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BOARD MEETINGS — MEETING AGENDA DEVELOPMENT AND

CONDUCTING MEETINGS

A typical board meeting flow consists of:

* School leader establishing with staff (and SVSU if applicable) items needed for the upcoming
agenda

* School leader meets with board president to finalize agenda
* School leader and staff develop reports and supporting materials for agenda

* Agenda and supporting materials sent to board members (at least 4 or 5 days prior to
meeting)

* School leader answers questions or concerns from individual board members

* School leader assists board president during meeting by discussing items and
recommendations

* School leader and staff complete follow-up work necessary to implement or complete agenda
items approved or other steps as directed by board

ADMINISTRATION’S ROLE IS TO BE THE EXPERTS OR TO GET THE EXPERTISE NEEDED TO PROVIDE THE
BOARD WITH ALL THE INFORMATION NEEDED TO MAKE INFORMED DECISIONS



BOARD MEETINGS — MEETING AGENDAS

A typical board meeting agenda has the following components:

* Should show the date and time and location of the meeting at the top of the page.

* (Callto Order

* Pledge of Allegiance (optional)

* Approval of Agenda or Approval with Changes

* Presentations (If any special presentations by staff or visitors)

* Correspondence

* Call to the Audience / Public Comments (can be for any topic or specific to agenda items only if there is
a second call)

* Approval of minutes (prior meeting minutes should be approved at the next regular meeting)

* Financial Reports (must APPROVE financial reports)

* All other Agenda Items

* [tems from Administration (such as school leadership reports, teacher presentations, etc.)

* Second Call to Audience / Public Comment — (only needed if first call is limited to items on agenda)

* Old Business

* New Business

* Executive or Closed Session

* Adjournment



BOARD MEETINGS — INDIVIDUAL AGENDA ITEMS

Board Packets:

* Should have an agenda for the meeting on top and the individual items should be numbered or
lettered (i.e. 1, 2, 3 or A, B, C)

* There should be an individual agenda item summary AND supporting documentation for each
item behind the board meeting agenda, which should be indexed with the corresponding item
(i.,e. 1, 2,3 or A, B, C). This can be done by writing the indexing on the pages or having actual
tabs. This allows board members and administration to quickly go to these items or even refer
back easily if needed.

* Individual agenda items should contain the following:

Title/Description of the Agenda Item

Background — describes history of item, need for item, bids for purchases if applicable, and various
considerations to be made

Administrative Recommendation- What action does administration want the board to take
Options/Considerations- What are possible actions (if any) are there including to not approve the item
Budget Impact- Is the item expected, coming from existing budget funds or is a budget adjustment needed, is
this part of a grant, etc.
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INDIVIDUAL AGENDA ITEMS - BID EXAMPLE 1

BAY-AREMAC 150}
BOARD OF EDUCATION
June 20, 2022
AGENDA ITEM #1V. G.

SUBJECT: Mew carpet in the Career Center’s front office as part of the security entrance

RECOMMENDATION:  Approve the bid from Valley Carpet for new carpet at the front
entrance of the Career Center.  Bids were received from the following businesses:

Lomipany M
Valley Carpet §25,125.00

1450 5, Huron Rd,
Bay City, M1 48706

Floomng Americis 524 R4 N
WS M, Euclid Ave
Bay Ciiy, M1 ART06G

AT, Framk 531, 18900
b W, Fuclid Ave
Hay City, M1 48706

BACKGROUND INFORMATION: The carpeting in the front office area of the Career Center
= old, stined, and staning o wear out in many srens, Based on the lowest bid, Valley Carpert is
the chosen company, Their past work experience with us, and their ability 1o be timely and work
with our schedules while doing great work, has been proven in past work with the district,

OPFTIONSALTERNATIVES/CONSEQUENCES:
I, Approve the bid from Valley Carpaet,
T Do mot approve the bid for the project,

BUDGET IMPACT: This project will be funded through the Carcer Center’s general fund.



