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Dear ELAC Members:

This Toolkit for English Language Advisory Committee (ELAC) is designed to assist school personnel and parents/guardians in establishing, implementing, and evaluating the legal advisory committee at the school level.  It can also help the reader to understand the function of the committee.  The guide was updated by the Community Engagement Department to clarify the operations of the ELAC.  Its purpose is twofold: to identify the legal requirements; and to make recommendations for implementation of the requirements.  The guide includes outlines of the composition, election process, and operations of the ELAC as well as the role and responsibilities of the ELAC.  It is written for administrator and parents/guardians of children participating in the English learners program at West Contra Costa Unified School District (WCCUSD).
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In partnership, 

Marin Trujillo

Community Engagement Coordinator

English Learners Advisory Council 
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Multilingual District Advisory Council (MDAC) DESCRIPTION: 

 WHAT is MDAC?  Each district with 51 or more English learners, regardless of their language, must form a functioning Multilingual Advisory Committee (MDAC).  The purpose of this committee is to advise the district governing board on the districts Master Plan for English Learners and issues related to the English learners (ELs).

WHO is required to participate in MDAC?  Meetings are open to any interested parties.  In addition, each school in the district with more than 21 ELs is required to have a representative participate in the MDAC meetings.  If the school has an English Learner Advisory Committee (ELAC), the ELAC chooses the representative.  If the School Site Council (SSC) has assumed the ELAC responsibilities, then SSC is responsible for choosing the representative.  The responsibility of the representative is to represent the school site, participate in MDAC meetings, and advise the district on the district’s Master Plan for English Learners and issues related to the ELs.

WHERE are the meetings?  Four Thursday Evening MDAC meetings will be held at four different school sites this year.  MDAC Representatives must attend all four MDAC meetings of the academic year.  The topics from each Thursday meeting date noted below will be repeated on the following Friday mornings at the same location.  MDAC Representatives can attend the Thursday morning meeting or the Friday morning’s meeting.

WHEN:
Thursday Evening Meeting Time:   6:30 – 8:00 p.m. 

                               &

Friday Morning Meeting Time:        9:00 – 10:30 a.m.  
HOW can I get assistance? Refreshments and child-care will be provided during the MDAC meetings.  If you need an interpreter in a language other than Spanish for an MDAC meeting, please call the Educational Services office at (510) 307-4507.  If you have any questions regarding MDAC, please feel free to call the Community Engagement Department at: 510-307-4526.

Multilingual District Advisory Council (MDAC) 2011-2012 Meeting Schedule: 

	WHEN
	WHERE
	TOPIC

	Thursday, October 27

6:30-8:00 p.m.

Or

Friday,   October 28

9:00-10:30 a.m.

	Helms Middle School

2500 Road 20

San Pablo, CA 94806

Oct. 28, MPR

Oct. 29, Library
	· ELAC Training
· UCP Training
· Explanation of Parent Notification Letters 
· Tips for Effective Parent/Teacher Conferences
· Master EL Plan for the year
· District announcements and raffle  

	Thursday, January 19

6:30-8:00 p.m.

Or

Friday, January 20

9:00-10:30 a.m.

	Pinole Middle School

School Library

1575 Mann Dr.  Pinole, CA  94564
	· District Reclassification Criteria (Elementary/Secondary)
· Importance of Regular School Attendance
· LEA plan & Title III Improvement Plan Report
· District  announcements and raffle

	Thursday, March 22

6:30-8:00 p.m.

or

Friday, March 23

9:00-10:30 a.m.
	Riverside Elementary School Library

1300 Amador Street  San Pablo, CA 94806
	· District Assessment Schedule
· CELDT 2009 Results
· Summer School Programs for English learners
· District announcements and raffle

	Thursday, April 26

6:30-8:00 p.m.

or

Friday, April 27

9:00-10:30 a.m.
	Collins Elementary School Library

1224 Pinole Valley Rd.  Pinole, CA 94564
	· R30 Language Census & Allocations
· Evaluation Report of Programs for English learners
· Reclassification Ceremony update
· District announcements and raffle


MDAC 2011-2012 REPRESENTATIVE: 

School:







Date: ________________            
MDAC Representative:

Name:








Address:








Phone:








This representative will need interpretation services in 


.










Language

MDAC Alternates:

Name:








Address:








Phone:








This representative will need interpretation services in 


.










Language

Name:








Address:








Phone:








This representative will need interpretation services in 


.










Language

Please return this form to the Community Engagement Department by October 13, 2011.
English Learner Advisory Committee

(ELAC) DESCRIPTION: 

WHAT is an ELAC? An ELAC (English Learner Advisory Committee) can be a great asset to a school’s overall environment and to student’s academic achievement. Every effort should be made to offer English learners parents/guardians the opportunity to participate in their child’s education through this vehicle.  It is a meeting place that parents/guardians can use as a platform to express their concerns and ideas to the School Site Council (SSC) regarding English learners.  ELAC covers broad areas for ELs, such as legal issues involved in working with English learner students and training on how parents/guardians can teach and help their children at home.  

WHEN must an ELAC be formed? Each school with 21 or more English learners (also known as LEP students) in attendance, regardless of language, must form a functioning ELAC by October 13, 2011.  (Legal references: E.C. Section 62002.5; Former E.C. Sections 52176; 52168; and Title 5, CCR Section 4312).

WHO can participate in ELAC? On the committee, the percentage of parents/guardians of English learners is to be at least the same as that of English learners at the school.  At WCCUSD, it is required to have:  a) 5 parents/guardians on the ELAC,  b) Principal or designee,  c) teachers of ELs  d) other school staff (optional), e) other parents/guardians (optional). After formation and training of the ELAC, the ELAC may delegate its legal responsibilities to an existing school advisory committee or subcommittee.
The ELAC may vote to delegate it’s responsibilities to the School Site Council (not to exceed 2 years) only after the ELAC has been constituted and received the ELAC training.  ELAC formation must follow the ELAC election assurances.  The Community Engagement Department provides the certificate of ELAC formation and the certificate of ELAC Delegation to School Site Council (SSC).   

