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Lake of the Woods School ISD #390
October 28, 2024 @ 6:00 PM
Working Session - ITV Room

Working Session:
1. Citizen’s Forum

2. Reports:
a. Board Committees
i.  School Forest

ii.  Policy

iii.  Buildings & Grounds
Superintendent (Jeff Nelson)
PreK-12 Principal (Mary Merchant)
Business Office (Shena Brandt)
Athletic Director/Community Ed (Sam Lyon)
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3. Adjourn



Lake of the Woods School
Board Report

Jeff Nelson, Superintendent & Building/Grounds

October 28, 2024

1.0  Enrollment for September, 2024

428 total enrollment for K-12 (down 3 students compared to September 2024).
Elementary K-5 Total 199 (up 2 from last month) VPK @ 20, K @ 35, 1st @ 29 +1, 2nd
@ 40 +1,3rd @ 38, 4th @ 24, 5th @ 34

1.1
1.2

1.3

2.0  Staffing Update

2.1
2.2

3.0 Referendum Update

3.1

3.2

Sr. & Ir. High School 6-12 Total: 233 (down 5 from last month) 6th @ 37, 7th @ 33, 8th

@ 36, 9th @ 25, 10th @ 28 4, 11th @ 34 -1, 12th @ 35

New Appointments for paraprofessional and substitute paraprofessional
Part-time Custodial Position Posting (estimated cost = $23,748)
2.2.1 Add a % time custodial/maintenance for the 2024-2025 School year

Primary Duties
Clean all entryways (#17)
Deliveries/Receiving
Commons evening clean-up and assist with tear down of
games
Bus mechanic assistant - approximately 2 hours/more if
needed
Additional Duties and Hours Fall/Spring (as needed)
Groundskeeper
Mowing and Field prep for games
Maintenance - Greasing/Filters, Exhaust fans/Motors on
roof, Air Handlers
Additional Duties and Hours - Winter (as needed)
Snow removal on roof - as needed
In-house Snow removal
Daily checks
Entrances and sidewalks
Met with Cole Nelson from CCN to discuss contract changes. No
changes needed, but there will be a reduction of hours as we utilize
our own employees.

The second mailer (postcard) was in mailboxes last week. The third and final mailer will
be going out sometime this week.

The following presentations have been completed:

3.2.1 LW County Commissioners on September 24. This was about a 30 minute

322

presentation and discussion session. Tim Lyon also attended

Brink Center Pancake Feed on October 13. A display table was set up and I was
available from 8:30 to 11:30 to answer questions. There was not a lot of
engagement by the public, but I did have a few conversations that were
supportive.

3.2.3 City of Baudette on October 14.



4.0

5.0
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3.2.4 City of Williams on October 14.

Newspaper Articles

3.3.1 Three news articles were created and sent to the Northern Light Region. The third
article should be in this week’s paper.

Radio Ads

3.4.1 The three informational ads will run on a rotation that will be aired 5 times each
day (Monday through Friday) over two weeks.

School Board Handbook and Committee Assignments

4.1

42

43

I am recommending that the Board consider developing a School Board Member
Handbook based on MSBA'’s template.

We should also review the current committee assignments. This would be a valuable
resource for new and current board members.

Please see attachments.

Superintendent Vacation Days (will be on call and available remotely if needed).

5.1
52

Monday, November 11 through Thursday, November 14
Wednesday, November 20 and Thursday November 21
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LAKE OF THE WOODS SCHOOL
BOARD OF EDUCATION POSITIONS AND COMMITTEE ASSIGNMENTS FOR 2024
Chairperson: Boyd Johnson
Vice Chair: Karla Robida
Clerk: Tim Lyon
Treasurer: Robyn Sonstegard
Directors: Corryn Trask & Lynnette Ellis

Arena (3): Lynnette Ellis, Boyd Johnson, & Tim Lyon

Athletics (2): Boyd Johnson & Robyn Sonstegard

BRIC Lay Board Representative (1): Karla Robida

Budget and Finance (2): Lynnette Ellis, Boyd Johnson, & Robyn Sonstegard

Building and Grounds (3): Lynnette Ellis, Boyd Johnson, & Tim Lyon

Cabinet Committee (2): Robyn Sonstegard & Boyd Johnson

Calendar Commiittee (1): Lynnette Ellis

Community Education and Wellness (2): Karla Robida & Robyn Sonstegard

Health and Safety (2): Karla Robida & Robyn Sonstegard

Human Rights Officer (1): Tim Lyon

Labor Negotiations:
Certified/Classified Personnel (3): Karla Robida, Tim Lyon, & Robyn Sonstegard
Non-Certified Personnel (3): Lynnette Ellis, Boyd Johnson, & Corryn Trask

Legislative/yMREA/MSBA Representative (1): Corryn Trask

Meet and Confer Quarterly (2): Karla Robida & Tim Lyon

MSHSL Representative (1): Tim Lyon

Policy Manual (2): Boyd Johnson & Corryn Trask

School Forest (3): Boyd Johnson, Karla Robida, & Corryn Trask

Teacher Continuing Education (1): Corryn Trask

Technology (1): Boyd Johnson

Transportation (2): Lynnette Ellis & Boyd Johnson

World’s Best Workforce/Curriculum and Inst. (2): Lynnette Ellis, Tim Lyon, & Robyn Sonstegard
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MSBA School Board
Handbook Template

Note to Users:

This handbook is designed as a place for your board to house essential information, guidelines, and best
practices to support your role as a board member.

Throughout this handbook, you will find sections labeled District Customization that are highlighted in
blue. These highlighted sections indicate areas where your district should tailor the content to reflect the
unique policies, procedures, and norms of your district.

We encourage the board as a team to carefully review and customize these sections to ensure that the
handbook accurately represents your board’s practices and provides the most relevant information to
you and your board. Once you have entered your district's information, remove this page and the notes
contained in the blue highlighted sections to finalize the handbook.

This handbook was developed using valuable insights drawn from the school board handbooks of Austin
Public Schools, West St. Paul-Mendota Heights-Eagan Area Schools, Hastings Public Schools, the lowa
Association of School Boards, and the Washington State School Directors’ Association. We extend our
sincere gratitude to these districts and associations, which have helped shape the content of this guide.

1900 West Jefferson www.mnmsba.org
St. Peter, MN 56082-3015 (507) 934-2450 or (800) 324-4459 Revised 8/14/2024



(District Name) School Board
Handbook

(Insert District Logo)

Last Updated: (Insert Date)

| J School Board Handbook Template
M © Minnesota School Boards Association 2024. All rights reserved.
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Navigating this Handbook
Handbook Maintenance and Review Procedure

District Information

District Identity
Leadership Directory
District Facilities

Strategic Framework

Board

m

References for Further Information
Membership
Post Election Procedures
Canvass and Declaration of Results
Certification of Results
Issuance of Certificate of Election
Campaign Financial Report Certification of Filing
Taking Office
Official Oath of Office
Ceremonial Oath of Office
Organizational Meeting
District Intake Paperwork
Board Organization
Eligibility Requirements
Term of Office
Filling Vacancies
Board Composition
Board Offices
Board Compensation
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Board Time Commitment
Conflict of Interest
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Board Governance Model
Standards for Board Leadership
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School Board Handbook Template

© Minnesota School Boards Association 2024. All rights reserved.
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Board Communication Guide 17

Communication Between Board Members 17
Communication with the Superintendent 18
Communication with District Administrators and Staff 18
Communication with Constituents Including Staff, Students, Parents, and Community 19
Engaging with the Community 19
Communication with the Media 20
Communication on Social Media 20

Using a District Email 21
Reference for Further Information 22
Board Meetings and Governance 23
Meetings of the Board 24
Types of Meetings 24

Open Meeting Law 25
Closed Meetings 25
Meetings Conducted by Interactive Technology 25
Meeting Operations 25
Attendance of Meetings . 25
Acceptable Dress Code 25
Location of Meetings 26
Addressing Others 26
Presentations 26
Voting 26
Quorum of the Board 26
Parliamentary Procedure During Meetings 26
Presiding Officer 26
Superintendent’s Role in Board Meetings 26

Board Committees 27
Election of Board Officers 27

Guide to Board Meeting Roles and Responsibilities ) 27

Data Privacy 27
Public Comments to the Board 28
Agenda and Minutes 28
Agenda Procedures 28
Consent Agenda 29
Meeting Minutes 29
References for Further Information 29
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St. Peter, MN 56082-3015 (507) 934-2450 or (800) 324-4459 Revised 8/14/2024



Introduction

Navigating This Handbook

The purpose of this handbook is to outline the board’s operating procedures and norms. It also includes
important information on policies, meetings, committees, partnerships, and communication. Its ongoing
guidance is meant to enable each board member to fulfill essential governance duties and to exercise
their responsibilities as a board member, while also providing expectations and standards of behavior for

the conduct of the board.

