ADVISORY COMMITTEES

Note:  The following are guidelines for establishing and maintaining program advisory committees. 

I. Establishment of an advisory committee

Advisory committees are established for vocational, technical, literacy, and continuing education programs and for any other area within the Instructional unit that may benefit from the advice and counsel of individuals from outside the College. Advisory committees are composed of individuals with special expertise and skills who provide assistance for the benefit of the students in their respective programs. The committee is purely advisory, and functions without legal, legislative, or administrative authority.

II. Purpose of an advisory committee

Advisory committees are established to provide a means of assuring continuing communications between CPCC and the various communities it serves. Committees serve to improve academic programs, strengthen connections to the local business/industrial community, consolidate advice and support, structure operations around efficient principles of effective organizations, and create an effective response team.

III. Bylaws

Each advisory committee will have bylaws that spell out how the advisory committee will operate. While the bylaws may differ among the many advisory committees, they will all incorporate the major standard guidelines outlined in this document. 

IV. Qualifications for membership

At least four essential criteria should be kept in mind when selecting individuals to serve on advisory committees: committee members must have demonstrated competence in the specific area being served, must be interested in community college education, must be willing to devote adequate time to serve, and must exhibit a strong sense of civic mindedness, character, and responsibility.

V. Major responsibilities of committee members

Specific functions of advisory committees within the College may vary somewhat; however, the major responsibilities of an advisory committee include:

Advise in developing course content for specific occupations.

Suggest competent resource individuals.

Assist in job placement of students.

Assist in program evaluation.

Assist in providing financial support.

Assist in the development of community understanding and support of the program. Counsel in faculty recruitment and selection.

VI. Composition of the Committee

The minimum size should be eight individuals and the maximum twelve. The College will attempt to have broad representation by allowing no more than one member per firm to serve at one time. Also, no more than two graduates of the program advised, with three years’ minimum work experience each may serve at any one time. Attention will be given to race and gender diversity. The division director and the program chair will serve as ex officio members of the committee. All faculty members teaching in the program may be invited to attend meetings, but faculty are not members of the advisory committee. It is also suggested that a current student be invited to attend committee meetings as a non-voting member.

VII. Appointments to the Committee

The appropriate program chair/coordinator and the division director will solicit nominations to the Committee. The division director formalizes the nominations by completing a recommendation form for each new appointee and submitting the forms to the dean each year by September 15 for review and approval. A revised copy of the advisory committee membership list must accompany the documents (list maintained on the SharePoint Database). Only on rare occasions should there be a need to submit more than four new names in a year. The total membership should not exceed twelve.

The dean will review the recommendations, makes suggestions as warranted, sign and return the forms to the division director.

The division director will then make informal contact with the individual and obtains his or her willingness to serve.

Appointments run from October 1 to September 30. 

The Instructional Office Assistant will prepare the appointment letter by September 15 for the President’s signature. A standard appointment letter is included as appendix iii.

VIII. Replacements on the Committee 

Resignations from the committee should be filled immediately. Any mid-year replacements should follow the same procedure as outlined above.

Members who are unable to attend meetings and/or who do not indicate an interest in serving should not be reappointed.

IX. Organization of the Committee

The advisory committee will elect a lay member to serve as chairperson. The chairperson presides at meetings, works with CPCC staff in calling meetings and planning meeting agendas, appoints sub-committees as needed, and represents the committee when appropriate.

A vice-chairperson will be elected to serve in the absence of the chair and to fulfill any other duties as designated by the chair.

The chair and vice-chair will be elected or re-confirmed by the membership at the first meeting of the academic year. 

A College staff member will be assigned to serve as recording secretary. The secretary will announce meeting dates, communicate information, record and mail copies of the Minutes.

X. Conducting Meetings

Meetings will be conducted with a planned agenda, mailed in advance to committee members. The committee chair and the College staff will work cooperatively to plan the agenda.

Dates, times, and location of regular meetings will be established at the first meeting of the academic year.  Other meeting times may be scheduled as needed.

The College requires two meetings each academic year, at times convenient to the members or at times that coincide with official College business. Brief, informal get-togethers of committee members are not considered official meetings. Exceptions to the minimum number of meetings will need to be stated in writing to the dean. 

Meetings will be considered official when there is a quorum of appointed members in attendance. 

IX
Participants in Committee Meetings  

The division director and program chair/coordinator will serve as hosts for the meeting. Program faculty, College recruiters, Cooperative education staff, and counselors may also be invited to attend advisory committee meetings; however they are not voting members. The dean and the vice-president should also be notified of meetings so that they can attend as their schedules permit.

XI. Minutes

The division director will assign a College staff person to take Minutes of each meeting. The Minutes will be mailed to the Chair for approval and then distributed to all members of the committee, program faculty, division director, and dean. The dean will collect Minutes and upload to Share Point site.

XII. Recognition

Each dean will be responsible for thanking each active committee member at the close of the academic year. In addition, the College will continue some kind of recognition for all advisory committee members every other year. 

XIII. Evaluation

By June 1 of each academic year, each director or division director with programs having advisory committees will submit an end-of-year summary report to the appropriate dean. The report will summarize advisory committee activities for each individual program. It will contain a list of action items generated by the committee and the College’s response. The dean will use this feedback to establish budget priorities and program goals for the following year. 
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