Open Meeting Law, M.G.L. c., s30A .20.
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The following are examples of the types of activities PACs have undertaken on behalf of their programs. This is not an exhaustive list, but rather a set of recommendations and best practices. 
Curriculum and instruction
· Curriculum review and frameworks alignment
· Course materials evaluation
· Instructional methods
Equipment, facilities, and resources
· Equipment recommendations and procurement
· Donations and in-kind support
· Library and Learning Resources
Student success and career pathways
· Work-based learning and co-op
· Articulated programs/articulation agreements
· Job placement support
· Student organization support
· Career guidance and recruitment
· Guest speakers and field trips
Program evaluation and improvement
· Data review (enrollment, MCAS, placement)
· Solicit legislative support
· Technological trends and workforce demands
· Professional development recommendations
For a detailed list of recommended PAC activities, see Appendix 4. 

If your PAC has been involved in additional activities found to be beneficial, submit them on the Career Connected Learning Hub. 
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Recruiting members
Planning for Recruitment
Before you begin recruiting for your advisory committee, consider the following key questions:
· Who are current members?
· What expertise and perspectives are represented?
· What gaps exist in representation?
· What knowledge might be missing?
· What geographic areas should be represented?
Refer to Required Representation (pg.4) for state-designated CTE program membership requirements. 
See Appendix 5 for additional recruitment resources. 

Considerations for Recruiting Students and Parents/Guardians
When recruiting for student membership on a PAC, consider:
· Is the opportunity being presented to all students in the program?
· You might be inclined to approach a student who is already in a leadership role. Consider approaching a student who has not yet held a leadership role who may flourish if given the opportunity. 
· How will the program teacher and others support student growth in the role?
· How does participation in the advisory committee align to the student’s career and academic plan (MyCAP) and how will it be reflected in their plan?
· What opportunities will the student have to discuss the program with peers and genuinely represent the students in the program? 
We recommend providing parents/guardians with clear information on their child’s role, including support and benefits. Invite parents and guardians to be active members and highlight the unique perspective that they will bring to meetings. Like students, some will come with confidence and eagerness to be involved, while others may be less experienced serving on a committee and need support. 

Recruitment Methods
Method 1: Soliciting Nominations 
· See Appendix 6 for a model advisory committee nomination form. 
Method 2: Direct Personal Recruitment
· See Appendix 7 for a sample letter of invitation to a potential advisory committee member
Method 3: Public Solicitation
· Post a notice on the school’s website or similar forum recruiting members. 
Follow-up materials
Once potential members are identified, take steps to follow up and formally recruit them to committee membership. Letters of invitation may be followed up with phone calls or personal contact. 

Interested potential committee members should return a signed letter of intent (see Appendix 8) for collection on the recommendation form. 
Appointment Process
Here is an example Appointment Process: 
Step 1: Review Applications and Letters of Intent
· Verify qualifications and expertise
· Confirm availability and commitment
· Check for prohibited status (see Prohibited Members, pg. 5)
· Assess potential conflicts of interest

Step 2: Review Committee Balance
· Ensure diverse perspectives will be represented by proposed membership
· Consider potential gaps in knowledge

Step 3: Compile recommendations
· Facilitator prepares member information form (see Appendix 9)
· Attach letters of intent and supporting materials

Appointment
The school committee shall appoint all advisory committee members for state-designated CTE programs. Some schools meet this requirement by providing the school committee with a list of PAC members as part of the annual General Advisory Committee meeting with the school committee. 

Confirming Membership
Within one week of school committee appointment, send written confirmation to new members. See Appendix 10 for sample letter.
Orienting Members
Effectively orienting new advisory committee members to their role sets the foundation for engaged, productive committee participation. 

Essential Topics to Cover
· What are advisory committees and why do they exist? 
· State-designated CTE program legal requirements
· Committee structure and operations
· Meeting schedule and typical agenda
· Reporting relationships
· School mission, vision, and values
· Faculty and staff introductions
· Recent accomplishments and challenges
· Any other information deemed necessary
See Appendix 11 for example orientation packet contents. 

