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Purpose To set out the general function and responsibilities, membership and operating 

procedures of Permanent External Advisory Committees. 
 

Background The key distinguishing feature of Permanent External Advisory Committees is 
that they are made up primarily of people who are not employed by the 
Polytechnic, i.e. they are external stakeholders. 
 
The purpose of these committees is to engage members of the wider community 
who have an informed interest in a particular educational area within the 
Polytechnic.  The main role of the committees is to provide advice on the quality, 
relevance, scope and currency of Polytechnic programmes, and to advise on 
training and education priorities and gaps.  PEAC advice will contribute to 
ongoing self assessments and internal evaluations. 
 

  
National Guidelines NZQA The New Zealand Qualifications Framework, 

http://www.nzqa.govt.nz/assets/Studying-in-NZ/New-Zealand-Qualification-
Framework/requirements-nzqf.pdf 

NZQA Guidelines for approval of qualifications at levels 1-6 for listing on the NZ 
Qualifications Framework, version 1.0, Dec 2010 
http://www.nzqa.govt.nz/assets/Studying-in-NZ/New-Zealand-Qualification-
Framework/guidelines-listing-nzqf-applications.pdf 

NZQA Guidelines for changes to approved courses for Institutes of technology 
and polytechnics (ITPs), Dec 2010 http://www.nzqa.govt.nz/assets/Providers-
and-partners/Quality-assurance-of-ITPs/guidelines-for-changes-to-approved-
programmes-12-10.pdf 

NZQA Self Assessment and External Evaluation and Review (SAEER) External 
Evaluation and Review Rules 2013, version 2 
http://www.nzqa.govt.nz/assets/About-us/Our-role/Rules/EER-Rules.pdf 

 

Policy and 
Procedures 

1. Management Responsibilities 

1.1 The Head of School, or equivalent, is responsible for establishing 
Permanent External Advisory Committees (PEACs) which will 
provide an interface between the programmes and appropriate 
external stakeholders. 

1.2 The Head of School, or equivalent, is also responsible for 
establishing mechanisms which will assure committee members that 
appropriate quality management policies and procedures are in 
place, and that PEAC members are informed of programme 
activities.  These mechanisms should assist the committee in its role. 

1.3 PEACs are expected to bring an external perspective to the delivery 
of our programmes.  The Head of School, or equivalent, will be a key 
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member who will ensure that the PEAC is kept informed of current 
programme activities.  This can generally be done though providing 
the PEAC with information such as annual school and programme 
review reports, programme material to consider when programme 
changes are being made, or when major changes are planned to a 
programme.  

1.4 PEACS are expected to: 
 advise on the currency of programmes 
 advise on ways of improving the quality of existing programmes 
 advise on any training or education priorities or gaps 
 provide input into reviewing existing programmes 
 assist with developing new programmes 
 assist with assessing the need and demand for new programmes 
 measure how the committee’s activities improve the quality of 

programmes 
 indicate support for new programmes or changes to existing 

programmes.  Note, this should be explicitly minuted 
 report to Academic Board any matters of sufficient interest to 

warrant further discussion from Academic Board 
 assist with reviewing the ‘strategic value’ of programmes 

 
2. Reporting Procedures 

2.1 PEAC minutes are to be forwarded within one month of each 
meeting to the Executive Assistant Quality Services.  Appendix B is a 
template which is a guide for minutes. 

2.2 PEACs must examine the amount of reporting from the school that is 
provided and achieve a balance between providing information and 
allowing time for the advisory role to be developed. 

2.3 Minutes of PEAC meetings are to be held in the central 
electronic file in J:\Shared\Intranet Quality Management 
System\PEAC Minutes for the Chief Executive Office, on the 
Performance Portal, and within files held in schools. 

 
3. Membership 

3.1 The PEAC should consist of a minimum of six external members.  
Normally members would serve a three year term.  In the initial 
stages, external members are invited onto the PEAC by the Head of 
School, or equivalent.  Established PEACs will fill vacancies by 
invitation.  Otago Polytechnic staff will not be members of PEACs. 

3.2 There should be a student representative for each group of 
programmes covered by the PEAC. 

3.3 External members may include a Council member, or a currently 
enrolled student representative. The Head of School, or equivalent, 
or a delegate, shall attend all PEAC meetings, and is responsible for 
ensuring meetings are appropriately resourced and serviced.  The 
Head of School can call on specific individuals from time to time if 
necessary to provide particular information for the PEAC. 

3.4 Otago Polytechnic staff may be in attendance at the request of the 
Head of School, or equivalent. 

3.5 All members of PEACs are honorary appointments, except where: 
 payment for travel costs, accommodation, and loss of income is 

appropriate 
 equity considerations apply 
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Any payments will be made only on the presentation of a GST 
invoice or appropriate receipts. 

3.6 A central database of PEAC members is to be maintained and is to 
record the name, contact details and employer/status of each 
member. 

3.7 The Head of School, or equivalent is responsible for ensuring their 
PEAC membership details on the central database are current. 