WHERE can I get help? Each school site is assigned a point person at the Community Engagement Department.  This person can assist and answer English Learner Advisory Council (ELAC), Multilingual District Advisory Council (MDAC), Schools Site Council (SSC) and District Advisory Committee (DAC) related questions.
Community Engagement Department 

Point Person Contact Information

	                                              Marín Trujillo

Community Engagement Coordinator

 Email mtrujillos@wccusd.net                                                                                                                 Phone: 510-307-4526/Fax: 510-215-2457


	Susana Coracero

Student Support Services Supervisor

Email: scoracero@wccusd.net   

Phone: 510-307-4596


	Kyra Worthy

Student Support Services Supervisor

Email: kworthy@wccusd.net   

Phone: 510-307-4597

	BAYVIEW
	HIGHLAND
	SHANNON
	COLLINS
	KENNEDY HIGH
	PORTOLA MIDDLE

	CHAVEZ
	KENSINGTON
	TARA HILLS
	CORONADO
	KING
	RICHMOND HIGH

	CRESPI MIDDLE
	LINCOLN
	WASHINGTON
	EL CERRITO HIGH
	LAKE
	SHELDON

	DE ANZA HIGH
	MADERA
	WILSON
	FAIRMONT
	LUPINE HILLS
	STEGE

	DE JEAN MIDDLE
	MIRA VISTA
	Calvary Christian
	FORD
	MIDDLE COLLEGE
	STEWART

	DOVER
	OHLONE
	Salesians
	GOMPERS HIGH
	MONTALVIN
	VALLEY VIEW

	DOWNER
	OLINDA
	St. John
	GRANT
	MURPHY
	VERDE

	ELLERHORST
	PERES
	St. Paul
	HARBOUR WAY
	NORTH CAMPUS
	VISTA

	HANNA RANCH
	PINOLE MIDDLE
	
	HARDING
	NYSTROM
	St. Cornelius

	HERCULES MIDDLE/HIGH
	RIVERSIDE
	
	HELMS MIDDLE
	PINOLE VALLEY HIGH
	St. David


ELAC GUIDELINES

FORMATION: Each school with 21 or more English learners (also known as LEP students) in attendance, regardless of language, must form a functioning English Learner Advisory Committee (ELAC). 

COMPOSITION REQUIREMENTS: On the committee, the percentage of parents of English learners is to be at least the same as that of English learners at the school.  The ELAC may meet and delegate it’s responsibilities to the School Site Council (not to exceed 2 years.)

ELECTIONS: Requirements for ELAC elections include:
1.
Parents/ guardians of English learners elect parent members of the school committee or subcommittee.  

2.  All parents shall be provided the opportunity to vote. 
PURPOSE: 

1. Advises the principal and staff on the development of the school plan for programs serving ELs and submit to the district board for it’s possible consideration. 

2. Participates in the development of the school’s needs assessment.

3. Reviews and gives input on the administration of the school’s R-30 Language Census.
4. Contributes to the effort of making parents aware of the importance of regular school attendance.

TRAINING:  The school shall provide ELAC training and materials for ELAC parent leaders and school staff:

1. ELAC leaders and/or school staff use the ELAC Tool Kit to assist ELAC members in carrying out their responsibilities for completing required tasks.

2. Each school is responsible for providing training on the roles and responsibilities of the ELAC, which is planned in full consultation with their ELAC members.  Note: EIA-LEP or district funds may be used to cover the costs of training and attendance of ELAC members (e.g., costs associated with child-care, translation services, refreshments, and other reasonable expenses). 
ELAC PROPER DOCUMENTATION: 

Submission of all ELAC documentation is very important to meet compliance.  All the documentation submitted to the Community Engagement Department is properly filed for 3 years.  Documentation serves as proof of meeting ELAC legal requirements.

ELAC documentation is due every 2nd Thursday of the month to the Community Engagement Department.  A member or school staff may be assigned to submit ELAC documentation; however, it is the Principal who is ultimately responsible to ensure ELAC documentation is submitted to the Community Engagement Department.  Please keep original copies properly filed at the school site and submit copies of required documentation to the Community Engagement Department.

General Guidelines for Documentation: 

· All documents must have school name.

· All documents must have meeting name.

· All documents must have meeting date.

· All documents are to be legible or typed. 
Submitting ELAC Documentation:
Email

· Documents can be submitted to records@wccusd.net.
· Documents can be submitted directly to your Point Person at the Community Engagement Department.

Susana Coracero – Scorcero@wccusd.net
Kyra Worthy – Kworthy@wccusd.net.

Fax

· Documentation can be faxed to 510-215-2457 

Intra School Mail/Drop –Off

· Community Engagement Department 

John F. Kennedy Educational Services Center

4300 Cutting Blvd. Room 906

Richmond CA 94804

· Located behind Kennedy High School in bungalows.
ELAC Election Assurances:


	STEPS
	SCHEDULE

	1. Declaration to Run: The Declaration to Run form is to be distributed to all parents/guardians of English learners and other interested staff.  A minimum of 5 elected English learners parents/guardians are needed to constitute an ELAC.  It is recommended the Declaration to Run form also be part of the ELAC Outreach efforts.  The Declaration to Run form also includes notice of the Information Meeting for parents of English learners.
Note: See ELAC Toolkit, ELAC Declaration to Run form, Page 11.  Please ensure the forms are available in necessary languages for parents of English learners.  If translation assistance is needed, please call the RAP Center at: 510-307-4590.

2. Informational Meeting: A meeting for the parents/guardians of English learners is to be held to provide them information on ELAC (roles and responsibilities) and invite them to run for membership. Notice of the Information Meeting is included on the Declaration to Run form.  
Note:ELAC Informational Meeting Power Point Presentation is available.  Please call the Community Engagement Department at: 510-307-4526.

	Declaration to Run form will be distribute on:

___/___/___

Deadline for submission of   Declaration to Run form will be on :

___/___/___

Informational Meeting will take place on:

___/___/___

	3. ELAC Outreach: At least 20% of your English learner parents were contacted by phone to inform parents/guardians of English learners the role and responsibility of the ELAC and inform parents/guardians of English learners of the opportunity to participate in the ELAC through the election process. 

· Phone banking              

· It is recommended to use at least 2 outreach methods. Below are additional outreach recommendations. 

· Face to face                    

· Group Presentations

· Blackboard Connect Ed

· Written Announcement (newsletter, invitation letter, etc.)  

· Other: _____________________________

Note: See ELAC Toolkit, ELAC Outreach Strategies, Page 13. If assistance is needed, please call the Community Engagement Department at: 510-307-4526.

	Phone Banking will take place on:

1.___/___/___
Outreach will take place on:

2.___/___/___ 



	4. ELAC Ballots: No later than 10 days after the distribution of Declaration to Run forms, a published ballot of ELAC nominees is to be distributed to all parents/guardians of English learners for their vote.  All parents/guardians must have the opportunity to vote for ELAC members.  Voting cannot take place at a meeting attended by some parents, but rather ballots must be distributed (sent home or mailed) to all households of English learners.  Ballots should indicate submission location and deadline.
Note: See ELAC Toolkit, ELAC Ballot Template, Page 16.  Please ensure the forms are available in necessary languages for parents of English learners.  If translation assistance is needed, please call the RAP Center at: 510-307-4590.

