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ADVISOR GUIDELINES



INTRODUCTION

Developing leadership is the major purpose of a student vocational organization. The activities,
programs and events of well-directed youth programs are specifically designed to assist each
member to reach his/her fullest potential, a potential quite often not realized by a student prior to
the leadership experiences he/she finds in the youth activity.

Most students, including vocational students, do not see themselves in leadership roles, and most
of them also have little belief in their ability to gain or develop a personality capable of leadership.
The true value of an effort to develop leadership can be measured by the extent to which it
creates an improved belief in “self’ and in the ability of most persons to learn leadership skills.

It is up to the advisor to see to it that every SkillsUSA member is involved in some leadership
activity. To achieve this involvement, the advisor needs an enthusiastic belief in the goals of the
organization, and a thorough understanding of the program of activities. His/her enthusiasm will
communicate itself to students as the advisor skillfully guides student participation in chapter
activities.

Your responsibilities in preparing students for leadership roles in SkillsUSA will include assisting
in the election and installation of officers, conducting leadership training sessions for officers,
assisting students in advancing within the organization, and sending student representatives to
district, regional, state, and national student organization activities. The following information is
designed to assist you in understanding and carrying out your responsibilities as a SkillsUSA
advisor.

LEADERSHIP TRAINING FOR OFFICERS & MEMBERS

Capable officers are essential to the success of the student vocational organization. It is the
advisor’s responsibility to direct training activities to develop the leadership abilities of the new
officers. Remember, however, that the qualities necessary for good officers are qualities that all
members should be seeking to develop if they are to be productive members of the organization
and, ultimately, of society. Thus, leadership training sessions for club officers should be one
facet of an overall program of leadership development.

The special leadership training sessions should cover the specific duties of each officer. In
addition, they should address the factors involved in working as a leadership team. Past and/or
current officers of your organization can assist in planning and conducting the training
sessions(s). They will have unique insights into the various office responsibilities. In addition, the
rapport that exists between peers can help to generate enthusiasm and commitment among the
new officers.

The Advisor has the primary responsibility for assisting officers to effectively perform heir roles in
the operation of the organization. In addition, however, the school and community can be a rich
source of resource persons to assist in this task. Most teachers and administrators would
consider it an honor to help develop the special skills needed for officer competence.

For example, the government or US History teacher may wish to give some special advice on
parliamentary procedure as it applies to the effective conduct of a meeting. A school
administrator may be asked to discuss basic management techniques. Local business
executives may be willing to give additional insights into business and financial management. An
English or journalism teacher, a public relations expert, and/or radio and TV personnel could offer
expertise in the duties of chapter reporter and public relations.



In order to determine whether the leadership training activities are accomplishing their purpose
the advisor should ask participants to evaluate each session in terms of its strengths and
weaknesses. Then, areas needing additional work can be addressed in another group session,
or in an individual conference with a student who does not yet feel confident to fulfill his/her role.
Materials and approaches that worked well in the training sessions could be used again in future
training activities.

As mentioned above, the advisor’s responsibility in developing student leadership extends to all
members, not just to the chapter officers. The advisor should make certain that each member
understands his/her role in the organization, an important aspect of which is to promote the
growth of the organization by exhibiting qualities of leadership. The advisor can encourage study
and discussion of the concepts of leadership and the leadership role of each member. The varied
activities of SkillsUSA make it possible for each member to develop his/her individual leadership
abilities. There are any number of committees and projects through which students can test and
develop their ability to initiate action, to inspire others to work and contribute, to display
enthusiasm, to formulate and carry out a plan, to accept responsibility, to get along with people,
to communicate ideas- in others words, to exhibit leadership. The advisor's support and
enthusiasm in encouraging member participation on these committees and projects, and in giving
recognition to those who exhibit such qualities, can create a positive atmosphere for student
growth.