Thanking Committee Members
Schools/public two-year colleges Recognize the contributions of advisory committee members in a variety of ways:
· Sending letters of recognition
· Presenting printed certificates of appreciation
· Generating media stories about the work of advisory committees
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Advisory committees may work with the school committee/board of trustees to develop official policies to govern the establishment of advisory committees. A written set of policies guiding the functioning of an advisory committee provides a foundation for continuity and reference in case of challenges. 
Recommended Policy Components
1. Statement of purpose 
2. Confidentiality statement
3. Statement of ethics/conflict of interest
4. Types of committees
a. Define the relationship between PACs and GAC
b. Clarify reporting structure
5. Authority and scope
6. Membership and appointment process
a. Definitions and selection process for leadership positions
b. Member responsibilities 
c. Appointment and removal method
d. Reference for membership requirements from Career Technical Education regulations (if applicable)
e. Diversity and representation expectations
7. Meeting requirements
a. Frequency and method of notification
b. Open meeting law requirements (if applicable)
c. Specify requirement for GAC-School Committee joint meeting (see Appendix 2, General Advisory Committee)
8. Decision making
a. Specify voting procedures and how votes are recorded
b. Procedure for amending policy/bylaws
9. Reporting 
a. Require annual reports from GAC to School Committee
b. Define process for PAC recommendations to reach School Committee
c. Specify documentation requirements
See Appendix 12 for Sample Program Advisory Committee Bylaws
Reporting protocols
PAC Reporting Structure
Program Advisory Committee may report through multiple channels.

To the General Advisory Committee:
· Reports and program-specific recommendations
· Share concerns or challenges that need broader attention or support
· Can contribute to cross-program solutions
To school administration:
· Committee may submit recommendations directly for program-specific matters
· Follow established channels per school policy
GAC Reporting Structure
The GAC should report to the School Committee (required at least once per year): 
· The General Advisory Committee presents formally at a school committee/board of trustees meeting.
Written Report Should Include:
· Committee activities and accomplishments
· Review of all CTE programs
· Recommendations for equipment, facilities, curriculum
· Labor market trends and workforce needs
· Budget requests or resource needs
· Strategic priorities for CTE
· Supporting data and rationale
See Appendix 13 for Sample GAC Report to School Committee
Making recommendations and getting feedback
The product of all advisory committee activities is a set of recommendations submitted annually to administrators and the school committee/board of trustees.

All recommendations should be:
· Documented in writing 
· Based on adequate and timely information (e.g., on enrollment or employment trends; cost of new equipment)
· Specific and actionable
· Supported by clear rationale
· Signed by committee chairperson
The feedback loop
Feedback on recommendations is perhaps the most important motivational tool for all who are involved in advisory committees. 

Example cycle of feedback
1. Minutes of the meeting are sent to all teaching staff, appropriate administrators, and to the school committee/board of trustees when requested.
2. School/public two-year college staff and the school committee/board of trustees decide the action to be taken on the advisory committee’s recommendation.
3. When the action is decided, all advisory committee members are informed that:
a. The suggestion was implemented as originated; or
b. The suggestion was implemented with modification.
c. The suggestion was declined with explanation.
4. At the next advisory committee meeting, the action is again reported for further discussion as appropriate.
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PROGRAM ADVISORY COMMITTEE (PAC)
· Chairperson
· School/College Facilitator (teacher or supervisor/director)
· Members

GENERAL ADVISORY COMMITTEE (GAC)
· Chairperson
· School/College Facilitator (superintendent; president or designee)
· Members (including chairpersons of PACs) 
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Program Advisory Committee
The Career Technical Education Regulations state:

4.03(1)(c)(1): Each school committee shall appoint a Program Advisory Committee for each program area under its control. The Program Advisory Committee shall consist of representatives of local business and industry related to the program, organized labor, postsecondary institutions, parents/guardians, students and representatives from registered apprenticeship programs if the program area has such registered programs; provided however, that no member of the school committee, or other school official or school personnel shall serve on the committee. Every effort shall be made to promote membership of the Advisory Committee that includes diverse perspectives and reflects the communities eligible to be served by the school. The members shall appoint a facilitator who in most cases would be a program teacher or a program supervisor/director. The Program Advisory Committee shall meet at least twice per year. Meetings shall comply with the Open Meeting Law, M.G.L. c. 30A, § 18–25. It shall be the responsibility of the Program Advisory Committee to advise, assist and support school personnel to improve planning, operation and evaluation in its program area. Such advice shall be based on adequate and timely information as to workforce and job development demands or job market trends, technological developments, training alternatives and other factors affecting the quality of the program.
General Advisory Committees
The Career Technical Education Regulations state: 