5. ELAC Ballots Count: No later than 5 school days after the ballots were distributed.
Note: Please ensure to count ballots with at least 1 other witness.


	Ballots distribution will take place on:

___/___/___
Ballots Count will take place on:

___/___/___


	6. ELAC Election Results:  ELAC election results must be made available within 3 school days after the results have been determined and announced at the 1st ELAC meeting.
7. 1st ELAC Meeting: At the 1st ELAC meeting to be held by October 13, 2011 the following must occur:
1) Elected members must be introduced and noted in the meeting minutes
2) ELAC members are to receive ELAC training

Note: ELAC Training Power Point Presentation is available.  Please call the Community Engagement Department at 510-307-4526.

	Scheduled announcement date of  elected ELAC members:

___/___/___
1st ELAC Meeting Date:

___/___/___


School Name: _____________________________

Principal Name: ___________________________

Signature of Principal: ______________________ 
Date: ____/____/____
ELAC OUTREACH STRATEGIES: 

	OUTREACH
	DESCRIPTION
	IDENTIFIED SUPPORT

	Newsletters

Mailings Letters

Flyers

Brochures

Marquees
	All written material needs to be translated into Spanish and may be translated to other language as needed (California Education Code, Section 48985). 

The RAP Center is available for support for translation needs.  At least 3 days are required to have documentation translated (dependent upon the length and complexity of the documentation).  LEP funding can be utilized to cover the cost.
	RAP (Registration, Assessment & Placement) Center

Contact: Chris Pharn

(510) 307-4590

	Blackboard Connect Ed
	The Blackboard Connect Ed service gives you the ability to deliver a telephone message in minutes. List of parents/guardians of ELs contact information can be found on PowerSchool by home language.  

It is not recommended to send messages in bilingual mode or text to speech.     

The Community Engagement Department can assist you to translate the phone message, record the message and create groups to call with at least 3 days notice.
	Blackboard Connect Service:

www.blackboardconnect.com

Contact Client Care:   

(866) 435-7684  

Community Engagement Department:

510-307-4526

	Face to Face


	Face to face is a give-and-take process of listening, persuading and asking.  Face to face is not everyday conversations -- they are intentional conversation designed to build relationships and motivate parents to take action.  The point is to try to inspire people to build collective power to make things better in the schools, and using the face to face as a tool to identify people who are ready to take action.   
	Point Person at Community Engagement Department:
510-307-4526.

	Phone Banking
	Phone banking is a great way to personalize a call to parents/guardians of ELs.  Phone banking callers are able to call in the home language identified to explain and answer questions in reference to ELAC and the ELAC Information Meeting.  The list of parents/guardians of ELs contact information can be found on PowerSchool by home language.

The RAP Center is available to make personalized live phone calls to parents/guardians of ELs.  At least 3 days are required to set up Phone Banking.  LEP funding can be utilized to cover the cost.  
	RAP (Registration, Assessment & Placement) Center

Contact: Chris Pharn

(510) 307-4590

	Presentations to Groups
	Listeners have one chance to hear your talk.  Leave your audience with a clear picture of your request and make them want to read your paper. Your presentation should not replace your paper, but rather whet the audience’s appetite for it.  Thus, it is commonly useful to allude to information in the paper that can't be covered adequately in the presentation.
	Point Person at Community Engagement Department:

510-307-4526.


ELAC INFORMATIONAL MEETING INVITATION & DECLARATION to RUN FORM:
[Insert School Letterhead]

Dear Parents/guardians of English learners:

You are welcome to attend our English Learner Parent Informational Meeting.  (Childcare and translation will be provided)
What:  

Come learn all about the English learner program and services ______________ School has for your English learner child this academic year.  


Come learn all about the English Language Advisory Committee (ELAC) and how you can get involved to support and improve the English learners program and services at _______________ School.  
When:

Time:

Where:

Please call 510-XXX-XXX to register or any questions.
ELAC Declaration to Run Form

If you are interested in participating in ELAC for the 2011-12 academic year, please complete the Declaration to Run form and returned to school office by: _______________________. 

I, 



_____
, wish to run for the ____________________ School English Learner Advisory Committee (ELAC). 

Date: ________________
Telephone Number: 





ELAC LETTER INTRODUCING BALLOT: 
[Insert School Letterhead]

Dear Parents/guardians of English learners,

We are starting our English Learner Advisory Committee (ELAC) for the 2011-12 academic year.  You are receiving this ELAC ballot because your child is an English learner at ____________ School.  The ELAC is a committee that advises and makes suggestions to me and other school staff about our programs and services for our English learners.  Attached is a ballot with names of parents/guardians of English learners who would like to be parent representatives of the ELAC.  Only Parent/guardians of English learners are allowed to vote for representatives of the ELAC.  Please take a moment to complete the ballot by voting for _____ parents/guardians of English learners representatives at __________________ School.  Return the completed ballot to your child’s school office by _________________.
The results of the election will be posted _________ on _________.   You are welcomed to attend our first ELAC meeting held at ______ on ______ in the ___________.  Should you have any questions please call: (510) ____- _____.

Sincerely,

Principal 

SAMPLE: _________ SCHOOL ENGLISH LEARNER ADVISORY COUNCIL BALLOT: 

Please vote for _____ ELAC representatives.  Return completed ballot to the school office by _______________.

The results of the election will be posted _________ on ________.   The first meeting of the ELAC will be held at ______ on ______ in the ____________.  Should you have any questions, please call:

(510) ____- _____.

	
Name:____________________

Parent/Guardian of: _________________________

                 
	
Name:______________________

Parent/Guardian of : ___________________________


	 Name:___________________

Parent/Guardian of: _________________________


	 Name:______________________

Parent/Guardian of : ___________________________


	Name:___________________

Parent/Guardian of : ________________________
	Name:_______________________

Parent/Guardian of : ___________________________


	Name:_____________________
Parent/Guardian of : __________________________

	Name:______________________

Parent/Guardian of : ___________________________


	
Name:____________________
Parent/Guardian of : __________________________
	
Name:______________________

Parent/Guardian of : ___________________________



ELAC MEETING TOPICS: 

SCHOOL: _____________________________

DATE: __________________
Below are topics that are legally required to be covered during the 2011-2012 ELAC meetings.  Please indicate with an ‘x’ and the date when each topic has been covered (discussed & approved) by ELAC.  This cover sheet is to be submitted with your ELAC minutes.
	· 
	Election of ELAC Members                                   

Date: ___/___/___
	· 
	Development of the school needs assessment for the Single Plan for Student Achievement (SPSA).

