How to change your attendance for SCC Minutes: (steps 1-6 one time only)
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SCC Meeting Minutes Standard Recording of Attendance and Voting
What is a School Community Council? Y

Serving on a School Community Council (SCC) is a wonderful way for parents to be actively involved ir safety Squad Pillars
School District, School Community Council members review school data, identify school needs, establi: @
accomplishing those goals. Every year, each School Community Council creates school plans and revie safe Walking Route Signature Page

goal of addressing their school's greatest academic needs and creating a safe learning environment: e El

Data and Academic Framework

&3 LAND Trust Plan I~ Teacher Studei
State Board LAND Trust Website

Councils prioritize how funds from Utah's School Learning and Councils allocate funds pi glected Officials
Nurturing Development (LAND) Trust program will be used to Success Act to areas or in

address the school's greatest academic needs. More performance or studenta  Acronym Reference
Information >

0 School Safety Plan I Citizenship Plan

Councils consider and address specific safety concerns faced by Councils produce plans and programs that empower students to
students and staff in the classroom, on school grounds, and in think critically, behave safely, and participate responsibly in our
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1. Go to https://www.canyonsdistrict.org/scc/

2. Select “Resouces” drop down menu and “SCC Meeting Minutes Standard Recording of Attendance and Voting”

Google Sheets

Copy document

Would you like to make a copy of SCC Minutes Templates?

Make a copy

3. Select “Make a copy”
4. Edit your copy by adding your current roster to the template


https://www.canyonsdistrict.org/scc/
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1 .I $CC Meeting Minutes Standard Recording of Attendance and Veting
z Attendance: To be reported the same way without variation for every meeting (reportable by qusry)
. Parent members on
Absent Excused Present | your roster Absent Excused Present | Staff members on your roster
5 [~ ] = O Charlie Brown {Chair) O O O Horatio Magzllan [Principal}
Peppermint Patty
[
= = ® {Vica-Chair) O = g Narville R
7 O O O Linus Van Pelt O (] O Velma Dinkley
] 0 ] O Donald Duck
B (] O [l Woodstock Bird RATIO
a At least two more parents than staff as voting members
Absent Excused Present | Non-voting members not included in ratio)
Example [FTA, no
2 (PTA,
= 0 0 enrolled students)
N Daphne Blzke (Staff
O O = Secretary)
5 Guests [Not on your roster, and cannot vote)
g [ 0 Total number of Parent | (Dbserving or on this agenda ta comment)
7 l 3 Total number of Staff g (Assistant Principal, Counselor, Teacher, Board Member, stc
a and may observe or raport)
3
2 Voting (Must be an your roster] |
=
" Parent members on
Absent Yes No your roster Absent Yes No Staff members on your roster
1) [l O [l Charliz Brown O [l O Horatio Magsllan [Principal)
- O a O E & a Norville Rogers
= O ] O ] = ] Velma Dinkley
7 =] ] O Sally Brown
» 0 [m] O Wosdstack Bird [ Absent |  #ves #MNo
= | 2 [ Vate count
o NO EXCHANGES O Mation Passes
1. You must be present, and on the roster as a voting mem 0 Motion Fails
d 2. Nen-voting members and/or Guests may not step in to A tie fails to meet minimum
a vote in place of absent members requirement to pass

5 =
6. Save your changes

a. This is what you will use to track your attendance for each meeting
E: Copy of SCC Minutes Templates ¥ B &

File Edit View Insert Format Data Tools Extensions Help
Q  Menus 9 o & ‘%’ 5% - $ % 0_ .00 123 Defaul