4.03(1)(c)(2): Each school committee shall appoint a General Advisory Committee for all career technical education programs under its control. The General Advisory Committee shall include, but not be limited to, chairpersons of the program advisory committees. Every effort shall be made to promote membership on the General Advisory Committee that includes diverse perspectives, and reflects the communities eligible to be served by the school. The General Advisory Committee shall meet at least twice per year, provided that one of the meetings is with the school committee. Meetings shall comply with the Open Meeting Law, M.G.L. c. 30A, §§ 18–25. It shall be the responsibility of the General Advisory Committee to advise the school committee, based on adequate and timely information, as to the planning, operation and evaluation of career technical instruction provided by programs under its control. The chief administrative officer of the school committee, or designee, shall act as facilitator to the General Advisory Committee.
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State-Designated Career Technical Education Program (C74)
A program approved by the Commissioner pursuant to M.G.L. c.74 that provides instruction based on the Career Technical Education Frameworks and the Massachusetts Curriculum Frameworks.
Chapter 74 and the Career Technical Education Regulations 603 CMR 4.00. 
Career Connections (Perkins/N74)
Career Connections (Perkins/N74) programs are programs that are submitted through the Perkins grant process but are otherwise not designated as state-approved programs. 
Cooperative Education (Co-op)
A type of work-based learning offered by MA CTE programs (Chapter 74 programs.) Through a cooperative arrangement between the school and employers, students receive instruction by the alternation of study in school with a job in a related occupational field.
Registered Apprenticeship Programs
Those training programs that include required education registered with the Massachusetts Executive Office of Labor and Workforce Development – Division of Apprentice Standards. The link to the Division of Apprentice Standards website is https://www.mass.gov/orgs/division-of-apprentice-standards.
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Curriculum and instruction
Curriculum review and frameworks alignment
Program advisory committees should review curricula that are developed based on the Career Technical Education Frameworks for their respective programs in the schools that they serve.
Course materials evaluation
For example, schools and public two-year colleges may seek input in determining whether textbooks need to be updated or supplemented. Although advisory committees generally do not select course materials, they may identify occupation-related guides or catalogs, for example, that are used in their business and would be equally applicable for career technical education programs.

Instructional methods
Teachers may welcome suggestions that help to hold student interest while advancing the knowledge and skills required in the course/program. Although few advisory committee members may have been trained to be teachers, many are in a position to offer unique perspectives from on-the-job training that occurs in their business.
Equipment, facilities, and resources
Equipment recommendations and procurement
Program advisory committees help schools and colleges get the best equipment for their needs at reasonable cost.  Committees might suggest purchasing a generic type of equipment and may assist staff in selecting from the different products and models available.  Advisory committee members may attend ad hoc meetings to review sales brochures, observe vendors’ demonstrations, and compare quotes.
Career technical education staff generally concur that some demonstration of advisory committee support is necessary to procure funds for new equipment. Some schools and public two-year colleges require that program advisory committee members sign off on all grant applications or purchase requisitions; others simply attach minutes of committee meetings confirming the need for new equipment. Advisory committees may also be asked to attend school/board/trustee committee meetings to support the school or public two-year college in requesting funds.

Library and Learning Resources
For example, advisory committee members may provide schools and public two-year colleges with updated libraries of software, visual aids, magazines, and books.
Student success and career pathways
Articulated programs/articulation agreements
Program advisory committees in high schools would assist in the development of articulated programs and articulation agreements with colleges and registered apprenticeship programs. Advisory committees in public two-year colleges would assist in the development of articulated programs and articulation agreements with high schools and registered apprenticeship programs.

Job placement support
Students enrolled in career technical education programs welcome the chance to try out their new skills and make some money while still in school. When they graduate, they want jobs related to their education.  Advisory committee members are aware of job openings; both in their own businesses and in those of their colleagues and can pass this information on to the school or public two-year college staff.  Members may also advise teachers and students of the pay scale to expect upon graduation.

Student organization support
Program advisory committees and general advisory committees may support student career technical education student organizations such as Business Professionals of America (BPA), Distributive Education Clubs of America (DECA), Family, FFA - An Organization for Students Studying Agriculture, Health Occupations Students of America (HOSA) and Skills USA.  Advisory committee members may serve as judges for leadership events and may donate scholarships, awards, or prizes to students.  

Career guidance and recruitment
Advisory committee members may serve as role models for students who are considering entering a career technical education program. This function is most evident when recruiting students for programs that would prepare them for careers that would be nontraditional for their gender, and when recruiting students with disabilities. Advisory committee members may speak at assemblies for eighth graders to introduce them to career technical education. Members may also give presentations for exploratory classes. 