TRAINING IN COMMUNICATIONS SKILLS

It is commonly recognized that the one leadership trait that serves as a foundation for other
personal growth and accomplishment is the ability to effectively communicate. Fulfilling the
functions of leadership involves communication. Thus, one of the vital components of a
leadership development program for officers and members of a student vocational organization is
the improvement of communications skills (speaking, interpersonal relations, writing, and
listening).

Vocational students, like many others, have too frequently not developed their speaking, writing,
and interpersonal skills through courses offered in school. Often, students (and others) assume
that of course they can speak and write their own language well enough to get along, especially if
they are planning a career that does not directly involve such skills. The advisor needs to make
his/her students aware of the importance of these skills in their advancement in their chosen
fields and in their performance as leaders, both in SkillsUSA and in later life. Students should be
guided in planning and pursuing improvement programs to develop their ability to communicate
clearly and persuasively.

The classroom and the student vocational organization can be “laboratories” in which students
can pursue supervised practice in effective communication.

Students should be given time to express themselves and tactfully assisted in improving their
grammar. Require your students to be respectful, courteous, and helpful in their dealings with
classmates. Every student should be free to participate without ridicule or embarrassment. As
your students become involved in the activities of their chapter, the training that is given in
improved communication becomes more meaningful. They will recognize that their performance
as officers, as members of committees, and participants at meetings of their chapter is enhanced
by increased abilities to express themselves well in group settings.

Another opportunity for advisors to help students to become more effective leaders is to provide
practice in correct parliamentary procedure. This can be accomplished with minimal class time if
well planned. All members should be give materials on parliamentary procedure (e.g. Robert’s
Rules of Order, Revised Edition). Ask students in each class to select an officer role and have
them prepare to conduct the opening and closing ceremony, and to conduct various aspects of
chapter business within a chapter meeting. With time limits of 15 minutes for each



demonstration, in an hour, four different sets of students can demonstrate their competency in
conducting meetings and ceremonies. Members may role-play as many officers as time permits.
This exercise gives students speaking experience in several roles. While acting as secretary,
students develop writing skills. All members develop an understanding of business procedure,
become more knowledgeable of officer requirements, and also have an opportunity to evaluate
their leadership capabilities as well as those of their peers.

A most serious hindrance to student development in public speaking is the lack of self-
confidence. Advisors can be of immeasurable assistance if they give students opportunities for
successful speaking experiences. This builds confidence and the incentive to work toward
increased competence, involving students in speaking experiences appropriate to their
capabilities is a responsibility of any vocational teacher. The SkillsUSA advisor can make use of
a whole range of activities such as banquets, parent night, employers’ recognition night, school
assembly programs, etc. to provide opportunities for students to participate in speaking roles.
Once students are willing to accept reasonable speaking assignment, the advisor should help
them to outline their presentation, and point out sources of information to help students prepare
their speech in writing. Students should then read and reread their drafts for changes before
giving to you for critical analysis. Some students will need the written speech before them, other
may be able to work form an outline or brief notes. In either case, if the talk has been carefully
prepared, and students have been guided in techniques for giving presentations, the talk will
probably be well received. This success will increase students’ self confidence in their ability to
speak before groups.

PREPARATION FOR DISTRICT, STATE & NATIONAL MEETINGS

There are several opportunities for students to participate in organizational affairs beyond the
local level. One is as delegates representing the local chapter at district, state, or national
meetings. Another is a participant in contests and awards activities. Since SkillsUSA is national
in scope, annual meetings are held at state and national levels. Chapters are represented by
delegates at the state meetings and there are opportunities for members to be selected as
delegates at national meetings. You as an advisor will want your chapter properly represented at
the state meetings or other statewide events.

You have a responsibility to prepare your delegates for their roles at these meetings. A good job
done in leadership and officer training enhances the opportunities of your delegates for
recognition. Have your chapter select qualified representatives and charge them with their
responsibility. If items require prior consideration by the chapter, this should be done, and the
delegates prepared to represent their chapter on these matters. When possible, help your
delegates to preplan motions and remarks. Encourage them to be active participants, to really
represent their chapters and to perform in a manner that will bring honor to themselves, their
chapter, and their state association. This presumes that they are appropriately dressed and that
their conduct during the entire conference is exemplary.