- —[(0]+lB 1Al @

L12 -
B c o E F & H J K
SCC Meeting Minutes Standard Recording of Attendance and Voting
2 Attendance: To be reported the same way without variation for every meeting (reportable by query)
. Parent members on
Absent Excused Present |your roster Absent Encused Present | Staff members on your roster
5 ] O O Kelsey Heile [Chair) ] (] ] Barbra Winder (Principal)
[ Garlingx
& 0 0 O orgzn Garlingten 0 0 0 Grace Cobsbe
a O O Heidi Barrus a O O Sage Gautaval
& ] O O Lindsay Humphrey
a O O O Michelle Jensen RATIO
0 At least twa more parents than staff as voting members
Absent Excused Present Mon-voting members (not included in ratia)
Example (PTA, no
2 \PTR,
O O O enrolled students)
Daphne Blake [St=ff
] O [
e )
5 Guests (Mot on your raster, and cannot vote)
| 1] Total number ufParent{ (Observing or on this agenda to comment)
7 | 3 Total number of Statt g (Assistant Principal, Counselor, Teacher, Board Member, stc.

and may observe or report]

Voting (Must be on your raster) |

- Parent members on
Absent Yes No your roster Absent Yes o Staff members on your roster
24 [m] O [m] Kelsey Heile (Chair] O 0 0 Barbra Winder (Principal)
O 0 0 Ir:l:::sc::t lington O O O Gracs Cobabe
2% O O O Heidi Barrus O O O Sage Gautavai
a O O Lindsay Humphrey
[H] 0 [H] Wichelle Jensen [ Absent | #ves #No
[ 2 | Vote count
N0 EXCHANGES a Wation Passes
1 1. You must be present, and on the roster as 3 voting mem O Mation Fails
2 2. Non-voting members and for Guests may not step in to A tia fails 1o maat minimum
votein place of absent members requirement to pass




7. Becomes step 1 for each meeting
a. (1.) Goto your saved template for this year and select the appropriate boxes for this meeting
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1 SCC Meeting Minutes Standard Recording of Attendance and Voting

2 Attendance: To be reported the same way without variation for every meeting (reportable by query)

4 Absent | Excused | Present | Parent members on your roster Absent | Excused | Present | Staff members on your roster

] [l O ™ |kelsey Heile (Chair) O (] Barbra Winder [Principal)

[ [l O ®™ |Morgan Garlington (Vice-Chair) O [l Grace Cobabe

7 [H] O = Heidi Barrus O [H] Sage Gautavai

8 0 O M |uindsay Humphrey

9 (] O M [Michelle lensen RATIO

10 At |=ast two more parents than staff 25 voting members

11 Absent | Excused | Present | Mon-voting members [not included in ratio)

2 [l I ™ |example (PTA, no enrolled students)

3 O O ¥ |D=phne Blzke [Staff Secretary)

14

15 Guests [Mot on your roster, and cannot vote)

18 a Totzl number of Parent guests at this meeting (Observing or on this agenda to comment])

7 1 Totzl number of Staff guests at this meeting | (Assistant Principal, Counselor, Teacher, Board Member, etc.

18 and may absarve or report)

19

20 Voting [Must be on your roster)

e

<] Absent Yes Mo Parent members on your roster Absent Yes Mo | 5taff members on your roster

24 [l I ] |kelsey Hsile (Chair) || |Barbra Winder [Principal}

25 (] O 0 |Margan Garlingtan (Vice-Chair) O J I |Grace Cobzbe

) [l O (| Heidi Barrus || |5ag= Gautavai

7 (] 0 ] |uindsay Humphrey

] O ] |Michelle Jensen Absent | #Yes | #No

2 2 Viote count

) NO EXCHANGES ] |Motion Passes

3l 1. ¥ou must be present, and on the roster as a voting member |l |Motion Fails

a2 2. Mon-voting members and for Guests may not step in to vate in A tie fzils to meet minimum
b. 33 place of absent members requirement to pass

8. (2.) Open your Minutes doc (Word)
9. (3.)Place your cursor

10. (4.) Go to “Insert”, select the “Screenshot” icon and “Screen clipping” while both are open on your screen
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11. (5.) Select the attendance portion of your template
a. It will drop into your Word doc where your cursor was placed
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12. (6.) Save your minutes
a. Use the same process for logging every vote taken
13. (7.) Continue adding notes until complete and re-save
14. (8.) Add minutes to your SCC Webpage as “DRAFT” until approved at the next meeting