Guest speakers and coordinating special projects
For example, advisory committee members may arrange for manufacturers to take their displays to the schools or public two-year colleges. Schools and public two-year colleges may initiate house-building projects, based on input from advisory committees. The advisory committee for automotive collision repair and refinishing program may locate salvage vehicles for students to work on. The advisory committees for a carpentry program may devise blueprint projects for students and critique the results. The advisory committee for a machine tool technology program may initiate competitive projects for students and award prizes to the winners.

Field trips
Advisory committee members may offer their facilities for class tours or observations of the actual operation of a business.  Sometimes they allow brief hands-on demonstrations to give students a glimpse of how it would be to do this kind of work in a work-based setting.
Program evaluation and improvement
Data review
Advisory committees may assist in the review and analysis of enrollment data, Massachusetts Comprehensive Assessment System (MCAS) data, etc.

Solicit community and legislative support
Advisory committee members may be effective spokespersons for the school or public two-year college with political groups – not only the school committee or board of trustees but planning boards as well.  The views of prominent business leaders tend to carry considerable weight.

Technological trends and workforce demands
People with no direct link to schools and public two-year colleges with career technical education programs are often unaware of the talent that may be available.  Helping to publicize the school and public two-year college in this way may, in turn, generate donations and other forms of support and, of course, enlarge the membership of advisory committees. Advisory committee members may also help school staff assess the larger picture of employment opportunities in their community -–whether for traditional careers or emerging careers.

Professional development recommendations
By underwriting teachers’ memberships in industry and trade associations, advisory committees may help teachers gain access to technology updates and access to colleagues in the field.  The efforts of advisory committees enable teachers to attend conferences or workshops to upgrade their knowledge and skills. In addition, advisory committee members often provide summer employment for teachers to introduce them to technology used in the field.
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Advisory committees should strive to include diverse representation to serve all students effectively. Use these resources to identify qualified candidates from various stakeholder groups.

Consider these statewide organizations and resources for additional outreach efforts: 

· MassHire Workforce Boards and Career Centers: mass.gov/masshire-workforce-boards
· Supplier Diversity Office - Directory of Certified Businesses: diversitycertification.mass.gov/BusinessDirectory
· Massachusetts AFL-CIO: massaflcio.org
· Massachusetts Executive Office of Labor and Workforce Development - Division of Apprentice Standards: mass.gov/orgs/division-of-apprentice-standards
· Massachusetts Rehabilitation Commission (MRC): mass.gov/orgs/massachusetts-rehabilitation-commission

Student Organizations
· SkillsUSA chapters
· DECA chapters
· Business Professionals of America (BPA)
· Health Occupations Students of America (HOSA)
· FFA 
· Building Pathways 
· Educators Rising 
Tips for Successful Recruitment
· Start with your network: Current committee members, cooperative education contacts, and program graduates often know qualified candidates from underrepresented groups.
· Cast a wide net: Use multiple recruitment methods and resources to reach diverse candidates.
· Be specific about time commitment: Clearly communicate meeting frequency and expectations to help candidates make informed decisions.
· Remove barriers: Consider meeting times, locations, and formats that accommodate diverse schedules and needs.
· Follow up personally: Phone calls and personal invitations are more effective than letters alone.
· Partner with your district equity officer: If your district has a diversity, equity, or inclusion officer, they may provide guidance and connections.
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Date Filed:
 Nomination Form for [school/college year]

Program Advisory Committee for [program]

Name					
(First, MI, Last Name)	

Business Name 
Business Address

Phone Number/Email Address
Home Address/
Phone Number
	
1. What uniquely qualifies this person to serve on this program advisory committee?
2. What strength or expertise does this person bring to this program advisory committee?
3. In which of the following areas does this person have strengths, and why?  Check those that apply.
· Job placement
· Equipment needs
· Community relations
· Field trips
· Curriculum development
· Labor market trends
· Surplus materials and donations
· Work-based learning experience
· Articulation agreement
· Secondary/postsecondary linkages

Other comments: 					
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Date

Dear [name]:

The [school/public two-year college] is committed to excellence in our education programs.  We are reaching out to leaders and requesting them to work with us as program advisory committee members in enhancing our career technical education programs.

Your name has been recommended for possible membership on our program advisory committee for [program].  By participating in this committee, you will have an opportunity to guide the [school/public two-year college] in preparing students for employment and further education in [field].

The program advisory committee meets [X] times each school year. Meetings are usually held [time and location].  In addition, our staff occasionally calls upon advisory committee members informally, as the need arises.

If you are interested in serving on the program advisory committee, please complete the enclosed Letter of Intent and return it to me at your earliest convenience.  

