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A Message from the Dean for Occupational Education 

Dear Advisory Board Liaisons:
First and foremost, thank you for agreeing to serve as the Liaison for your respective program(s). 

Your role is critical and ensures that all of our occupational programs are aligned with industry standards and expectations as well as keep pace with emerging trends. It is that engagement that continues to make our college world-class in providing education and training that makes our students ready for industry.

Please use this handbook as your guide in navigating the task of engaging industry over the next academic year. Our college has a Perkins Workgroup that meets regularly to support the great work you are doing in the classroom. Feel free to lean on us for guidance and support! 

Again, we appreciate your willingness to serve in this very critical and important role at the college.

Regards,

Eva Samulski 
Eva Samulski 
Dean for Occupational Education

Dean of Business & Computer Technologies
What is an Advisory Board?

Washtenaw Community College (WCC) is committed to serving the educational needs of the community, striving to offer students a broad range of curricula to meet a wide spectrum of educational needs, and at the same time, provide a set of learning experiences of the highest quality. To fulfill our mission, WCC must review, modify and evaluate the curriculum continually to keep current with community needs and interests. One of the most effective ways to accomplish this is through advisory boards for programs within the College. 
Although advisory boards traditionally have been linked to the occupational education programs, many community colleges have advisory boards spanning all disciplines. The liberal arts areas may also find advisory boards beneficial; advisory boards are not limited to the occupational areas.

An advisory board is a group of individuals who collectively advise an institution regarding its educational efforts. These individuals have been selected because of their specific knowledge, expertise and experience. The advisory board's role is purely advisory in nature--not administrative or policymaking. The advisory board reviews, advises and recommends ways for the educational programs to best meet the needs of students, employers and the community. 
Ideally, an advisory board should be composed of:

· representatives from government, industry and businesses for which the program is preparing future workers;

· alumni of the program who are working in the field; and, if appropriate, 

· administrators or faculty from universities or four-year institutions who represent the needs and interests of transfer students;

· high school personnel (administrative, faculty and counselors) who know of the preparation and career interests of young people; and
· a faculty liaison from the WCC department that is forming the advisory board.

Depending on the program and the goals of the advisory board, other individuals who could be represented in addition to occupational experts include: students, parents, counselors, college administrators and community leaders. Consideration should be given to include members from various geographic and demographic units of the service area. Qualifications for membership include: expertise, availability, interest and responsibility.

What does an Advisory Board do?
Advisory Boards provide a number of valuable functions.
1.
Serve as a communication channel between the College and community occupational groups.

2.
Provide information on changes in labor market, technology, trends, etc.

3.
Offer advice on employment opportunities; assist in recruiting, suggest work experiences, placement of students, etc.

4.
Advise on program objectives, course requirements and course content -- especially in terms of new technology and skills. Key questions for advisory board members to respond to include: 
· Is the program meeting existing or expected workforce needs in the community?

· Are graduates of the program able to perform adequately once they have entered the job market?

· Does the program include extraneous or outdated material? 

· Does the program routinely update teaching/learning materials?

5.
Recommend new programs or suggest modifications to existing programs.
6.
Evaluate current technology and quality of equipment and facilities and when necessary recommend changes. 
7.
Advise on school-to-work issues and transfer of WCC students to four-year institutions.

8.
Recommend in-service activities to improve and enhance instruction.

9.
Assist in assessing broad community needs and interests. 
10.
Advise and assist with special programs and events that would increase visibility in the community.

11.
Make suggestions for improving the outreach efforts of the College to the community (e.g., recruitment, marketing, public relations). 
12.
Assist in identifying trends and future developments that would influence the direction of programs and/or courses, especially with new technology developments.

13.
Assist programs in securing teaching and learning resources, especially equipment.

14.
Assist programs in establishing or improving experiential learning opportunities.

15.
Recommend additional sources for external student support.

How can an Advisory Board be organized?
The following suggestions, collected from other community colleges, can be used in developing advisory boards:

Size: A typical advisory board is between eight and twelve members.

Length of appointment: Advisory board members usually serve three or four-year terms with staggered replacements (i.e., every year only half or so would be replaced). This ensures that there would always be experienced members serving on the board. 
Structure: It is suggested that the advisory board select a chairperson who would work closely with the faculty liaison in determining issues to be discussed in the meeting, preside at meetings and appoint subboards as needed.