INDIVIDUAL AGENDA ITEMS - BID EXAMPLE 2

BAY-ARENACISD
BOFARD O EDLUCATIHN

- A
Jume &, M2

AGENDA ITEM #VIL 1.

SUBJECT: Purchase of a Tensal Tester for the Adult & Contimuing Education and Career

Cenier's W |_'||_‘|||I“.-_I Techin |.|l__'. PIOETANS

RECOMMENDATION: Discuss purchasing a 25T Tensile Tester with Eleciric Pump
including Die Plunger & Jaws Set at a cost of $12,TET. 13 from Airgas. Although they

lave not aflered the lowest pnce, Dy are a local company

BACKGROUND INFINRATHINSALE FOR THE RECOMMENDATION:

Ihes will be l\.'|'\l|.'.-\.' L7 thee Briiken "-'n....:::!_.' ab Temaske Tosder I".l!..|..|'\.l'|_.' anew | ensile

lester will benefil the Weldimg programs o the Todlowing ways

o |} allows stuclents o practce the bend test on the same machone that they wall 1est
on For gualificanons

s Hend iesis are requared for Amencan Welding Socety (AWS ) Sense
Lo@lilscalmon

= [ nhgns with whal we ane secing in andast [y and enliy-kevel jobs Tor our studenis

= Faul ol the Carger Center's siabe cunagubam eguaIes by rid 1 sLENE

MSCUSSION OF OPFTHOSNSALTERNATIVESOONSEQUENCES:
Listed below arethree Eusles. o the s ProsCEct

at | Tensile Tester wiklectig Pamp (rom Airgas ald TEI.ND
51 Tensile Tesier w'Electite Pamp from Sawever Mig O ompann-S1 L2050
FAT Tensile Tester w/Eblcine Pamg (o Limsde 81 3G6TLTS

Mot purchasing this machme will result i lost oppserfunitscs for students

BUDGET IMPACT:
This |'||.|.L||.|-||_ il b mside using Adult B Coniamiai # Educatsmn funds and will have e

impact on any other budget



INDIVIDUAL AGENDA ITEMS —BUDGET EXAMPLE

BAY-ARENAC ISD
BidARD O EDNCATIHON
June 21, 2021

VGENDA ITEM 1V, I

SLBJEC] Approve Baoskrd resdlulaon o
apectad BEducabion, ¥ocalmmnmal Educalion and Siudent

21 budga amendmenits for the General,

RECOMMENDATHIN FOR DISCUSSHYSY: Approve the boand resolution that amends the
Cienerul, Special Education, and Vocational Education fund budgets for 2020-202 1, as recappeod

e |y
soecial worational Studens
Laatriat 3 Eduscaiion Education Clubs
R e 15. 518, 648 24 803 493 10000 3 956 230 1000
Eapenaes 15 250 424 24 .TRT 223 10,530,377 & 30 000
norsase § [Decreass in Fund Balanoe 478 0 16200 1526421
Fund Balamce - July 1 2030 3 550 516 5562 153 13195 467
Projected Fund Balance - une 30, 3021 4 BER Tal S5 62 FRLS D4G
Fung Halance a3 8 % of expsrdvl et 1R B 24 5% & &N (A ln

RATHMNALE FOR THE RECOMMENDATION: Budgot noods change throughouwt the school

WUdl, FRiaramg co

i, CoaMracis, Ol & hsch 1 the venr, This

ViEdir=g sl |I|n|.'|,| AT PRRTEITI OOl il ol Il ChERPcs b lpsl B cT Iemenil LY
.|.|'\-|'\-'.'\-l,\',! miihe 171 ' bsard mecting and albvws dhisgrect sbmmestratson o finaloee ,'|.|1,'|||||||||q,'l. Py
the

wmendment

2021 Hacal veour accordhngly, The Boand has thes opporunsty 60 revicw and discuss this

HBAUKGROLU NS INFOBRMATION . These budgeis wern doveloped Based om distnct needs, Il

chsivici input, sure sieabews plan. amad dhisirsct poals. Basdecis are abaays the et esiimate o acliveiy