	· 
	ELAC Training: Review of role & responsibilities of ELAC.
Date: ___/___/___


	· 
	Develop recommendations to the SSC on the EL section of the Single Plan for Student Achievement (SPSA).            Date: ___/___/___

	· 
	ELAC review Bylaws.                   

Date: ___/___/___
	· 
	Develop recommendations to make parents aware of the Importance of Regular School Attendance.  

Date: ___/___/___

	· 
	ELAC Meeting Schedule for 2011-12 academic school year.
	· 
	Review of Uniform Complaint Process.  Date: ___/___/___

	· 
	ELAC election of Officers (President, Vice President, Secretary & Parliamentarian)
	· 
	Cycle 1 Monitoring of EL section of the Single Plan for Student Achievement (SPSA).  

Date: ___/___/___

	· 
	Elect MDAC Representative & Schedule MDAC Meeting Attendance by October 13, 2011.
	· 
	Review of the school’s R-30 language census. 

Date: ___/___/___ 

	· 
	Review District/School Assessments (CELDT, CSTs, and Reclassification). 

Date: ___/___/___
	· 
	Cycle 2 Monitoring of EL section of the Single Plan for Student Achievement (SPSA). 

Date: ___/___/___

	· 
	Review of the EL Section of Single Plan for Student Achievement (SPSA) and Budgets.
	· 
	Other:___________________________________________________________________________________________


Principals Signature: 






Date 




ELAC MEETING MINUTES: 

Please submit copies of agenda, minutes, and sign in sheets to the Community Engagement Department by the 2nd Thursday of the month.
A. MEMBERS PRESENT: ______________________________________________
_________________________________________________________________
B. Minutes of (Date) 

      
Approved 
       
Amended 

   

Changes 









_____

1. Agenda Topic: ________________________________________________
Presentation___
Vote___
Discussion___
Review___  

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

2. Agenda Topic: _________________________________________________

Presentation___
Vote___
Discussion___
Review___  

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
3. Agenda Topic:_________________________________________________ 

Presentation___
Vote___
Discussion___
Review___  

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
4. Agenda Topic:_________________________________________________ 
Presentation___
Vote___
Discussion___
Review___  

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
ELAC MEETING PREPARATION: 

DATE:___________ TIME:________
LOCATION: _________________
Meeting Notice: All written material should be translated to appropriate language needs of parents of ELs (California Education Code, Section 48985).  Note: Most written translation requires 3 days to be translated by the RAP Center.

(  Send letter invitation home with student (10 days before meeting date)
(  Mail letter invitation (10 days before meeting date)

(  Connect Ed (5 days before meeting date)

(  Advertise in School’s Newsletter

(  Advertise in Marquees

(  Other: __________________________________

Outreach Efforts:
(  Phone Banking (need 3 days to set up calls by RAP Center)

(  Group Presentation (need to identify and schedule)

(  Face to Face (need to create outreach plan)

Agenda Topics:
· __________________________

· __________________________

· __________________________

· __________________________

Minute Taker Name: _____________________________________

Childcare Provider: __________________________________

Live Translation: _______________________________________________
ELAC OFFICERS: 

President:

· Plans the agenda with the help of the officials

· Facilitates all of the meetings

· Maintains order during the meeting

· Remains impartial 

· Performs any other duties as needed 

· Attends other meetings representing the committee

Vice President:

· Helps the president

· Fulfills the duties of the president in his or her absence

· Participates in the development of the agenda every month

· May accompany the president to other meetings
Secretary:

· Takes and reads the minutes

· Maintains a member list

· Takes attendance at the meeting

· Performs other duties as needed
Parliamentarian:

· Helps the president to maintain order
· Must be familiar with the committee procedures and the rules
English Learner Advisory Committee (ELAC)

Membership List 2010-2011


	NAME


	ADDRESS or EMAIL
	PHONE NUMBER
	ROLE

	President:
	
	
	· Parent/guardian

· Staff

· Other:_________

	Vice President:
	
	
	· Parent/guardian

· Staff

· Other:_________

	Secretary:
	
	
	· Parent/guardian

· Staff

· Other:_________

	Parliamentary: 
	
	
	· Parent/guardian

· Staff

· Other:_________

	Member: 
	
	
	· Parent/guardian

· Staff

· Other:_________

	Member:
	
	
	· Parent/guardian

· Staff

· Other:_________

	Member:
	
	
	· Parent/guardian

· Staff

· Other:_________

	Member:
	
	
	· Parent/guardian

· Staff

· Other:_________


OPTIONAL DELEGATION to SSC :

SCHOOL:  



 
____

DATE: 
/
/

Please select one of the following options and return this form to the Community Engagement Department.  The Community Engagement Department will provide a Delegation Certificate if all requirements are in accordance to the guidelines. 
· Previous Delegation if Delegation status is being carried over to SSC from last year (maximum of two years). Please provide ELAC minutes noting discussion and vote to delegate ELAC to SSC.  Please also include SSC minutes noting acceptance of ELAC delegation, including role and responsibilities of ELAC. Or, submit documentation of approved delegation provided by the Community Engagement Department.  Ending delegation date: ___/___/___.

· Discontinuing Delegated Status if ELAC seeks to discontinue delegation status to SSC and wishes to have a functioning ELAC for the 2011-2012 academic year, the ELAC Assurance Form must be followed which includes an election process and receive ELAC Training in order to be constituted as an ELAC by the Community Engagement Department.  Please provide 1) ELAC Assurances Form and 2) SSC minutes noting discussion and vote to discontinue ELAC delegation.  Please note: the Community Engagement Department will provide a certificate to constitute the ELAC if it has been formed in accordance to the guidelines.  

· New Delegation to SSC if ELAC seeks to delegate its roles and responsibility to the SSC for the 2011-2012 academic year.  Delegation can only occur after the following steps 1) Submit ELAC Assurance Form, 2) Provide minutes noting ELAC Training on role and responsibilities, 3) Provide minutes of ELAC discussion and vote, of at least three ELAC members, to delegate ELAC to SSC,  4) Submit this form with names and signatures of three ELAC members who vote to delegate to SSC.  Please submit all documentation to the Community Engagement Department.  Please note: delegation will be certified by the Community Engagement Department if all requirements are in accordance to the guidelines. 
_____________________________

_______
 Date: ___/___/___

Name of ELAC Member                    Signature
_____________________________

_______
 Date: ___/___/___

Name of ELAC Member                    Signature
____________________________

_______
 Date: ___/___/___

Name of ELAC Member                    Signature









Date:      /      / 

Name of School Principal                  Signature 

WEST CONTRA COSTA UNIFIED SCHOOL DISTRICT

Annual Notification Regarding

UNIFORM COMPLAINT PROCEDURES

This document constitutes the district’s uniform complaint procedures policy.