ADVISOR OF THE YEAR

PURPOSE:
To recognize secondary and/or post-secondary educators involved in Trade, Industrial, and
Technical education who have achieved prominence at local and state levels.

CRITERIA:

Individuals who are currently employed as secondary or post-secondary, full-time
classroom/laboratory teachers and/or co-op coordinators in a vocational-technical education
program are eligible recipients for this award. Nominees must be classroom/laboratory teachers
at the time of selection. Contributions and achievements on which the nomination is based
should have been made within the past ten years. The nominee must also be a paid professional
member of national SkillSUSA.

NOMINATION PROCEDURE:

Nominations must be submitted to the state director by December 1. Official nominations
must include a maximum or three letters of support or recommendation for the nominee. A
committee appointed by the state director will judge all nominations.

Submit completed forms no later than December 1 to:

Peter Carey
State Director
N.J. Association of SkillsUSA
PO BOX 6350
Bridgewater, NJ 08807
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TOTAL PARTICIPATION MEMBERSHIP PLAN

ABOUT TOTAL PARTICIPATION

Under this plan, all your students are SkillsUSA members. All fees can be paid by the school
under curriculum or activity fees. This includes both state and national dues. You simply sign up
your whole class- or your school signs up all students under a scaled classroom/institution fee.
(The fee is less than the total of individual dues and covers both state and national dues.)

A major component of the Total Participation Plan is the complete delivery of employability skills
to all your students through the PDP- Professional Development Program. When you sign up to
participate in the Total Participation Plan, you make a commitment to offer the PDP to all eligible
students and to fully integrate SkillsUSA and PDP into the existing curriculum. (Purchases can
be any combination of PDP level workbooks.) Staff training will be provided at no cost.

THREE OPTIONS FOR TOTAL PARTICIPATION

* You can affiliate as a secondary or postsecondary classroom. All students in your class
become members. The school pays a flat affiliation fee and agrees to purchase curriculum
materials so all of your students can participate in PDP.

» The entire institution affiliates. All programs eligible for SkillsUSA and their students join
under an institution fee based on student enrollment. Once again, the administrator agrees
to make SkillsUSA an integral part of the curriculum and for all students to participate in PDP.

» The entire school district affiliates. For a flat fee in a single school district, all eligible trade,
industrial, technical and health occupations, tech prep and school-to-career programs and
their students are members. The same conditions regarding integration of SkillsUSA in the
curriculum and PDP still apply.

ABOUT THE PDP

The Professional Development Program is an easy to integrate self-paced curriculum. It teaches
skills such as communication and management, teamwork, networking, workplace ethics, job
interviewing and more. Students work toward their personal goals, and the curriculum integrates
both occupational and employability/leadership skills into one package of workbooks. The
curriculum is flexible enough to use in programs including day-trades, apprenticeship training,
cooperative ed, school-to-career, academic and special needs.

MORE INFO?

Contact Peter Carey
State Director
NJ Association of SkillsUSA
PO BOX 6350
Bridgewater, NJ 08807
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SkillsUSA Championships

The New Jersey Association of SkillSUSA competitions, known as the SkillsUSA
Championships are categorized into “Technical Skill Contests”, and “Leadership
Development Contests.” Most of the events conducted at the state level have a
corresponding national contest, but there are some exceptions. Those contests
for which there are no corresponding national events are indicated as such: (NJ

only)

“NJ only” contest updates (i.e. supplemental information) may be published later
in the year, and they will appear on the website (WWW.NJ-SkillsUSA.ORG)

The New Jersey SkillsUSA Championships management team makes every
effort to follow the standards and guidelines published by National SkillsSUSA in
the current “SkillsUSA Championships Technical Standards”.

