
 

TO:  Mike Riggle 

FROM: Rosanne Williamson 
 

RE:  Meeting Minutes Standards & Process  

DATE:  July 15, 2013 

CC:  Board of Education 

 

At the Board retreat it was suggested that the Board consider moving the responsibility for Board meeting 

minutes to a recording secretary.  The Assistant Superintendent for Educational Services would still serve in the 

role of Board Secretary and attend all Board meetings; however, would not be directly responsible for 

producing minutes.  The Assistant Superintendent serving as Board Secretary would still be responsible for 

preparing election materials, responding to FOIA requests and Open Meetings Act (OMA) compliance. 

 

At this meeting we hope to: 

1. Review minutes protocol and format 

2. Consider the role of a recording secretary 

 

1.  MINUTES PROTOCOL AND FORMAT 

Attached find the suggested policy on minutes from PRESS (Policy Reference Education Subscription Service), 

our current policy 2030 on board minutes, an excerpt from Robert’s Rules of Order regarding minutes, and 

sample minutes from other school districts. 

 

MINUTES SHOULD 

 Record what is "done" and not what is said by the members 

 Provide a summary of the Board discussion 

 Record answers and explanations rather than questions 

 Record votes by members 

MINUTES SHOULD NOT 

 Include the name of members making specific points during discussion 

 State what is said verbatim 

 Repeat the same point made by different individuals 

 

2.  RECORDING SECRETARY 

Districts in the area use a recording secretary to keep meeting minutes.  This individual serves in a clerical 

capacity, typically the superintendent’s administrative assistant.  Compensation ranges from overtime, stipend, 

or an hourly per meeting rate.  Attached you will find a chart that shows a comparison with other districts of the 

number of meetings, the average hours per meeting and compensation for recording secretary.    

 

RECOMMENDATION: 

I recommend that a recording secretary take and compile board meeting minutes at an overtime rate of pay (1.5 

times the hourly rate).  The average length of each Board meeting is four hours, there are 22 scheduled 

meetings, including an anticipated Board retreat and adding one hour per meeting for set-up provides 

approximately 110 hours.  The estimated cost of this position is $6,560 per fiscal year.  Additional special 

meetings are not included in this calculation. 
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School Board 

Exhibit - Open Meeting Minutes 1 

Meeting Minutes Protocol 

1. Meeting minutes are the permanent record of the proceedings during a School Board meeting.  

All Board action must be recorded in the minutes; thus, the minutes focus on Board action. 

2. The minutes only include information provided at the meeting.  Information may not be corrected 

or updated in the minutes unless it was discussed at the meeting. 

3. Minutes include a summary of the Board’s discussion on an agenda topic; the minutes do not 

state what is said verbatim.  The minutes do not repeat the same point made by different 

individuals.  If appropriate, the minutes include a brief background and an explanation of the 

circumstances surrounding an issue discussed.  The minutes do not include the names of members 

making specific points during discussion.  Requests from individual Board members to include 

their vote or an opinion are handled according to Board policy 2:220, School Board Meeting 

Procedure. 

4. The minutes include the topic of reports that are made to the Board including reports from the 

Superintendent or a Board committee.  Written reports are filed with the minutes but do not 

become part of the minutes. 

5. The minutes note when a member is not present for the entire meeting due to late arrival and/or 

early departure. 

6. Although items may be considered by the Board in a different order than appeared on the agenda, 

items in the minutes are generally recorded in the same order as they appeared on the agenda.  

When a meeting is reconvened on a different date, the minutes must describe what happened on 

each meeting date. 

7. The minutes should be recorded in an objective but positive/constructive tone.  Answers and 

explanations, rather than questions, are recorded.  Writing style, including choice of words and 

sentence structure, is at the discretion of the individual recording the minutes. 

8. The minutes include individuals’ names who speak during the meeting’s public participation 

segment as well as the topics they address.  All written documents presented at a Board meeting 

are filed with the minutes but do not become part of the minutes. 

