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This document will assist you in:

Forming an Advisory Board
Running Effective Meetings
Maximizing Advisory Board Expertise
Evaluating Effectiveness
Acknowledging Support

Source: From the foreword to the publication 

“Redesigning Schools – What Matters and What Works.” 2002 – Stanford University

Permission Granted from San Diego Unified School District 

Copyright San Diego Unified School District 2009
Why Have a Business/Community Advisory Board?

A Business/Community Advisory Board is a cheerleader, manager, planner, communicator, sounding board, stakeholder, problem solver, marketer, and resource broker.
Adapted from 

San Diego Unified School District

Community Relations Department
A Business/Community Advisory Board (BCAB) advises, assists, provides support and advocacy for schools in regard to career themes, makes real-world connections, and promotes community-focused learning and rigorous learning experiences. The success of the BCAB will be directly related to the connections and amount of engagement board members have with students.  Principals need to clearly articulate to their board members the needs of the school and how the board can help meet those needs, i.e., providing access to business/organizations for teacher externships.  (Benefits for board members are that they become familiar with the challenges facing public schools and become advocates and stakeholders.)  In addition, they help to ensure high quality, relevant preparation of their future workforce.  

The goals of the BCAB include:

· create a vision for the multiple pathway;

· develop a clear definition of board members’ roles;

· infuse both the school and BCAB with a meaningful, achievable mission statement;

· enable the staff and students to recognize and reach their highest potential; and

· provide counsel, not governance.

Business/Community Advisory Board Activities

This shared commitment offers an opportunity for business and community members to fully invest in public education and promote student learning that is relevant, marketable, and rewarding.

The activities of the BCAB may include: 

· Participating regularly on the Business/Community Advisory Board.

· Providing work-based learning activities including, but not limited to: job shadows, internships and company tours.

· Securing student internships.

· Providing input to curriculum and instruction including: identifying standards required by industry, providing project/problem suggestions and assisting students in solutions to those problems, assisting teachers in developing curriculum and instruction more relevant to individual school themes.

· Assisting with resume writing, mock interviews, participating on student exhibition panels.
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Assisting in the recruitment of additional advisory committee members, as needed, from business, higher education, community-based organizations, professional associations, military, service clubs, etc.  (The Board Chair may choose to organize the Board in focused sub-committees.)

· Assisting with identification of resources to solve problems and secure donations of equipment/supplies.
· Identifying and eliminating barriers that impede student success.

· Providing leadership in the areas of:
· Employability – assisting in helping students develop workforce skills that employers will expect them to have, such as competency in communication skills, (both oral and written), ability to follow directions, problem solve, work ethics, protocols, and to work as part of a team.

· Technology – maximizing informational resources by sharing technological expertise, sharing facilities and pursuing learning opportunities through the Internet, distance learning, teleconferencing and interactive video for staff and students.

· Staff Development – Contributing to staff and student professional development by sharing technology skills, management and planning tools, customer service strategies, etc.

Steps to Form a Business/Community Advisory Board

As you form this “panel of experts,” don’t just pursue businesses, seek out representatives from higher education, community-based organizations, military, service clubs, professional organizations and associations – all have talents and expertise to share. 

1. Determine the size of your BCAB based on your needs, capacity, and comfort level. (Sensitivity to board diversity and board gender is appropriate. Members should reflect the demographics of the school.)

2. Know exactly what expertise you want each board member to have.

3. Identify 10-12 initial companies, organizations, or individuals as potential partners to support the theme of your school or program.

4. Identify 1-2 key people from your staff and community to be members, e.g., a student, a teacher, a parent whose interest/vocation matches the small school theme; school-to-career coordinator; internship supervisors; etc. (Don’t overload the board with faculty or administrators.) 

5. Mail letters of invitation to potential board members. Be sure to follow up with a phone call within one week of sending the letter. (See page 9 for sample recruitment letter.)
You may wish to:

· brainstorm names with staff members and parents, as well as people who have already indicated an interest in participating;
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use the business section and local community papers, the Chamber of Commerce newsletter or other business journals to identify potential companies; 
· use the Internet to research the following local resources;

· seek out professional organizations and service clubs, e.g., Kiwanis, Rotary, Optimists, and ask to be on their agenda; 

· network through current business/community partners;
· talk to the parents of current or former students; and 

· recruit relatives, neighbors or others from staff members. 