Fosr thwe rermarncdier o the vewr and ths amemsdrment ecficots our carmem estomate of where we wall

Fimash the hscal year

DSCUSSION OF OFTHONS ALTERNATIVESCONSEQUENCES:
Ui 7| 'n.l.|ll|ll [ B @els 56 pacsacmibod

Cpeion 1 Uperate From the curmenily approved budgel

BUDGET IMPACT SiEm ficant if most approved



INDIVIDUAL AGENDA ITEMS — SCHOOL CALENDAR EXAMPLE

BAY-ARENAC ISD
BOARD OF EDUCATION
June 15, 3015

AGENDA ITEM #1V. E.

SUBJECT: Approve the 20015-2006 School Calendasrs for Special Education, Adult Edwcation
and the Career Center

RECOMMENDATION: The Boand will
that provides | T3 days of pupil instrectios
MoCLALVE] and 200 days for SCLSX] p

and calendar also states that there will be |

1 200 5-2006 School Calendars

wril &t least |74 days of

uction for Special Education. The resolution
Career Center and
approximately 176 professional stafl days fo The school day
for Special Education students and profiessios cnod o assure thal we meet
the required number of instnuctional howrs and pro il srall work hours
RATIHONALE FOR THE RECOMMENDATION: The ISD s required by statute 1o be oo
1. Cale i lor each of the districis
i

hat mocts imstructional delivery mt the Bay

tenmnus with local distmcts where IS0 progr

TN T8

are utilized in the process of developing o cal

Arenac 150 Career (

er and in Special Edu

sfaiia and services. By resalulion,

boards of education may choose 1o provide less

{1 70) required, but not instrectional hours, The

maber of davs of pupil mstracti

ermoml Sllowes districts o inCrease

instructbonal tme each day wothout mcreasang the length of the schonl vear 10 mesl sLilc
mandutes, [he 30 P51 2000 day rogueremenl 15 per the Staite approved IS0 Spocial Education
Plan

On September 29, 20035, Governor Jenmifer Crranholm sagned legislation requining Michigan
schools 10 begin the school vear afier Labor Dav. The firet dav for Career Center and Special

ducation stadents i scheduled for 1 ecsday, Septernbser X, 20 5

BACKGROUND INFOORRMATHIMN: Uver a number of vears. the board has been askesd to

aaos il s ardar B i N IPp— | p—— — R gy pag (™ i -
approve the calendar for the coming vear. The work of developing a calendar has been done by

Administiration in cooperation with other dis s A, ConTar

s calendar has been developed
with the local school distncts. All schoo] dstrcts ane now mogu
the day after Labor Dy

od to have the start of school be
DISCUSSION OF OPFTIONS/ALTERNATIVES CONSEQUENCES: No allernatives

vt Fierexd

BUDMGET IMPACT: None

THIS RECOMMENDATION MEETS THE DISTRICT'S STRATEGY #5: Assist local

school district in responding to state and federal mand

|
| Lo



INDIVIDUAL AGENDA ITEMS — HIRE OF NEW POSITION EXAMPLE

BAY-ARENS AL IS0y
BOARD OF EDUCATION
June &, 2021
VGENDA ITEM &V1L H.
SURBJECT: Transion Cosch

RECOMMENDATION: Hire a full-time Transsison {

BACKGROUND INFORMATROMN: Inthe past, the 15D emploved a full-time transition

coordmator through 1 EFFARAD TTOMm (0 L0 T ICE 1 e ducatsmm. »nce thisi tomne ihit Irmsion
coordinabor dulies have mostly been pushed dov e Ccasacboad leschers and s
adminisiraiive dulles are currenily beng dond by Ihe Planner Monitor. |hese duiics consisl of
TLNNENE e vorth il vocion cofmimiliee End e | & surmoniding B3 indscator, Do 1o
lovw numbers i our Posconmng MOC] ¢ls g & g @rg sble o commbne clissrooms, | would
ke to creale a fransition coach ps } will suppon 150 proprams as well as loca