9. The following template generally governs meeting minutes. 

                                                      
1 Other than the required inclusions, the listed meeting protocols are at the board’s discretion. They should facilitate a 

discussion and common understanding concerning what the board wants recorded in its meeting minutes. The required 

inclusions for meeting minutes are: (5 ILCS 120/2.06) 

1. The meeting’s date, time, and place; 

2. Board members recorded as either physically present, remotely present, or absent; 

3. A summary of the discussion on all matters proposed, deliberated, or decided, and a record of any votes taken; 

4. On all matters requiring a roll call vote, a record of who voted yea and/or nay; 

5. If the meeting is adjourned to another date, the time and place of the adjourned meeting; and 

6. When a vote is taken to hold a closed meeting, the vote of each member and the reason for the closed meeting 

with a citation to the specific exception authorizing the closed meeting. 
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Roll Call: (Needed when consent agenda contains an item involving the expenditure of money.) 

“Yeas” “Nays” 

Action:   Passed  Failed 

Public Comments (Reproduce this section for each individual making a comment.) 

The following individual appeared and commented on the topic noted below: (Include the title of any 

documents presented to the Board.) 

Name:             

Topic: 

Remaining Agenda Items (Reproduce this section for each agenda item.) 

Agenda item: 

Summary of discussion: 

 

Motion made by:           

Motion to: 

Motion seconded by:_____________________________________________________________ 

Action:   Passed  Failed 

(If a roll call vote occurred, record the vote of individual Board members.) 

“Yeas” “Nays” 

If Applicable, Approval of Motion to Adjourn to Closed Meeting (Insert 2:220-E2, Motion to 

Adjourn to Closed Meeting.) 

Approval of Motion to Adjourn 

Motion to adjourn made by:          

Motion seconded by:______________________________________________________________ 

Action:   Passed  Failed 

Time of adjournment:           

Post-Meeting Action 

Date minutes approved:           

Date minutes were available for public inspection:       

Date minutes were posted on District website:        
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BOARD POLICY:  MEETINGS OF THE BOARD OF EDUCATION 2030 
 Page 1 of 4 pages 
 
Section A - Regular Meetings 
 
1. Regular meetings of the Board of Education of District #225 shall be held on the second 

and fourth Mondays of each month at a location and time approved by the board as part 
of the calendar of regular board meetings unless established by other action in keeping 
with provisions of the Open Meetings Act. 

 
2. All regular, emergency and special meetings of the Board and all committee meetings 

shall be open to the public, subject only to public exclusion from closed sessions for 
matters which are permitted to be conducted in closed session by statute, regulation or 
case law. 

 
Section B - Quorum and Participation by Audio or Video Means 
 
1. A quorum of the Board must be physically present at all Board meetings.  A majority of 

the full membership of the School board constitutes a quorum. 
 

2. Provided a quorum is physically present, a Board member may attend a meeting by video 
or audio conference if he or she is prevented from physically attending because of: 1) 
personal illness or disability, 2) employment or District business, or 3) a family or other 
emergency.  If a member wishes to attend a meeting by video or audio means, he or she 
must notify the board secretary or Superintendent at least 24 hours before the meeting 
unless advance notice is impractical.  The board secretary or Superintendent will inform 
the Board President and make appropriate arrangements.  A Board member who attends a 
meeting by audio or video means, as provided in this policy, shall be deemed to be 
present at the meeting and may participate in all aspects of the Board meeting including 
voting on any item. 

 
Section C - Meeting Procedures 
 
1. The secretary of the Board of Education shall assume responsibilities relative to 

notification of time and place for all Board meetings and committee meetings, for the 
necessary physical arrangements, and for the distribution of appropriate materials relative 
to all meetings to the Board members.  Such responsibilities shall be executed in 
compliance with relevant laws, statutes and Board policies and directives and with 
consideration for public accommodation. 

 
2. The secretary of the Board shall prepare an agenda for each meeting of the Board subject 

to final revision and approval by the Board at the meeting.  The agenda shall include 
items recommended by the Board, by the superintendent, and matters required by law or 
statute.  Each Board agenda shall include Agenda Items for Future Board Meetings.  At 
that time in the meeting individual Board members may propose topics for future Board 
agendas.  The Board as a whole will then decide whether or not to place the proposed 
item on a future agenda. 
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3. Unless otherwise specified by legal requirements or specific Board actions all meetings 

of the Board shall be conducted under procedures established by the Board.  In the event 
the Board reaches an impasse in establishing a procedure (or procedures), Robert's Rules 
of Order shall govern. 

