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Meeting Minutes Protocol 

1. Meeting minutes are the permanent record of the proceedings during a Governing

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 Board members making specific

points during discussion. Requests from individual Board members to include their

vote or an opinion in the minutes 
c2

are handled according to Board policy 2:220,
• 

Governing 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 aut positive/construcfrv.&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
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