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Title I Local School Parent Advisory Council (PAC) Procedures

1.  Purposes and Goals

A. The purposes of the Parent Advisory Council (PAC) shall be:
a.To support the role of parents and families with the school as equal partners in their

children’s education under the terms and standards of the ESEA Act and to allow
community members an opportunity to contribute to and participate in that partnership.

b.To make recommendations, as an advisory body, to the School Principal on the school’s
Title I Programs, Parent & Family Engagement Policy and School-Parent Compact and the
expenditure of Title I funds (Title I ESEA Schoolwide or Targeted Assistance Program funds
and Parent & Family Engagement funds).

B. The primary goal of the PAC shall be to create opportunities that may empower parents to
inspire and assist their children to achieve educational goals, including, but not limited to,
graduating from high school.

C. The goals and activities of the PAC shall be intended to support the role of parents and the
community as partners with their local school under the terms of Section 1116 of the ESEA
Act, State Law, Chicago Board of Education Rules, Policies and these Guidelines.

D. In conducting its activities, including, but not limited to literacy and parenting skills activities,
the School PAC shall identify how the activities will connect to the objectives listed below.

2.  Objectives

The Title I Local School PAC activities shall:

A. provide assistance, support and training to parents and families to improve their capacity to
improve their students’ academic performance

B. provide information to parents and families that will enable them to work with the school to
promote their child(ren)’s grade level progress and academic achievements.

C. work with teachers, staff and parents to involve parents as equal partners in the education of
students.

D. Assist the principal in affording parents an opportunity to receive timely ongoing information,
revise the school’s Parent & Family Engagement policy and school-parent compact, and have
input on the local school CIWP programs.

E. advise the principal in coordinating, to the extent feasible and appropriate, programming with
other federal programs (such as Head Start, Reading First, etc.) and public preschool programs.

F. assist the school in providing information to parents in an understandable and uniform format
and, to the extent practicable, in a language the parents can understand.



3.  Operating Procedures of Title I Parent Advisory Council (PAC)

A. All Title I Local School Parent Advisory Councils shall operate pursuant to the procedures and
structure set forth in these Guidelines and the Local School Parent Advisory Council
Procedures.  The Procedures shall apply to all Title I School PACs.

B. Any and all other procedures, structures or Procedures previously adopted by any Title I School
Parent Advisory Council shall be of no force or effect as of the 2020-2021 school year. Title I
Local School Parent Advisory Councils shall have no right or authority to revise or amend the
Procedures contained in the Title I Guidelines or to adopt Procedures, structures or procedures
other than those contained in those Guidelines.

C. Any Title I Local School Parent Advisory Council which refuses to operate pursuant to these
Guidelines shall not be recognized. In that event, the school shall involve parents in decisions
related to its Title I Program and Title I Parent & Family engagement activities through means
other than the Parent Advisory Council.

D. Any Title I Local School Parent Advisory Council which fails to meet with a quorum of five (5)
parents for three (3) consecutive regular meetings during the school year shall be declared
dysfunctional and inactive for the remainder of the school year by the FACE2 Office. The
Principal shall thereafter be authorized to involve the parents in decisions related to the Title I
Program and Title I Parent & Family engagement activities through means other than the
Parent Advisory Council.

MEMBERSHIP & VOTING RIGHTS

A. Each local school receiving Title I funds shall have one Title I Parent Advisory Council.
B. All parents and families of students receiving Title I, Part A ESEA services in a Schoolwide or

Targeted Assistance Program may participate in all Parent & Family engagement activities at
the Local School level, including the School PAC. “Parents” include natural or adoptive parents,
legal guardians and persons standing in loco parentis to students.  Persons standing in loco
parentis must complete the ISBE Affidavit of Enrollment and Residency and the form must be
on file in the school in order for such persons to participate in the School PAC activities.

C. All parents, families, legal guardians and persons standing in loco parentis shall have equal
voting rights on any PAC matter.  All votes of the PAC members must be by a show of hands, by
written vote in a virtual meeting (in the chat space) or roll call.  Secret ballots are not allowed.

