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Questions to Consider in Creating or 

Renewing Your Advisory Council

1. What is the purpose of the Advisory Council?  How will it be used? What role will it play in relation to the Statewide AT Program?

2. What will the Statewide AT Program expect the individual members of the Advisory Council to do in order to achieve the above purpose?

3. To whom will the Advisory Council report?

4. Who will provide the staff support to orient, educate, and work with the members of the Advisory Council?

5. How will the Advisory Council recruit members?

6. Will it need committees?

7. What is the nature of the relationship between the staff, and the Advisory Council?

8. What are the financial costs of the Advisory Council to the Statewide AT Program on an annual basis?

Advisory Council Statement of Purpose Checklist

· Reason for the Advisory Council to exist

· Relationship of the Advisory Council to the Statewide AT Program

· Relationship of the staff to the Advisory Council

· Criteria for membership

· Description of the selection process

· Length of term of service and duration of the Advisory Council

· Specific roles and responsibilities of individual members

· Titles and duties of officers

· Meeting schedule

Sample Checklist of Advisory Council Functions

· Provide oversight and accountability for projects, programs, and services

· Serve as advocates, facilitate access to policy makers, help shape public policy

· Review, monitor, or assess programs

· Evaluate performance of programs

· Provide a means for involving people who are willing to give critical assistance but have limited time

· Enlist help from others without adding them to the advisory council

· Provide specialized expertise that may be missing from board or staff

· Gather input from or serve as a liaison with key constituencies

· Provide an independent, unbiased sounding board for services or direction

· Serve as ambassadors, building bridges into the community

· Survey the need for enhancing existing activities

· Bring in resources

· Conduct evaluation and oversight activities

· Help maintain accountability or meet demands of external constituents

Sample Grid for Identifying, Cultivating, and Selecting Advisory Council Members

	 
	2006 Members
	 2007 Members
	 2008 Members

	REQUIRED
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Individuals that use AT or family member or guardian
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Designated State Vocational Rehabilitation representative
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Designated State agency of the blind representative if separate from VR
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Designated State center for independent living representative
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Designated State workforce investment board representative
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Designated State educational agency representative
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	DISABILITY
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Type I
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Type II
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Type III
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Type IV
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Type V
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	 GROUP:
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 female
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 male
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 20-35
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 36-55
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 56+
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 African American
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Caucasian
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Native American
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Latino/Chicano
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Asian-American
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Other:
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 GEOGRAPHY:
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Inner City
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Suburban
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Rural
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Other:
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 CONSTITUENCY:
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Business
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Government
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Program / Product User
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Community
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Other:
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 SKILLS:
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Fundraising (nonprofits)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Public Relations
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Planning
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Financial
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Personnel
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Legal
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Program / Product Expertise:
Areas:
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


Sample Letter of Invitation

Dear [NAME],

We would like to invite you to join the Advisory Council of XX.  This council consists of thoughtful community leaders who meet XX times per year to advise the Statewide AT Program.  We have tremendous admiration for the work you have done with [children in the central region of our city] and we would be very grateful to have your thinking as we go forward.

The responsibilities of Advisory Council members are to:

· Attend at least XX meetings per year, each held on a weekday from 8:00 a.m. to 9:30 a.m. EST

· Contribute your expertise and thinking to the current and future work of XX

· Be available for four to five telephone calls each year from staff seeking advice

· Allow XX to publish your name as a member of the Advisory Council

In return, XX promises you:

· A delicious breakfast three times a year and meetings that start and end on time

· A complementary XX membership during your term on the Advisory Council

· An appreciation of your time and a commitment not to abuse your time and your generosity

Advisory Council terms are for two years.  Enclosed is a roster of current Advisory Council members and a schedule of meetings for the coming year.

One of us will be calling you within the next few days to answer your questions and to give you a personal invitation to join the Council.  Thank you and we look forward to talking with you.

Sincerely,

NAME, TITLE, XX 

NAME, TITLE, XX

Adapted from CompassPoint 2002

Sample Orientation Chart

This is an overview of the information that needs to be conveyed to new Advisory Council members at their orientation.

	Information
	Why Important
	Orientation Format Ideas

	About the Statewide AT Program  

	Program
	Help new members get a feel for the work of the involved programs – what they do, whom they serve, what difference they make – to get them emotionally and intellectually connected and motivated
	· Tour of facilities 

· Observation of/participation in program activities 

· Presentation by client, member or program participant 

· Video, slides, film presentation 

· Annual report/Organization brochure

· Legislation/Statute

	Finance
	Help new member become informed about where money comes from, how it is spent, their role in obtaining resources
	· Presentation by appropriate individuals

· Background materials (audit, budget, financial)

	History
	Provide sufficient knowledge about the past so that the present makes sense.  Help new members see their own participation as part of the organization’s ongoing story
	· Stories told by “old-timers”

· Pictures

· Written documents

	Strategic Direction
	Present a framework for new members to participate effectively.  Clarify the mission, vision, organization values, and goals that inform the actions
	· Presentation by CEO or Advisory Council Chair 

· Copy of strategic plan or 1-page “Strategic Plan at-a-Glance”

	Organizational Structure
	Help new member understand who does what and lines of accountability
	· copy of legal documents

· Organization chart

· Introduction to key staff



	About the Advisory Council

	Advisory Council Roles
	Ensure that new members understand their role
	· Presentation/discussion with the entire Advisory Council

· Written materials

	Member Responsibilities
	Ensure that new members understand the limits of their accountability
	· Presentation/discussion

· Signed agreement

	Advisory Council Operations
	Help new member understand how the council operates so that they may participate effectively
	· Advisory Council Manual

· Mentor/Buddy

· Committee charges and member lists

· Meeting schedule

	Members
	Facilitate new member integration with the other members
	· List of members and biographical data

· Time set aside for social interaction

	Skills
	Instruct new member on how to read important documents
	· Written materials

· Presentation by expert


Sample Advisory Council Meeting Agenda

XX Advisory Council Meeting

October 20, 2006

7:00pm – 9:00pm

The purpose of the XX Advisory Council is to advise the XX agency staff on best medical practices that lead to a healthy population.

A.
General Business (5 Minutes)


A.  Call to Order and Attendance


B.  Approval of Agenda


C.  Approval of Minutes

B.
Discussions (45 Minutes)


A.  Update on New Program Started in January


B.  Next Year’s Media Campaign

C.
Decision/Recommendation (45 Minutes)


A.  Staff and Program Expansion Proposal

D.
FYI (20 Minutes)


A.  Director’s Report


B.  Committee Reports


C.  Status of Annual Campaign

E.
Reactions to Today’s Council Meeting

F.
Adjourn
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