Handbook Maintenance and Review Procedure
e Annually, the handbook will undergo a review by the board. As part of this review, the board will:

o Review mutual expectations of board norms;

o Seek input and feedback regarding best practices, as needed;
o Check the MSBA website for suggested handbook updates;

o Adopt the updated handbook by a majority vote of the board.

e Board members may propose additions/revisions to the handbook by sending an email to the
chair and superintendent requesting to add “handbook discussion” as a topic for an upcoming

working session.
e The handbook may be updated to reflect adopted policy changes without further board action;

e Hyperlinks within the handbook may be updated without further board action;
® The date this handbook was last reviewed, updated, and/or revised, is included on the cover
nage of this handbook.

District Customization — The district should make changes to the above review procedures as
appropriate.

N ng School Board Handbook Template Page 1
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District Information

The effectiveness of your decisions as a board member hinges on your knowledge of the district’s
schools, staff, students, and the communities they inhabit. Recognizing the specific needs and aspirations
of (DISTRICT NAME) will empower you to advocate for policies and initiatives that truly enhance our
educational outcomes. By engaging with this information, you will not only enhance your ability to make
informed decisions but also build trust and credibility with fellow board members, the community, staff,
and students alike. Let this knowledge serve as the foundation of your tenure, guiding your decisions and
initiatives to foster an environment where every student can succeed.

‘iME\ School Board Handbook Template Page 2
© Minnesota School Boards Association 2024. All rights reserved.



District Identity

District Customization - Insert essential information about your district. Suggested topics include:

® History of the District — A brief overview of how the district was established, key historical
milestones, and significant changes over the years.

e Demographics — Current data on the population of the district, including student enrollment
numbers, graduation rates, ethnic and racial composition, socioeconomic status, languages
spoken, and any notable trends in demographic shifts.

® Points of Pride — Information regarding district-wide achievements, awards, and recognitions
in various areas like academics, sports, arts, and community service.

e Programming — Facts regarding curricular and extracurricular programming that distinguish
your district and highlight its unique strengths. .

e Community Partnerships — Information on how the district engages with parents,
community members, and local organizations. Highlight successful partnerships that
enhance educational outcomes.

Leadership Directory

Board Members

Board Positionl Phone Number Email Address

Note - Possible board positions include Chair, Vice-Chair (optional), Clerk, and Treasurer.

Superintendent’s Office
Name Position Phone Number Email Address

Note - Possible positions include Superintendent, Assistant Superintendent, and Administrative Assistant.

Leadership Cabinet

Name Position Phone Number Email Address
M‘ S School Board Handbook Template Page 3
© Minnesota School Boards Association 2024. All rights reserved.



Note - Possible positions include Principal, Special Education Director, Buildings and Grounds Director, Human Resource
Specialist, Activities Director, Dean of Students, Business Manager, Curriculum Director, and Communications Director.

District Facilities
Building Address Phone Number

Schedule a Facility Visit or Tour

You have the same right as a parent or community member to visit the schools in your district as long as
you adhere to the procedures the district has for visitors. You may also visit the schools in an official
capacity with the board’s authority or to fulfill a specific duty required of you as a board member. In any
event, be sure to communicate with the superintendent and building administrator to schedule your
visit.

You should use school visits to build good working relations with building principals and staff, to
celebrate the positive accomplishments of the schools, and to show your pride as a member of the
board. Look for opportunities to visit when a school is hosting a special event or recognition program for
students and staff.

District Customization — Insert district procedure for a board member-to schedule a visit or tour of a
district facility.

Strategic Framework

District Customization — Insert information regarding the district’s strategic plan including the district’s
core values, belief statements, vision statement, mission statement, strategic plan focus areas, goals, and
objectives.

References for Further
Information

District Customization — Insert a list of resources that will help board members understand the district on
a deeper level. Consider creating hyperlinks to each document for easy access to these resources instead
of providing printed copies. Suggested resources include:

e District Policy Manual

e District Strategic Plan

™~

M School Board Handbook Template Page 4
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Comprehensive Achievement and Civic Readiness Report

Results of District Stakeholder Surveys

School Improvement Plan

Student Performance Data

District Report Card

District Budget and Financial Reports

District Technology Plan

District Emergency Plan

Facilities Assessments

Employee Handbook

Student Handbook

Chain of Communication

Employee Collective Bargaining Agreements
District and Board Meeting Calendar

Minutes of board meetings over the last year
List of curricular and extracurricular programs
Reports on recent projects, programs, or initiatives

" School Board Handbook Template
© Minnesota School Boards Association 2024, All rights reserved.
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Board Membership

When considering your governance role, embracing the procedural steps that underpin the integrity of
the democratic process is paramount. From post-election procedures to the establishment of board
offices, each action reflects your commitment to transparency and accountability. By being diligent in
these duties, you acknowledge the trust placed in you by constituents. Prioritizing effective governance
ensures you serve the community and prioritize the needs of students.

-
-

Ml 7 School Board Handbook Template Page 6
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Post-Election Procedures

Canvass and Declaration of Results
Between the third and tenth days after a district election, the board must canvass the returns and
declare the results of the election. Minn. Stat. 205A.10, Subd. 3.

Certification of Results
The district clerk shall certify the results of the district election to the county auditor. Minn. Stat.
205A.10, Subd. 3.

Issuance of Certificate of Election

After canvassing the election and the time for contesting an election has passed (seven days after the
canvassing board has declared the result of the election), the board shall issue a certificate of election to
the candidate for each office who received the largest number of votes cast for the office. If there is a
contest, the certificate of election to that office must not be issued until the outcome of the contest has
been determined by the proper count. Minn. Stat. 205A.10, Subd. 3; Minn. Stat. 204C.40, Subd. 2.

Campaign Financial Report Certification of Filing
The Certification of Filing is due no later than seven days after the general election. Minn. Stat. 211A.05.

Taking Office
Board members take office the first Monday in January. Minn. Stat. 123B.14, Subd. 1.

Official Oath of Office

The official oath of office is administered once elections have been canvassed, the candidates have
turned in their certificate of campaign filing report, and the seven-day contest period has ended. When
the contest period ends, the school election officer should give each winning candidate the certificate of
election. Each winning candidate then has thirty says to sign the official oath and acceptance of office
form in front of a notary. By signing this document, the individual officially becomes a board member on
the first Monday in January. Minn. Stat. 358.05.

Ceremonial Oath of Office

The ceremonial oath of office is usually administered at the organizational meeting on the first Monday
in January (or as soon thereafter as practicable). While the official oath of office is required, the
ceremonial oath of office is optional.

Organizational Meeting

On the first Monday in January (or as soon as practicable thereafter) each year, newly elected board
members’ terms of office begin, and boards must meet to organize for the year. Minn. Stat. 123B.14,
Subd. 1. During this meeting, ceremonial oaths of office may be administered, officers are elected,
committee assignments are established, and meeting schedules are adopted. This process lays the
groundwork for the board's operations, emphasizing collaboration and effective governance to serve the
district and its stakeholders.

For more regarding organizational meetings see, MSBA’s First Monday in January Handbook.