NOTE: Please refer to the current edition of the SkillsUSA Championships
Technical Standards sponsored by Goodheart-Willcox Publishers. Advisors are
responsible for informing their instructors and students of the current competition
standards, guidelines and requirements for any of their chapter contestants.
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ADVISOR / CHAPERONE STATEMENT OF
ASSURANCES

Name: Chapter:

Advisor/Chaperone conduct should be exemplary at conferences thus setting a good example for the students.
Conduct of advisors/chaperones at all conferences shall adhere to the code established for student conduct and
dress. Additionally, good sportsmanship is essential and it is expected that advisors/chaperones will provide
assistance to instill an understanding that there is more to life than just winning.
The State Office requires EACH local advisor (and staff chaperone) attending the State Conference to
read and sign a copy of this form and return it to the State Office with conference registration materials.

1. Local advisors are responsible for having each student attending the State Conference read, discuss, sign,
and return the STUDENT CONDUCT form.

2. Local advisors are responsible for knowing the whereabouts of all their students at all times. Each local
advisor should establish a policy with his/her students prior to the conference in order to meet this regulation.

3. Advisors must have with them at the conference a list of their students, as well as home telephone numbers
and parent's or guardian's names.

4. Curfew will be enforced. Local advisors are responsible for room checks to ensure their students are in their

assigned rooms.

No use of alcoholic beverages, or narcotics will be permitted.

Identification badges will be worn at all times.

Chapter advisors are responsible for their delegates' conduct and shall be available to their students at all

times or shall have another advisor/chaperone available to their students.

8. The local principal and/or designated administrator will be contacted in emergency situations if the local
advisor cannot be located within a reasonable amount of time or is unable to give proper amount of
supervision. Student emergencies include: accidents, possession of drugs or alcohol, breaking conference
rules, family emergencies, and any other situation designated as an emergency.

No g

"l have read and fully understand the STATEMENT OF ASSURANCES and agree to comply with these

guidelines."

Advisor’s/

Chaperone's Signature Date
Administrator’s Signature Date

In case of emergency, the following local administrators should be contacted:

(1st Contact) (2nd Contact)
Name Name
Title Title
School Phone Area/No. School Phone Area/No.
Home Phone Area/No. Home Phone Area/No.
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APPLICATION FOR
New Jersey SkillsUSA Championships

COURTESY CORPS
(Please print in black ink or type.)

Name

Home Street Address

City State Zip
Home Phone: ( ) Email Address
Gender (please circle) Female  Male Age

Advisor's Name

Advisor’'s Work Phone

School Name (include campus)

Line # from Membership Roster on which student’s name appears

SkillsUSA EXPERIENCE

1. Local leadership experience and/or offices you have held:

2. SkillsUSA Conferences you have attended:

3. Local Chapter Committees you have served on:
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Courtesy Corps Application Process:
Step 1: Complete application with parent signature & administrator’s signature.
Step 2: Forward application to State SkillsUSA Office.

Courtesy Corps Responsibilities
Being nominated as a Courtesy Corps member is a prestigious and highly respected honor. Students will
be selected based on their qualifications and recommendation of their lead advisor and vocational
administrator.

Specific attributes desired:

1. Students should be prepared to work hard all day.

2. Students will be expected to follow directions and be cooperative under all circumstances.

3. Students must be able to get along well with other people. They must have a pleasant
personality, be friendly, and show a willingness to work as a team.

4. Students must be a positive role model for NJ SkillsUSA.

5. Students must be courteous and respectful.

Qualification for Courtesy Corps:

1. Individuals must be SkillsUSA members in good standing.

2. Must receive signed recommendation and support from local lead advisor and administrator.

3. Individuals must complete the official application form for nomination and obtain the
signatures of a parent or guardian, local advisor and administrator.

4. School must provide lodging and transportation to and from conference.

5. Application is not complete unless a Code of Conduct/Media Release Form is submitted with
application.

| grant permission for
(applicant’s name) to participate as a member of the Courtesy Corps during the
SkillsUSA Championships.