Meetings: At minimum, there are two meetings per academic year in addition to any year-end celebration. Location of the meetings can be on the main campus, or the board may elect to schedule meetings at different locations. Virtual meetings may be used provided they are scheduled for a specific date and time and have a means of dialogue. Attendance and minutes would be required for a virtual meeting. E-mail chains and blogs are not acceptable. See the following sections for more discussion of the role of faculty liaison and typical agendas.

How is an Advisory Board established?

The planning that takes place before the development of a new advisory board or the reestablishment of a previously active advisory board is crucial to the board's future success and to program development. Several general planning steps are described in the following narrative that will help this process.

Assessment
Those responsible for establishing the board, the departmental faculty, should have a thorough understanding of the: 


program or department goals and desired outcomes for establishing an advisory board;


history and context of advisory boards at WCC and previous efforts within their program or department; and 


current practices of advisory boards within similar programs or departments at other community colleges.

Planning
It may be helpful for the faculty, with assistance of the area Dean, to answer the following questions:

1. What is the purpose of the advisory board? 
2. How will the board assist in improving the program and curriculum? 

3. How will the board assist in improving the relationship between the College and the community?

4. What are the responsibilities of the board?

5. How will the board be structured?

6. How will members be recruited?

The following table lists possible steps in forming a new advisory board. These steps can be adapted to the individual program or department's needs. 
Possible Steps in forming an Advisory Board
	1. Consensus for Departmental/Program Faculty to start or reestablish advisory board.
	· Determine whether an advisory board would be beneficial to the department of program.

· Learn about advisory boards in other departments or programs and in other community colleges. Attend other advisory board meetings.

· Define purpose, goals and outcomes of potential advisory board, and how it can and will benefit the department, division and College

	2. Secure Dean’s support.


	

	3. Begin selection process of new members.
	· See section on “What to look for in advisory board members?”
· Prepare initial list of potential members by asking: departmental faculty; current students; Dean; other College faculty and staff; faculty and staff at other colleges; and by contacting one or two community members and asking them to suggest other individuals. Develop a pool of 18-20 names.



	4. Select members.
	· From the list, develop a board with diverse representation. Contact those individuals by visiting with them, by telephone, and/or letter. (See example of letter.)



	5. Orient new members.
	· If the faculty liaison has not met each new member, this may be the time. Answer any questions and deliver a packet of new member resources. (See section on orientation.)



	6. Call first meeting.


	· See section on “What does an Advisory Board do?”

	7. Conduct first meeting.
	· Typical agenda items for initial meetings include: teambuilding and acquaintanceship; discussion of goals and shared vision; appointment of chair; and future meeting schedule and location.


What to look for in advisory board members
?

Knowledge – First and foremost, each of your board members should have a deep base of knowledge in their respective fields. Your goal is to engage them in the education of their future workers, and, if they are to help guide you in that work, they must be able to draw on practical knowledge of what your students need to learn and how they can learn it within program and partner constraints. In addition to industry knowledge, you should also keep an eye out for individuals who can bring other types of knowledge to the table: An understanding of board management, budgets and finance, fundraising, partnership development, marketing and public relations, or other functions you decide are important. 
Experience – Experience is related to knowledge, of course, but here we are referring to the amount of relevant experience your ideal board members should have. A new college graduate may have a great deal of knowledge, but little experience. For your purposes, look for someone with at least five or more years of experience, understanding that this number may change in new professions or industries. 

Network – Every board member at your table represents dozen, or even hundreds of additional potential contacts you can call on as needed. Industry veterans often have great connections both internally (different departments/functions/levels) and externally through joint projects, trade associations and the like. Chamber, workforce and trade media contacts are particularly tapped in within your fields of interests. These connections are especially valuable in identifying opportunities for students, such as finding classroom speakers and establishing internships. 
Resources – Having access to resources is not an absolute requirement, but, realistically, it is tremendously helpful. If board members can locate funding, staff, equipment, connections, media exposure, legislative reach, student/staff opportunities or other kinds of benefits, it becomes much easier for you to build and sustain vibrant programs. 

Interpersonal Skills – While your board does not need to become a group of best friends, the ability to work pleasantly with others is important if you want to build a sustainable and attractive board. Individuals with bad attitudes or confrontational styles can sap enthusiasm and sow discord, resulting in others not wanting to participate and causing defections and a reluctance on the part of prospective new members to sign on. 
Time – Often, people assume that busy people are the best people to recruit: They are in demand, after all, which must mean they are valuable. But it is possible that busy people are overcommitted and, despite their best intentions, simply do not have the capacity to take on one more commitment. When recruiting board members, make sure that they have the time available to participate. 