Uniform Complaint Procedures

The Board of Education recognizes that the district has primary responsibility for ensuring that it complies with applicable state and federal laws and regulations governing educational programs.  The district shall investigate and seek to resolve complaints at the local level. The district shall follow the Uniform Complaint Procedures (UCP) when addressing complaints alleging:

Unlawful discrimination based on race, ancestry, national origin, ethnic group identification, religion, age, gender, actual or perceived sex, sexual orientation, color or physical or mental disability, a person’s association with a person or group with one or more of these actual or perceived characteristics, or failure to comply with state and/or federal laws in adult education, consolidated categorical aid programs, migrant education, vocational education, child care and development programs, child nutrition programs, and special education programs.

The Board acknowledges and respects students and employee rights to privacy.  Discrimination complaints shall be investigated in a manner that protects the confidentiality of the parties and the facts.  This includes keeping the identity of the complainant confidential except to the extent necessary to carry out the investigation, as determined by the Superintendent or designee on a case-by-case basis.  Complainants will be protected from retaliation.

The Superintendent shall ensure that employees designated to investigate complaints are knowledgeable about laws and programs for which they are responsible.   Such employees may have access to legal counsel as determined by the Superintendent or designee.

The Board recognizes that a neutral mediator can often suggest an early compromise that is agreeable to all parties in a dispute.   The Superintendent or designee shall ensure that the mediation results are consistent with state and federal laws and regulations.

COMPLIANCE OFFICER

The Board of Education designates the following compliance officer to receive and investigate complaints and ensure district compliance with the law:

Assistant Superintendent

Human Resources

1108 Bissell Avenue

Richmond, CA  94801

Telephone:   (510) 231-1167

Facsimile:    (510) 620-2074

Copies of the District’s complaint procedures shall be available free of charge.

NOTIFICATIONS

Uniform Complaint Procedures are distributed to every student and family in the Parent – Student Handbooks that are sent home every year.  Procedures are distributed at parent-teacher meetings, site council meetings, and to new students as part of the enrollment process.  Procedures and forms are available at every school site; from appropriate private school officials or representatives; and from the following administrative offices:  Bilingual, Transfer, Preschool, Student Welfare and Attendance, Executive Directors, and Assistant Superintendents, and to every ethnic group in the district. UCP are distributed to classified and certificated employees at their annual meetings the beginning of each school year.   UCP are distributed in different languages to students of schools where 15% or more students speak a primary language other than English.

The LEA will provide an opportunity for complainants and/or representatives to present relevant information.  Refusal by the complainant to provide the investigator with documents or other evidence related to the allegations in the complaint, or to otherwise fail or refuse to cooperate in the investigation or engage in any other obstruction of the investigation, may result in the dismissal of the complaint because of a lack of evidence to support the allegations. [T5CCR 4631]

PROCEDURES

The LEA is to provide the investigator with access to records and/or other information related to the allegation in the complaint. To otherwise fail to refuse or cooperate in the investigation or engage in any other obstruction of the investigation may result in a finding based on evidence collected that a violation has occurred and may result in the imposition of a remedy in favor of the complainant.  [T5CCR 4631]

The following procedures shall be used to address all complaints that allege a violation of federal or state laws or regulations governing educational programs.   The compliance officer shall maintain a record of each complaint as required for compliance with the California Code of Regulations, Title 5, Section 4632.

1. FILING OF A COMPLAINT

Any individual, parent, public agency or organization may file a written complaint of alleged noncompliance. Complaints alleging discrimination must be initiated no later than 6 months from the date the alleged discrimination occurred or when knowledge was first obtained.  Written complaints are filed with the compliance officer.

2. INFORMAL PROCESS

Within 15 days of the receipt of the complaint, the principal/department head will conduct a meeting with all parties.   The purpose of the meeting is discussion and resolution with the compliance officer/ designee acting as an impartial chairperson.  If resolution is not reached at this level, the compliance officer will proceed with formal investigation of the complaint

3. FORMAL PROCESS

Within 10 days of an unsuccessful resolution through the informal process, the compliance officer shall hold an investigative meeting with all parties and their representatives with the compliance officer /designee acting as impartial chairperson.

4. DISTRICT’S WRITTEN RESPONSE


The compliance officer will prepare a written report of the findings and decision within 60 days of receiving the complaint unless the complainant agrees in writing to extend the timeline.    

If the complainant does not accept the decision, he/she may request a review by the Board of Education within 5 days of receiving the written response.  The Board may, at its own discretion, consider the request.  If the Board chooses not to hear the appeal, the compliance officer’s decision will be considered final.  The district has 60 days to process a formal complaint.  

The LEA’s decision will be reported in writing, sent to the complainant within 60 calendar days of receipt of the complaint.  The report will contain the following elements:  [T5CCR 4631(e)]

a. The findings of fact based on the evidence gathered.

b. Conclusion of law.

c. Disposition of the complaint.

d. The rationale for such a disposition.

e. Corrective actions, if any are warranted.

f. Notice of the complainant’s right to appeal the LEA’s Decision to CDE.

g. Procedures to be followed for initiating an appeal to CDE.

APPEALS TO THE CALIFORNIA DEPARTMENT OF EDUCATION

The complainant may appeal in writing to the California Department of Education (CDE) within 15 days of receiving the District’s response.  The appeal to CDE must include a copy of the locally filed complaint and a copy of the LEA decision.

CIVIL LAW REMEDIES

Nothing in this policy precludes a complainant from pursuing available civil law remedies outside of the district’s complaint procedures.   Such remedies may include mediation centers, public/private interest attorneys, injunctions, restraining orders, etc.   For discrimination complaints, however, a complainant must wait until 60 days has elapsed from the filing of an appeal with the California Department of Education before pursuing civil law remedies.  The moratorium does not apply to injunctive relief and is applicable only if the district has appropriately, and in a timely manner, apprised the complainant of his/her right to file a complaint. 

The complainants are protected from retaliation and that the identity of a complainant alleging discrimination will remain confidential as appropriate.  [T5CCR 4621]

For assistance you may contact:

American Civil Liberties Union

Contra Costa Legal Services

NAACP Legal Defense Fund
ANNUAL R-30 LANGUAGE CENSUS GUIDING QUESTIONS: 

This report is submitted to the State Department of Education based on March 1 data, and reports the following:

· Number of English learners and fluent English proficient students by language and grade in each school and in the district

· Number of English learners who participate in the various English learner programs

English Learner Services personnel will contact elementary schools for the following information:
· Number of Parental Exception Waivers

· Name, language, and schedule of Primary Language Aides

· Name of teacher providing ELD to student(s) not assigned to a Structured English Immersion (SEI) (formerly known as SDAIE) or Transitional Bilingual Education Program (TBE) (formerly known as APL) classrooms

English Learner Services personnel will contact secondary schools for the following information:
· Number of Parental Exception Waivers

· Name, language, and schedule of Primary Language Aides

The Annual R-30 also reports . . .
· The number of R-FEP students who have been reclassified since the last reporting period

· The number of ELs who have a Parental Exception Waiver for the current year. (This number must be at least the same as the number of TBE reported students.)

· The number of properly certified teachers and aides providing services to EL students.

Please see the following pages for ideas about using the Annual R-30 information with your staff and with your ELAC.

Discussion Points for Using the R-30 Language Census Report Data with ELAC

· How many English learners did we have this year?  How many last year?  What trends do we see and how does this impact our programs?

· What languages are spoken by English learners at our school?  What languages are spoken by I-FEP students and their families? How is this important to our programs?

· How many students did we reclassify this year?  How does that compare to the number reclassified last year?  How can we improve this number?

ELAC MEETING MOTIONS: 

All action that is to be taken by a committee must be put before the group in the form of a motion. It is not enough for a member to rise and say, “I think we have to do…” He must say, “I move that…” if he wants to have action taken.  Someone must second all motions in order to be brought to a vote. A member may rise and say, “I second that motion.”

Discussion should be held on a motion. Discussion should occur after the making and seconding of a motion. The chairperson may say, “It has been moved and seconded that. . . .Is there any discussion?" Sometimes discussion occurs before the motion has been seconded. Then the Chairperson may interrupt to ask if there is a second on the motion or may say, “You are out of order.  Is there a second on the motion?”  The motion will not be voted upon for if there is no second.

Below are listed some rules to remember when dealing with motions:

RULE 1: 
Every motion must be seconded.

RULE 2:
If a motion is seconded, it must be voted on.

RULE 3: 
Discussion occurs after a motion is made and seconded.

RULE 4:
If a member feels the discussion has covered all sides of the issue and should end, he may say, “I call for the Question.”  The Chairperson responds by saying, “There is a Motion on the floor and a call for the question. We will vote on the motion to . . . which has been moved and seconded.”

RULE 5:
The motion may be amended: The discussion of a motion may cause some of the members to believe that the original motion needs to be changed in one or more of its details. If all agree to the proposed change, it can be made by an amendment to the original motion. However, the amendment is voted upon before the original is put to a vote. If the amendment is passed, the Chairperson puts “the motion, as amended, to a vote,” instead of putting the “motion to a vote.”

RULE 6:
A motion may be set aside indefinitely. Table the Motion is the term used to do this. If the discussion brings out that research needs to be done on the issues of the motion, or perhaps that action should never occur on that particular motion, yet it has been seconded already, a member may move to Table the Motion. Once a motion is tabled, it takes another motion to “un-table it” and have the committee reconsider it.  A motion to Table a Motion is one example of when there may be two motions on the floor at the same time.

ELAC MEETING DISCUSSION: 

It is not always easy to have orderly discussions, particularly on topics that are controversial. If the Chairperson and committee members enforce the rules listed here, it will help keep order and also help the committee accomplish its goals.

RULE 1:
When someone wishes to speak, he stands and says, "Mr. or Mrs. Chairperson." This way the chairperson can recognize one person at a time. As long as that person is talking it is said that he "Has the Floor" and should not be interrupted by anyone else.

RULE 2:
Except after a Standing Committee's Report or the introduction of a new subject, discussion should occur only after there has been a motion made and seconded. That way discussion is kept to one topic at a time.

RULE 3:
If a person talking gets off the subject (not discussing the motion or the report), the Chairperson may interrupt to remind the speaker he is off the subject. However, the speaker still "Has the Floor" until he is finished talking.

RULE 4:
The Chairperson (or the Secretary, upon request) should summarize all discussion after it has ended, particularly if it is discussion about a motion that will soon be voted on. In summarizing the discussion, the PROBLEM, the MOST IMPORTANT POINTS MADE ON BOTH SIDES OF THE ISSUE, and a CONCLUSION should be stated. 

RULE 5:
If it is necessary, the Chairperson may limit the discussion. It can be limited by allowing only "X" more people to speak or by stating that the discussion will last “X" amount of time. This is done only if the Chairperson feels all sides of the issue have been stated and that any more discussion would not help the committee reach a decision.


FOR COMMTTEE MEMBERS:

RULE 6:
Each Committee Member should speak briefly and to the point, without repeating his/her own or others' remarks. Ask questions and express your disagreement politely. Do not interrupt and do not monopolize the conversation. Contribute as much information as possible, and back up your opinions with facts. 



FOR COMMTTEE MEMBERS:

RULE 7:
Any member may “CALL FOR THE QUESTION" during discussion of a motion. (This is discussed again under "Motions".)

ELAC MEETING

IMPORTANCE OF SCHOOL ATTENDANCE: 

What are the legal aspects related to school truancy?
The State Education Code 48200 mandates compulsory attendance. Full time school attendance is compulsory for all California students between the ages of six (6) and sixteen (16). The legal age for leaving school is eighteen (18).

California Education Code 48260 classifies a student as a truant upon a third unexcused absence or late arrival in excess of 30 minutes. Parents are responsible for their child’s school attendance and can be prosecuted for infractions.

What is actual attendance?

School districts no longer receive funding from the state of California for pupils who are absent from school. This includes all absences, even those related to illness or other valid reasons.

In other words, schools receive state funding only for students who actually attend school. If you find it necessary to keep your child out of school for reasons other than illness, you are encouraged to send your child to school for at least part of the day.
Families should not take vacations when school is in session.

The best way to secure both adequate financing for our district and the best educational opportunity for your child is to increase all students’ actual attendance.

Other ways to make parents aware of the importance of regular school attendance:

· Discuss specific ideas parents can use to encourage and support their child’s attendance.
· Provide examples and possible solutions when students may be truant or have irregular attendance.
· Discuss how the district and school can encourage attendance (e.g., awards, activities after school, etc.)
ELAC PHONE BANKING SCRIPTS

A. Script to invite and assess best date and time to host the  ELAC Information Meeting

Hello.  My name is ______.  Are you the parent of _____? I am calling for the principal, Pat Martin, at Pinole Middle School.  Mr. Martin is having a meeting for the parents of English learners to talk about an English learner parent committee (what it is, what it does, why it is important).  At the meeting, you can also ask any other questions you have about our English learner program.  What date is best for you? What time works best for you?