Convening the Business/Community Advisory Board

“Never doubt that a small group of thoughtful, committed citizens can change the world; indeed, it’s the only thing that ever has.”  Margaret Mead

The chair of the BCAB should be a business leader; this gives credibility to the board. The duty of the chair is to work with the principal and/or the academy lead to plan the agenda, facilitate the meeting, and play a strategic role in setting the tone for how successful the board will be. This tone must be established during the first meeting.  The principal should be responsible for setting the tone until the chair has been selected.

Responsibilities of the chair include:

· Determine the monthly meeting dates well in advance, length of meetings, location, a roster of members, and agendas (See page 10 for sample “very first meeting” agenda);
· Assign a scribe (preferably a secretary or staff person to the principal) to record minutes of the meeting;

· Call the meeting to order and review minutes of the previous meeting; 

· Make sure meetings start and end on time;

· Preside over all meetings, lead discussions, set goals, try to bring closure on key points of discussion;

· Develop an “action list” that defines the “ask” and review/update this list at each meeting;

· Ensure that all board members have an opportunity to be heard;

· Communicate clear roles and expectations for board members;

· Develop an atmosphere conducive to productive discussion, dialogue and decision making;
· Engage the board on such topics as:

· reviewing curriculum and making recommendations;

· planning professional development for teachers/students; and

· job training issues, etc.

· Provide each member with a notebook labeled with his/her name/company and always provide three-hole punched agendas and materials; 
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Create sub-committees with specific tasks such as:

· securing internships;
· acquiring excess equipment;

· recruitment of additional BCAB board members; 

· marketing of the small school; 

· organizing a career fair; 

· fundraising/grant writing; and

· recruiting student exhibition panel members, etc. 

(See page 10 for sample sub-committee sign-up sheet.)

The co-chair should be the school principal/academy lead.  The responsibilities of the co-chair include:

· Support the chair;

· Collaborate on the agenda and planning of the meeting;

· Handle all the mailings/communications with board members;

· Ensure that all board members receive copy of the school’s calendar; 

· Prepare/distribute the minutes for board members on the chair’s business letterhead; and

· Handle feedback to staff related to board activities and recommendations.  This can be accomplished by distribution of meeting minutes to all staff members and designating communication of board activities as a standing agenda item for all staff meetings.

Safeguards for successful meetings:

· DO create an atmosphere of camaraderie, common purpose and productivity. Refreshments are always appropriate, even if it is just bottled water. (Perhaps the chair, one of the current partners, or the principal could host an after-hours mixer so that board members get to know each other on a personal as well as a professional basis. Networking opportunities are always appreciated.)
· DO be sure everyone is participating. The chair or co-chair should be prepared to ask members who are not actively engaging in the discussions to give their thoughts and suggestions. 
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DO accept board members’ advice and support.  If you already have the suggestion in place, acknowledge the idea and be sure you fully understand the suggestion before you say “we are already doing that.”  
· DON’T have meetings that merely report out. Engage board members in immediate projects and small group discussions that require decisions to be made.  Have an “ask”
· DON’T be afraid to ask for help! But, don’t ask for money.  If you have effectively engaged the advisory board, resources will come.  
Generic components of the meeting agenda should include the following:

· Call to order;

· Review and approve the minutes;

· Report out from the subcommittee chairs and subsequent discussion for the entire board to make a proposal/decision;
· Approve all announcements, notices and other information the BCAB receives; 

· Ask members if they would like to have periodic guest speakers. A variety of “voices” from teachers, students, parents or other business partners, endorses the mission and gives the opportunity to share “success stories;” and

· Invite Board of Education members as guests to attend BCAB meeting to see the group “in action.”