D. Community members may attend all Title I meetings and contribute.  They may vote on any
matter considered by the Title I PAC provided parents comprise a majority of voters and
Community members shall not be eligible to participate in or attend any conferences,
workshops or other Parent & Family engagement activities funded with Title I Parent & Family
engagement funds.



ELECTIONS AND OFFICERS

A. All elections of officers shall be conducted in accordance with the election procedures
established by the Office of Family and Community Engagement in Education (FACE2).

B. The elected officers shall be:
1. Chairperson
2. Vice Chairperson
3. Secretary
4. Outreach Coordinator
No officers other than those listed above may be elected by a Title I School PAC.

C. All officers shall serve a one-year term, which shall end upon the election of their
successors. PAC Officers must be a Parent, legal guardian, or person standing in loco
parentis of a student enrolled at the school. In the event that the child of a parent graduates
another PAC member shall take over that officer’s duties.  If the parent is the Chair, the Vice
chair will take their duties.

NOTE: In the event that a PAC Officer ceases to be the parent of a student enrolled in the
school due to a voluntary transfer or graduation, the officer will not be eligible to remain in
office.  In that event, the office will be considered vacant as of the date of the voluntary
transfer or the last day of the school year in the case of graduation.  “Enrolled” means
“currently attending.”

D. In order to be considered for an office a parent must be present at the meeting when the
election is being conducted.  For in-person meetings the parent must be physically present.
For virtual meetings, the parent must be virtually present.

VACANCIES

A. After written notice by mail, email or personal delivery at least seven (7) days in advance of such
a vote, any officer may be removed by majority vote of the members voting for missing three
consecutive regular meetings or five regular meetings in a twelve-month period. (The action
must comply with the Open Meetings Act.)

B. The Secretary (or Chairperson in the case that the vacancy is the position of Secretary) shall
promptly send written notice to the officer, the principal, the Network FACE manager and the
Title I District Manager of the officer’s removal. After an officer has been removed for missing
meetings or if there is a vacancy in an office for any other reason, the vacancy shall be filled
through the following procedure:

1. The election to fill the vacancy must be listed as an action item on the agenda posted in
compliance with the Open Meetings Act for the meeting at which the election will be
held.

2. All parents, families, and community members in attendance at the meeting may vote,
providing parents comprise a majority of voters.



3. Candidates for the vacancy may be nominated by another member or may nominate
themselves.

4. A candidate must be present at the meeting to be elected to fill the vacancy for any
office.

5. The vacancy will be filled by the candidate receiving the highest number of votes.  Ties
will be broken by lottery.

DUTIES OF OFFICERS

Chairperson

A. The Chairperson shall attend and preside at all meetings. The Chairperson will be spokesperson
for the PAC when requested to do so.

B. Shall attend the monthly PAC/PLN meetings, facilitated by the district FACE Manager to
receive Title I district updates.

C. The Chairperson shall create all regular meeting notices and agendas in consultation with the
principal, the other PAC officers and the other members of the PAC.  Members may also call the
Chairperson or other officer to have items added to regular meeting agendas no later than
seventy-two (72) hours before the meeting. The Chairperson or other PAC Officer shall be
responsible for posting regular meeting notices and agendas. Before posting the notice and
agenda at the school, the Chairperson or other PAC Officer undertaking the posting shall
provide the notice and agenda to the Principal in accordance with Article VII (B) below.

D. The Chairperson may call special meetings of the PAC as needed and with the permission of the
principal.  If the office of the Chairperson is vacant, the Vice-Chairperson may call special
meetings of the PAC as needed.  No other officer or member of the PAC shall have the authority
to call special meetings. The Chairperson or other PAC Officer shall be responsible for posting
special meeting notices and agendas. Before posting the notice and agenda at the school, the
Chairperson or other PAC Officer undertaking the posting shall provide the notice and agenda
to the Principal.  The Chairperson or other PAC officer shall notify all other PAC officers of
special meetings in writing at least forty-eight (48) hours prior to the meeting.

E. Following the vote of the Title I PAC at an open meeting, the Chairperson shall sign all
recommendations for expenditures of Title I Schoolwide or Targeted Assistance Program funds
and Parent & Family Engagement funds.

F. Shall make reasonable efforts to recruit and encourage all school parents to increase their
involvement and engagement in school related activities.

