
CTE PROGRAM
ADVISORY COMMITTEE
HANDBOOK

R E V I S E D  J U L Y  2 0 2 1



C T E  P R O G R A M  A D V I S O R Y  C O M M I T T E E
H A N D B O O K

P A G E  0 1

TABLE OF CONTENTS

CTE Program Advisory Committees' Purpose    pg. 2
CTE Program Advisory Committees' Functions    pg. 3
Mission    pg. 4 
Vision For Success    pg. 4
Handbook Purpose    pg. 5
CTE Program Advisory Committee Authority    pg. 6
Program Advisory Committee Composition and Structure    pg. 7
Responsibilities    pg. 8
Request, Confirmation, and Orientation of New Members    pg. 9
Meetings     pg. 10
Meeting Agenda     pg. 11
Committee Work    pg. 12
Communicating with your Committee    pg.13
Advisory Committee Performance and Evaluation    pg. 14
Building and Maintaining Attendance    pg. 15
Summary    pg. 17
Resources    pg. 19
Photo Credits   pg. 20



Promote receive training in the knowledge, skills, and abilities needed

by employers

Promote curriculum design and improvements are industry informed

and aligned to current industry standards and needs

Maintain a continuous connection with industry for the benefit of

students and the growth of a diversified student pipeline from

education and training to employment

Industry Program Advisory Committees (PACs) are needed to do the
following:

1.

2.

3.

Committees are maintained for the purpose of continuous exchange
between professional educators and those in the private and public
industry sectors (Education Code §8070, Article 3).

CTE Program Advisory Committees'
Purpose
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Identify the educational needs of a specific occupational program and

make recommendations to the College program faculty and

administration related to these needs. Such recommendations may be

included in the program's PSR. 

Interpret the program to the communities served and the

communities' needs to the College. 

Collect program-specific information and advice on technical

requirements for the effective operation of the program. 

Provide opportunities for communication between the College and

the various organizations and agencies of the community interested in

the program.

Assist program faculty in short-term and long-term program planning

efforts to keep the program relevant to industry needs. 

The primary functions of PACs are to: 

CTE Program Advisory Committees'
Functions
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Chaffey College inspires hope and success by improving lives and our
community in a dynamic, supportive, and engaging environment of
educational excellence where our diverse students learn and benefit from
foundation, career, and transfer programs. 

Mission

Close Equity Gaps 
Increase Degree and Certificate Attainment 
Reduce Excess Unit Accumulation 
Increase Transfers to Four-Year Institutions 
Secure Gainful Employment 

Chaffey College is committed to helping students improve their
social and economic mobility and to pursue the career and life that
they want (CCCCO, 2020).

Career and technical programs have a vital role to play in preparing
our students with the skills and credentials they need to ensure
economic and career success. Through the collaboration and insights
of strong, diverse, and committed program advisories, Chaffey
College can work toward attaining the Vision for Success and work to
do the following:

Vision For Success
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To further a cooperative relationship between the College and the

resource agencies of the community in support of the program. 

To monitor, document, and discuss how students are progressing

toward the competencies, objectives, and student learning outcomes

identified for the particular program. 

To support a diverse and equitable workforce through the

development and maintenance of a strong student pipeline from

education and training to employment.
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The Chaffey College CTE Program Advisory Committee Handbook
provides suggestions for a diverse advisory committee development,
maintenance, and record-keeping. The primary audience of this
handbook is Advisory Committee members and Chaffey faculty and
staff. 

Chaffey Institutions and campuses are encouraged to supplement and
augment this material with available resources and opportunities for
faculty and staff regarding employer engagement, advisory
committees, and career education course and program alignment to
employer needs.

Handbook Purpose

Goals:



PACs make recommendations only. 

The program faculty, campus administration, and governing board carry
the responsibility and liability for all career education programs
operating in the District. It is within this framework that the advisory
committees are responsible to the Superintendent/President and the
Governing Board of the Chaffey College District, through the first-level
manager and faculty assigned to the particular program. The
Superintendent/President provides overall administration of the District
and reports to the Governing Board. 

The ultimate decision as to how a career education program operates
rests with the program faculty of that particular program and school
administration/management. 

CTE Program Advisory Committee
Authority
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Is committee representation diverse, including size, scope, location, and
type of company, as well as gender, orientation, and ethnicity, minority-
owned, etc.? 
Is the diversity of all committee representatives reflective of the diversity of
the student population? 

An industry or employer chairperson 
An assistant chairperson
Additional industry or employer representatives
Chaffey CTE program students and alumni
Additional external stakeholders:

Industry suppliers of equipment 
Regional sector directors
Industry Organization representatives (e.g. Nursing League, SEMA, FAA)

A faculty member/program expert
Additional Chaffey representatives:

Program dean
Program support staff
Program counselors 
Program faculty (including part-time or emeritus faculty) 
Curriculum Chair or their designee  
College foundation officer 
Financial Aid representative 
Other directors/coordinators in the ACC 
New Programs: EPPC representative 

Program Advisory Committees should consider the following questions: 

Each Program Advisory Committee should include a combination of relevant
stakeholders, such as: 
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The majority of the committee members must be industry and/or employer
representatives. Each advisory committee should strive to reflect the diverse
composition of the campus student population, community’s business,
industry, or government sectors. Members are selected to serve because of
their knowledge, expertise, and understanding in their area of specialization.
Diverse perspectives and experiences are important factors in membership. 

Program Advisory Committee
Composition and Structure



Attend meetings, participate in committee discussions, and serve on
subcommittees as appropriate. 
Carefully study any problem which comes before the committee prior to
committing to a final decision. 
Be available for consultation. 
Offer Curriculum Content Advisement.
Offer Career Guidance

Submit items for advisory committee meeting agendas. 
Attend advisory committee meetings, participate in discussions, complete
committee assignments, and serve on subcommittees as appropriate. 
Review curriculum changes recommended by the advisory committee. 
Assist in the development/revision of curriculum.

Industry and Employer 
Industry and employer representatives are expected to fulfill these
responsibilities: 

Management and Discipline Faculty 
It is the District’s expectation that management and faculty in the discipline(s)
covered by the career education advisory committee will do the follwing: 
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Agenda Development 
Note-taking/preparation of meeting minutes 
Meeting minute distribution 
Committee member list management
Summative recommendation to the College

All committee members are expected to actively contribute to the advisory
committee. However, some essential tasks should be assigned to one or more
individuals to ensure timely completion. Some examples of these tasks include: 

Responsibilities


