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22. Overidentification and disproportiona lity: to prevent the inappropriate 
overidentification or disproportionate representation by race and ethnicity of children 
as children with disabilities. (20 U.S.C. § 1412 [a][24]) 

23. Prohibition on mandatory medicine: to prohibit school personnel from requiring a 
student to obtain a prescription for a substance covered by the Controlled 
Substances Act as a condition of attending school or receiving a special education 
assessment and/or services. (20 U.S.C. § 1412 [a][25]) 

SELPA General Reporting Responsibilities  

SELPAs submit special education data and service information to CDE annually. 
SELPAs submit an Annual Service Plan to CDE by June 30th of each year as part of the 
annual submission components of the SELPA Local Plan. SELPAs also submit special 
education data to CDE via the California Longitudinal Pupil Achievement Data System 
(CALPADS). These CALPADS submissions include information pertaining to the 
enrollment, special education, and student services records of students with disabilities.  

SELPAs also submit a budget 
plan and fiscal reports to CDE 
annually. SELPAs submit an 
Annual Budget Plan to CDE by 
June 30th of each year as part of 
the annual submission 
components of the SELPA Local 
Plan. Throughout the year, 
SELPAs submit a variety of 
fiscal reports, such as Federal 
IDEA Expenditure Reports, 
Excess Cost Calculation, and 
Special Education Maintenance 
of Effort Reports, to name a 
few.  

For additional information about these reports, refer to your SELPAs website which can 
be found at https://www.cde.ca.gov/sp/se/as/caselpas.asp or contact your SELPA 
Administrator.  

 
 
 
 
 
 
 
 





https://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?lawCode=EDC&sectionNum=56194.




https://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?lawCode=EDC&sectionNum=56194.
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• Resources to fund/support the provisions of trainings. 
 
4. Encourage community involvement  (EC 56194,(d)) 

CAC representatives provide an important link between the SELPA and other 
parents within the district(s). They can be instrumental in encouraging and 
supporting other parents to become involved in the CAC. When CAC 
representatives are able to effectively assess parent needs, they can assist the 
SELPA in the selection and implementation of training, meetings, and other forms of 
communication for the benefit of all. 
 

Examples of Possible Activities:  

• Contact local media and community agencies about the CAC, current Special 
Education issues, speakers, and meeting schedules. 

• Distribute information about activities and plans to the local board of education 
at a public meeting. 

• Support ability awareness activities such as 
Disability Pride Month and Special Olympics. 

• Assist in recruiting volunteers for classrooms and 
CAC activities. 

• Hold fund-raisers to support activities. 
 

Examples of Possible Supports:  

• Logistical support (i.e., involving organization and 
planning) 

• Parent education needs in the district(s). 

• SELPA/district calendar of activities 

• Ability to have information posted on SELPA/district website/CAC webpage 

• SELPA/district communication channels (e.g., auto dialer, email blasts, 
SELPA/district/ school newsletters and social media*) 

*School Districts and SELPAs have specific guidelines regarding social media.  
Please check with your School District and/or SELPA before posting any 
information regarding your CAC on social media. 

 
5. Support activities on behalf of individuals with disabilities  (EC 56194,(e)) 

Coming together as a collaborative team with the common interest in providing 
support to and/or activities on behalf of individuals with disabilities can be very 
powerful. The contributions and different perspectives of a parent of a child with a 
disability, a teacher, a support provider, and/or a school administrator can enhance 
opportunities for persons with a disability to be an active and integrated member of 
the community. 



https://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?lawCode=EDC&sectionNum=56194.
https://www.cde.ca.gov/ls/ai/sb/


https://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?lawCode=EDC&sectionNum=56194.
https://www.cde.ca.gov/re/lc/
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Examples of Possible CAC Projects  

● Ability awareness (Disability History Week) (schoolwide/districtwide) 

● Auto dial/robocall announcement scripts (to share information on conferences, 
meetings, trainings) 

● CAC brochure 

● CAC meetings/trainings broadcast to outlying locations (e.g., cable TV systems, 
teleconferences, satellite training, Skype, webinar, go to meeting, Zoom) 

● CAC newsletter (electronic or hard copy) 

● CAC resource directory 

● Educational/Medical/Records Student Binder 

● Family Fun Day 

● Fundraising Events 

● Inclusive Sports Day 

● Input on CAC related content on the SELPA website 

● Needs Assessment survey (for training, issues, resources) 

● Outreach at fairs and other public events 

● Parent Directory to identify areas of expertise and facilitate contacts 

● Parent Handbook (parent’s rights & responsibilities, IEP forms, contact info) 

● Parent information videos or materials on various topics (i.e., IEP process, 
transition, etc.) 

● Provide info for electronic newsletters 

● Recognition Awards for Educators, Students, Parents, Community Members, 
etc. 

● Resource Directory 

● Resource Fair 

● Trained parent mentor programs  
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● Leadership Training: Encouraging  CAC member participation in training and 
leadership skills development can lead to highly effective CACs.  