Please do not hesitate to call me at [phone number] if you have any questions. 

Sincerely,

INSERT SIGNATURE, NAME, TITLE
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[Name of School/Public Two-Year College and Program Advisory Committee]

Date

Dear [Supervisor/ Director]:

I, [name], would like to become a member of the program advisory committee for [program] at [school/public two-year college].

Mailing address:
Employer address:
Title:
Company:
Personal phone: 
E-mail: 

Below is a brief summary of my background:	

Positions held: 																				
Total years experience in this field: 

Brief summary of relevant experience: 				

Sincerely,


INSERT SIGNATURE, NAME, TITLE
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[NAME OF SCHOOL/COLLEGE]
Member Name:  
E-mail Address: 
Employer Address:
Company Name:
Mailing Address:

Member Name:  
E-mail Address: 
Employer Address:
Company Name:
Mailing Address:

Member Name:  
E-mail Address: 
Employer Address:
Company Name:
Mailing Address:

Member Name:  
E-mail Address: 
Employer Address:
Company Name:
Mailing Address:

Member Name:  
E-mail Address: 
Employer Address:
Company Name:
Mailing Address:

Member Name:  
E-mail Address: 
Employer Address:
Company Name:
Mailing Address:
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Dear [Name],

I am pleased to inform you that the School Committee has appointed you to the [Program Name] Program Advisory Committee for a [term length] term beginning [date] and ending [date].
Your experience in [field/expertise] will be invaluable as we work to provide the highest quality education for our students. The committee plays a vital role in ensuring our program reflects current industry standards and prepares students for successful careers.
The committee meets [frequency] at [typical location and time]. Our next meeting is scheduled for [date, time, location]. You will receive a formal meeting notice approximately two weeks before each meeting.

Enclosed you will find:
- [List of orientation materials]
- Committee roster with contact information
- Meeting schedule for this school year
- Recent meeting minutes

If you have any questions, please don't hesitate to contact me at [phone/email].
Thank you for your willingness to serve our students and program. We look forward to working with you.

Sincerely,
[Name, Title]
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Organization Structure Documents:
· Welcome letter from committee chair
· Copy of this Advisory Committee Guide (or relevant sections)
· Committee bylaws
· School committee policy on advisory committees
· Committee roster with contact information
· Meeting schedule for current school year
· Minutes from recent meetings
Program Information:
· Program of study (course sequence)
· Link to Career Connected Learning Hub and relevant framework
· Program brochure or overview
· Recent program data (enrollment, placement, assessment results)
School Information:
· School overview and mission statement
· CTE program catalog or descriptions
Regulatory Information 
· Relevant excerpts from M.G.L. Chapter 74
· Relevant excerpts from 603 CMR 4.00
· Open Meeting Law Requirements 
Forms:
· Member Information Form (to be completed and returned)
· Conflict of Interest Disclosure Form
· Confidentiality Agreement (if required by school)
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Please consider this a starting point for developing a committee and consult with your local authorities on any additional information that should be included to be in compliance with federal, state, and local requirements. 

[School District/Public Two-Year College]