]ﬁ School Board Handbook Template Page 7
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District Intake Paperwork

District Customization — Insert what department(s) (human resources, business office, district office, etc.)
will contact new board members after the election and what information the department representative
will request or provide. Suggested topics include:
e Providing a copy of the board handbook
Providing a copy of school and board calendars
Providing access to district electronic resources
Completing onboarding paperwork
Collecting contact information including home address and cell phone number and a photo
Completing payroll paperwork
Completing a background check
Setting up a district email
Scheduling a one-on-one meeting with the superintendent
Scheduling a one-on-one meeting with your board mentor
Providing MSBA login information
Providing MSBA’s contact information (Phone: 507-934-2450; Online Inquiry Form)

Board Organization

Eligibility Requirements

To run for a board seat, you must be (1) at least 21 years old, (2) an eligible voter, (3) a district resident
for at least 30 days prior to election/appointment, and (4) not convicted of a felony. Minn. Stat. 123B.09;
Minn. Stat. 204B.06, Subd. 1.

Term of Office

Board members are elected to four-year terms and take office on the first Monday in January. The term
of a member who has been appointed to fill a vacancy will be for the remainder of the predecessor’s
term until the date of the district’s next general election. There is no limit on the number of consecutive
terms a board member can serve. Minn. Stat. 123B.09.

Filling Vacancies
A vacancy on the board can occur for a number of reasons including when a member dies, resigns, or
ceases to be a resident of the district. All vacancies will be filled according to Minn. Stat. 123B.09.

For more information, regarding filling vacancies see: Steps to Fill a School Board Vacancy with Sample
Application and Interview Questions.

Board Composition

School boards in Minnesota are made up of either six or seven members. Some exceptions have been
created by special legislation, often for consolidated districts. The superintendent is an ex-officio
(non-voting) member of the board. Minn. Stat. 123B.09.

w
IM School Board Handbock Template Page 9
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Board Offices

Officers of the board include chair, vice-chair (optional), clerk, and treasurer. These positions are
determined annually at the organizational meeting. All board members, regardless of office, maintain
equal rights and equal voices. See the Election of Board Officers section on page 27 for information
regarding nominating and voting procedures.

Role of the Chair

e The chair, when present, shall preside at all meetings of the board, countersign all orders upon
the treasurer for claims allowed by the board, represent the district in all actions, and perform
all duties a chair usually performs.

e In case of absence, inability, or refusal of the clerk to draw orders for the payment of money
authorized by a vote of the majority of the board to be paid, the chair may draw the orders, or
the office of the clerk may be declared vacant by the chair and treasurer and filled by
appointment.

Role of the Vice-Chair (optional)
e The vice-chair shall perform the duties of the chair in the event of the chair’s temporary
absence.

Role of the Clerk

e The clerk shall keep a record of all meetings in the books provided.

e Within three days after an election, the clerk shall notify all persons elected of their election.

e On or before September 15 of each year, the clerk shall:

o file with the board a report of the revenues, expenditures, and balances in each fund for
the preceding fiscal year.
o make and transmit to the Commissioner of the Minnesota Department of Education
{Commissioner) certified reports, showing:
- revenues and expenditures in detail, and such other financial information
required by law, rule, or as may be called for by the Commissioner;
- length of school term and enroliment and attendance by grades; and
- other items of information as called for by the Commissioner.

e The clerk shall enter into the clerk’s record book copies of all reports, the teachers’ term reports,
the proceedings of any meeting, and keep an itemized account of all expenses of the district.

e The clerk shall furnish to the county auditor, on or before September 30 of each year, an attested
copy of the clerk’s record, showing the amount of proposed property tax levy voted by the
district or the board for school purposes.

e The clerk shall draw and sign all orders upon the treasurer for the payment of money for bills
allowed by the board for salaries of officers and for teachers’ wages and all claims, to be
countersigned by the chair.

e The clerk shall perform such duties as required by the Minnesota Election Law or other
applicable laws relating to the conduct of elections.

e The clerk shall perform the duties of the chair in the event of the chair’s and the vice-chair’s
temporary absences.

School Board Handbook Template Page 10
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e By resolution, the board may combine the duties of clerk and treasure in a single person in the
Office of Business Affairs. Typically, that single person almost always delegates at least some
duties to others.

Role of the Treasurer

® The treasurer shall deposit the funds of the district in the official depository.

e The treasurer shall make all reports which may be called for by the board and perform all duties
a treasurer usually performs.

e In the event there are insufficient funds on hand to pay valid orders presented to the treasurer,
the treasurer shall receive, endorse, and process the orders in accordance with Minn. Stat.
123B.12

e By resolution, the board may combine the duties of clerk and treasure in a single person in the
Office of Business Affairs. Typically, that single person almost always delegates at least some
duties to others.

Associated Policy — Insert a link to the district policy related to board officers. For MSBA Policy Services
Subscribers, this is MSBA Policy 202 — School Board Officers.

Board Compensation

The clerk, treasurer, and superintendent of any district shall receive such compensation as may be fixed
by the board. Unless otherwise provided by law, the other members of the board shall also receive such
compensation as may be fixed by the board. All members of the board may receive reimbursement for
transportation at the rate provided for in Minn. Stat. 471.665. No board member or district employee
shall receive any compensation or benefits based on incentives or other money provided to the district
by or from a source of group insurance coverage referenced in Minn. Stat. 471.6161, Subd. 1, except for
a refund provided under Minn. Stat. 123B.75, Subd. 10, or a wellness plan that is mutually agreed upon
by the district and the exclusive representatives of employees.

District Customization — Insert district norms relai2d to compensation. Suggested topics include:
e When the board fixes compensation
e Details of the board member’s compensation package
e Whether board members receive extra compensation for holding an office
e How often the board member is paid (annually, monthly, every two weeks, etc.)

Expense Reimbursement

District Customization — Insert district norms related to expense reimbursement for board members.
Suggested topics include:
® Process for submitting expense reimbursement requests
e Required documentation to support reimbursement requests
e District policies governing the types of expenses that can be reimbursed, such as travel expenses,
conference fees, or professional development
How reimbursed funds are paid out
The typical turnaround time for reimbursement requests
Limits or caps on the amount of reimbursement that can be requested
Possible recourses for denied reimbursement requests

School Board Handbook Template Page 11
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Associated Policy — Insert a link to the district policy related to board expense reimbursement. For MSBA
Policy Services Subscribers, this is MSBA Policies 212 — School Board Member Development, 214 —
Out-of-State Travel by School Board Members, and 412 — Expense Reimbursement.

Learning the Job

Learning from Board Colleagues

One of the most valuable resources at your disposal, outside of this handbook, is the wealth of
experience and knowledge possessed by your fellow board members and district staff. Engaging with
them can significantly enhance your understanding of board operations, policies, and educational best
practices. Your colleagues on the board bring diverse backgrounds and perspectives that can provide
invaluable insights. Here are a few ways to leverage their experience:

Workshops and Retreats — Participate actively in board workshopys and retreats. These sessions are
designed not only to address key issues but also to foster team building and collective learning.

Committee Participation — Join board committees that align with your interests and expertise.
Working closely with other members on specific topics will deepen your understanding and contribute to
your professional growth.

Informal Meetings — Work with the superintendent to schedule informal meetings with key staff
members to discuss specific areas of interest. These one-on-one interactions can offer a more
personalized learning experience and help you build strong working relationships.

Mentorship

The district recognizes the importance of supporting new board members as they transition into their
roles. To facilitate this, the district has implemented a mentorship program designed to provide
guidance, support, and valuable insights. Each new board member wii* be paired with an experienced
mentor who will help them navigate their responsibilities and become effective contributors to the
board. This mentor will be a seasoned board member with a deep understanding of the district’s
operations, policies, and culture. The assignment will be made by the board chair in consultation with
the superintendent to ensure a good match based on experience and areas of expertise.