(adary studeiis. | e dulies will Cofs 1 % # WO Dt | CRITIINE sl F R ETET
lenebers with frunsi N mappang Ior s Sy Syl cadhing thie vouth and vocat
commiiiee, being the luson of the 150wl ; pencics relsted o transiion, and supporiing
ine new FAalks b psd Pmnpesawermig Si s [oF L aPeeT SMCCess PirogTam

OPFTIONS ALTERNATIVES CONSEQUENCES:

|, Discusa henng & fu e Ers
Jov il ol % DTN & A AITRT & ! e hfue fo overwhelm ilnemdy
alresaed] ol case lomd Tea Bers w i k b Fafisiliod services fgl being

oy Tl sdeguntely
| ]

BUIMGET IMPAUT: S A ity 8 SHO | classroanim so (s will sod reguire o neEw

e RO



BOARD MEETINGS — CONDUCTING MEETINGS

e Start meetings on time and keep meetings of reasonable length. STAY FOCUSED!

* Follow the agenda. Sometimes it may be necessary to re-order an agenda due to an
unforeseen circumstance (i.e., a speaker is not present). In such cases, the board should
vote at the “changes to the agenda” segment of the meeting to re-order the agenda.
Neither the board president or other members have the authority on their own to bypass
or re-order agenda items nor jump around on the agenda.

* Do your homework before the meetings versus reading materials during the meetings. If a
board member has questions about an issue or agenda item, talk with the school leader
to get the answers before the meeting. In some cases, the school leader might decide
that the question and answer is worth sharing with the full board as necessary. If the item
needs to be discussed at the meeting further, then at least the proper channels have been
followed.



BOARD MEETINGS — CONDUCTING MEETINGS

* Be respectful of each other, administration, and the public. Listen to other opinions and be open to
different points of view.

 The rules for public comment should be clearly stated by the board president prior to comments.
These rules should be part of board policy. Typically, comments are limited for some time period (i.e.,
3 minutes or 5 minutes). Less than 3 minutes is not recommended. Also, the public commenter can
be asked to state their name for the record and contact information might be asked if there is a need
for follow-up. This information and comments CAN be included in the board minutes.

* Public comment is just that...comment. School board members should not get into a discussion with
the speaker. If there is a concern or question, it should be directed to administration to meet with
the commenter. The board should be kept informed by administration as to how/if the problem
could be resolved.

 Under the First Amendment, a board cannot adopt a rule in its Bylaws that prohibits a citizen from
publicly criticizing or making complaints against school employees by name during public comment.



BOARD MEETINGS — CONDUCTING MEETINGS

Controlling Complaints - Example

“To ensure due process and respect of individual rights, the District maintains a formal
process for handling complaints against individuals. A problem involving an individual
or specific incident is best handled through administrative channels. For assistance,
please contact the superintendent’s office.”

'Speakers are asked to express themselves in a civil manner, with due respect for the
dignity and privacy of others who may be affected by your comments. While it is not our
intent to stifle public comment, speakers should be aware that if your statements
violate the rights of others under the law of defamation or invasion of privacy, you may
be held legally responsible. If you are unsure of the legal ramifications of what you are
about to say, we urge you to consult first with your legal advisor.“ - Source MASB



BOARD MEETINGS — AGENDAS — ORGANIZATIONAL MEETINGS

Board Organizational Meetings are not just about the organization of the board. It is a legally required
meeting about the “organization” of the school. The board decides who in the organization is responsible for
what responsibilities. The “who” can or should be both board and staff members depending on the
responsibilities. The following resolutions are required by law:

* Resolution indicating the Board will comply with all laws, rules, and regulations.

* Resolution re-affirming all Board policies.