 
4. The secretary of the Board shall keep written minutes of each meeting with such 

annotation as the Board deems appropriate.  After the minutes are approved by the Board, 
the minutes shall be signed by the president and secretary of the Board. 

 
5. The secretary of the Board shall electronically record regular, special meetings, and 

closed sessions of said meetings of the Board and maintain the electronic recording until 
authorized by the Board to dispose of the recordings, except that electronic recordings of 
regular and special meetings may be destroyed, to the extent provided by law, upon 
approval by the Board of the minutes for those respective meetings. 

 
6. Not less than semi-annually, the Board shall review the minutes, the electronic recording, 

or a review of a summary of the topics contained on the electronic recording from closed 
sessions that are currently unavailable for public release.  As a part of said review, the 
Board may meet in closed session, and shall determine which, if any, minutes, no longer 
require confidential treatment and are available for public inspection.  Such determination 
shall be reported in an open session immediately following said closed session, if held.  
At this same biannual review of the electronic recordings or review of a summary of the 
topics contained on the electronic recording, the Board can make a recommendation that 
certain electronic recording of closed sessions may be destroyed by a future Board 
eighteen (18) months after the creation date of each recording. 

 
7. After eighteen (18) months have passed since being made, the electronic recording of a 

closed session will be destroyed, provided the Board has approved both (a) the 
destruction of such electronic recording, and (b) the written minutes of such closed 
session, which written minutes shall comply with the requirements of Section 2.06(a) of 
the Illinois Open Meetings Act (5 ILCS 120/2.06(a)), as amended from time to time.  The 
consent agenda item for this meeting shall list the specific date of the meeting on the 
recording recommended for destruction. 

 
8. At no time will an electronic recording be released that would violate State or federal 

privacy or confidentiality requirements, including, but not limited to, any matter 
concerning (1) a named student, (2) an employees or applicants personnel file and 
personal information, (3) school security plans, (4) communications between the Board 
and an attorney representing the district, and (5) all information exempted from 
disclosure under the Illinois Freedom of Information Act, 5 ILCS 140/1 et. seq.   No 
minutes will be destroyed if said minutes pertain to pending or potential litigation, 
provided that as to said pending or potential litigation the District has received written 
notice thereof. 
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9. Requests by members of the public for access to the electronic recording of a closed 

session will be denied unless the Board has found that the electronic recording no longer 
needs confidential treatment.  Individual Board members may listen to verbatim 
recordings when that action is germane to their responsibilities, e.g., in order to check the 
accuracy of minutes or to determine whether the electronic recordings no longer require 
confidential treatment.  In the interest of encouraging free and open expression by Board 
members during closed sessions, the electronic recordings of closed sessions should not 
be used by Board members to confirm or dispute the accuracy of recollections. 

 
Section D - Public Communications With Board 
 
The Board of Education encourages full public communication with the Board, either in person 
at Board meetings or through written statements, including emails, directed to the Board.  The 
only limitations on such communications are: 
 
1. exclusion of the public from the Board's closed sessions, 

 
2. all members of the public addressing the Board shall be bound by the rules of order 

governing oral comments at Board meetings as outlined in Section E of this policy. 
 

As a matter of practice, the Board of Education does not respond to written communication in 
any form.  However, the sender will receive confirmation that the communication has been 
received.  The Board reserves the right to direct communication through district or school 
administration for appropriate action/response. 
      
Section E - Comments from Members of the Public at Board Meetings 
 
While the Board of Education welcomes comments from members of the public, meetings of the 
Board of Education are not public hearings, except as otherwise noticed or required by law. 
Meetings of the Board of Education are public open meetings conducted to carry out the business 
of school district governance.   Therefore, to facilitate public comments and yet preserve the 
flow and the orderly completion of the meeting agenda, the Board has adopted the following 
rules of order for oral comments from members of the public. 
 
