College of Micronesia-FSM Pohnpei campus

Pohnpei campus Technology & Trade (T&T) Advisory Council

TERMS OF REFERENCE

A. Authority

The COM-FSM Pohnpei Campus Technology & Trade Advisory Council operates through the authority of and reports to the Director of Pohnpei Campus.  Recommendations from the Advisory Council are submitted to the Director of Pohnpei campus for action.

B. Purpose  

The Advisory Council advises the Pohnpei Campus Director on matters relating to vocational and technical training programs offered at Pohnpei campus.  These matters include providing recommendations to ensure that the quality and delivery of training programs are producing graduates equipped to function as entry-level tradesman, technician, and specialists in their respective areas of study; providing recommendations in establishing a workable system in placing graduates into the workforce; and providing recommendations on creating other technical training programs to address the needs of the community and the local workforce.
C. Membership
The members of the Advisory Council are:

· Pohnpei Campus Director
· Technology & Trade Division Chairperson

· Faculty members of the Trade & Technology Division
· Pohnpei Campus Instructional Coordinator

· COM-FSM Vocational Training Coordinator

· COM-FSM Director of Development & Community Relations

· Pohnpei Campus Small Business Development Center Coordinator

· Pohnpei Campus Training Institute Coordinator

· Technology & Trade Student Club Representative

· FSMDOE – Vocational Education Coordinator

· Pohnpei State DOE – Vocational Education Coordinator

· Pohnpei State Legislator – Chairman of Education or representative

· U.S. Embassy to FSM - Representative 
· Pohnpei Utilities Corporation – General Manager or representative

· FSMTC – Administration Manager or representative

· Construction companies – Owners/managers
· Local servicing businesses – owners/managers
At the beginning of each academic year, members are appointed by the Pohnpei Campus Director.  The term of membership is one academic year [spring, summer, and fall].
Responsibilities of members are to:

· Regularly prepare for and attend committee meetings;

· Actively participate in meetings;
· Share information on Advisory Council discussions, recommendations, and decisions; and

· Gather and provide input from their area of representation.
D. Organization

The Division of Technology & Trade Chairperson chairs the Advisory Council.  The Advisory Council chairperson’s responsibilities are to:

· Preside over meetings;

· Ensure the terms of reference for the Advisory Council are met;

· Prepare and distribute the agenda prior to each meeting;
· Ensure that Advisory Council minutes, reports, and recommendations are completed and appropriately disseminated in a timely manner; and
· Forward recommendations to the Pohnpei Campus Director within three working days.
A vice chairperson is elected at the beginning of the academic year.  The responsibilities of the vice chairperson are to:

· Preside over meetings in the absence of the chair; and

· Assist the chairperson with the above responsibilities.

A secretary is also elected at the beginning of the academic year.  The responsibilities of the secretary are to:

· Take and prepare accurate minutes; 

· Distribute and post the minutes in a timely manner; and

· Record attendance of committee members.
E. Meetings

Meetings are held at least once a month.  The schedule is determined at the beginning of the academic year.  The chairperson may call special meetings or upon consent of the majority of the members reschedule the regular meetings.  Meetings may be held face-to-face or via teleconferences or other communication technologies.  Twenty-five percent of members present constitute a quorum for discussion purposes.  A majority vote of all members is required to act on a motion.   Electronic voting may be utilized when necessary.  Results of electronic voting are to be documented in the next committee meeting minutes.  

F. Responsibilities

The responsibilities of the Advisory Council are to:

· Assist Pohnpei Campus to re-examine its strategic plan for technical and trade training programs;
· Assist Pohnpei Campus to ensure that the quality of its technical and trade programs meet the needs of the workforce;
· Assist Pohnpei Campus in reviewing program assessments and evaluations of existing programs and make recommendations;
· Assist Pohnpei Campus to establish a workable system of job placement through its apprenticeship program; 
· Assist Pohnpei Campus to set up a student-workers cooperative;
· Assist Pohnpei Campus to collaborate with Pohnpei State Government and FSM Government to establish One-Stop Center for job placement.

G. Communications & Distribution of Information

Agenda items may be submitted to the chairperson by other members.  The chairperson compiles the agenda and forwards it to council members prior to meetings.  

All meetings are to have minutes which are to be distributed electronically within three working days of the meeting to members for their review.  Members are to comment within the next three working days.  The minutes are officially adopted at the next meeting.  The chairperson then distributes the official minutes to all committee members and to the Pohnpei Campus Director.  The chairperson maintains a file on official Advisory Council minutes.
Following each meeting, the chairperson informs all concerned of decisions or forwards recommendations from the committee to the Pohnpei Campus Director.  The chairperson also updates the members of the action taken on the committee’s recommendations.
Council members convey concerns and input on current issues from their respective areas to the committee.  They also discuss the issues being addressed by the committee and share committee minutes with the community they represent.