To support you in this transition, you and your mentor will use the MSBA New Board Member
Orientation Year At-a-Glance to guide you through your first year. This program aims to provide you with
the knowledge, tools, and support necessary to become an effective and confident board member.
Mentor and mentee should schedule a time before each school board meeting to check-in regarding the
upcoming agenda, policies, and procedures.

Our orientation program is structured to ensure you receive a balanced combination of printed
materials, hands-on training, and personal mentorship. Throughout the year, you will engage in various
learning sessions, attend MSBA training events, and participate in board meetings and district activities.
These experiences are designed to deepen your understanding of board operations, district policies, and
educational goals. By the end of your first year, you will have a solid foundation to effectively contribute
to the board's mission of providing quality education for all students. Mentors are encouraged to attend

I|M= School Board Handbook Template Page 12
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the workshops and trainings with the mentees to make the information more relevant and specific to the
district.

Ongoing Professional Development

Continuous learning is crucial for effective governance. Board members are encouraged to participate in
school board and related workshops and activities sponsored by local, state, and national school boards
associations, as well as in the activities of other educational groups. Each board member shall receive
training in school finance and management developed in consultation with the Minnesota School Boards
Association. Minn. Stat 123B.09, Subd. 2. Below is a full list of MSBA’s Learning to Lead Phase
Workshops.

Learning to Lead — School Board Basics: Phase | Workshop

e i ions — School Fi ement: e ll Wo
Building a High-Performance School Board Team: Phase Ill Workshop

Representing Your Community Through Policy and Engagement: Phase IV Workshop

—

Other MSBA Professional Development Opportunities — To learn more about these opportunities, see
the Workshops and Events section of the MSBA website.

In District Workshops [Eeverts T2 UL AL ST
M Leadership Conference

utual Expectations Workshop
School Board Self-Evaluation Workshop Summer Seminar
Superintendent Search Workshop Delegate Assembly
Superintendent Evaluation Workshop Day at the Capitol
Officers’ Workshop Coffee and Conversation Series
Negotiations Seminars : Board Chair Chat
Monthly Webinars ;

District Customization — Insert district norms regarding registering for MSBA workshops and events.

Associated Policy — Insert a link to the district policy related to board professional development. For
MSBA Policy Services Subscribers, this is MSBA Policy 212 — School Board Member Development.

MSBA Series of Publications — New board members automatically receive the following publications to
stay current on education related news.
eClippings — Receive daily links to K-12 news from around the state.
e Leader Newsletter — Monthly updates regarding MSBA news and events, topical news items,

administrative topics, and much more.
e Journal Magazine — Bimonthly magazine includes school features, exploration of leadership
issues, in-depth stories on education trends, and a directory of vendors.

Individual Board Membership

iM= School Board Handbook Template Page 13
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Duties as an Individual Board Member

The position of board member carries with it a profound responsibility to uphold the highest ethical
standards. A commitment to integrity, transparency, and accountability will not only enhance the
effectiveness of educational policies but also strengthen the community's confidence in the board’s
decision-making. Remember that your actions and decisions will help shape the future of our students,
schools, and community. Let the Code of Ethics in District Policy (POLICY NUMBER) guide you in
navigating the complexities of governance with unwavering moral clarity and purposeful dedication.

Associated Policy — Insert a link to the district policy related to the board’s code of ethics. For MSBA
Policy Services Subscribers, this is MSBA Policy 209 — Code of Ethics.

Board Time Commitment

The time required to complete your board responsibilities will most vary by time of year. It will depend
on how many meetings are scheduled, which committees you serve on, what issues are going on in the
district at the time, and how much time you need to prepare for upcoming meetings. For example, if the
district is going through a building project, hiring a superintendent, or developing the district budget, the
time needed for board meetings may be more extensive. On average, however, you can anticipate
spending about nine to twelve hours a month on board service.

Conflict of Interest

As a board member, you are expected to uphold the highest standards of integrity by actively avoiding
any conflicts of interest in your official capacity. This means refraining from any personal financial
involvement in district transactions such as sales, leases, or contracts you oversee or participate in. If a
potential conflict arises, you must fully disclose your interests and abstain from decision-making
processes related to those interests. You will operate under stringent guidelines to ensure that any
exceptions to this rule are handled transparently, with unanimous consent and clear documentation.
This approach maintains the community's trust and ensures all decisions are made solely in the best
interest of the district and its stakeholders.

Associated Policy — Insert a link to the district policy related to board conflict of interest. For MSBA Policy
Services Subscribers, this is MSBA Policy 210 — Conflict of Interest.

Working as a Board Team

At the heart of educational excellence lies the steadfast commitment of the board, entrusted with duties
that shape the very fabric of our district's future. Defined by statute, yet driven by a passion for progress,
the board's responsibilities encompass a profound dedication to nurturing thriving learning
environments and supporting the endeavors of our administration. Crucial to fulfilling these
responsibilities is the collaborative spirit of board teamwork, where collective wisdom and shared vision
pave the path toward transformative change. By fostering an environment of mutual respect and
collaboration, the board can harness its collective strength to address challenges, capitalize on
opportunities, and ultimately, advance the educational journey of every student in our district.

Duties of the Board
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The board has powers and duties specified by statute. The board’s authority includes implied
powers in addition to specific powers granted by the legislature.

The board exercises administrative functions. It also has certain powers of a legislative character
and other powers of a quasi-judicial character.

The board shall superintend and manage the schools of the district; adopt rules for their
organization, government, and instruction; prescribe textbooks and courses of study; and make
and authorize contracts.

The board shall have the general charge of the business of the district, its facilities and property,
and of the interest of the schools.

The board, among other duties, shall perform the following in accordance with applicable law:

Q

o

o

o]

provide by levy of tax, necessary funds for the conduct of schools, the payment of
indebtedness, and all proper expenses of the district;

conduct the business of the schools and pay indebtedness and proper expenses;

employ and contract with necessary qualified teachers and discharge the same for
cause;

provide services to promote the health of its pupils;
provide school buildings and erect needed buildings;

purchase, sell, and exchange district property and equipment as deemed necessary by
the board for school purposes;

provide for payment of claims against the district, and prosecute and defend actions by
or against the district, in all proper cases;

employ and discharge necessary employees and contract for other services;
provide for transportation of pupils to and from school, as governed by statute; and

procure insurance against liability of the district, its officers, and employees.

The board, at its discretion, may perform the following:

Q
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provide library facilities, public evening schools, adult and continuing education
programs, summer school programs, and intersession classes of flexible school year
programs;

furnish school lunches for pupils and teachers on such terms as the board determines;

enter into agreements with one or more other independent districts to provide for
agreed upon educational services;

lease rooms or buildings for school purposes;

authorize the use of school facilities for community purposes that will not interfere with
their use for school purposes;

authorize cocurricular and extracurricular activities;

receive, for the benefit of the district, bequests, donations, or gifts for any proper
purpose; and
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o perform other acts as the board shall deem to be reasonably necessary or required for
the governance of the schools.

Associated Policy — Insert a link to the district policy related to the duties of the board team. For MSBA
Policy Services Subscribers, this is MSBA Policy 201 — Legal Status of the School Board.

Board Governance Model

The MSBA Board Governance Model delineates the distinct roles and responsibilities of the board and
the superintendent, ensuring both governance and management functions are clearly articulated and
understood. It outlines the board's role in setting expectations and parameters through policy adoption,
budgeting, contracting, and focusing on student achievement for all. It also highlights the
superintendent's responsibilities in providing leadership and supervision, thus ensuring policies and
strategies set by the board are effectively implemented.

Standards for Board Leadership

The board is responsible to the community to govern efficiently and lead effectively to provide students
an equitable education that results in high achievement. To assist in this journey, see the Standards for
School Board Leadership developed by the MSBA. This document outlines best practices for board
members and provides the standards we should strive to meet as part of a high-performing board team.

Attributes of High-Performing Board Teams

1. Everyone clearly understands the mission, goals, and role of the board; everyone knows who is,
and who should be, doing what.

