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ABSTRACT

To conduct effective school board meetings, thirteen
basic rules are presented. The rules prescribe that agendas and
minutes should be studied prior to meetings; that meetings should be
inforzal, open to citizens, and paced to avoid boredom and wasted
time; that attorneys' reports should be in writing, and that the
attorney should participate only on legal matters; that special
precentations should be made early on the agenda; that citizens
should participate in the discussion of regqgular agenda items with
administrators on hand to respond; and, that the board chairman
should control the meeting allowing equal participation of the
members. (DW)
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[ REPRUSET A DISTRICT OF 1,000 STUDLNTS FROM A CITY OF 30, 000
PEOPIE AND QUITE NATURALIY MY REMARIZS WILL PERTAIN TO OUR BOART:
MERTIVGS WHICH MAY OR MAY NOT BE APPIICABLE TO YOURS DUE TO SIVE,
ATTENDANCE, CONVLICT, ETC,, BUT SHOUID STILL BE APPRCPRIATE OR

SIMILAR 1IN SONE WAYS,

THE FOLLOWING ARE BASIC RULES WHICH SIIOULD BE OBSERVED, IF

YOU ARE TO HAVE AN EFFECTIVE AND ENJOYABLE BOARD MEETING:

1. THE AGENDA, LIST OF BILLS, COPIES OF CORRESPONDENCE AND
ALL OTHER PERTINENT INFORMATION FOR THE MEETING SIIOULD BE IN TIIE
BOARD MFEMBERS HANDS FROM 3-7 DAYS BEFORE THE MEETING. THIS SIIQULD
INCLUDE A COPY OF ALL MINUTEL OF PREVIOUS MEETINGS WIIICH ARE TO BE
APPROVED,

THE BOARD MEMDBERS SHOUILD READ ALI, OF TIHIS BEFORE THE

MEETING AND, IF POSSIBLE, HAVE ANY QUESTIONS RESOILVED BEFORE TiIE
MEFTING., DON'T WAIT FOR THE BOARD MEETING TO QUESTION SPECIFIC
BIT.LS, MIMUTES CORRECTIONS, ETC. GIVE YOUR SUPT. A FAIR CUANCE TO

RESOLVE OR EXPTAIN ANY DISCREPANCIES BEFORE THE MEETING. DON'T
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Jo HAVE COPIES O THL AGEYDA AVALILABRTR FOR AT 1. GUESTS AND,
FEPOSSIDLE, ARRIVE A TITTVE FARIY TO MINGLE WITH THEM OR EVEN HAVE
ACLEP OF COFFEE BEFORY TIHE MEBEFING STARTS., OUR BOARD IHIAS A CCFFER
POT FOR THE DOARD AND IT'S GUESITS WHIGIT IS AVAILABLE DURING THE ENTIRE

MEETING,

3. WE DO NOT READ THE MINUTES OF THE PREVIOUS MEETING FOR
APPROVAL, BUT MERELY AVPPROVE THEM, AS SUBMITTED TO THE BOARD,
WITH ADDITIONS OR DELETIONS, 1¥ REQUIRED, THERE IS NOTHING MORE
BORING OR USELESS TO A BOARD OR GUEST THAN SITTING THROUGII THE READ-

ING OF OLD MINUTES, BILLS, COMMUNICATIONS, ETC.

4. THE BOARD CHAIRMAN SHOUID GUIDE THE BOARD SWIFTLY THROUGH
Sulri Linmd Ad ROULL CALL, PRAYER, SALUTE TO THE FLAG, APPROVAIL OF
MINUTES, APPROVAL OF BILLS, 1REASURERS REPORT, ETC. , AS MOST OF

THESE ITEMS ARE AUTOMATIC AND HAVE T1IAD PRIOR AUTHORIZATION.

5. THE ATTORNEY'S REPCRT SHOULD BE SUBMITTED IN WRITING TO ALL
MEMBERS OF THE BOARD WITH TIIE AGENDA AND THEY SHOULD DECIDE IF 1T
REQUIRES DISCUSSION AT THE MEETING. THE SCHOOL BOARD ATTORNEY SHOULD
NOT BE ALLOWED AN UNDUE AMOUNT OF TIME JUST BECAUSE HE IS IN A
MINIATURE COURT ROOM. THE ATTORNEY SHOULD NOT PARTICIPATE IN THE
MEETING UNLESS HE IS SPECIFICALLY REQUESTED BY A MEMBER OF THE BOARD
OR IF HE FEELS THAT THE BOARD IS MAKING A POTENTIAL LLEGAL PROBLEM

DECISION,
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6. THE BOARD CHAIRMAN SHOULD (ONDUCT OR RUN THE MEETING
A ND NOT DELEGATE, BY DEFAULT, THIS JOB TO THE SECRETARY OR TIHE

SUPERINTENDENT,

7. IF POSSIBLE, THE BOARD MEETING SHOULD BE CONDUCTED IN AN
INFORMAL OR COMFORTABLE MANNER., IF THE BOARD MEETING IS STIFF

AND FFORMAL, IT WILL NOT ENCOURAGE CITIZENS TO ATTEND AND MAY

GENERATE ANIMOSITY.