G. Shall ensure that all council members are fulfilling their tasks.

Vice-Chairperson

A. The Vice-Chairperson shall provide support on all of the Chairperson’s duties and shall act on all
matters in the absence of the Chairperson and when requested to do so by the Chairperson or
members of the PAC by majority vote.  If the office of the Chairperson is vacant, the
Vice-Chairperson may call special meetings of the PAC as needed.



B. The Vice-Chairperson shall also oversee all financial matters related to the Parent & Family
Engagement Funds, including but not limited to PAC expenditure reports and processing of
fiscal transactions with the school office (Purchase order requests, transfers, etc…). All original
transactional forms must be placed in the Principal’s PAC Binder, and duplicate copies placed in
the school PAC Binder.

Secretary
A. The Secretary shall take written minutes of all meetings (the Motion, the Second, and the Vote

count of all PAC decisions) and shall provide written minutes of the prior meeting to the PAC at
each meeting.

B. They will coordinate with the school to electronically post the public notice and agenda of all
meetings at least forty-eight (48) hours before all regular and special meetings as soon as
possible for emergency meetings. The school shall create the meeting links for the entire
school year.

C. In case of virtual meetings, at the request of the Secretary or Chairperson, school staff
designated by the principal shall assist in electronically posting and disseminating the
agenda, minutes, and meeting materials a minimum of seventy-two (72) hours prior to the
meeting.

D. The Secretary shall draft all official correspondence of the PAC under the direction of the
Chairperson (or Vice-Chairperson in the Chair’s absence).

E. The Secretary shall also maintain the a school PAC Binder containing copies of all PAC meeting
agendas, sign-in sheets, approved minutes, any Parent & Family Engagement Forms, revised
Parent & Family Engagement Budget Plans prepared in accordance with votes taken at PAC
meetings and any supplemental documentation related to any PAC events (fliers, handouts,
etc…). The Secretary will be required to coordinate with the school to maintain electronic
records, including meeting recordings.

Outreach Coordinator
Outreach needs vary by school.  Outreach is the responsibility of the whole PAC as well as the school
administrator(s).

A. The outreach coordinator will help the PAC assess the unique factors impacting parent
involvement at their school. They shall not work in isolation, rather they shall work with the
entire PAC and school administration.

B. The Outreach Coordinator will lead the efforts to increase attendance and ask parents about
their needs to increase attendance.

C. They shall lead promotion of PAC events, research parent needs to better support their
students.

D. They shall suggest creative ways to increase engagement.
E. They shall help evaluate PAC events
F. It is encouraged for FY21 that efforts be made to promote activities and resources

electronically or via social media.



IN-PERSON MEETINGS
The state's emergency COVID-19 provisions regarding the Open Meetings Act (OMA) and public bodies have now
ended.  In person meetings have resumed.   This means that Parent Advisory Councils may return to the pre-pandemic
requirements for conducting open meetings in person. Principals have discretion to maintain virtual meetings.

In-person meetings shall follow the following procedures,

A. All PAC meetings shall be open and subject to the Open Meetings Act.  For all meetings, the
Chairperson or other PAC Officer shall be responsible for posting a notice of the meeting date,
time and location and an agenda listing the action items for the meeting at the school (and any
meeting place other than the school) at least forty-eight (48) hours before the meeting.  The
notice and agenda shall be posted in a location visible to the public.

B. Before posting the notice and agenda for a regular PAC meeting, the Chairperson or other PAC
Officer shall provide them to the Principal at least seven (7) days before the meeting and obtain
the Principal's approval for the posting.  If the Chairperson wishes to make any changes to a
regular meeting agenda after providing it to the principal, the Chairperson or other PAC Officer
shall provide the revised agenda to the principal at least seventy-two (72) hours before the
meeting to obtain the Principal's approval for posting the revised agenda.  If the Chairperson or
other PAC Officer does not post a notice and agenda for a regular PAC meeting, the Principal or
designee may do so.

C. Before posting the notice and agenda for a special PAC meeting, the Chairperson or other PAC
Officer shall provide them to the Principal at least seventy-two (72) hours before the start time
of the meeting and obtain the Principal's approval for the posting.

D. If notice of a meeting has not been provided in compliance with the Open Meetings Act, the
meeting shall not be convened.