Thank you very much for your time.  Based on the best date and time for all the parents/guardians of EL’s, an ELAC Informational Meeting will be held which you are welcome to attend.  

B.  Script to solicit names for ELAC election:

“Hello.  My name is ________.  Are you the parent of _______?  I am calling for the principal, ________, at ___________ School.  Dr./Ms./Mr. __________ needs a few parents of English learners to work with him on a committee to decide which programs and services we should have for our English learner students at Pinole Middle. Would you be willing to help with this committee?   

(If response is yes) Mr. Martin will need to put your name on a ballot for all parents of English learners. Is that all right?  Ballots go to the all the parents of English Learners at our school to have them vote on who they want to represent them at the ELCA. 

(If response is no) Mr. Martin wants you to know you are more than welcome to attend and be a participant without the need to be an elected member.  The next ELAC meeting at ________________ School is scheduled on ____________ at _______ am/pm in the _______________.

Thank you very much for your time.

C. Script to request meeting topics for ELAC meetings: 

“Hello, I’m calling on behalf of _________________ School.  The school is planning a presentation in the morning/evening, at X:XX am/pm, just for parents of English Learners next week.  What day works best for you? 

The meeting will be about the EL program and forming an Parent English Learner Advisory Committee at our school.  We will cover the topics of most interest to the parents.

Please tell me which of these four topics you would like to hear about?

1) How English learners become reclassified as fluent English proficient?

2) The new ELD program being used in the elementary schools?

3) Understanding the CELDT test?

What kind of support could the school provide that would help your student be more successful in school?

Thank you very much for your time.  The topic will be based on what parents request most.

RECOMMENDATIONS FOR EFFECTIVE FACILITATION: 

The purpose of this document is to set some basic ground rules or guidelines for meetings that will facilitate everyone being heard respectfully and will help the work of the committee. The members and all will review this document or any part of it may be adopted. This is a code for behavior and not meant to change the bylaws of the committee.

1. The ELAC President or Vice President shall facilitate the meeting.  This means that he or she generally does not take part in the discussion other than to clarify or summarize the other members’ comments.

2. Members need to wait to be recognized by the facilitator.  This will discourage several people from talking at once, which makes it difficult for all members to follow.

3. The facilitator will make sure that everyone who wants to speak on a topic does so before second comments from the same person are taken.  This will discourage some people from dominating the meeting or a topic and give everyone a chance to contribute.

4. 
In addition, each person who wants to speak will be allowed 3 minutes to do so.  After 3 minutes that individual stops speaking and gives others who want to contribute to the discussion a chance to speak.  This will also help avoid any one individual dominating the discussion. 

5. All discussions should be focused on the issue at hand without side conversations.  Side conversations are rude and make the person speaking feel as though his or her contributions are of no interest to others.

6. Every member is encouraged to help keep the agenda moving and gently enforce meeting behavior by reminding the group or individuals of the guidelines for meeting productively, which include keeping to the agenda item at hand.  This will support the facilitator and make everyone share the responsibility for a successful meeting. 

7. Cell phones and pagers will be silenced during the meeting.  Members and attendees must turn off ringers or use vibrate mode to avoid interrupting the meeting.  If a call must be taken, the member agrees to leave the room.

8. Members need to let the speaker finish his or her statements.  Interruptions are rude and can sidetrack the speaker from his or her train of thought.

9.
Members are reminded to focus on the issue, not the person.  Personal attacks usually don't change people's views on an issue and may spark an argument.

10.
Reaching a consensus of members is the ELAC's preferred method of making decisions.  If consensus is not possible, then the facilitator may call for a vote of the members and have the issue decided in that way. 

SAMPLE ELAC AGENDA: 

English Learner Advisory Council

Comité Consejero de los Aprendices de Ingles 
___________ Elementary School

Library Room 

Biblioteca

1224 Pinole Valley Road.

Pinole, CA 94564

January 21, 2010- 21 de enero, 2010
6:30 p.m. – 8:00 p.m.

Agenda
1. Introductions

Presentación de miembros 
2. Reclassifcation Criteria by Nellie Smith                                                  

   Criterio de Reclasificación, por Nellie Smith
3. District Attendance Policy and the importance of regular attendance by Community Engagement Coordinator, Marin Trujillo

Reglamento de Asistencia escolar del Distrito y la importancia de asistencia regularmente, por el Coordinador encargado de la participación de la comunidad, Marin Trujillo

4. Presentation of how ELACs can participate in the monitoring of the School Plan
Presentación de como pueden participar los comités de ELAC en el monitoreo del plan escolar.


5 Minute Break/Descanso de cinco minutos
5. Explanation and update of District ELA Plan, the Consolidated Application and Title III Program Improvement Plan by Susan Dunlap

Explicación y actualización del plan ELA del distrito, La Aplicación Consolidada y el plan para el mejoramiento del programa Titulo III, por Susan Dunlap
6. Good of the order and Raffle

Avisos varios y rifa 

Babysitting and refreshments provided.  If you need an interpreter for languages other than Spanish, please call the __________________, at (510) ___-____.
Se proveerá cuidado gratuito de niños y refrescos. Si necesita intérprete, por favor, póngase en contacto con la ____________ ,teléfono (510) ___-____.

SAMPLE ELAC BYLAWS:

Article I.
Name

The name of this organization shall be the (NAME OF THE SCHOOL) English Learner Advisory Committee.

Article II.
Purpose

The purpose of this committee shall be to advise the principal and staff on programs and services to English learners, specifically:

1. Advise the principal and staff on the development of a detailed plan for English learner education for the individual school level plan.

2. Assist in the development of the school’s needs assessment.

3. Provide input into the procedures for the school’s language census.

4. Contribute ideas for helping the school make parents aware of the importance of regular school attendance. 

Article III.
Membership

Section 1
Composition of committee and mode of selection

Members are elected by a majority vote of parents of English learners who attend the school.

Section 2
Term of Membership:

All committee members shall serve for a one-year term.

Section 3
Voting Rights

Each member shall be entitled to one vote and may cast that vote on each matter submitted to a vote of the advisory committee.  Proxy voting and absentee ballots are not permitted unless the bylaws are amended to permit them.

Section 4
Termination of Membership

A member shall no longer hold membership should he/she cease to reside or work in the school area or otherwise terminate his/her relationship with the group or organization, which he/she was selected to represent.  Membership shall automatically terminate for a member who is absent from three consecutive regular meetings.