8. IF THERE ARE SPECIAL PRESENTATIONS, SUCH AS TIIE SCHOOL
ARCHITECT, BID OPENINGS, SPECIAL PROJECT PRESENTATIONS, ETC, THEY
SHOULD BE MADE BEFORE THE BOARD GETS INTO THE FULIL AGENDA IN ORDER
TO MAINTAIN THE BOARD'S AND GUEST'S UNDIVIDED ATTENTION. AS THE
EVENING GETS LATE, THE BOARD'S ATTENTION TENDS TO STRAV AND MOST
GUESTS LEAVE,

IN THE MATTER OF BID OPENINGS, WE MAKE THEM AVAILABLE
FOR ANYONE TO SEE AND THEN REFER THEM TO THE ADMINISTRATION FOR
TABULATION, APPROVAL BY THE REQUESTING BODY AND AWARD TO THE
LOWEST AND BEST BID. WE DO NOT ATTEMPT TO TABULATE AND REVIEW
THE BIDS AT THE MEETING. WE TAKE BIDS ON OUR FISCAL AGENT AND WOULD

TAKE BIDS ON OUR ARCHITECT FEE EXCEPT THE ARCHITECTS WON'T COOPEPAT.
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9. A5 YOU MOVE INTO TUE REGULAR AGENDA O SUPERINTILNDENT'S

RE™ OR'T, OLD DUSINESS, NITW BUSINESS, COMMUNICATIONS, ITI1S EXTREMELY
IMPORTANT THAT THE CITAIRMAN BE THIE CITAIRMAN AND RUN THE MELETING,
HE SHOULD ALT.OW AMI'LE DISCUSSION BY THE BOARD MEMBFRS, BUT SIHHOUILD
NOT HESITATE TO RECOMMEND THAT A MOTION TO DO SOMETHING TS IN ORDER
RATHER THAN ALLOW A REIIASH AND RESTATEMENT OF ALREADY PRESENTED
IDEAS AND POSITIONS, TIHERE IS NOTHING WORSE THAN ALL FIVE BOARD
MEMBERS SITTING AROUND TIHE TABLE WAITING FOR SOMEONE ELYE TO MAKE

THE MOTION,

10, IN OUR BOARD MEETINGS, WE NORMALLY ALLOW GUESTS/CITIZENS
TO PARTICIPATE IN THE DISCUSSIONS, WHICH IS SOMETIMES DANGEROUS ON A
CONTROVERSIAL ISSUE WITII OPPOSITE SIDES PPESENT, AGAIN, PLEASE
REMEMBER THAT WE HAVE HISTORICALLY CONDUCTED OUR MEETINGS IN A
RELAXED AND INFORMAL MANNER WIIICH IS GOOD FOR US BUT MAY NOT RE

GOOD FOR YOU.

11. THE CHAIRMAN SHOULD NOT LET ANYONE DOMINATE THE BOARD
MEETING, INCLUDING HIMSELF. MUST HAVE PATIENCE OF JOB AND WISDOM

OF SOLOMON,

12, ALWAYS HAVE ENOUGH ADMINISTRATORS ON HAND TO BE ABLE TO
HANDLE MOST QUESTIONS FROM THE FLLOOR., A CITIZEN SHOUILD NOT LEAVE

THE MEETING WITHOUT IAVING I1I1S QUESTIONS ANSWERED EVEN TIHOUGH HE

MAY NOT LIKE OR AGREE WITH TIIE ANSWER.,
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13, IN AN ATTEME ] TO G RMORLE O OF OUR BOARD MELTINGS, WE
HAVE GONE TO TWO BOARD MEETIMNGS A MONTH WITH ONE OF THEM RESERVED
FOR ALI BUSINESS ITEMS AND THI OTHER ONE RESERVLED FOR "EDUCATION CF

THE BOARD" -« PRESENTATIONS BY THE FACULTY TO THLE BOARD.

IN SUMMATION, YOU CAN ONLY HAVE AN "EF:;ECTIVE BOARD MEETING"
IF YOU HAVE AN EFFECTIVE CHAIRMAN OR PPRESIDENT AND A BOARD THAT

DEMANDS ONE FROM ITS STAFF,

PRESENTED AT THE NATIONAL SCHOOL BOARDS ASSOCIATION CONVENTION
MIAMI BEACH, FILORIDA
SUNDAY, APRIL 20, 1975
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