E. A quorum of members must be physically present to convene a meeting. The quorum shall
consist of five (5) Title I parents of children enrolled at the school.

F. The annual organizational meeting to elect the officers and to set the regular meeting schedule
for the school year shall be held no sooner than the first day of the school year and prior to
November 1.  The PAC shall set the exact date of the organizational meeting at its September
regular meeting in consultation with the Principal. The PAC Chairperson or Secretary shall
advise the School’s Title I Facilitator from the FACE2 Office of the date of the annual
organizational meeting.

The regular meeting schedule shall include at least one monthly meeting from November through June
of the current school year and in September of the next school year. The schedule may also include
meetings during the summer months of July and August. The regular meeting schedule shall be shared



with the FACE2 Office, via the FY22 Title I PAC Organizational Meeting Compliance Verification Form
(https://tinyurl.com/FY22PACMeetingReport )

VIRTUAL MEETINGS
The state's emergency COVID-19 provisions regarding the Open Meetings Act (OMA) and public bodies have now
ended.  In person meetings have resumed.   This means that Parent Advisory Councils may return to the pre-pandemic
requirements for conducting open meetings in person. Principals have discretion to maintain virtual meetings.

The need for virtual parent gatherings requires an adjustment of the following procedures.

A. All PAC meetings shall be open and subject to the Open Meetings Act.  For all meetings, the
Chairperson or other PAC Officer shall collaborate with the principal (or their designee) to
assure that there is an electronic posting of a notice of the meeting date, time and connection
information (and the link to the virtual meeting) at least 7 days before the meeting in a
location accessible to the public.  An agenda listing the action items for the meeting shall be
posted 3 days in advance. It is recommended that the meeting notice and agenda be posted
at the same time to avoid multiple postings. It is also recommended that more than one
method of posting be used.  Suggestions include the school website, emails, text, the
school marquee, printed notices at meal distribution events.

B. For virtual meetings, links shall be created by the school for the rest of the year.  These links
shall be provided to the PAC members as soon as possible after their creation so that the
PAC may assist in the meeting promotion.

C. Before posting, the notice and agenda for a regular PAC meeting, the Chairperson or other PAC
Officer shall provide them to the Principal at least seven (7) days before the meeting and obtain
the Principal's approval for the posting.  If the Chairperson wishes to make any changes to a
regular meeting agenda after providing it to the principal, the Chairperson or other PAC Officer
shall provide the revised agenda to the principal at least seventy-two (72) hours before the
meeting to obtain the Principal's approval for posting the revised agenda. The Principal or
designee shall post a notice and agenda for a regular PAC meeting.

D. Before posting the notice and agenda for a special PAC meeting, the Chairperson or other PAC
Officer shall provide them to the Principal at least seventy-two (72) hours before the start time
of the meeting and obtain the Principal's approval for the posting.

E. If notice of a meeting has not been provided in compliance with the Open Meetings Act, the
meeting shall not be convened.

F. A quorum of members must be virtually present to convene a meeting. The quorum shall
consist of five (5) Title I parents of children enrolled at the school.

G. The annual organizational meeting to elect the officers and to set the regular meeting schedule
for the school year shall be held no sooner than the first day of the school year and prior to
November 1.  The PAC shall set the exact date of the organizational meeting at its September
regular meeting in consultation with the Principal.

H. The regular meeting schedule shall include at least one monthly meeting from November
through June of the current school year and in September of the next school year. The schedule
may also include meetings during the summer months of July and August. The regular meeting
schedule shall be shared with the FACE2 Office, via the FY22 Title I PAC Organizational Meeting
Compliance Verification Form (https://tinyurl.com/FY22PACMeetingReport )

I. Attendance shall be taken virtually by asking individuals present to type their names in the chat
section.  In the event that parents cannot access the chat they shall be required to say their
name out loud and their names shall be typed into the chat. The secretary shall make sure to

https://tinyurl.com/FY22PACMeetingReport
https://tinyurl.com/FY22PACMeetingReport


copy the chat as proof of attendance.  The secretary is encouraged to also keep an electronic
record of attendance.

*A PowerPoint template can be found in the PAC Tool Kit to facilitate your virtual presentation.