Indicators of an Effective Business/Community Advisory Board

“If we did all the things we were capable of doing, we would literally astound ourselves.”  Thomas Edison

Indicators of effectiveness include:

· Carrying out a yearly plan of action;

· Collectively agreeing on long and short term goals; 
· Ensuring that the BCAB is involved in such aspects as: program review, staff development, marketing and public relations, resource review, (i.e., budget development, obtaining donations, fundraising, establishing scholarships, recruiting sponsoring awards and recognizing staff and students); 
· A formal process for recruitment of new board members and proper orientations;
· Members regularly looking at curriculum to ensure that coursework is meeting business/industry standards;
· Members are aware of the school’s overall academic achievement and the benchmarks students should meet; 

· Assessing the effectiveness and impact of the decisions; and
· Knowing current legislation and being advocates for specific legislative actions.
Benchmarks that substantiate the effectiveness 

of the Business/Community Advisory Board

The difficult we do immediately; the impossible takes a little longer. An Air Force Motto

Teachers, parents, students, business/community partners, board of education members, the greater school community: 

· see a difference in the culture of the school and a common sense of purpose;

· see a difference in teacher and student attitudes;
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see improved student attendance;

· see improved test scores;

· see improved parent involvement;

· see a difference in the content and relevance of the curriculum;

· are discovering a greater sense of instructional purpose and workplace relevancy; 

· are understanding new career options and the steps needed to achieve them; 
· see concrete examples of the benefits of business and education working together, as mutual benefactors, in regard to the success of our young people; 
· are sharing/talking about/validating/supporting the mission, philosophy, and intent of the multiple pathway; and
· are satisfied because more resources are coming to the school and to the classroom.
Evaluate your Business/Community Advisory Board
Developing and maintaining an effective board is hard work. It is an ongoing, dynamic process that includes dealing with personal and philosophical differences, grappling with sometimes difficult issues, yet valuing all opinions as you work together to improve student achievement and workplace readiness.

It is important that the board chair and co-chair solicit feedback from the BCAB on a regular basis.  If something is working well or not working well, you should know about it.  Administer an evaluation of the board mid year and at the end of the school year. Compile the responses.  Discuss the feedback at the next meeting. 

Keep your Business/Community Advisory Board members happy! 

To ensure longevity in their membership, consistent attendance, and a belief that their presence is valued and their time well spent:

· Thank the members periodically for their participation on the board by writing a letter of appreciation on your letterhead. (See page 13 for sample thank you letter.) Copy their supervisor and copy the president of the company if appropriate;

· Place the board members on your school’s mailing/e-mail list to receive your school newsletter, school calendar and other pertinent correspondence;

· Create a column in the school newsletter or PTA newsletter and provide information to local and community newspapers to share the board’s activities and to acknowledge the work of the BCAB;

· Invite board members to school events, e.g., athletic events, drama productions, student/staff recognition assemblies, graduations, etc.;

· Provide board members with a student handbook;

· Provide opportunities for members to interact with teachers and students;

· Express your appreciation of board members’ services by including their names/companies in programs, school newsletters, catalogs, and promotional materials;

· Invite board members to the district’s annual end-of-year recognition event facilitated by the Community Relations Department; and

· Present board members with a framed certificate of recognition. 
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Be very careful when asking for money. The quickest way to lose partners is to base the relationship on their financial support. Their time, resources, and personal support are costing their employers revenue every time the employee is supporting the school and not engaged in their “regular” job.

Because all things are possible, it is our hope that you will find this document easy to read, useful and a catalyst for more ideas, powerful inspirations, and inventions of your imagination . . .

School Letterhead





Date

Inside Address

Dear:

I am the principal of (name of school) at the (name of high school complex). My school serves approximately _____ students.  Our academic focus is ________. This allows more personalized learning environments and gives students the opportunity to attend a school that matches their interests. This also allows students to make real-world connections. 
One of the essential and unique components of this “small school” model is that I have a Business/Community Advisory Board (BCAB).  The BCAB is vital to the success of our school. 

Board members participate in regular meetings with other business and community representatives. They offer expertise and guidance in such areas as internships, job shadowing, and curriculum to ensure that coursework is meeting industry standards. They share technical expertise, contribute to staff and student professional development, etc. You would become an advocate for public education and contribute to high quality, relevant preparation of our future workforce. Would you be willing to join? 
The BCAB meets on:

(Day/Date/Time)

(Location)

(Address/Directions)

For your information, I have attached my business card and a school overview. I will follow up with you next week to answer any questions you may have. Thank you for your consideration of this request. 
Sincerely,

Name of Principal

XYZ School District 
Name of Multiple Pathway
Business/Community Advisory Board

Name of business person, Chair

Name of principal, Co-chair 

Date:  

Time: 

Place:



Suggested Agenda

I. Welcome: Chair/Co-Chair welcomes and thanks everyone for agreeing to participate on the board.  Chair describes briefly in 2-3 what the purpose of the board is and what the goals and expectations are. 

