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Academy Design Team (ADT) Meeting Agenda & Action Plan
	Date:
	[Click to add date]	Time:
	
	Duration:
	90 minutes


	Academy:
	

	Attendees:
	



Meeting Purpose
Build an advisory board of business, postsecondary, and community leaders who will support students, guide the academy, and help sustain it.

How to Use this Agenda
Use the guiding questions to help your team recruit members, set the board’s structure and goals, and plan how members will support students and the academy.

Readiness Check-In
1. Has the ADT started a list of potential advisory board members?
☐ Yes  ☐ No — brainstorm potential members before this meeting using Advisory Board Partner Recruitment Activity.

Before the Meeting
Review the Advisory Board section of the YOP Guide and the Advisory Board Development Plan Template. Bring a list of current school and district partners. Come prepared to discuss recruitment, board structure, and how members will support students.

ADT Meeting
1. Recruit Advisory Board Members
0:00–0:20
2.1.a Strategic Action (Evidence resource: Advisory Board Roster Template)
Discuss
· What expertise and perspectives does the academy need?
· Which employers, postsecondary institutions, and community leaders should be invited?
· Who will lead recruitment, and how can school staff and families help identify members?
Decide
	· Recruitment lead:

	· Priority organizations to invite:

	· Recruitment target date:



	Action
	Assignee
	Due Date
	Evidence

	Build the roster toward at least 10 members (at least 80% from business, industry, government, alumni, community, and postsecondary education)
	
	[Click to Add]	[Advisory Board Roster Template]



2. Develop a Strategic Plan
0:20–0:35
2.1.b Strategic Action (Evidence resource: Strategic Plan Template)
Discuss
· What should the board accomplish in its first year?
· How will ADT goals and data shape the plan?
· When will the board hold its strategic planning meeting?


Decide
	· First-year outcomes:

	· Strategic planning meeting date:



	Action
	Assignee
	Due Date
	Evidence

	Complete the advisory board strategic plan
	
	[Click to Add]	[Strategic Plan Template]



3. Establish By-Laws
0:35–0:50
2.1.c Strategic Action (Evidence resource: Advisory Board By-Laws)
Discuss
· Who will chair the board, and what other roles or committees are needed?
· How will the board meet, communicate, and make decisions?
· How will members be selected, and how long will terms last?
Decide
	· Board chair and roles:

	· Meeting schedule and decision-making:

	· Member selection and terms:



	Action
	Assignee
	Due Date
	Evidence

	Customize and adopt advisory board by-laws
	
	[Click to Add]	[Advisory Board By-Laws]



4. Plan Support for Student Learning
0:50–1:05
2.2.a Strategic Action (Evidence resource: Advisory Board Support for Student Learning Template)
Discuss
· How will members secure and coordinate experiences outlined in the work-based learning (WBL) plan/calendar?
· How can members participate in virtual or in-person classroom activities or projects?
· How will members collaborate with academy team to inform, supplement, or update the career-focused curriculum?
· What professional learning opportunities could members provide for academy staff?
Decide
	· WBL support:

	· Classroom and project support:

	· Curriculum and professional learning support:



	Action
	Assignee
	Due Date
	Evidence

	Document how members will support student learning
	
	[Click to Add]	[Support for Student Learning Template]



5. Plan Advocacy & Sustainability
1:05–1:15
2.3.a Strategic Action (Evidence resource: Advisory Board Advocacy & Sustainability Template)
Discuss
· How will members promote the academy as a local workforce strategy in their communities?
· How could members raise funds for paid internships, work-based learning activities, and/or scholarships?
· How will members recruit other business partners and postsecondary institutions to support WBL and college and career readiness?
Decide
	· Promotion strategy:

	· Fundraising priorities:

	· Partner recruitment approach:



	Action
	Assignee
	Due Date
	Evidence

	Document how members will promote and sustain the academy
	
	[Click to Add]	[Advocacy & Sustainability Template]



6. Orient Advisory Board Members (Recommended)
1:15–1:20
Discuss
· When will new members view NAF's Advisory Board Orientation Series?
· Who will follow up to answer questions?
Decide
	· Orientation completion date and follow-up contact:



	Action
	Assignee
	Due Date
	Evidence

	Share the Advisory Board Orientation Series with new members
	
	[Click to Add]	[Recommended – no evidence required]



7. Strategic Action Progress
1:20–1:30
Capture decisions made during the meeting and any needed follow-up. Add an owner and due date for each action.
	Strategic Action
	Status
	Assignee
	Due Date

	2.1.a Recruit Members
	☐ Complete ☐ Underway ☐ Not Started
	
	[Click to Add]
	2.1.b Strategic Plan
	☐ Complete ☐ Underway ☐ Not Started
	
	[Click to Add]
	2.1.c By-Laws
	☐ Complete ☐ Underway ☐ Not Started
	
	[Click to Add]
	2.2.a Support for Student Learning
	☐ Complete ☐ Underway ☐ Not Started
	
	[Click to Add]
	2.3.a Advocacy & Sustainability
	☐ Complete ☐ Underway ☐ Not Started
	
	[Click to Add]
	Member Orientation (Recommended)
	☐ Complete ☐ Underway ☐ Not Started
	
	[Click to Add]


Before You Finish
☐ Every outstanding action has an assignee.
☐ Every outstanding action has a due date.
☐ Required evidence has been identified.
☐ Evidence is saved or will be saved in the designated location.
☐ The Action Plan has been updated.
Meeting Notes / Decisions
	· 

	· 


Next Steps
Use the YOP Guide and Action Plan to continue the work. Return to this agenda or section as needed. 
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