● Maintaining Confidentiality: CAC meetings are open to the public , maintaining 
respect for the privacy of individual families and children should be emphasized. 

● Membership Recruitment and Retention: Recruiting new members is an important 
and ongoing task. Many CACs gather information regarding CAC members through 
an application type of membership form. One of the benefits of these forms is that 
they help to identify CAC members’ talents and connections throughout the 
community. Providing an orientation for new members is also a helpful practice. CAC 
appointments are described in Education Code Section 56191. 

● Minutes of Meetings: Meeting minutes are notes that are recorded during a meeting 
to capture a record of what occurred during the meeting. They highlight key issues 
discussed, motions proposed or voted on, and activities to be undertaken. The 
minutes of a meeting are usually taken by a designated member of the group.  

● Mission Statement: A mission statement is a summary of the purpose of a group 
including what the group expects to accomplish. A mission statement supports the 
overall purpose of the organization, provides for common direction, criteria for 
evaluating long- and short-term decisions, and provides direction for setting strategic, 
operational, and improvement goals. 

● Needs Assessment: An annual needs assessment is helpful in identifying what the 
most important needs are of a particular group. It can provide a snapshot into the 
current interests and needs of those the CAC represents and serves. This can be a 
great way to include input from parents and educators into the CAC planning of the 
action plans and activities. 

● Open Forum Policy: This is a policy that may be adopted by your CAC to provide 
anyone with an interest in Special Education the opportunity to ask questions, 
express concerns, or opinions, share information, and bring matters to the attention 
of the members of the CAC. If the CAC adopts this policy, it usually establishes a 
“limited timeframe agenda item‟ with the requirement that this time is to discuss 
issues of general interest and not to be used to address and solve individual issues.  

● Social Media and Outreach : Sharing information about the CAC and upcoming 
meetings and events is important throughout the year and can be accomplished in a 
variety of ways using websites, applications, newsletters, etc.. CACs develop 
expectations, practices and agreements that are consistent with their local SELPA 
and district policies related to outreach and an online presence. School Districts and 
SELPAs have specific guidelines regarding social media.  Please check with your 
School District and/or SELPA before posting any information regarding your CAC on 
social media. 





2022 California Community Advisory Committee Guide.sc 33 

SECTION 5: 
IMPLEMENTING BEST PRACTICES  
There are several components to a successful CAC, finding the best ways to implement 
those components takes teamwork, time, and evaluation of your efforts. In Section 4 a 
list of effective successful components was shared. In this section, we take a more in 
depth look at the following areas and highlight examples that may be helpful for your 
team to consider. 

• Agenda and Meeting Minutes 

• Annual Activities 

• Bylaws 

• Collaboration/Team Building  

• Committees and Subcommittees  

• Conflict Resolution 

• Decision-Making 

• Duties of Members  

• Duties of Officers  

• Handbook 

• Membership Recruitment and Retention  

• Needs Assessment 

• Public Access/Public Input/Open Forum Policy  

• Self-Review 

• Social Media  

  



https://www.solanocountyselpa.net/
https://achieve.lausd.net/Page/10285
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Annual Activities 
An Annual calendar for a CAC might include some or all, of the following activities: 
 
Sample Timeline of Activities/Events/Projects for the CAC  
As the start and end dates for individual school districts vary throughout the state, the 
following activities are stated in general terms such as beginning of the school year, 
monthly, etc. so that each CAC can adapt the plan to match their local program 
calendar. 
 
Annually : (Completed early in the year or toward the end) 

• Determine goals for the current and/or upcoming year 

• Plan trainings for next year 

• Revise and reprint CAC brochure 

• Draw up budget for coming year, if applicable 

• Accept new members; forward names of all CAC members to district school 
board(s) for approval as specified in the bylaws 

• Prepare CAC notebooks/binders/handbook for CAC members 

• Plan for orientation of new CAC members 

• Plan and hold excellence awards ceremony (notify winners, principals, 
specialists)  

• Appoint Nominating Committee for CAC officers  

• Meet with other CAC chairs in the region  

• Develop and vote on slate of officers  

• Install new officers  

• Develop draft final report and present to CAC for comment  

• Present final report of CAC activities to applicable governing council/board  
 
Beginning of School Year:  

• Conduct annual orientation for new CAC members 

• Distribute CAC brochure as widely as possible (to parents and teachers) Send 
brochure with cover letter to board, principals, media community organizations, 
agencies. 