Passion – Board members must have a real interest in your work, either for your importance to their industry, the opportunities you are providing to students, or both. Without passion, it will be hard to motivate them to act and to get them to call on their other resources. 

Responsible – You want people who can commit to something and fulfill their obligations, regardless of their role on the board. As you seek referrals, make sure to ask if the person has a reputation for getting things done. 
What does the faculty liaison do?

The role of the faculty liaison is to coordinate meetings for the board, provide input from the program or department, disseminate feedback from the board to department, work with the chair on all relevant board matters, and to submit a final report at the end of the academic year describing and evaluating the board's accomplishments. Advisory boards meet at least two times per year. This does not include any college-wide end of year celebration. Specific responsibilities are to:
1.
Plan, implement and provide follow-up to make the meetings as effective as possible. Meetings should be scheduled at least two weeks, preferably three weeks, prior to the actual meeting date. Correspondence announcing the meeting should be sent to each member along with an agenda and minutes of the previous meeting. Work closely with the Dean, Department Chair and the Advisory Board Chair to develop the agenda. 
2.
Prepare and distribute minutes of each meeting. 

3.
Inform board of College issues and events. Disseminate newsletters, reports and pertinent memos to board members.

4.
Recruit new members with assistance of the board and the Office of Business and Industry Services.
5.
Orient new members with assistance of the board chair (see below for suggestions).

6.
Develop and implement ways to recognize members (see below for suggestions).

7.
Maintain board records.

8.
Complete a final report that describes, summarizes and evaluates the accomplishments of the board (both products and process) with input from board members. This report is due in late-May with copies to the area Dean and Vice President of Instruction.

9.
Schedule and facilitate faculty discussions on board recommendations.

10.
Provide feedback to the board on the disposition of their recommendations.

What happens at Advisory Board meetings?

Advisory boards can address many issues. The following are a mere sampling of some typical agenda topics. 
Fall Meeting:

Review of previous year's annual report.


Develop board goals and shared vision for the year.


Review of Enrollment, Equipment and Facilities.



Review Annual Budget as well as allocations for New Equipment.


Review placement results from recent graduates. 
· Develop plans for graduate follow-up (job success information) or if complete, review Graduate Follow-Up Report.


Participate in program evaluation process.


Review of program objectives, curriculum content and student outcomes.

Winter Meeting:


Review job market and placement services for students.


Review instructor staffing and recruitment.


Review enrollments for Winter semester.


Marketing of program and courses.


Develop and review community outreach efforts.


Based on course and program reviews, identify areas recommended for improvement. Choose one or two problems to further study and, by spring, make recommendations to area Dean.



 Review divisional and institutional plans as they relate to the area courses and programs.


Review goals and accomplishments to develop annual report. Set direction for next year.


Exchange of occupational interests, trends and job opportunities between advisory board members and students.

How can members be recognized?
Individuals who volunteer time and effort toward the good of the College should be recognized for their work. Some of these broader recognition efforts are usually coordinated with administrative offices. Suggestions for recognizing the work of advisory board members include:

· Informing their employers of this activity and their involvement and support.

· Public recognition at other College or community meetings and functions.

· Inviting members to College functions and special activities.

· Letter of appreciation.

· Providing certificates and/or plaques upon completion of each year of service (maybe certificates on a yearly basis; plaques upon completion of service of at least two years or longer).
What should be included in new member orientation?
It is important to acquaint a new advisory board member with the College, the Division and the specific department and program of instruction. A new member should receive the following:

· An Advisory Board notebook with a current membership list, copies of past meetings and a copy of the most recent annual report and recommendations of the Board.

· This Advisory Board Guide.

· The Launch Magazine, Program Guide and other materials that describe the philosophy and mission of College, the overall curriculum, the policies and procedures of the College.

· Data on recent graduates (e.g., placement, employment rates, wages, etc.).

· A tour of the College and a visit to the department to meet other faculty, the areas Dean, students and other staff.

· Profile of the area's current student population.
What’s Next?
Great connections are going to be made and contributions that will make your program(s) and our college as a whole! You are the glue to make all of this work – we appreciate your work in advance! 
� As taken from Building Advisory Boards That Matter, ACTE, Brett Pawlowski & Hans Meeder





6

