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P6Hx23-3.08
PROCEDURE: WORKFORCE EDUCATION ADVISORY COMMITTEES

The President will approve the functions and operational procedures to be used by the committees and will give final approval and make formal appointment of persons to comprise the committee membership.  Committees may be for a specific program or a cluster of programs, or established jointly with other educational institutions.

The associate vice president for Workforce and Continuing Education will coordinate advisory committee functions for the College with the cooperation of deans/program directors.

I.  Committee Structure:  Minority, handicapped, and student representation, as well as gender equity, shall be considered on all committees.  A minimum of five persons and not in excess of twenty-five, with the exception of programs with a special profile, shall comprise the membership.  The senior vice president for Academic and Student Affairs, and associate vice president for Workforce and Continuing Education, and appropriate site administrators and faculty shall be ex-officio members of all committees.

II.
Selection of Members:  Each member shall have a demonstrated competency in the program specialty area or an understanding of the program and of the community at large.  An exception to the above may be a layperson directly involved in a related program field such as counseling, public relations, or administration of a business or industry.  The member shall be interested in participating in the preparation of persons to enter the field and should be actively involved in the specialized field.  The individual should have the necessary time and motivation to devote to the committee's functions.

III.
Appointments:  Recommendations for appointments (for one-year terms) will be made by the following groups:

A.
Members of the St. Petersburg College's Board of Trustees will be asked to recommend membership to all advisory boards.

B.
One or more professional or trade organizations designated by the President's cabinet as being representative of a particular occupation will recommend membership to an advisory board, not to exceed four nominations from each single designated organization.

C.
The dean/program director, with the approval of the site administrator, may recommend membership to the advisory board.

D.
EA/EO Officer - If recommendations from the Board of Trustees, professional organizations, and program staff do not result in the proper representation, the St. Petersburg College EA/EO Officer will recommend membership to achieve the proper balance.

E.
All nominations will be reviewed by site administrators prior to providing final recommendations to the President.

1.
Nominations shall be submitted by the dean/program director to the office designated by the senior vice president for Academic and Student Affairs via email with the approval of the site administrator.

2.
After approval by the President, letters of appointment, reappointment, or retirement shall be sent over the President's signature.

NOTE:  Some advisory committees jointly serve the College and the School Board of Pinellas County.  This procedure of selection applies only to advisory committee members appointed by the College.

IV.
Length of Service:  Advisory committee members shall be appointed to serve a one-year term of office (July 1 - June 30).  
V.
Meetings:  Advisory committees shall meet twice annually with additional meetings as needed for good program coordination.

A.
The dean/program director shall establish meeting dates in cooperation with the advisory committee chairperson.

B.
The dean/program director shall act as staff administrator to the committee.

C.
The advisory committee shall elect a chairperson to serve for a one-year term.

D.
Notice of meetings, including an agenda, shall be prepared by the dean/program director, in concert with the committee chairperson.  The dean/program director shall distribute a notice of the meeting with an agenda at least two weeks prior to meeting date.

E.
It is extremely important that advisory committee members, through the chairperson, have input into the agenda.  While staff should participate in the preparation of the agenda and background material, they should not take over, direct, or anticipate the outcome of committee action.

F.
Minutes should follow a format of recommendations and actions on all agenda items.  They are to be distributed to all committee members including all ex-officio members, site administrators and the office designated by the senior vice president for Academic and Student Affairs.

G.
A central file shall be maintained in the office designated by the senior vice president for Academic and Student Affairs. This file will serve as a monitoring system for the President to evaluate effectiveness of workforce education advisory committees.

VI.
Evaluation: The dean/program director will provide each committee member with the survey link to the electronic evaluation for completion by June 30 of each fiscal year. Deans/program directors may choose to download and print the questionnaire for distribution and completion during the last meeting of the fiscal year.  Completed questionnaires are to be sent to the office designated by the senior vice president for Academic and Student Affairs. The responses will be provided to the site administrator, dean/program director and committee chair in summary form, with confidentiality maintained for individual respondents.

VII.
Specific Functions of Advisory Committees are:
A.
Assessing how the program meets the current occupational needs of employers.

B.
Reviewing and making recommendations on the program curriculum.

C.
Providing input to help prepare students for work in their chosen field.

D.
Assisting in recruiting, providing internships, and in placing qualified graduates in appropriate jobs.

E.
Expanding and enhancing St. Petersburg College’s reputation in the community by fostering positive community relationships. 

F.
Approving all program equipment purchases in excess of $999.99.

Specific Authority:  1001.02, 1001.64(2) & (4), F.S.  
Law Implemented:  1001.64, 1001.65(12), F.S.; Rule 6A-14.0261, F.A.C.

History:
Adopted 10/16/80.  Amended 6/10/87.  Effective 7/8/87, 4/21/92.  Filed - 4/21/92.  Effective -  4/21/92; 5/16/08.  Filed – 5/16/08.  Effective – 5/16/08.
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