Section 5
Transfer of Membership

Membership in the advisory committee is not transferable or assignable.

Section 6
Alternates

A committee member may send an alternate.  An alternate shall have voting power for that meeting, when acting in place of the regular member, and the presence of an alternate shall not relieve a member from the effect of Section 4 of this Article.

Section 7 
Resignation


Any member may resign by submitting a written resignation.

Section 8 
Vacancy

Any vacancy on the committee shall be filled for the remainder of the unexpired term by majority vote of the group. 

Section 9
Election to Membership

Election of parents and for the ensuing school year shall take place at an open general meeting prior to October 15th.  Notice of the meeting shall be sent to all parents of ELs and shall be publicized in the community.

Article IV.   Officers
The officers of the committee shall consist of a president, vice-president, secretary, MDAC representative and such other officers as the committee may deem desirable. The president shall be a parent representative. Officers shall be elected by the committee on an annual basis and shall be members of the committee.

Article V.    Duties of Officers

The President shall preside at all committee meetings of the committee, shall be an ex-officio member of all subcommittees, and shall appoint special committees.

The Vice-President shall assist the president and shall perform the duties of the president in the absence of the president.

The Secretary handles the correspondence and attendance of the committee. 

The MDAC Representative shall attend all MDAC meetings to bring information to the MDAC and from the MDAC to the ELAC.

*If the ELAC responsibilities have been delegated to the SSC, then the SSC is responsible for electing one MDAC representative and two alternates.

Article VI. Subcommittees

Subcommittees shall be appointed as required to promote the objectives of the advisory committee.

Article VII.  Meetings

Section 1  
A minimum of 3 regular meetings shall be held during the school year.  The committee shall decide the date, time, and place.

Section 2

Special meetings may be called by the committee chairperson or by a majority of the committee members.

Section 3  
Notification of all regular and special meetings shall be duly publicized not less than five days prior to the meeting.

Section 4 
All meetings shall be open to the public.

Section 5 
A quorum shall consist of 51 percent of the elected committee members.

Article VIII. Parliamentary Authority

Robert's Rules of Order (Revised) shall govern the committee in all matters of parliamentary procedure.

Article IX.  Amendments

These bylaws may be amended at any regular meeting of the committee by a two-thirds vote, provided such amendments are submitted by mail to the membership one week prior to the meeting.

Article X.  Ratification

The bylaws shall be in effect when adopted by a two-thirds vote of the advisory committee.

SAMPLE PHRASES for ELAC MINUTES:

Below are sample phrases to capture the presentations, votes, discussion and/or review during ELAC in the minutes.

· The purpose(s) of this meeting is (are) to _________. _________ and __________.  For our visitors and new members, we have copies of our committee bylaws in English and in ________, which explain our legal responsibilities, membership, committee procedures and other information.

· Nominations and election of members (and/or officers) were completed for the _____ school year, with the following results: _________________________.

· Members and attendees were informed by _________________ about ________________.

· Committee members were provided training on ________________about _____________ (topic).

· Mr./Mrs./Ms. ___________ asked the school (district) to resolve/address the problem of ____________________.

· Staff from the school/district indicated they would _____________ as to the request.

· On the topic of (subject) no further questions were raised or committee member(s) _______________ raised discussion on the topic of ______________________.

· Committee members were pleased with ________________ because __________________.

· Mr./Mrs./Ms. ______________ asked the school (district) to resolve/address the problem of __________ and share a report of action(s) taken by the school (district) by the next committee meeting.

·  A follow-up on _____________ will be made by ______________, to the committee.

· The guest speaker _______________ from _______________ shared with parents _____________.

· Translation of _____________ was requested/made for parent by _____________ on ___________.  

· The topic of ______________ was explained by _____________ from ______________.  Parents were informed that this topic is one that, by law, the ELAC must advise the school/district on.

· Advice/comments to the principal/staff (local governing board) was provided on the subject of 

____________________.  

· The committee voted on __________________ with the following results ______________.

· The formed ELAC members were informed and trained as to their legal roles and responsibilities.  As part of their agenda, members discussed and voted to continue functioning as a separate ELAC.  

· The elected ELAC members were informed of and trained on their legal roles and responsibilities.  A vote was taken to delegate the responsibilities of the ELAC to the School Site Council (SSC) for the next two years.  Delegated Status will expire on ____________, 200____, pending Certification from the Community Engagement Department, at which time the school shall attempt to form a functioning ELAC for the school.

·  The ELAC reviewed and commented on the SSC’s proposed budget and had the following comments/suggestions: (a)__________; (b) ___________; and (c) ______________.

·  The ELAC was provided information as to the proposed school budget using EIA-LEP funds; 

Members had the following comments/suggestions: ________________________.  Or, members didn’t have specific comments or suggestions.

·  ELAC members were informed of all their legal options to choose a program for their child (e.g.,

Transitional Bilingual Education, Dual Language Immersion, Structured English Immersion and English Language Mainstream.

·  School and district parent notifications are reviewed and discussed.  Parent and committee suggestions Included: __________________________.

· ELAC parents were consulted in the development of the school’s needs assessment and provided the following questions related to services for English learners to be included.

ELAC MEETING TOPICS:

The following must be agenda items mandated by the State regulations.  Documentation of these items has to be evident in your minutes and/or agendas.

Mandatory Topics
· Needs Assessment
· Annual Language Census – R30
· Discuss/explain Language Census Report
· School Attendance
Suggested Topics
· Parental Waiver information
· WCCUSD Parent-Study Handbook 
· Review Identification and Assessment of English Learners (EL)
· Overview for Program Options for English Learners (EL)
· Reclassification Procedures
· CST’s
· CELDT
· School English Learners (EL) Program, as it exists at your site
· Vision Statement for English Learners (EL)
· Legal Responsibilities
· SPSA
· Elect Next Year’s Officers
· Parent Complaint Procedures
· Consolidated Report
Other Appropriate Agenda Items
· Guest Speakers
· Training for Parents on “Having Effective Meetings”
· Training for Parents on “How to Help Their Child Succeed in School”
· Student Presentations
· Presentation of Specific Programs At Your Site
�





To ensure establishment of an ELAC at a school site, please follow the outlined process and attach copies of:


[ ] Declaration to Run Form used to identify candidates for the election 


[ ] Copy of ballot distributed


[ ] List of ELAC Membership (Please complete ELAC Membership template on ELAC Toolkit, page 21)  


Submit to the Community Engagement Department by October 13, 2011. 





Please submit completed form to the Community Engagement Department by:


October 13, 2011.
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