 
4. Chair 

4.1 The Chair is to be an external stakeholder. 
 
5. Meetings – Frequency and Quorum 

5.1 PEACs are to meet a minimum of at least twice a year.  Cancelled 
meetings are to be rescheduled within one month of the cancelled 
meeting.  Meetings may be face to face, by phone/video/computer 
conferencing, or online. 

5.2 The meeting schedule for the year is to be confirmed by 31 March at 
the latest.  Ideally, meetings for the following year should be set at 
the last meeting of the year. 

5.3 A schedule of all PEAC meetings is to be maintained by the 
Executive Assistant Quality Services. 

5.4 The PEAC should, prior to business planning, consider opportunities 
for programme development / redevelopment and consider the 
annual report.  Further meetings should be held in order to consult 
about the development of new programmes, to meet accreditation 
and monitoring panels and to consider the annual School and 
Programme Review report and any actions that should be taken for 
the following year.   

5.5 Formal recommendations require there to be more than 50% of 
members in attendance.  

5.6 Attendance at meetings is to be monitored and recorded in the 
minutes.  This record is for internal purposes only, e.g. consultation, 
proactive public relations. 

5.7 Where a PEAC member has not attended two consecutive meetings, 
their membership is to be reviewed. 

 
6. The Advisory Role 

6.1 PEACs must look for more opportunities to stimulate the advisory 
role that they carry through strategic discussion.  Schools and 
programme teams must look to PEACs to provide information about 
current happenings within industry, including professional, technical 
and industrial methods, marketing information, speciality needs, 
promotional prospects and many more.  Heads of School, or 
equivalent are required to ensure: 
 discussion documents are prepared for debate and circulated in 

advance 
 working parties are established to act as sub-committees of the 

PEAC and may include people, who are not members of the 
advisory committee 

 invitations are sent to PEAC members for important programme 
or school events such as displays of student work 

6.2 Guidelines for PEAC discussions are in Appendix A. 
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7. Memorandum of Understanding kā Papatipu Rūnaka Obligations 

7.1 PEACs are specifically required to note in their terms of reference a 
requirement to honour the Memorandum of Understanding (MOU) 
with the Papatipu Rūnaka. 

 
8. Number of PEACs 

8.1 There must be a PEAC for every programme, but PEACs can have 
oversight of more than one programme.  Within these parameters, it 
is a matter for the existing PEACs to determine whether more 
PEACs should be created or existing PEACs disbanded or 
amalgamated. 

 
9. Induction and Training of PEAC members 

9.1 A pamphlet has been developed called ‘Information for newly 
appointed members of Otago Polytechnic Permanent External 
Advisory Committees’ (Appendix C).  Hard copies are available from 
the Chief Executive Office.  The pamphlet is to be updated from time 
to time as the need arises. 

9.2 Specific induction and training for given PEACs will be the 
responsibility of each PEAC, supported by the Head of School, or 
equivalent. 
 

10. Self Assessment/Internal Evaluation 

10.1 Each PEAC will participate annually in a self review of their 
effectiveness using an evaluation tool provided by the Organisational 
Research Officer. 

 
Referral 
Documents 

Information for newly appointed members of Otago Polytechnic Permanent 
External Advisory Committees 
AP0101 Academic Board 
 

 
Approved by Chief Executive 
Date: 1 December 2010 
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Appendix A 
 

Guidelines for PEAC Discussions 
 
There is to be full discussion at least once a year of the following: 
 

1. Training and education needs, gaps and priorities 

1.1. Consider the portfolio of programmes 

1.2. Consider any gaps within current programmes 
 

2. Programme development 

2.1. All Category 2 changes are to be considered, and all new programmes are to be considered, 
and the minutes of meetings are to record PEAC’s views regarding relevance and whether 
the changes/programmes are fit for the purpose 

2.2. It may be appropriate to involve PEAC in discussion of some Category 1 changes 
 

3. Portfolio review 

3.1. Consider whether the set of programmes being offered by the School is complete, current, 
relevant, etc 

 

4. Evaluation 

4.1. Self review 
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Appendix B 

 

[PEAC name] 
 
[year] Permanent External Advisory Committee Minutes 

[School Name] 
 

Date / Time: day, month, year at time 
 

Venue: venue 
 

Present: name (Chair) 
members' names 
 

In attendance: names 
 

Apologies: names 
 

Absent: names 
 

Minuted by: name 
 

 

1. CONFIRMATION OF PREVIOUS MINUTES 
 

Recommendation:  That the minutes of date, including year be confirmed as a true and correct 
record. 
Moved by name / Seconded by name 
Agreed 
 

Matters arising from previous meeting 
 

Item 
Record of discussion 
 

2. ACTION POINTS FROM PREVIOUS MEETING 
Item and report on progress  
 

3. AGENDA ITEMS 
 

Item 
Record of discussion 
Recommendation:  That this PEAC [approves] ..... 
Moved by name / Seconded by name 
Agreed 
 

4. GENERAL BUSINESS 
Item and record of discussion 
 

5. Meeting closed at time 
 

6. Next meeting date 
 

7. ACTION POINTS 
Action Who Date for completion 
   



 http://creativecommons.org/licenses/by/3.0/nz/ Page 7 of 10 
AP0109.05 Permanent External Advisory Committees (PEAC) 

Appendix C 
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