Palmdale School District
English Language Department
ELAC Documentation Cover Sheet


School _______________________________________________
Date of Meeting _______________________		      Time __________________
Room _______________________________
ELAC Facilitator ___________________________    Job Title _______________________
Minutes transcribed/typed by ______________________________
(ELAC facilitator must review minutes for accuracy and insure that minutes are transcribed correctly.)

Number of parents in attendance _____
Number of school staff in attendance _____
How were parents contacted?  (Mark all that apply.)
Ed Connect        Letter           Flyer            Other ________________________________

Please attach a copy of the following and send to Maria Barriga (English Learner Department) each Month. Welcome Center Bldg. E
· Agenda
· Sign-in Sheet
· Minutes
· Advice to SSC
Date ELAC documentation was sent to English Learner  Department ______________________
Reminder:  Please send two ELAC Representatives to DELAC.  

Please do not send handwritten minutes to Translation Department.  These must be typed.  Translation Department requires a “needed by _________ date,” not ASAP.
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