2. Board members are skilled in group leadership and/or membership functions.

Board members have a high degree of trust in one another.

4. Interaction occurs in a supportive atmosphere. Suggestions, comments, ideas, information, and
criticism are all offered in a manner that is helpful. Respect is shown for varying team
viewpoints.

5. Expectations for the group and its members are high. Goals are stretched.

6. The board is not dominated by an individual or sub-group; everyone participates and has the
opportunity to influence the discussion.

7. The board has established procedures for operation including decision-making, conflict
resolution, and meeting management.

8. The board is future focused. Decisions are made with long-term consequences and benefits in
mind.

9. The board evaluates its performance periodicaily.

w

School Board Self-Evaluation

school Board self-evaluations can be an invaluable tool for assessing and enhancing the effectiveness of
our governing body. This process allows us to reflect on our collective performance, identifying
strengths, challenges, and opportunities for improvement. Engaging in a self-evaluation enables us to
gain insights into individual contributions and understand the dynamics and overall functioning of the
board. It also fosters open communication, promotes accountability, and strengthens teamwork among
board members. By participating in the process, we can gain insights that will empower us to make
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informed decisions, enhance our effectiveness in serving the community, and contribute to the
continuous improvement of the board’s performance and impact.

District Customization — Insert the process your board uses for self-evaluation. Suggested topics include:

The school board self-evaluation process and timeline

The criteria and metrics used to evaluate the board’s performance

The current goals and objectives of the board and their relation to the district’s strategic plan
The role board members play in the evaluation process

Procedures in place for addressing any areas for improvement identified in the evaluation
Board’s norm for sharing the results of the self-evaluation

Learn about MSBA’s School Board Self-Evaluation in-district workshop.

Role of the Superintendent

The board employs a superintendent to lead and manage the district. The superintendent is an ex-officio,
non-voting member of the board and the chief executive officer of the school system. The
superintendent’s duties and responsibilities are derived largely from three sources: statute, the
employment contract, and the job description. Superintendents are responsible for the management of
the schools, the administration of all board policies, and are directly accountable to the board. The
superintendent must annually evaluate each principal assigned responsibility for supervising a school
building in the district. Also, the superintendent may delegate responsibilities to other district personnel
but shall continue to be accountable for actions taken under such delegation. Minn. Stat. 123B.143.

Hiring a Superintendent

One of the most critical responsibilities of the board is the hiring of a superintendent. The selection of
the superintendent is a decision that shapes the future of the district, influencing the quality of
education, the effectiveness of school management, and the overall success of students. The importance
of this decision cannot be overstated. The superintendent's vision and leadership directly impact
educational outcomes and the district's ability to achieve its strategic goals. Therefore, it is imperative
that the board conducts a thorough and meticulous search process, considering candidates' experience,
leadership style, and alighment with the district's values and objectives. This decision requires careful
deliberation and a commitment to finding a leader who will foster a positive educational environment,
promote innovation, and address the diverse needs of the school community. In essence, the hiring of a
superintendent is not just a routine administrative task but a defining moment that sets the course for
the district's future.

Duties of the Superintendent
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District Customization — Insert the duties outlined in your superintendent’s employment contract and job
description.

Tenets of an Effective Board-Superintendent Relationship

Understanding and fostering a productive relationship between the board and the superintendent is
critical for the success of our educational institution. The 17 Tenets of an Effective Board-Superintendent
Relationship provides a comprehensive guide outlining key principles and best practices for maintaining
a collaborative and effective partnership. This document highlights essential responsibilities and
expectations for both the board members and the superintendent, promoting a clear understanding of
each party's role in governance and administration. By adhering to these tenets, our board can ensure
decisions are made efficiently, communication remains open and transparent, and the strategic goals of
our district are met.

Evaluating the Superintendent

Evaluation of a superintendent’s performance is one of the board’s most important responsibilities. The
evaluation of the superintendent is an inherent managerial right of the board. Each board member
should review the superintendent’s employment contract to determine the evaluation-related
provisions, if any, that may be included. Done correctly, an evaluation is a useful governance tool that
helps drive school improvement. In fact, a high-quality evaluation process enhances positive
school-superintendent relationships, improves communication, clarifies leadership roles, creates
common understandings, and provides a mechanism for accountability and communication.

District Customization — Insert information regarding the superintendent’s evaluation. Suggested topics
include:

The superintendent evaluation process and timeline

The superintendent’s goals and objectives

The role board members play in the evaluation process

Procedures in place fo: addressing any deficiencies found during the evaluation process

Board Communication Guide

Communication Between Board Members

Adhering to guidelines for effective and lawful communication with your fellow board members is
crucial. While open and collaborative communication is vital for the board’s success, remember that
discussions outside of official board meetings must be handled carefully to avoid violating the Minnesota
Open Meeting Law (OML). This law requires any gathering of a quorum of board members, where official
business is discussed, must be conducted in public and notice must be provided to ensure transparency.
(See exceptions in the Closed Meeting Chart on pages 25.) Therefore, while informal discussions can be
valuable for building relationships and exchanging ideas, avoid veering into areas of official board
business unless they are part of a scheduled public meeting.

Building Collaborative Relationships — School governance is founded on the belief that a group of
very different people representing various constituencies in their district can make better decisions than
any one person alone. That diversity is the board’s strength. It’s best to be open-minded about the
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opinions of your fellow board members. Your goal should not be to change them to your point of view,
but rather to determine the best solution to an issue by working together to try and accommodate all
views. You want the students to be the “winners” — not one board member or another.

Addressing Team Dysfunction — Open communication is critical to the proper functioning of the
board. If you feel the board is not functioning well, it may be appropriate to suggest a workshop where
the board reviews its ground rules, board policies on board operations, and board/administrative
relations that establish how the leadership team will function. If these ground rules and policies are not
effective, then consider modifications to them. The board may want to hire a facilitator to assist with
discussions to improve the board’s working relations. MSBA can help with a custom board in-service
tailored to the board’s specific situation.

Guidelines for interacting outside a board meeting

e Do Not Discuss Board Business. Focus on topics such as general education trends, personal
updates, or board training and development without steering into specifics of pending decisions
or board business.

e Be Cautious with Written Communication. Exercise caution with emails, texts, and social media
interactions among board members. Avoid group messages or email chains discussing board
business that could be construed as a meeting.

e Be Transparent with Your Intentions. Always make the purpose of any gathering clear, ensuring
it is social or educational in nature and not meant for making decisions or deliberations that
should be reserved for official meetings.

e Consider Public Perception. When planning to meet outside of formal board meetings, consider
how such gatherings might be perceived by the public. It’s crucial to remember any appearance
of conducting board business or decision-making outside of the designated public meetings
could undermine community trust and confidence.

Associated Policy — Insert a link to the district policy related to Open Meeting Law. For MSBA Policy
Services Subscribers, this is MSBA Policy 205 — Open Meetings and Closed Meetings.

Situation District Protocol

I have general questions about board governance | Insert district protocol.
and/or operation.

| have a concern or questions regarding board
governance.

| have a concern or questions regarding district
operations.

Insert district protocol.

Insert district protocol.

Communication with the Superintendent

You need to establish a productive working relationship with the superintendent. To do this, you need to
communicate with that individual. If you have questions, it is better to call the superintendent and
discuss them before the board meeting rather than surprise the superintendent at a public meeting. If
the questions are concerns or relate to negative feelings from the community, superintendents
appreciate knowing about them in advance of the board meeting so they can come prepared to address
them. It is appropriate to call the superintendent, set up a meeting to discuss questions, or send an
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email for simple questions or requests. When contacting the superintendent, it is important for you to
keep the scope of such contacts within reason, to permit adequate time to receive a response, and to
generally remain cognizant of the superintendent’s other responsibilities and demands on their time.

Disagreements with the Superintendent — Always treat your fellow board members, the
superintendent, and other administrators with respect. However, don’t be afraid to disagree on an issue.
If fact, a discussion about an issue that reflects two or more views usually results in a better decision
than if everyone agrees with the first solution offered. Be certain to debate the issue, not the person,
and maintain decorum in debate.