1. a. A period for public comments shall be scheduled at or near the beginning of each 

regular or special Board meeting, and for each committee meeting conducted as a public 
meeting, open to the public.  This public comment period shall normally be limited to 
30 minutes; the public comment period may be extended beyond the 30 minute time 
period with the approval of the Board or may be moved to another time during a Board 
meeting, at the Board’s discretion. 

 
b. The 30 minute time limitation shall not be in effect during formal "public hearings" 

mandated by statute or designated by the Board. 
 
c. Comments during the public comment period may concern items which are or are not 

on the meeting agenda except that public comments in a special Board meeting shall be 
limited to subjects appearing on the agenda for that special meeting. 
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 d. Public comments during specific agenda items, or at times other than the time 

designated for public comments, will not be permitted without the approval of the 
Board. 

 
2. Individuals who have comments or questions concerning specific students, staff, 

programs or school practices shall be encouraged to discuss the issue with the school 
principal and the superintendent before bringing the issue to the attention of the Board. 

 
3. Individuals requesting to comment shall identify themselves, and their residence (or if a 

legal representative, their business) address, and the topic they wish to review before 
addressing the Board.  All comments and questions shall be directed to the president of 
the Board, or to the individual presiding over the meeting. 

 
4. Members of the Board may ask clarifying questions of presenters.  The Board shall have 

no obligation, however, to respond to comments made by members of the public. 
 
5. a. Oral comments shall normally be limited to 5 minutes per individual. 
 

b. Presentations of more than 5 minutes in length shall be allowed with the approval 
of the Board and may be scheduled at the discretion of the Board. 

 
6. Comments on topics not subject to the jurisdiction of the Board shall be out of order. 

The Board may choose to receive confidential information or information which could 
lead to disciplinary action pertaining to specific employees and any matters regarding 
individual students in closed session, and the President or person presiding over the 
meeting may rule to be out of order any public comments which may contain such 
adverse or confidential information regarding any student or district employees. 

 
Section F- Requests for Information 
 
The Board of Education has designated certain employees within the district to receive requests 
for information under the Illinois Freedom of Information Act (Board Policy & Procedures 
9100).  The Board encourages members of the public to utilize this procedure and directs the 
Board Secretary, as a designated employee to provide appropriate responses to requests for 
information. 
 
The Board Secretary shall prepare a Freedom of Information Act request form and shall make 
the form readily available at Board meetings and at the district office for members of the public 
to use to request information. 
 
Section G - Press Coverage 
 
The Board of Education encourages full press coverage of all of its meetings that are open to the 
public and directs the director of public information to provide appropriate assistance which will 
facilitate such coverage. 
 
Approved: August 20, 1973 
Revised:  September 19, 1977; January 14, 1985; December 7, 1992; February 28, 1994; 

February 28, 2000; June 11, 2001; March 15, 2004; September 27, 2004; July 7, 
2008, April 12, 2010, March 19, 2012   
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60. The Minutes. The record of the proceedings of a deliberative assembly is usually called the Minutes, 

or the Record, or the Journal. The essentials of the record are as follows: (a) the kind of meeting, 

"regular" (or stated) or "special," or "adjourned regular" or "adjourned special"; (b) name of the 

assembly; (c) date of meeting and place, when it is not always the same; (d) the fact of the presence of 

the regular chairman and secretary, or in their absence the names of their substitutes, (e) whether the 

minutes of the previous meeting were approved, or their reading dispensed with, the dates of the 

meetings being given when it is customary to occasionally transact business at other than the regular 

business meetings; (f) all the main motions (except such as were withdrawn) and points of order and 

appeals, whether sustained or lost, and all other motions that were not lost or withdrawn; (g) and usually 

the hours of meeting and adjournment, when the meeting is solely for business. Generally the name is 

recorded of the member who introduced a main motion, but not of the seconder. 

In some societies the minutes are signed by the president in addition to the secretary, and when 

published they should always be signed by both officers. If minutes are not habitually approved at the 

next meeting, then there should be written at the end of the minutes the word "Approved" and the date 

of the approval, which should be signed by the secretary. They should be entered in good black ink in a 

wellbound record-book.1 

The Form of the Minutes may be as follows: 

At a regular meeting of the M. L. Society, held in their hall, on Thursday evening, March 19, 1914, the 

president in the chair, and Mr. N acting as secretary, the minutes of the previous meeting were read and 

approved. The Committee on Applications reported the names of Messrs. C and D as applicants for 

membership, and on motion of Mr. F they were admitted as members. The committee on ............ 

reported through Mr. G a series of resolutions, which were thoroughly discussed and amended, and 

finally adopted, as follows: 

Resolved, That.................................. 