II. Introductions: All members are asked to introduce themselves and give a brief background. They should also explain why they joined this board. Distribute a sign-in sheet and collect business cards. Prepare a roster for distribution at the next meeting that includes their business card information. Provide table tents at all meetings that include the members’ names and affiliations.

III. Purpose of Board: Chair and Co-chair present the purpose of the advisory board and expectations for support and involvement. (The Chair and Co-chair should have discussed this prior to the meeting.) 

IV. Next Meeting(s): In cooperation with the members, the Chair establishes future meeting dates, frequency, times, location, and the agenda for the next meeting. That agenda should include establishing the vision and mission statements for the board and the establishment of sub-committees based on school needs and board member feedback.  

V. If BCAB is new or has new members: 
VI. Principal provides overview of school including the philosophy of the “small school” model.  (Use minimal handouts and minimal educational jargon.) 

VII. Meeting Adjourns: Chair adjourns the formal meeting.

VIII. Tour of School: The principal takes the group on a tour of the school.


XYZ School District 
Name of Multiple Pathway
Business/Community Advisory Board

Subcommittee Sign-up 

Name of Subcommittee

Name of Chairperson, Chair

Focus of Subcommittee

	Name
	Phone
	Email Address

	1.


	
	

	2.


	
	

	3.


	
	

	4.


	
	

	5.


	
	

	6.


	
	

	7.


	
	

	8.


	
	


BUSINESS/COMMUNITY ADVISORY BOARD (BCAB)

EVALUATION

Below is a guide for rating the effectiveness of the Business/Community Advisory Board.  

Circle the number that best describes your feelings about each statement.









Poor 
        to
                Excellent

1. I clearly understand the mission and 


intent of this board.
1
2
3
4
5

2. The agendas were organized and


received in advance of the meetings.
1
2
3
4
5

3. I enjoy working on a subcommittee with


a specific task to accomplish.
1
2
3
4
5

4. I believe the members of this board


understand their role and assignment.
1
2
3
4
5


5. The atmosphere was conducive for productive


discussion, dialogue, and decision making.
1
2
3
4
5

6.
Meetings were well organized.
1
2
3
4
5


7.  I felt that the board's opinions and 


recommendations were understood and


accepted by the school.
1
2
3
4
5


8.
I feel satisfied with the activities and 


accomplishments of the advisory board.
1
2
3
4
5


9.
I enjoy having guest speakers.
1
2
3
4
5


10. I believe my time and efforts are well-spent and 


that I am making a difference in the lives of 


students.
1
2
3
4
5

Additional comments/suggestions:


(Use back of sheet if necessary)









Signature (optional)

(This meeting evaluation should be administered mid-year and at the end of the school year.)

School Letterhead






Date

Inside Address

Dear:

On behalf of (name of school), I would like to thank you for your participation on our Business/Community Advisory Board.  Your work on the (name of the sub committee) really made a difference.  (Elaborate on specific contributions.) 
I have enjoyed working with you and I believe we have accomplished a lot.  It is because of your commitment to our school mission that we have achieved (list the year’s accomplishments.)

In closing, thank you again for volunteering your time and helping our school enjoy a true sense of satisfaction and accomplishment.

Sincerely,

Name of Principal

C:   Board member’s immediate supervisor

       President of board member’s company/organization

Adapted and used with permission from 
San Diego Unified School District
Copyright San Diego Unified School District 2009
Writen by 

Janet D. Delaney, Director

October 2008
Adapted by 

Rob Atterbury

Community Relations Department
San Diego Unified School District

Eugene Brucker Education Center, Room 2121

4100 Normal Street, San Diego, CA  92103-2682

(619) 725-5592    Fax (619) 725-5599
http://www.sandi.net/depts/comm_relations
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