LOS ANGELES UNIFIED SCHOOL DISTRICT

School

Date

SAMPLE ELAC AGENDA

1.
Call to Order/Welcome




Chairperson

2.
Pledge of Allegiance





Member
3.        Roll Call






Secretary

4.
Reading of Minutes/Approval of Minutes


Secretary/Chair




5.
Focus on Instruction (See Time/ Task Month by Month Guide)

a. School Plan Progress Report ELAC Program Update
b. Budget Update / Needs Assessment
c. Language Census
d. Importance of Regular School Attendance
6.
Subcommittee or Individual Reports

a. Chairperson Report (monthly)

b. Principal/School (monthly)

c. Local District Representative Report (monthly)

d. Committee Report (as appropriate)
e. Conference Delegate (as appropriate)

f. Coordinator’s Report (monthly)

7.
Conference Elections (as appropriate)

8.
Unfinished Business





Chairperson

9.
New Business






Chairperson

10.
Announcements





Members

11.    
Adjournment






Member
LOS ANGELES UNIFIED SCHOOL DISTRICT
SCRIPT FOR CONDUCTING AN ELAC MEETING

1. Call to order/Welcome
Chair:  The meeting will please come to order.  I would like to welcome all members and  


guests here today

2. Pledge of Allegiance

Chair:  ______________________________will lead the Pledge of Allegiance.




(member’s name)
3. Roll Call

Chair:  The secretary will now call roll.


        (Secretary goes through the roster of members and calls the names out.)

4. Reading of Minutes/Approval of Minutes
Chair:  The secretary will now read the minutes of the last meeting.

Secretary:  Reads the minutes.

Chair:  Are there any corrections or additions?

 
       (If there are, corrections or additions are made.  If there are none);

Chair:  The minutes stand approved as read (or as read and corrected).

5. Focus on Instruction

Time is provided to address the topic from the Month to Month Guide

6. Reports

Chair:  We will now have the committee reports.

 Chair will call on individuals to make their reports.

Chair:  We will now have the Principal’s Report.

                   (After the Principal’s Report)

Chair:  Are there any questions?

7. Unfinished Business

Chair:  Last meeting we did not finish discussing… (unfinished business)

8. New Business

Chair:  We have new business to discuss… (new business)

9. Announcements

Chair:  Does anyone wish to make an announcement?

10. Adjournment

Chair:  I will entertain a motion to adjourn.

LOS ANGELES UNIFIED SCHOOL DISTRICT

School

Date

SAMPLE ELAC MINUTES

School:






Date:

Committee:
ELAC

1.
CALL TO ORDER/WELCOME
The meeting was called to order at (time) __________ by (name) __________________,

(title) ____________________.

2.
PLEDGE OF ALLEGIANCE

____________________________________ conducted the pledge of allegiance.

3.
ROLL CALL

Roll call was conducted by (Name) ____________________, (title) ________________.

A quorum was established / not established.

4.
MINUTES

The minutes were read aloud by (name) ____________________, (title) __________________.

Corrections: __________________________________________________________________

MOTIONS:  A motion to accept the minutes was made by (name)_______________________, (title) member.  _______________________ seconded the motion.  Motion carried/motion failed.

Corrections:

5.     
Focus on Instruction (See Time/Task Month by Month Guide)

a. School Plan Progress Report ELAC Program Update
b. Budget Update /Needs Assessment
c. Legal Responsibilities Training

d. School Accountability Report Card

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

6.
Subcommittee or Individual Reports
a. Chairperson

(Name) ____________________, (title) ____________________, gave a report on 

(topic) _____________________.  He/She discussed the following areas:  ______________.

(Sample:  Emma Gutierrez, first vice-chairperson, gave a report from a January 8, 2004 on “parent training”.  She discussed the following areas:  Classes on literacy, schedules for workshops, and upcoming conferences.  She distributed handouts in which her report was outlined and detailed information was provided.)

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________

b. Principal’s Report

(Name) ____________________, (title) ____________________, spoke about 

(topic) _____________________.  He/She discussed ________________________________

(Sample:  Principal reported on “Student Learning Program”.  He/She discussed methods that were being used to help children improve their literacy skills, activities that were provided and the attendance (65 students) each week.  Booklets and workshop information were handed out and question-and-answer session followed.)

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________

c. Local District Representative Report  ________________________________________________________________________________________________________________________________________________________________________________________________________________________

d. Coordinator’s Report

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________

7.  Conference Elections or Report (as appropriate)

(Name) ____________________, (title) ____________________, gave a report on the (title of conference) ____________________.  He/She spoke about the following areas: __________________________________________________________________________.

(Sample:  Parent member gave a report on the ________ Conference.  He/She spoke about the following areas:  Descriptions and evaluations of the workshops, literacy programs, community networking, and training for teachers in literacy.)

8.
UNFINISHED BUSINESS


(Describe any unfinished business)

9.
NEW BUSINESS

10.
ANNOUNCEMENTS

(Name) ____________________, (title) ____________________, announced that ___________

(Sample:  Coordinator announced that January 16 is the last day to register for the School Parent Training Conference.  Parents can contact him/her for more information.)

11.
ADJOURNMENT

(Sample:  A motion to adjourn the meeting was made by (name) _______________, 

(title) ____________, seconded by (name) ____________________, (title) ________________.

Motion carried/motion failed.  The meeting was adjourned at (time) __________.)

Respectfully submitted,

(Name) ____________________, (title) ____________________.

English Learner Advisory Committee

_____________________School