Situation District Protoco!
| have general questions about the district. Insert district protocol.

What if | disagree with a report or presentation to
the board from the superintendent or other staff | Insert district protocol.
member?

Communication with District Administrators and Staff

You will likely come in contact with district employees, including administrators, teachers, and other staff
members. While there’s nothing wrong with talking to district staff, keep in mind that complaints should
follow the chain of communication. Additionally, understand individual board members do not have
authority to direct the work of district staff members. Directing requests through the superintendent can
assist with appropriate prioritization, identifying information that may be readily available, and
determining when it may be appropriate to have the full board weigh in regarding certain requests and
project ideas.

Discussing Your Child with Staff — This can be a tricky area. No matter what you say about “speaking
as a parent, not a board member,” it may be difficult for some teachers to separate your role on the
board from your role as a parent. Some board members have indicated their significant others frequently
take the lead in speaking to their children’s teachers. Make sure you’re not using your position as a board
member to secure special treatment for your child. If there are issues you wish to discuss with a teacher,
you should follow the normal procedures for contacting your child’s teacher to discuss them. Keep in
mind that you do not relinquish your parental rights now that you're a board member.

Communication with Constituents Including Staff, Students, Parents, and Community
Identify the person contacting you and ensure you have their contact information. Seek to understand
the situation or interest but, generally, do not agree or commit to resolve it personally as that is not the
role of individual board members. Here are some general expectations:
e Do not agree to confidentiality or commit to limit your options of notification.
e Do not get involved in staff employment or contractual issues.
e Do not attempt to work with a parent who is working on behalf of an organized group rather
than on behalf of their own student.
e When applicable, redirect the person to the appropriate staff person or administrator to address
the concern. (Insert link to district chain of communication)
e Be alert to patterns of like concerns and notify the superintendent’s office of the possibility.
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e |f the concern raises governance or public relations questions, contact the board chair in

addition to the superintendent.
e Avoid forming and communicating opinions about a board decision before the board has

discussed it in a board meeting.

Situation District Protocol

If 1 get a phone call, email, or stopped in public

from a constituent with concerns regarding the Insert district protocol.
district.

If | get a phone call, email, or stopped in public

from a constituent regarding the board’s Insert district protocol.
decisions.

If | get an email that is addressed to the entire
board with concerns from a constituent.
There is a situation that requires the district’s
legal counsel to be contacted.

Insert district protocol,

Insert district protocol.

Engaging with the Community

Be proactive. The board can engage key stakeholders by inviting and appointing them to participate in
standing and ad hoc commiittees, advisory panels, focus groups, forums, and surveys to describe a vision
for the district, set its goals, plan strategically, align resources with goals, and other actions offering them
an opportunity to learn about public education and to influence governance decisions. Encourage all
members of the community to visit their schools. Invite them to extracurricular activities, schedule a
grandparents’ day, and offer tours. In public education, familiarity often breeds support.

Use a variety of means to engage community members, inform them about the district, and learn about
their interests, priorities, and concerns. Print and electronic media, social media (be mindful of emerging
trends for younger parents), the district’s website, and face-to-face conversations all play important roles
in a year-round district campaign to inform and to be informed. :

While accentuating the positive — student successes and district progress — don’t neglect the negative.
Be the first to let the community know about clouds looming on the horizon, and what the board is
doing to dispel them. The board should be ambassadors for the district by scheduling dialogues with a
cross section of the community — preferably in their neighborhoods as well as in online forums. And be
prepared to address negative comments and feedback in a positive, proactive manner.

In addition, consider the varying expectations of the district’s constituents. The parents of seniors may
have far different expectations than the parents of kindergartners, and elderly community members with
no students in the district may want completely different types of communication.

Associated Policy — Insert a link to the district policy related to parent and family engagement. For MSBA
Policy Services Subscribers, this is MSBA Policy 612.1 — Development of Parent and Family Engagement
Policies for Title | Programs.

Communication with the Media
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It's important to handle media interactions with care to maintain the veracity and unified voice of the
board. Maintaining a unified voice is crucial as it ensures all board communications are consistent, clear,
and reflect the collective decisions and strategic direction of the board. This unified approach helps to
build trust and credibility with the community, stakeholders, and the media.

Situation District Protocol

If | am approached by the media regarding a

- Insert district protocol.
concern or board decision.

Communication on Social Media

Social media plays a significant role in board members’ responsibilities. To use social media effectively
while avoiding potential pitfalls, remember your posts should reflect well on your role and set a good
example for students and the community. Be careful not to share personal, confidential, or legally
protected information about students, employees, or board members. Opt for face-to-face or telephone
conversations for private matters instead of using social media. Control your emotions and avoid posting
in anger or frustration, as negative statements can have lasting consequences and may lead to legal
issues. Always use polite language and refrain from abusive, profane, or offensive comments.
Additionally, avoid posting on behalf of the district or sharing commercial messages linked to the district.
Use social media primarily for listening, making announcements, and gathering feedback rather than
conducting board business. Finally, ensure you comply with all relevant laws and district policies,
including those related to acceptable use, harassment, discrimination, and privacy. Your online actions
should always reflect the values and responsibilities of your position within the district.

Situation District Protocol
| know about an upcoming district event that

> . Insert district col.
should be featured on social media. paeto

I saw a post containing false or misleading
information regarding the bcard or district.

Insert district protocol.

Using a District Email

You should use a district email account for your board communications. While this creates another
account to monitor, the extra effort is well worth it. As an elected official, your communications related
to your office are presumed to be public data unless a provision of law makes part or all of the email
private. Your emails may contain private personnel data (Minn. Stat. 13.43), private educational data
(Minn. Stat. 13.32), correspondence with a private individual (Minn. Stat. 13.601), or protected medical
information.

Members of the public may request access to public government data for any reason. Government
entities must respond to these requests, and any work required to separate private data from public
data, known as redaction, cannot be charged to the requester. The government entity must keep public
data readily accessible, and redacting private data is its responsibility. Often, decisions about redaction
need to be made by legal counsel, which adds to the expense.

If you use a personal or work email account, access to the public data may require you to turn over the
personal or work device on which the emails are stored. If you use a district email address, the district’s
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computer system can be searched to respond to public data requests. As a result, you do not have to
worry about your personal or work devices being unavailable or about your personal or work
information being shared with others.

Using a separate email account also separates your board work from personal or business
correspondence. This reduces the number of emails that need to be searched in preparation for
responding to a public data request, saving the district time and money.

Another reason this separation is helpful is in how you think about your emails related to board work.
Remembering the presumed public status of what you write in emails to other board members, the
superintendent, and other district personnel about board work can save you from explanations and
embarrassment. Public data may end up on the local news or social media, so it is wise to keep this in
mind as you compose emails related to board work.

A final consideration is the potential to violate the OML. If a two-way communication about board
business occurs among a quorum of the board (or a quorum of a board committee), it results in an OML
violation, and the emails create a record of the violation.

Communicating with Board Members Via Email — To ensure OML compliance, you are strongly
discouraged from using email to communicate with other board members about issues within the
board’s realm of authority, except for procedural elements like establishing meeting dates and locations.
Generally, you should use email only for one-way communications to and from the board chair or
superintendent to distribute information.

Situation District Protocol

| have questions regarding an email | received N

from the board chair or superintendent. LEH LIS Dl
Another board member emailed me regarding
board business.

| have important information that everyone on
the board needs to know before the next board Insert district protocol.
meeting.

References for Further Information

District Customization — Insert a list of resources that will help board members gain a deeper
understanding of their role as a board member and how to work as part of a board team. Consider
creating hyperlinks to each document for easy access to these resources instead of providing printed
copies. Suggested resources include:

Insert district protocol.

e All district policies regarding board operations. For MSBA Policy Services Subscribers, this is the
200 series.