* Resolution setting date, time, and place of Regular Board Meetings and location of official posting for meeting notices.

* Resolutions designating depositories for various funds and authorized signature(s) for various funds and accounts.

* Resolution to bond Board Treasurer and others as designated by the Board.

* Resolution appointing Chief Administrative Officer — (BY LAW Must be a Board Member...Usually the Board President or Board
Treasurer)

* Resolution(s) appointing legal counsel or various legal counsel as needed for a variety of expertise.

* Resolution appointing auditors

* Resolution appointing designated (AHERA) contact.

* Resolution to adopt the school calendar for the ensuing year.

* Resolution designating Freedom of Information Act (FOIA) contact.

* Resolution designating Sexual Harassment contact.

* Resolution designating Title VI contact.

* Resolution designating Title IX contact

* Resolution designating Section 504 contact.

* Resolution designating School Safety Officer

* Resolution designating SVSU Compliance Person



BOARD MEETINGS — AGENDAS — ORGANIZATIONAL MEETINGS

The board can add items of its own such as the names of and members on board committees if so
chosen.

Normally, boards approve a motion for the school leader to be temporary chair until the officers are
chosen especially the board president. Once the board president is determined, the meeting is
automatically turned back over to him/her as school board bylaws indicate the board president
presides over board meetings. Other board members can be temporary chairs but as officers are
being elected, it is much smoother to allow the school leader to perform this task.

Board members are allowed to vote for themselves as officers.

Boards can have standing committees or form committees only for specific situations as desired or
needed.

The reason organizational meetings are held in July is so new board members can participate in
decisions, which include the selection of officers and the organizing process. Also, with respect to
the board calendar, it allows for the public to be aware of the board meeting dates. The board

should also include the next year July meeting in the current year board calendar for the same
reason.



CASE DISCUSSION

You have a 5-member school board. There are 2 members that have to take the oath
of office at the start of the July organizational meeting. The night the meeting is
scheduled, one of the board members who has 1 more year on her term has an
emergency and cannot make the meeting.

Do you have a quorum to conduct the meeting?

With one member missing, how many votes are needed to pass agenda items?




CASE DISCUSSION

XYZ Academy has a board policy that requires individuals wishing to speak at the public
comment section to state their name and address, limit their comments to 5 minutes or
less, and refrain from referring to specific staff members by name. A parent has a number
of concerns about the school and is visibly angry. After stating her name and address, she
begins to ask questions of the board and demands they answer her. She also mentions a
teacher by name and is critical of a number of items in the classroom. One of the board
members begins having a conversation with the parent at this point.

How should the board president and school board members address what the parent is
asking and saying at this point?




BOARD MEETINGS — AGENDAS

Consent agenda items in a consent section are not typically discussed. The items are
grouped in a separate consent section are approved through a single motion/action by the
board. The reason for a consent agenda is to quickly approve routine items with little or no
discussion to speed up a busy meeting.

Regular agenda items are taken up one-at-a-time and each is voted.

If a board member wishes to discuss an item on the consent agenda, that item should be
pulled off the consent agenda at the “Approval of Agenda” point of the board meeting.

The Public Comment section of the Agenda should be called just that and not other things
like “visitor comments.”




BOARD MEETINGS — AGENDAS

* Board agendas should be provided by school leadership at least 4 or 5 days before a
meeting with materials to allow board members to have sufficient time to review and ask

guestions.
* [tems on agenda should only be added at the last minute in rare, unavoidable situations.

* Even in cases where all the information on an item is unknown, when the agenda is sent
out, the agenda item can be listed on the agenda with background.

Example:

The academy is purchasing new computers and the bid is due the day of the board
meeting. The agenda can still reflect the purchase, reasons for the purchase, and
estimate of cost along with the note that the bids will be provided when the bids are
opened the day of the meeting.



