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Introduction

This After-School Building Advisory Committees Guide was developed by an ad-hoc committee of the
Michigan Department of Education (MDE) 21st Century Community Learning Centers (21st CCLC) Advisory Committee.
 
The purpose of this guide is to provide a framework for after-school staff to develop stand alone and/or integrated advisory committees to help guide programming decisions.  This guide serves as a resource for after-school program leaders to develop and maintain the essential collaboration that is necessary for a positive partnership. This guide was designed to offer best practice examples, resources, and templates from the field that can be customized for use in a variety of Michigan 21st CCLC programs.  In using this document please feel free to critique, evaluate, and expand on any of the content provided.  Readers are encouraged to share lessons learned with MDE 21st CCLC staff so that this guide can continue to be updated and revised.

Evidence of stakeholder collaboration is a requirement of the Michigan 21st CCLC program.  It is recommended that expectations be developed with written records kept of communications to insure that all parties are kept informed of decisions made.  It is also recommended that a schedule of meetings be established for the committee(s), that agendas be developed and provided to members ahead of the meetings, that members attending the meetings sign in as they enter, and that minutes from the meetings be sent to all members in a timely manner; these practices add to the legitimacy of the committees.
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COMMUNITY ADVISORY committee
	Purpose
	Start-Up
	Representatives
	Committee Goals 
	Sustainability

	The purpose of the Community Advisory Committee is:
· To identify advocates 
· To collaborate on the delivery of effective wrap-around services and resources (social, emotional, educational, physical health, recreational, youth development) for the 21st Century Community Learning Centers; and
· To provide an active forum for community members (in the health, the arts, business, recreational, educational, and non-profit sectors) to become personally involved and connected with the 21st Century Community Learning Centers.
	· Identify on-going  community-based groups that meet in the areas being served;
· Identify program needs; 
· Identify community members/partners that share your mission and vision and have the capacity to add value to the program; and
· Draft a letter to selected community partners to attend a 21st CCLC open house to discuss the purpose of the Community Advisory Committee and to establish a calendar of quarterly meeting dates.

	· Project Director(s)
· Site Coordinator from each site
· Representatives from each program advisory (youth, parent, etc.)
· School day staff (Principal, Assistant Principal, teacher)
· Business representative
· Community-based Organization representative
· Community Recreation representative
· Community Health/Medical Rep.
· College/University Rep.
· Music/Arts Rep.
· Early Education Rep. (Head Start, Even Start, Great Start)
	· Oversee holistic needs of the  21st CCLC program;  
· Fill the gaps in services for the 21st CCLC families;
· Provide consultation, services, resources, and collaboration efforts for the 21st CCLC; and
· Leverage members’ knowledge and skills and to provide awareness of wrap-around services that will enhance the quality of student and family life.

	· Start meeting on time and end meeting on time;
· Give three-week advance notice of meeting date, time and location.  Consider giving a year calendar of meeting dates; 
· Develop an agenda in advance;
· Request additional agenda items prior to meeting;
· Keep advisory members informed about relevant program related topics and needs; and 
· Communicate frequently via phone and e-mail, and provide annual updates on student growth.

	
	
	Frequency
	Models to Consider
	Resources

	· 
	· 
	· Meet quarterly or as needed.
	· Wayne-Westland Health and Welfare Advisory Board (Contact: Amanda Faughnan, FaughnanA@wwcsd.net).
· Human Service Coordinating Body in Petoskey, MI (Contact:  Maria Campbell, campbellm@charemisd.org).
	· www.Y4Y.ed.gov.





[bookmark: _Toc241725678]PARENT ADVISORY committee
	Purpose
	Start-Up
	Representatives
	Committee Goals 
	Sustainability

	The Parent Advisory Committee will:  
· Encourage and allow parents to take on leadership roles within the 21st CCLC program;
· Develop parents as leaders in education;
· Assist families to bridge the gap between home and school;
· Allow parents to develop the skills and to receive the resources necessary for their children to be successful; 
· Give complete decision-making 
power to parent leader(s) to run the committee; and
· Give parents a project to work on as a group.  Consider giving them a budget for their project.

	· Define the goals of the grant;
· Effectively communicate this committee’s purpose in the school. Keep in mind that the school has other committees/programs that are already established; 
· Ask how your Parent Advisory Committee can be of service to the school;
· Partner with existing parent groups in the school (booster clubs, PTA/PTO, Alumni Association, etc.) by assuring them that your purpose is to enhance their current services;
· Identify parents interested in leadership opportunities;
· Get referrals from school administrators, teachers, other programs on site, etc. and find out the “need” that your advisory committee can offer that is different from what the other programs offer;
· Share resources with other parent groups (i.e. Tier 3, Title I); and
· Address how to support non-English speaking parents.
	· Site Coordinator from program site
· Parents from program site
· Students from program site
· Community businesses
· School staff (teacher) to act as a liaison to school
· Non-profits
	· Inform 21st CCLC program at each site;
· Ensure program reflects the interests and needs of 
both parents and students; and
· To establish a relationship with the families.
	· Start meetings on time and end them on time;
· Work with identified parent leader to assist with agenda development;  
· Give Parent Advisory Committee a purpose relevant to program impact;
· Provide Parent Advisory Committee with a budget to plan activities, family events, etc.;
· Create a school year calendar of events; and
· Establish a relationship with the students and families.

	
	
	Frequency
	Models to Consider
	Resources

	· 
	· 
	· Meet monthly or as needed based on site
· Communicate regularly with the parents via, email, phone calls, etc.
· Student and parent recognitions
· Incentives for participation
· Communicate where the meetings are located  
	· PTA/PTO
· Head Start
· Great Start Readiness Program 
	You For Youth
http://www.y4y.ed.gov

Michigan Foundation for Education Leadership 
http://www.mfel.org

Adaptive Schools Training 
http://www.adaptiveschools.com

http://www.thinkingcollaborative.com
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STEERING COMMITTEE
	Purpose
	Start-Up
	Representatives
	Committee Goals 
	Sustainability

	The Steering Committee is involved in providing resources, assist in securing funding, and members act as liaisons to their respective organizations.
· The Steering Committee is a centralized group that includes: management representatives from the key organizations involved in the project any other key stakeholder groups that have special interest in the outcome of the project and key representatives of any other advisory committees established to inform the 21st CCLC local program; and 
· Members act individually and collectively as project champions throughout their representative organizations to help resolve issues and policy decisions and provide direction and guidance to the project.

	· Initial Steering Committee meeting should be scheduled at least one month prior to the start of the program;
· The "start-up" core committee members should include partners named in the grant application; and
· Additional members should be recruited throughout the duration of the grant. 

	· Program partners
· Vendors/Service Providers
· Project Director(s)
· Site Coordinator from each site
· Organization staff
· Department Heads (university departments)
· Representatives from each program advisory (youth, parent, community, etc.)
· School-day staff
· Business representatives
· Grant writing staff
· School district superintendent(s)
· Math and Literacy Specialist

	· Input on implementation of project scope; 
· Input into policies and procedures;
· Assist in the management of project operational and political issues and risks;
· Review of organizational and programmatic reports;
· Communicate priorities and focus to his/her organization;
· Promoting/advocating the program;
· Fundraising and  outreach; and
· Summer and Enrichment Program Development.


	· Start meeting on time and end meeting on time;
· Give two-week advance notice of meeting date, time and location;
· Develop and send out an agenda to all members in advance;
· Request additional agenda items prior to meeting;
· Keep advisory members informed of relevant program related topics;  
· Provide realistic expectations to advisory members in writing;
· Develop meaningful partnerships with members; and 
· Assist in promoting shared goals.

	
	
	Frequency
	Models to Consider
	Resources

	· 
	· 
	· Meet quarterly or as needed.
· Convenes for special projects/fundraisers.
	· Wayne State University 21st CCLC Program Steering Committee
	· See attached Job Description and Meeting Announcement for Wayne State University Steering Committee Member.
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YOUTH ADVISORY committee
	Purpose
	Start-Up
	Representatives
	Committee Goals 
	Sustainability

	· To develop a youth leadership group that will identify needs in the 21st CCLC that will give students a “voice” in youth leadership, youth empowerment, and asset building;
· To allow students to have a strong voice in the development, implementation and evaluation of their after- school programs.  
	· Develop YAC job description;
· Identify YAC outcomes;
· Identify composition of YAC;
· Establish process to select members (i.e. essay, recommendation, election);
· Identify ABCs of a successful YAC;
· Develop celebratory opportunities for members;
· Define what makes an effective YAC; and 
· Provide training on Roberts Rules of Order.