® A copy of most recent school board self-evaluation

e The superintendent’s employment contract
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The superintendent’s job description

Legal Requirements for School Board Members
MSBA’s Board Development and Recoanition Program
MSBA Legal Requirements for School Board Members
MSBA Common Acronyms Used in Education

MSBA Glossary of Educational Terms

MSBA School Finance Guide

MSBA Election Manual

MDE — School Finance Reports

MN House Research — Minnesota School Finance: A Guide for Legislators
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Board Meetings and Governance

Board meetings are pivotal gatherings that dictate the course of educational policies and decisions
within a district. Governed by a structured framework, these meetings encompass various types, from
regular sessions to emergency convenings, each serving distinct purposes and following legal mandates
outlined in Minnesota statutes. Moreover, the operational norms, roles of board officers, and adherence
to parliamentary procedures shape the conduct of these meetings, ensuring efficiency, transparency, and
accountability. In this comprehensive overview, we delve into the intricacies of board meetings, covering
everything from meeting types and legal obligations to procedural guidelines and public participation

protocols.

A"‘/s» ;‘\\
‘flM School Board Handbook Template Page 25
©® Minnesota School Boards Association 2024. All rights reserved.



Meetings of the Board

Types of Meetings

Regular Board Meeting — Regular meetings of the board are held according to an established
schedule. The schedule must be kept on file at the district office. No additional notice required unless
the date, time, or place of the regular meeting is changed. Minn. Stat. 13D.04, Subd. 1.

Special Meeting — The board may hold a special meeting to conduct business as needed. A special
meeting can provide extra time for presentations, such as review of building-level outcomes, or to deal
with an issue that arises but is not likely to be ongoing. A special meeting requires three days’ notice
(posted on the district’s main bulletin board and either published in the official newspaper or
mailed/delivered to those persons requesting notice) of the date, time, place, and purpose of the
meeting. Board discussion and action must fall within the posted purpose(s) of the meeting. Minn. Stat.

13D.04, Subd. 2.

Emergency Meeting — The board may hold an emergency meeting called to deal with a situation that
requires immediate board consideration and possible action, such as a response to a school fire, a school
safety issue, etc. The board determines when an emergency meeting is needed. Good faith effort must
be made to notify the news media that have requested notice in the same manner as notice is given to
board members. If the situation allows for a three-day notice, hold a special meeting. Minn. Stat. 13D.04,
Subd. 3.

District Customization — Insert descriptions of meetings the district holds with other titles. Suggestions
include:

e Business: At business meetings, boards take action on policies, contracts, bid awards, personnel
appointments, etc. This meeting may be a regular, a special, or an emergency meeting.

e Work or Study Session: A work or study session is a meeting of the board with selected staff or
presenters to study and discuss in depth matters which potentially will come before the board.
This meeting may be a regular or a special meeting.

e Retreat/Workshop: This is a leadership team meeting for board members and the
superintendent, often led by a professional facilitator and dealing with evaluation and/or
development issues. This is usually a special meeting.

e Committee: Board committee meetings are covered by the OML. Other committee meetings
that include board members may also be covered by the OML. Minn. Stat. 13D.01, Subd. 1.

Organizational Meeting — The first meeting in January will be devoted to business required for the
proper organization of the board. The agenda may include:
e Seating new members including administering the ceremonial oath of office
Electing officers for chair, vice-chair (optional), clerk, and treasurer
Setting the dates, time, and location(s) for regular board meetings
Setting board member compensation
Establishing standing committees and committee members
Passing a Resolution for Combined Polling Places
Determining time, place, and manner for public comments
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e Designating district depositories
e Selecting the official newspaper and the district’s legal counsel

District Customization — Insert any additional topics your district traditionally includes as part of the
organizational meeting.

Open Meeting Law (OML)

The Open Meeting Law (Minn. Stat. Ch. 13D.) is intended to preserve the rights of the public to observe
actions and decisions of its representatives. To satisfy this, all meetings of the board will be open to the
public for attendance, and a schedule of the board’s regular meetings and working sessions will include
times and locations and shall be kept on file at the district office. (See the Closed Meeting Law Chart link
below for exceptions). Additionally, the board will ensure a schedule of meetings is posted on the
district’s website. The OML applies to all meetings of the public body and, in general, meetings of its
committees and subcommittees. For the law to apply, a quorum (a majority of the members of the
board) must be present. Although the responsibility to ensure meetings are properly noticed lies with
the board, this operational activity is typically carried out by the staff member who functions as the clerk
to the board.

Closed Meetings

Minnesota’s OML requires all board meetings to be open to the public with few exceptions. A public
body must begin in an open meeting and state on the record the specific grounds permitting the
meeting to be closed and describe the subject to be discussed. A majority vote is needed to close the
meeting, with the time and place announced at the public meeting before going into closed session.
Please review Minn. Stat. 13D.05 before proceediné to close a meeting. For specific questions, consult
with legal counsel.

For more information regarding closed meetings, see MSBA’s Closed Meeting Law Chart.

Meetings Conducted by Interactive Technrlogy

In the ever-evolving landscape of governance, technology has become an indispensable tool for
facilitating communication and collaboration. Section 13D.02 of the Minnesota Statutes acknowledges
this reality by outlining the conditions under which meetings governed by section 13D.01 can be
conducted using interactive technology.

For more information regarding remote meetings, see Minn. Stat. 132D.02 Meetings Conducted by
Interactive Technology.

Meeting Operations

Attendance of Meetings
All board members are expected to attend all meetings. However, it is recognized scheduling conflicts
will occur.

istrict Customization — Insert who and by what method (email, phone call, etc.) a board member should
notify if a member is unable to attend a board meeting.

™~

M School Board Handbook Template Page 27
© Minnesota School Boards Association 2024. All rights reserved.



Acceptable Dress Code
District Customization — Insert what is considered an acceptable dress code at board meetings.

Location of Meetings
District Customization — Insert where board meetings are regularly held and where to find out
information regarding location changes.

Addressing Others
District Customization — Insert how to address other board memberls, the superintendent, and other
presenters during meetings.

Presentations
District Customization — Insert district norms related to presentations at board meetings. Suggested
topics include:

e How presenters at board meetings address the board prior to their presentation and the
order of their address.

& When board members should ask questions to presenters, during or after the presentation.

e What is the process for a board member to request a presenter to come speak to the board?

Voting
Each elected member of the board will have one vote. A roll call vote will be taken when required by law
or when requested by any board member.

District Customization — Insert the district norms for regular voting.

Quorum of the Board ,

In order for a board meeting to be official and before any action can be taken by the board, at least a
quorum of board members must be present. In the absence of a quorum, the only official action that the
board may take is to adjourn the meeting. The gathering of a quorum constitutes a meeting if “members
discuss, decide, or receive information as a group on issues relating to the official business of the
district.”

Parliamentary Procedure During Meetings
District Customization — Insert the district norms regarding Parliamentary Procedure.

Associated Policies — Insert a link to the district policy related to Parliamentary Procedure during board
meetings. For MSBA Policy Services Subscribers, this is MSBA Policies 203 — Operation of the School Board
— Governing Rules and 203.1 — School Board Procedures; Rules of Order.

Presiding Officer

The chair will preside over all board meetings. If the chair is unable to preside, the vice-chair (if one has
been appointed), will perform the duties of the chair. Should both the chair and vice-chair be unable to
preside, the clerk will perform the duties of the chair. In the unlikely event that the chair, vice-chair, and
clerk are unable to preside, the treasurer will perform the duties of the chair.
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Superintendent’s Role in Board Meetings

The superintendent is a key person at all board meetings. The superintendent and chair commonly plan
the meeting agenda together. The superintendent makes certain the meeting room is set up as required
and all tools needed are available, such as audio or visual recording equipment, internet access,
microphones, etc. Each item on the agenda is introduced by the chair; however, for discussion or action
items, the superintendent or a designee is often asked to explain the issue. The superintendent’s
recommendation should be solicited before a vote is taken.

