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Enter School Site

English Learner Advisory Committee (ELAC)
Date Meeting #1 - August/September

SAMPLE MINUTES
	 
	ITEMS

	I.  
	Call to Order
(Name), (title), welcomed the committee/council. i. (The principal/designee or Chairperson usually offers greetings.) b. The meeting was called to order at (time) by (name), (title).  
 

	II.  
	Roll Call/Establish Quorum 
(Name), (title), welcomed the committee/council. i. (The principal/designee or Chairperson usually offers greetings.) b. The meeting was called to order at (time) by (name), (title).
 

	III.  
	Conduct ELAC Training  
(Name), (title), facilitated the ELAC training for the committee.
a. The purpose and function of ELAC were reviewed, including its advisory role in supporting English Learners and promoting family engagement.
b. The roles and responsibilities of ELAC members were explained, with an emphasis on attendance, participation, and collaboration.
c. The duties of officers were outlined, along with guidance on how to conduct effective meetings.
d. A brief review of the ELAC Bylaws, Brown Act, and basic parliamentary procedures was provided.
e. Members were invited to ask questions and engage in discussion.
 

	IV. 
	Hold Elections  
(Name), (title), led the election of ELAC parent members and officers (Action Item).
a. Nominations were accepted for each position.
b. A motion to approve the elected slate was made by (Name) and seconded by (Name).
c. The committee voted and the motion was (approved/not approved) by consensus/majority.
d. Elected Members:
· Chairperson: ____________________
· Vice Chairperson: _______________
· Secretary: ______________________
· DELAC Representative: ___________
 

	V.  
	Vote on ELAC Meeting Format and dates 
(Name), (title), facilitated the discussion and vote on the ELAC meeting format and calendar (Action Item).
a. The committee discussed options for meeting format: in-person, Zoom, or hybrid.
b. Proposed meeting dates and times were presented for approval.
c. A motion to approve the meeting format and calendar was made by (Name) and seconded by (Name).
d. The committee voted and the motion was (approved/not approved) by consensus/majority.
e. Approved Format: ________________________
f. Approved Meeting Dates & Times: ________________________
 

	VI.  
	2025 MCSD English Learner Master Plan 
(Name), (title), presented key components of the 2025 MCSD English Learner Master Plan for review and input (Action Item).
a. The EL identification process was reviewed and discussed.
b. Designated ELD times and student grouping structures were shared.
c. The committee provided feedback and made recommendations.
d. A motion to approve the recommendations was made by (Name) and seconded by (Name).
e. The committee voted and the motion was (approved/not approved) by consensus/majority.
f. Recommendations Made: ____________________________________
 

	VII. 
	School site attendance data 
(Name), (title), presented current school site attendance data.
a. Data trends were reviewed, including chronic absenteeism rates and patterns by grade level or subgroup.
b. The committee discussed possible causes and potential strategies for improvement.
c. Questions and comments were invited from members.

	VIII. 
	Parent Engagement Policy and Parent Compact 
(Name), (title), presented the Parent Engagement Policy and School-Parent Compact.
a. The committee reviewed the purpose and components of each document.
b. Members discussed ways the documents support family-school partnerships.
c. A motion to provide input/approve the documents was made by (Name) and seconded by (Name).
d. The committee voted and the motion was (approved/not approved) by consensus/majority.
 

	IX.  
	Update on school site parent engagement opportunities 
(Name), (title), provided an update on current and upcoming parent engagement activities at the school site.
a. Opportunities for family participation in school events, workshops, and decision-making were shared.
b. Members discussed ideas for increasing engagement and access for all families.
c. Parent Engagement Opportunities:
· 
· 
· 

	X. 
	Announcements 
(Name), (title), shared announcements relevant to the committee.
a. Members were invited to share any additional announcements or updates.
b. Announcements:
· 
 

	XI. 
	Adjournment  
(Name), (title), called for a motion to adjourn the meeting.
a. A motion to adjourn was made by (Name) and seconded by (Name).
b. The committee voted and the motion was (approved/not approved) by consensus/majority.
c. The meeting was adjourned at (time).
d. The next meeting is scheduled for (date and time). 

	AGENDA POSTED: 
	Day, Date 

	 
	Front of school, office, and or school website 

	Next Meeting:  
	Date 
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