	· Site Coordinator from program site
· Youth from program site
· Group Leaders from program site
· Outside representation from the community (Business, Non-Profits, Churches, etc.)
	· Inform 21st CCLC program at site level;
· Select a diverse group for your YAC;
· Treat youth as leaders and maintain high expectations;
· Provide the support youth representatives need to succeed;
· Share decision making with the YAC;
· Allow YAC to evaluate program;
· Involve them in other leadership roles within the school;
· Communicate YAC activities with school day; and  
· Have fun!
	· Start meeting on time and end meeting on time;
· Have a written agenda for meeting;
· Work with identified youth leader to assist with agenda development;  
· Give YAC a purpose relevant to program goals;
· Provide YAC with a budget to plan activities, family events, etc.; and
· Host community activities to bring youth together from across sites.

	
	
	Frequency
	Models to Consider
	Resources

	· 
	· 
	· Meet weekly or as needed.
	· Neutral Zone Youth Advisory Board Model (Contact:  John Weiss, weiss@neutral-zone.org).
	· Neutral Zone:  http://www.neutral-zone.org.
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ADDITIONAL Resources

	Resource
	Content

	Michigan’s 21st CCLC Website
http://www.michigan.gov/21stcclc 
	All content related to Michigan’s 21st CCLC Programs:
Sample program templates, Project Director Resource Guide, Local Evaluator Resource Guide, sample job descriptions, meeting announcements, networking conference call information, 21st CCLC MDE staff contact information, professional development announcements, 21st CCLC training/technical assistance/conference announcements, and more!

	You For Youth
http://www.y4y.ed.gov
	Web portal developed by the United States Department of Education (USED) for 21st CCLC programs.  Free online training materials/courses, resources, templates, and more!

	21st CCLC Project Director Resource Guide
http://www.michigan.gov/documents/mde/PD_Resource_Guide_-_Edition_2_363104_7.doc  
	Resources for 21st CCLC project directors:  sample templates, budgeting, evaluation, hiring, licensing, EZ Reports and more!

	Center for Youth Program Quality (CYPQ)
http://www.cypq.org/ 
	CYPQ partners with MDE to assess program quality and provide training and technical assistance to 21st CCLC programs through the Technical Assistance and Coaching Supports Services (TACSS) Initiative.  The Youth Program Quality Assessment (YPQA) and the Pyramid of Program Quality are the basis for a variety of free trainings for Michigan 21st CCLC staff. 

	21st CCLC Listserv 
To share your information contact any 21st CCLC staff member (see Page 4)
	Tool for all 21st CCLC Project Directors, Site Coordinators and others to communicate and share resources through e-mail.

	Beyond The Bell – Principal’s Guide to Effective AfterSchool Programs
http://www.doe.k12.de.us
http://www.learningpt.org/expertise/afterschool/
	This resource is a practical, easy-to-use resource for after-school managers and site coordinators.  It features information and 82 tools for implementing a successful after-school program.  Chapters focus on management, communication, evaluation, linkages with the school day, collaboration and community building, parent and family involvement, and staff development through program design and delivery.

	Michigan Afterschool Association (MAA)
http://www.miafterschool.com
	The Michigan Afterschool Association (MAA) is the state affiliate of the National AfterSchool Association (NAA), whose mission is to build a profession that develops, supports, and promotes quality after-school programs for children and youth.

	Michigan After-School Partnership (MASP)
http://www.miafterschool.org
	The Michigan After-School Partnership (MASP) is a statewide network developing a shared vision and influencing others to believe in the power of after-school programs to help all children and youth succeed.  MASP links stakeholders interested in improving outcomes for children and youth through school-based/school-linked and enrichment after-school programs. 