Board Committees

Committees may be established to address recurring needs of the board. Committees are in place to
make the board’s work more efficient and effective. They serve in advisory capacities and bring
recommendations to the full board for decision making. Board committees should meet as often as
necessary to accomplish their work and should meet only when there is substantive work to be done.

District Customization — Insert district norms regarding board committees. Suggested topics include:
e List and description of board committees including district and community committees with
board representation
Establishing board committees
Appointing board committee assignments
Your District Attorney’s recommendation regarding the Open Meeting Law’s impact on board
committees

Associated Policy - Insert a link to the district policy related to board committees. For MSBA Policy
Services Subscribers, this is MSBA Policy 213 — School Board Committees.

Election of Board Officers

Minnesota law is silent on the method of electing officers, except that the election must be by open
vote and not by any form of secret ballot. Minn. Stat. 13D.01, Subd. 4. Subsequently, the board may
establish its own procedures, including procedures for nominating officers and voting proC'edures. The
board will establish procedures in advance of the meeting so that everyone will know what to expect
from the outset. The board must follow the procedures, but the procedures can be changed if the
majority of the board members agree.

For more information regarding officer elections, see MSBA’s First Monday in January Handbook.

District Customization — Insert the district’s procedures for electing board officers. Suggested topics
include:
e Procedures for nominating officers including —
o What to do if no one is nominated
o What to do if a single person is nominated, but declines the office
e \oting procedures including the following special situations —
o Only one board member is nominated
o No candidate receives a majority of votes

Guide to Board Meeting Roles and Responsibilities

kA
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Effective management and clear understanding of roles are essential for the smooth operation of board

meetings. The Guide to Board Meeting Roles and Responsibilities provides a detailed outline of the
duties and expectations for board members, the chair, the superintendent, and administrative staff
before, during, and after meetings. This comprehensive guide helps ensure all participants are
well-prepared, meetings are conducted efficiently, and follow-up actions are clearly defined. It covers
everything from agenda preparation and legal advice to maintaining a positive meeting atmosphere and
accurate record-keeping.

Data Privacy

It's essential to understand how data privacy relates to board meetings. When discussing district matters
in board meetings, we encourage open dialogue. However, we need reasonable restrictions to ensure
orderly proceedings and protect individuals' privacy and due process rights. These rights extend to both
employees and students of the district. For employees, this includes the privacy of their personnel data.
Similarly, students have privacy rights concerning their educational data. To uphold these privacy rights,
we have procedures in place for handling agenda items and complaints.

Associated Policy — Insert a link to the district policy related to data privacy. For MSBA Policy Services
Subscribers, this is MSBA Policies 406 — Public and Private Personnel Data and 515 — Protection and
Privacy of Pupil Records.

Public Comments to the Board

The board recognizes the value of participation by the public in deliberations and decisions on district
matters. However, the board retains the right to determine whether and how public comment may
OCCur.

District Customization — Insert the district’s protocols regarding public comments at board meetings:
® Whether the board allows public comment during board meetings

During which part of the board meeting will public comment occur

Whether and how the nublic signs up to speak; what information in collected

District rules/restrictions on public comment

Whether and who will read rules/restrictions before the public comment period

Whether and how the board engages in dialogue with speakers

Whether and who will follow up with speakers after the meeting

Associated Policy — Insert g link to the district policy related to public comments. For MSBA Policy
Services Subscribers, this is MSBA Policy 206 — Public Participation in School Board Meetings/Complaints
About Persons at School Board Meetings and Data Privacy Considerations.

Agendas and Minutes

Agenda Procedures

The board will conduct business during meetings through an adopted agenda that advances board work
and district goals. The agenda serves as a roadmap for the meeting, outlining topics such as reports,
presentations, discussions, and decisions. It is expected all board members will read the agenda and any
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supporting documents prior to the meeting. Each board member has the right to request additions,
amendments, or revisions to the agenda prior to its adoption, and the board will determine if those
changes are to be made.

District Customization — Insert district norms regarding agendas. Suggested topics include:
® Who forms the agenda
e Protocols to make additions, amendments, or revisions to the agenda before and during a board
meeting
Procedure for distributing the tentative agenda and supporting documents
Procedure for asking questions about the agenda and supporting documents
Procedure for addressing clerical errors in the agenda and supporting documents
Who will inform the board if there are changes to the agenda after its initial distribution

Associated Policy — Insert a link to the district policy related to board agendas. For MSBA Policy Services
Subscribers, this is MSBA Policy 203.5 — School Board Meeting Agenda.

Consent Agenda

The superintendent, in consultation with the board chair, may place items on the consent agenda. A
consent agenda is a part of the agenda that includes items typically approved together in one motion.
These items may include meeting minutes, routine reports, personnel appointments, and other
administrative matters. By grouping these items together, the board can streamline the meeting process
and focus on more substantive discussions. If any board member wishes to discuss or vote separately on
an item listed in the consent agenda, they can request to have it removed for individual consideration.

Associated Policy — Insert a link to the district policy related to board consent agendas. For MSBA Policy
Services Subscribers, this is MSBA Policy 203.6 — Consent Agendas.

Meeting Minutes
Minutes will be carefully recorded to include all actions of the board and all votes taken at a board
meeting by the board’s clerk or designee. Minutes do not include discussion or editorial comments.

District Customization — Insert district norms regarding meeting minutes. Suggested topics include:
e Format and what is included in the minutes

Modifying and adoption minutes

Distribution of adopted minutes

Who and where are minutes preserved as an official record of board business

Where and when are the minutes published/posted for the public

Associated Policy — Insert a link to the district policy related to board meeting minutes. For MSBA Policy
Services Subscribers, this is MSBA Policy 204 — School Board Meeting Minutes.

References for Further Information

jstri omization — Insert a list of resources that will help board members gain a deeper
understanding of their role as a board member and how to work as part of a board team. Consider
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creating hyperlinks to each document for easy access to these resources instead of providing printed
copies. Suggested resources include:

Copies of Meeting Minutes from the past year

®
® MSBA Sample Board Meetina Agenda

e MSBA School Board Ceremonial Oath of Office

® MSBA Guidelines with Meeting Minutes

e MSBA First Monday in January Booklet (regarding the Organizational Meeting)
®

MSBA Parliamentary Procedure Overview

d
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4.0

5.0

6.0

7.0

8.0

Lake of the Woods School
Board Report
Mary Merchant, PreK-12 Principal
October 28, 2024

PLC’s
1.1  Elementary is participating in Bridge 2 Read through Serve MN Reading Corp Compass
Institute, also free trainings in June

Career Day in Grand Forks
2.1 October 23 at Alerus Center

Brad Hurtig Assembly
3.1 October 28th for K-12, three presentations K-5, 6-8 and 9-12, sponsored by Cornerstone
Assembly

Brad Hurtig was a student-athlete in a small town in Northwest Ohio. Only days after finishing his sophomore year
of high school, a devastating accident resulted in the amputation of both of Brad’s hands.

Through hard work and determination Brad soon rejoined his high school football team. In his senior year, Brad led
his team defense, recording 111 tackles and received all-state honors all while playing with no hands. Brad’s
inspirational story of triumph quickly captured national headlines.

Now Brad is taking his life-changing message of Find A Way® to students across the nation.

School Law Seminar
4.1 October 29th in Mahnomen

PBIS
5.1  Elementary and High School Team attending work day in Bemidji on November 6th

Parent Teachers Conferences
6.1 November 7th and 12th 3:30 - 7:00 p.m.

Veterans Day Program
7.1 November 11th at 11 a.m. in the Auditorium
7.2 Service is the theme for 2024

Where the Wolves Die by Anton Treuer
8.1  Mrs. Muriel Crandall member of Shakopee WIDEWAKANTON Sioux Community
received 54 books for Mrs. Erin Schwenzfeir’s English class



Lake of the Woods School
Board Report
Samantha Lyon, Activities Director/Community Ed.
October 28, 2024

1.0  Game Worker Pay Schedule
1.1 Updating how much game workers get paid per game
= Unlicensed officials
= Game table
[ Tickets
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