ARTICLE I.	NAME AND PURPOSE
Section 1.	The named program advisory committee shall exist only during such times as it may be authorized to serve by the duly constituted school committee/board of trustees.
Section 2.	The purposes and duties of the named program advisory committee shall be to:
a. assess the needs of the community as related to program offerings;
b. formulate recommendations for the enhancement of facilities and equipment;
c. assess program and course offerings;
d. assist in the articulation of program(s) offered by the school with employment opportunities;
e. assist in the development of long-range goals for career technical education within the school district/public two-year college;
f. advise on the revision of curriculum for the program as warranted by data and evaluation;
g. serve as an avenue of communication between education and business/industry;
h. evaluate annually the progress made toward established goals; and
i. other:  																	
ARTICLE II:	PROGRAM ADVISORY COMMITTEE MEMBERSHIP
Section 1.	Appointments to the program advisory committee shall be made by 
(appointing group).
Section 2.	The program advisory committee shall consist of a minimum of [X] members and ex-officio members.  A member of the program staff shall serve as facilitator to the committee.
Section 3.	The program advisory committee membership shall be selected as representative of the following in the area or region served:
a. geographical sections of the school district/public two-year college;
b. business and industry;
c. organized labor;
d. parents/guardians and students;
e. racial and linguistic minorities;
f. males and females including individuals in careers that are nontraditional for their gender; 
g. individuals with disabilities
h. (for high schools) postsecondary education including registered apprenticeship programs; and
i. (for public two-year colleges) secondary education and registered apprenticeship programs.
Section 4.	The term of appointment for members shall begin on [date]
Section 5.	Members shall be appointed for two-year renewable terms.
ARTICLE III.	LEADERSHIP
Section 1.	The officers of the committee shall be the chairperson, vice chairperson, and other such officers as may be required.
Section 2.	The election of officers shall be at the [month] meeting each year.
Section 3.	Chairperson. The committee members shall elect the chairperson. The chairperson shall:
a. preside at all committee meetings;
b. appoint special subcommittees as the need arises;
c. work closely with the school/public two-year college staff and administration in organizing committee activities; and
d. represent the program advisory committee at all meetings of the general advisory committee.
Section 4.	Vice Chairperson.  The vice chairperson shall perform the duties of the chairperson in his or her absence.
Section 5.	Facilitator.  The facilitator shall:
a. keep records of attendance;
b. disseminate and organize minutes, meeting notices, agendas, and other documents; and
c. maintain a permanent record of all committee activities.
ARTICLE IV.	MEETINGS
Section 1.	[X] regular and/or special meetings of the program advisory 	committee shall be held during the year.
Section 2.	Written notices of committee meetings shall be mailed to all members at least [X] days before each meeting.
Section 3.	Meetings shall be no more than [X] hours in length unless such meetings are 	continued by the vote of committee membership.
Section 4.	Agendas shall be prepared and disseminated by [facilitator].
Section 5.	The chairperson shall appoint standing or special subcommittees as the need arises.
ARTICLE V.	ANNUAL PROGRAM
Section 1.	The program advisory committee shall plan and function under an annual program of work.
Section 2.	The program of work for each ensuing year will be discussed and approved during the [month] meeting each year.
ARTICLE VI.	AMENDMENTS
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Note: GAC reports to the School Committee do not need to include every component detailed here. This is a sample meant to provide an idea of what content may help provide a complete picture of program activities. 

[School District Name]
General Advisory Committee
Annual Report to the School Committee
School year: 
Date: 
Prepared by: 
EXECUTIVE SUMMARY
The General Advisory Committee (GAC) for [School District Name] Career Technical Education programs met [number] times during the [20XX-20XX] school year to review program quality, advise on strategic priorities, and provide workforce intelligence. This report summarizes our activities, findings, and recommendations for the school committee's consideration.

Highlights:
· List highlights from meeting 

GAC COMPOSITION AND ACTIVITIES
· Committee membership
· Meetings held
· All meetings complied with Open Meeting Law requirements (M.G.L. c. 30A, §20).
PROGRAM REVIEWS
Each Program Advisory Committee (PAC) provided reports on their respective programs. Key findings across programs:
· Program enrollment detail
· Student outcomes
· Placement rates
· Employment in related field:
· Continuing education (2-year or 4-year):
· Military service: 
· Other: 

Assessment Results:
· MCAS proficiency rates: [data if applicable]
· Industry recognized credential attainment rates: 

Cooperative Education:
· [XX] students participated in cooperative education placements
· [XX] different employer partners

Curriculum and Instruction
· Reflection on alignment with Massachusetts Career Technical Education Frameworks
· Reflection on current industry certifications and professional development
· Reflection on effectiveness of integration of academic and technical content
· Reflection on use and effectiveness of project-based learning and authentic assessments
· Reflection on availability and use of articulation agreements 

Areas for Enhancement:
· Curriculum recommendations from PACs
· Need for updated instructional materials in [program areas]

Equipment and Facilities
· Recent equipment additions:
· Identified needs:

WORKFORCE AND LABOR MARKET INTELLIGENCE
· Employer feedback
· Regional employment outlook
· Data from [MassHire Workforce Board, industry reports, etc.]:
· Wage information
· Entry-level wages for program graduates:
RECOMMENDATIONS TO THE SCHOOL COMMITTEE
PRIORITY 1: 
Rationale:

PRIORITY 2: 
Rationale:

PRIORITY 3: 
Rationale:

PROGRAM-SPECIFIC HIGHLIGHTS
PARTNERSHIPS AND COMMUNITY ENGAGEMENT
· Major partners
· Equipment donations 
· Student organization support
LOOKING AHEAD: SY [XX] PRIORITIES
The GAC has identified the following priorities for the upcoming school year:
· Priority 1
· Priority 2
· Priority 3
CONCLUSION

Signed,
[Chairperson]
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