	Head Start  
http://eclkc.ohs.acf.hhs.gov  


	Head Start has a reputation for developing quality parent and policy councils.
Family Partnerships http://eclkc.ohs.acf.hhs.gov/hslc/standards/Head%20Start%20Requirements/1304/1304.50%20Program%20governance..htm 
Empowering Parents  
http://www.ed.gov/blog/2011/04/empowering-parents-in-head-start/
Policy Councils
http://eclkc.ohs.acf.hhs.gov/hslc/standards/Policy%20Clarifications%20and%20FAQs/e_pc.htm 






APPENDIX

TIPS FOR CREATING EFFECTIVE
YOUTH ADVISORY COUNCILS

Direct youth involvement offers potential benefits to the young people—both those who help to develop the program and those served by the program—and also to the organizations.  To name but a few benefits—youth gain experience and confidence; organizations gain a fresh perspective on youth culture; and organizations develop more effective outreach.  The essence of youth involvement is a partnership between adults and young people – one in which each party has the opportunity to make suggestions and decisions and in which the contribution of each is recognized and valued.  Following are tips for creating effective youth advisory councils within your agency.

1. Recognize that involving youth is a two-way street.  Youth and adults must work to make the relationship effective and meaningful.
2. Involve a critical mass of youth in the agency’s work.  One young person cannot represent all youth.  Create an advisory council of at least eight to ten young people.
3. If possible identify at least a half-time staff person to coordinate the agency’s youth advisory council.  This staff person should be responsible for, and have sufficient time to contact young people on an individual basis at least monthly, coordinate logistics of two in-person and monthly on-line meetings; represent the interests and opinions of the young people in day to day work at the agency; and advocate within the agency for increased involvement of the youth advisory council.
4. Define categories of youth expertise to be represented on the council.  For example, include youth with expertise in new media and social networking, someone with experience designing or implementing an effective peer education program, and/or someone who knows youth culture.
5. Make certain that youth represent the target population the agency is trying to reach.  For example, if the work involves ameliorating health disparities, identify GLBT youth and youth of color who have expertise/experience with these issues and/or who working with or mobilizing these target populations.
6. Ask youth to fill out applications to become youth advisory council members.
7. Choose youth who are clearly leaders and have the expertise needed.
8. Provide youth with the training they need to have confidence in their areas of expertise and to work collaboratively with the adults in the agency.
9. Provide adult staff with the training they need to work effectively with youth.
10. Clearly define and express agency expectations for young people’s involvement.  Share these expectations with the youth and with adult staff.
11. Provide young people with other professional development opportunities, such as going to conferences, attending networking events and participating in a training session on issues of interest to them.
12. Provide youth with feedback and clearly demonstrate the impact of their efforts.
Advocates for Youth, May 2010
http://www.advocatesforyouth.org 

Wayne State University
C2 Pipeline Steering Committee Job Description
Purpose: The Steering Committee includes management representatives from the key organizations involved in the project, and any other key stakeholder groups that have special interest in the outcome of the project. Members act individually and collectively as a vocal and visible project champion throughout their representative organizations; help resolve issues and policy decisions, and provide direction and guidance to the project. The steering committee is involved in providing resources, assist in securing funding, and act as liaisons to their organization. 
 
Mission: The mission of the Wayne State University’s, College of Nursing, C2 Pipeline is to provide an out of school time College/Career Ready program that incorporates S.T.E.M. in a project based, hands on learning environment with a focus on Health Careers, that enhance and link to a student’s secondary educational experience.
 
Major responsibilities of the Steering Committee:
· Input and creation of project scope
· Input into policies and procedures
· Review of organizational and programmatic reports
· Communicate priorities and focus to his/her organization
· Promotion of the program
· Fundraising and outreach
· Summer and Enrichment Program Development 
*	Members of the Committee share these responsibilities while acting in the interest of the C2 Pipeline Program. Each member is expected to make recommendations based on his or her experience and background.
 
Meetings and time commitment:
· The steering committee meets quarterly (November, February, May, August).
· Convenes for special projects and fundraisers.
Expectations of committee members:
· Attend and participate in meetings on a regular basis, and special events as able.
· Be alert to community concerns that can be addressed by the C2 Pipeline Program’s mission, objectives and programs.
· Help communicate and promote the C2 Pipeline Program’s mission and programs to the community.
· Become familiar with the C2 Pipeline Program’s financial/resource needs.
· Understand the policies and procedures of the C2 Pipeline Program.
· Assist in leveraging resources for the C2 Pipeline Program.
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