• Post widely to applicable websites/social media platforms (school, district, 
SELPA, FEC, PTI, Regional Centers) *School Districts and SELPAs have 
specific guidelines regarding social media. Please check with your School District 
and/or SELPA before posting any information regarding your CAC on social 
media. 
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E. Duties  of  Officers:  (list officers by title and duties, as applicable)  
Examples of suggested officers include: 
1. Chairperson: (add duties) 
2. Vice- Chairperson:  (add duties)  
3. Secretary:  (add duties) 
4. Treasurer   (add duties) 
5. Member at Large:  (add duties) 

  
VI. MEMBERSHIP 

A. Membership Composition:  (example content) 
The community advisory committee shall be composed of parents of individuals 
with exceptional needs enrolled in public or private schools, parents of other 
pupils enrolled in school, pupils and adults with disabilities, regular education 
teachers, special education teachers and other school personnel, 
representatives of other public and private agencies, and persons concerned 
with the needs of individuals with exceptional needs. (CA Education Code 
56192) 

B. Types of  Membership:  (example content) 
1. Eligibility (who may be a member) 
2. Types of membership (such as voting, nonvoting, active, honorary, student) 

C. Member Resignation and Reinstatement Procedures  (include description of 
process) 

D. Duties of Members : (include general duties of the CAC membership) 

VII. CAC COMMITTEES 
A. (describe the types of committees) 

 
VIII. DISSEMINATION OF INFORMATION 

A. (describe how information will be disseminated) 
 
IX. AMENDMENTS  

A. (describe process of how bylaws are amended; number of members needed to 
pass bylaw changes; amount and type of notice of proposed changes; if voting 
must be conducted at a meeting or can be conducted by mail)
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Examples of Subcommittees  

Least Restrictive Environment Subcommittee 
• General Education and Special Education interfacing to recommend LRE and 

inclusion policies and procedures. 

• Provide administrators, teachers, and parents with in-service on the value of 
integration practices for all students, accountability, and best educational 
practices. 

Accessibility and Safety Subcommittee 
• Monitor and support accessibility in schools at all levels. 

• Work with school partners to ensure a safe school environment  

Finance Subcommittee 
• Monitor, review, and report on the Annual Budget Plan  

Nonpublic School Subcommittee 
• Work with the SELPA to ensure that individuals in nonpublic schools receive 

information provided by the CAC regarding in-services, parent trainings, 
handbooks, and so forth. 

Parent Support Subcommittee 
• Coordinate referrals and information exchange between various parent 

support groups and parent organizations. 

Awards Subcommittee 
• Show appreciation, honor, and acknowledge students, parents, CAC 

members, volunteers, school staff, community members, collaborative 
partners, et al. 

Legislative Subcommittee  
• Work with the SELPA to understand proposed bills and their impact on 

students with disabilities and their parents, as well as local education 
agencies.  

• Advise the SELPA to support bills that will improve outcomes for students 
with disabilities. 
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• Are you the parent of a student in this SELPA? Yes/No  

- Currently Enrolled Students: (grade/age/ school) 

- Graduated Student: (age/school) 

• Occupation 

• Related Community Activities/Affiliations 

• Anything Else You’d Like Us to Know About You? 

• Additional Comments 

• Membership Term (start and anticipated end dates) 

 

Needs Assessment  
The CAC has a duty and is accountable to the community that it serves. It is responsible 
for seven areas as outlined in Section 2 outlined under EC 56194, items (a) through (g). 

1. Advise on the development, amendment, and review of the Local Plan 

2. Recommend a list of program priorities to be addressed by the SELPA 

3. Support parent education and recruitment  

4. Encourage community involvement 

5. Support activities on behalf of individuals with disabilities 

6. Increase awareness of the importance of regular attendance 

7. Supporting community involvement in the parent advisory committee  
 
An annual needs assessment is helpful in identifying what the most important needs are 
of a particular group. It can provide a snapshot into the current interests and needs of 
those the CAC represents and serves. This can be a great way to include input from 
parents, educators, and students into the CAC planning of the action plans and 
activities. The results can inform the direction and plan of the CAC in working toward 
accomplishing its goals for the year. Needs  Assessments are typically conducted by 
interview, phone, or written response through a survey mailed or online. They should be 
objective and have a pre-set number of questions and an identified target group of 
respondents. 
 
The following are some steps that may be useful in conducting an annual needs 
assessment. 

1. Define your goals, objectives,  and purpose of the needs assessment: Why 
are you conducting a needs assessment? What do you hope to learn as a result of 
conducting this assessment? Is this a comprehensive assessment looking at all 
areas or a segmented assessment looking at one or two aspects?  

2. Identify the target populations for the needs assessment: Parents, school 
staff, community, others. 



https://bit.ly/2Q3Rm7i
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• Discuss what each person has read; record more questions, record answers to 
the first set of questions, and share the status of the work. 

• Move to the next stage of review. If the CAC wants to verify what the Local Plan 
says, ask the Special Education director to arrange the opportunity or suggest 
how CAC members may visit a specific program and talk with service providers, 
teachers, aides, bus drivers, therapists, or parents. If more information, direction, 
or clarification is needed, ask the Special Education director for assistance. This 
may easily answer any questions. 

• Meet to check progress. 

• Wrapping it up: Compile the findings, even if some seem unanswered or 
unverifiable at this point. List what has been learned and what may be uncertain. 
(Key: Does something need to be changed? Addressed? Considered?) 

• Write up the Local Plan review and present it to the Special Education 
administration and school board of trustees. 

• Congratulate the group for the completion of a valuable activity that serves the 
community 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 