............................................... 

On motion of Mr. L the society adjourned at 10 P.M. 

R....... N....... 

Secretary. 

In keeping the minutes, much depends upon the kind of meeting, and whether the minutes are to be 

published. In the meetings of ordinary societies and of boards of managers and trustees, there is no 

object in reporting the debates; the duty of the secretary, in such cases, is mainly to record what is 

"done" by the assembly, and not what is said by the members. He should enter the essentials of a 

record, as previously stated, and when a count has been ordered or where the vote is by ballot, he 

should enter the number of votes on each side; and when the voting is by yeas and nays he should enter 
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a list of the names of those voting on each side. The proceedings of the committee of the whole. or while 

acting as if in committee of the whole, should not be entered in the minutes, but the report of the 

committee should be entered. When a question is considered informally, the proceedings should be kept 

as usual, as the only informality is in the debate. If a report containing resolutions has been agreed to, 

the resolutions should be entered in full as finally adopted by the assembly, thus: "The committee on ..... 

submitted a report with a series of resolutions which, after discussion and amendment, were adopted as 

follows:" then should be entered the resolutions as adopted. Where the proceedings are published, the 

method shown further on should be followed. If the report is of great importance the assembly should 

order it "to be entered on the minutes," in which case the secretary copies it in full upon the record. 

Where the regular meetings are held weekly, monthly, or quarterly, the minutes are read at the opening 

of each day's meeting, and, after correction. should be approved. Where the meetings are held several 

days in succession with recesses during the day, the minutes are read at the opening of business each 

day. If the next meeting of the organization will not be held for a long period, as six months or a year. 

the minutes that have not been read previously should be read and approved before final adjournment. If 

this is impracticable, then the executive committee. or a special committee, should be authorized to 

correct and approve them. In this case the record should be signed as usual, and after the signatures the 

word "Approved," with the date and the signature of the chairman of the committee authorized to 

approve them. At the next meeting, six months later, they need not be read, unless it is desired for 

information as it is too late to correct them intelligently. When the reading of the minutes is dispensed 

with they can afterwards be taken up at any time when nothing is pending. If not taken up previously, 

they come before the assembly at the next meeting before the reading of the later minutes. With this 

exception the motion to dispense with reading the minutes is practically identical with the motion to lay 

the minutes on the table, being undebatable and requiring only a majority vote. The minutes of a secret 

meeting, as for the trial of a member, should not be read at a meeting that is open to the public, if the 

record contains any of the details of the trial that should not be made public. 

Minutes to be Published. When the minutes are to be published. in addition to the strict record of what is 

done, as heretofore described. they should contain a list of the speakers on each side of every question, 

with an abstract of all addresses, if not the addresses in full, when written copies are furnished. In this 

case the secretary should have an assistant. With some annual conventions it is desired to publish the 

proceedings in full. In such cases it is necessary to employ a stenographer as assistant to the secretary. 

Reports of committees should be printed exactly as submitted, the minutes showing what action was 

taken by the assembly in regard to them; or, they may be printed with all additions in italics and parts 

struck out enclosed in brackets in which case a note to that effect should precede the report or 

resolutions. In this way the reader can see exactly what the committee reported and also exactly what 

the assembly adopted or endorsed. 

____ 































Compensation Chart

District Person Compensation Meetings Hours
 Comparative 
Compensation 

214 - 
Arlington 
Heights Superintendant's Secretary Built in as part of the job 23 mtgs avg 1.5 hours 34.5 n/a

207 - Maine Superintendant's Secretary

$75,000 annual salary + $10,000 for 
serving as BOE secretary exempt from 
FLSA 15 mtgs per yr - 2 hours long 30 $10,000

219 - Niles Superintendant's Secretary Overtime 13 mtgs avg 3 hours long 39 time and 1/2 4,778.40$             
211 - PalatineClerical Employee $150 per meeting 12 mtgs avg 2 hours 24 $75 per hour 6,600.00$             

Average $7,126

225 $39.77/hr avg 22 mtgs 4 hours long 88 59.655 5,249.64$             
set up 22 $59.66 1,312.41$             

Total Stipend 6,562.05$             
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