CASE DISCUSSION

You have a 7-member school board. There is one vacant seat. There are 2 board members
absent for tonight’s meeting. That leaves 4 members present which is a quorum so the
meeting can proceed.

On the agenda tonight is a budget amendment that allocates additional funding for some
projects at the school that the school leader has recommended. The board member has
discussed the matter with the school leader and while her questions were answered, she
does not believe that school should undertake these projects at this time due to
uncertainty about finances. As a result, she plans to vote no.

Should the board president precede with the vote or choose another course of action?




BOARD MEETINGS — AGENDAS

There is a distinct difference between approval and accept. Boards exert decision-making

control through the approval process. Boards do not or cannot exert decision-making
control by “accepting.”

EXAMPLES:

1. School Boards approve financial statements and check registers. This is a fundamental
responsibility of budget oversight and expenditure control. In other words, a board can
determine what is or is not spent or where resources are directed.

2. School boards also approve hiring an auditing firm to conduct the State required annual
audit. The approval is actually the purchase of a service. On the other hand, the board

has no say in the audit report and findings. Therefore, this would be a situation of
“acceptance.”



BOARD MEETINGS — OTHER TIPS

* Attend meetings regularly. Being a board member is a very important responsibility. The board as a whole
can also help by selecting meeting times and dates that generally work for all members.

 Don’t blindside school leadership with concerns at public meetings. If you want to bring a potentially
troublesome issue up, give the school board president and the school leader the courtesy of letting them
know ahead of time. You might even resolve the issue before needing to bring it up or find out that the
basis of your concern is not accurate.

* Consider a board self-evaluation on an annual basis to review strengths and areas for improvement.

 If your board meetings are typically early in the morning or during the working day, consider having a few
meeting scheduled during the evening. This will give an opportunity to working staff and parents to attend
some meetings and give input on topics of interest.

e Consider doing a ZOOM option as well for the public if you have the technology to do so. Remember, one
of your functions is to provide reasonable access to meetings.

* If there is a situation where the board wishes to approve an action that is not in accordance with board
policy, a roll call vote must first be conducted to temporarily “suspend the rules” for that purpose. Then a
vote should be conducted for the action.



BOARD MEETINGS — OTHER TIPS

* It is permissible for the board president to declare a short break if a meeting is going long or in between a
regular meeting and a closed session. Typically, these breaks are no more than 5 or 10 minutes and do not
require a vote.

* While the board should normally follow the agenda as presented, it is permissible for the board president
to ask to move past an item and address it later on for a legitimate reason such as a presenter not available.
No vote is needed but rather this can be done by simply asking if any board member objects.

* On occasion, it is permissible for a board member to make a motion for an action that was not on the
agenda but might be related to a discussion item.

e School leadership should work hand-in-hand with the board president and members to conduct a board
meeting. It is normal for the board president or treasurer to turn the agenda item over to the appropriate
administrator for purposes of presentation of information publicly or begin the discussion.

* In some particular legal-related matters, it is also appropriate to call on the school attorney for particular
agenda items or questions. For example, if the board is discussing matters related to a building lease where
the board attorney is involved, the board might have the attorney on standby for a conference call during
the meeting or actually present at the meeting.



CASE DISCUSSION

You are the board president for Pleasantville Academy which has a 7 member board.
Recently, there has been controversy regarding school practices and curriculum
implemented by the newly hired school leader. Some parents are very upset and attend the
board meeting and begin making accusations about the school leader at the public
comment. A reporter for the local paper is invited. One parent starts going past the 3
minutes allotted for comment. The parents have demanded that school leader either
change the practices, or the board fire her, or they will take their children elsewhere. In
addition, one of the parents is videotaping the board meeting.

What do you do about:
1. The parent going over the time limit for comment?
2. The accusations against the school leader?
3. The demands of the parents?
4. The parent videotaping the meeting?



Questions

Douglas L. Newcombe, MBA, CPA
989-239-9482
dinewcom@svsu.edu



mailto:dlnewcom@svsu.edu
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