Signature of parent or guardian

| recommend this applicant to serve on the Courtesy Corps.

Signature of Local Advisor Signature of Administrator

| have read the requirements and duties of the Courtesy Corps and believe
myself to be qualified. | will abide by the rules set by the Courtesy Corps and the
Code of Conduct.

Date Signature of Student
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New Jersey SkillsUSA
Website Consent Form For Parent / Guardian Signhature

We are sending you this parental consent form to both inform you and to request permission for
your child’s photo/image and personally identifiable information to be published on the New
Jersey SkillsUSA web site.

As you are aware, there are potential dangers associated with the posting of personally
identifiable information on a web site since global access to the Internet does not allow us to
control that may access such information. These dangers have always existed; however, New
Jersey SkillsUSA wants to celebrate your child achievements. The law requires that we ask for
your permission to use information about your child.

Pursuant to law, we will not release any personally identifiable information without prior written
consent from you as parent or guardian. Personally identifiable information includes student
names, photo or image, residential addresses, e-mail address, phone numbers and locations &
times of class trips.

If you, as the parent or guardian, wish to rescind this agreement, you may do so at any time in
writing by sending a letter to New Jersey SkillsUSA.

Check one of the following choices:

o | grant permission for a photo/image that includes this student without any
other personal identifiers to be published on the SkillsUSA Internet site.

o | grant permission for this student’s photo/image and name to be published on
the New Jersey SkillsUSA Internet site.

o | grant permission for this student's photo/image and all other personal
identifiers listed above to be published on the SkillSUSA Internet site.

o | DO NOT grant permission for photo/image that includes this student to be
published on the New Jersey SkillSUSA Internet site.

Student’s Name: Student’s Grade:

School: Advisor:

Print name of Parent/Guardian: (print)

Signature of Parent/Guardian: (sign)

Relation to Student: Date:
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STUDENT CODE OF CONDUCT

All students:

» are expected to adhere to the SkillsUSA dress code, be prompt and prepared for all activities and to keep their advisors
informed of their whereabouts at all times.

» are expected to have proper identification at all times, observe the established smoking policy and refrain from possession
or use of alcoholic beverages or controlled substances in any form.

» are expected to respect public property. Any damages to property in hotels, contest sites,
buses or other conference facilities must be paid for by the individual or chapter responsible.

During overnight conferences, all students:

« are not permitted in sleeping rooms with members of the opposite sex with the door closed or without permission of their
advisor.

» are required to observe the established curfew and be in their hotel rooms.

* may not leave the hotel or conference without permission of their local chapter advisor.

MEDIA RELEASE

| hereby grant New Jersey SkillsUSA permission to make still or motion pictures and sound recordings, separately or in
combination, and also give a production company approved by New Jersey SkillsSUSA permission to use the finished silent

or sound pictures, and/or sound recordings as deemed necessary.

Further, | so hereby relinquish to New Jersey SkillsUSA all rights, titles, interest in, and income from the finished sound
or silent motion pictures, still pictures, and/or sound recordings, negatives, prints, reproductions, and copies of the originals,
negatives, recording duplicates and prints, and further grant New Jersey SkillsUSA the right to give, sell, transfer, and/or

exhibit the same to any individual, business firm, publication, television station, radio station or network, or
governmental agency, or to any of their assignees, without payment or other consideration to me.

My agreement to perform under camera, lighting, and stated conditions is voluntary and | do hereby waive all personal
claims, causes of action, or damages against New Jersey SkillsUSA and the employees thereof, arising from a performance or
appearance.

As a contestant | agree to follow the above stated Code of Conduct. | understand that my failure to adhere to these
rules may result in disqualification. | also agree to the terms outlined in the Media Release.

Print Student’s Name:

Student’s Signature:

EMERGENCY CONTACT INFORMATION

Emergency Contact Name (please print):

Emergency Contact Phone Number:




