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Governing Board Meeting Procedure

2:220-E4 Exhibit - Open Meeting Minutes

C1

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.

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.

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

C2 . .
vote or an opinion in the minutes  are handled according to Board policy 2:220,
Governing Board Meeting Procedure.
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.

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

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.

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
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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.

Open Meeting Minutes

Date: Time:

Location:

Type of meeting: [J Regular O] Special O] Reconvened or rescheduled LI Emergency

Name of person taking the minutes:

Name of person presiding:

Members in attendance: Members absent:
1.
2.
3.

Members in attendance remotely (by audio or video conference):
1.
2.
3.

Nogkwh =

Approval of Agenda

2:220-E4 Exhibit - Open Meeting Minutes 20f6



List any items removed from the consent agenda:

Motion made by:

Motion:[ To approve

[0 To add items as follows: {(No action may be taken on new agenda itermns.)

Motion seconded by:

Action:0 Passed Failed

Approval of Previous Meeting Minutes (Needed only if this item is not on the consent
agenda.)

Minutes from the Board meeting held on:

Motion made by:

Motion:[] To approve

] To approve subject to incorporation of the following amendment(s):
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Motion seconded by:

Action:T] Passedl] 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 ltems (Reproduce this section for each agenda item.)

Agenda item:

Summary of discussion:

Motion made by:

Motion to:

Motion seconded by:

Action:d Passed] Failed

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

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

Approval of Motion to Adjourn

Motion to adjourn made by:

Motion seconded by:

Action: O 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:

DATED: March 10, 2022

Niles Township Dist for Special Education
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PRESSPIlus Comments

C1.  The footnote information previously included above within a popup note has been
deleted. Footnotes are not intended to be included in an adopted policy and/or
implemented board exhibit. Up-to-date footnote information can be found by viewing
the Policy Reference Manual samples available at PRESS Online by logging in at
www.iasb.com. Issue 119, June 2025

C2.  Updated throughout in response to a PRESS five-year review. PRESS Editors have
a quality assurance goal to ensure that a review of each piece of the 1500+ page
IASB PRESS Policy Reference Manual occurs once every five years. Issue 119,
June 2025
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Governing Board Meeting Procedure

2:220-E7 Exhibit - Access to Closed Meeting Minutes and Verbatim
Recordings

The Board must allow its duly elected officials or appointed officials filling a vacancy of an
elected office access to closed session minutes and verbatim recordings. 5 ILCS 120/
2.06(e). The following subheads implement the logistics of granting this access.

Access to Closed Meeting Minutes

Duplicate this section for each grant of access to closed meeting minutes.

Date: Time: Storage Location:

Name of person(s) responsible for storing the closed meeting minutes:

L] Access granted

Date access occurred: Start time:
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Requesting Board member's name (Please print)

C1
In the presence of: (Check appropriate box and insert name-en-ine.)
] Records Secretary
(1 Administrative official of the public body

L1 Any elected official of the public body

For requesting Board member: (Read the following and sign below.)

While the Open Meetings Act does not provide a cause of action against me or the Board for
disclosing closed session discussions (Swanson v. Bd. of Police Commissioners, 197
IlLApp.3d 592 (2nd Dist. 1990)), | acknowledge and understand that any disclosures by me
of information in the closed session minutes not yet released to the public could subject me
to a possible civil action alleging that | created harm to another, i.e., an intentional tort(s).

Requesting Board Member Signature Date

Verbatim Recording Access

Duplicate this section for each grant of access to verbatim recordings.

Date: Time: Storage Location:

Name of person(s) responsible for storing the verbatim recording:

[ 1 Access granted

Date access occurred: Start time: End time:

Requesting Board member's name (Please print)

In the presence of: (Check appropriate box and insert name-enr-ae.)
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[1 Records Secretary
U Administrative official of the public body

L1 Any elected official of the public body

[0 Access denied (] Access unavailable. Verbatim recording requested is older than 18
months and was destroyed pursuant to 5 ILCS 120/2.06(c).

For requesting Board member: (Read the following and sign below.)

While the Open Meetings Act does not provide a cause of action against me or the Board for
disclosing closed session discussions {(Swanson v. Bd. of Police Commissioners, 197
I.App.3d 592 (2nd Dist. 1990)), | acknowledge and understand that any disclosures by me
of information in the closed session verbatim recordings could subject me to a possible civil
action alleging that | created harm to another, i.e., an intentional tort(s).

Requesting Board Member Signature Date

DATED: March 10, 2022

Niles Township Dist for Special Education

PRESSPlus Comments

C1. Updated throughout in response to a PRESS five-year review. PRESS Editors have
a quality assurance goal to ensure that a review of each piece of the 1500+ page
IASB PRESS Policy Reference Manual occurs once every five years. Issue 119,
June 2025
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Governing Board Meeting Procedure

2:220-E9 Exhibit - Requirements for No Physical Presence of
Quorum and Participation by Audio or Video During Disaster
Declaration

Use this exhibit to document the Board's and/or its committee(s)’s (5 ILCS 120/1.02)
processes to comply with the requirements of the Open Meetings Act (OMA) when a board
and/or its committee(s) must meet during a disaster declaration related to a public health
emergency/concern, and the meeting will have no physical presence of a quorum and

. . ., C1
participation by audio or video.

Note: If a Board committee uses this exhibit, replace Board President, Vice President, and
Superintendent with the appropriate committee feaders.

Consult the Board Attorney for guidance.

Documentation of OMA Requirements for Board Members to Participate in a Meeting with
No Physical Presence of Quorum

[J The Governor or the Director of the Ill. Dept. of Public Health has issued a disaster
declaration related to a public health emergency because of a disaster as defined in 20 ILCS
3305/4, and all or part of the jurisdiction of the Board is covered by the disaster area. 5 ILCS
120/7(e)(1). Note: OMA uses “public health concerns,” but the lll. Emergency Management
Agency Act (IEMA) uses “public health emergency;” this exhibit matches the IEMA term
because it governs disaster declarations.

Insert Disaster Declaration or Executive Order number | ] or attach to this
document.

] The Board President or, if the office is vacant or the President is absent or unable to
perform the office’s duties, the Vice President, or if neither the President nor Vice President
are present or able to perform this determination, the Superintendent (5 ILCS 120/7(e)(2)
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and 140/2(e)) signs below that the following three Steps were executed by:

Step 1. Determining whether the meeting is a bona fide emergency (5 ILCS 120/7(e)(7))
(check Yes or No, below):

O Yes; it is an emergency meeting, and |

a. Notified the Board members and the public, including any news medium which has
filed an annual request for notice of meetings as soon as practicable, but in any
event prior to the holding of such meeting pursuant to 5 ILCS 120/2.02(a) and 120/
7(e)(7)A),

b. Stated the nature of the emergency at the beginning of the meeting; and

c. Provided the Superintendent or Board Secretary the resources necessary during the
meeting to keep a verbatim record of the meeting, for both open and closed, and
managed it the same way that the Board complies with the verbatim recording
requirements for closed meetings (see exhibit 2:220-E1, Board Treatment of Closed
Meeting Verbatim Recordings and Minutes). Note: In this situation, a verbatim
recording is not limited to closed meetings only.

d. Move to Step 2, below.
[0 No; it is a regular or special meeting, and I

a. Ensured that the Board provided 48 hours’ notice of the meeting to all Board
members, to any news medium on file in the District that have requested notice of
meetings pursuant to 5 ILCS 120/2.02(a), and to members of the public by posting it
on the District’'s website. 5 ILCS 120/7(e)(7). Note: 5 ILCS 120/7(e) does not have
the “if any” exception for school boards that do not have websites. Consult the Board
Attorney regarding alternate ways to communicate notice of a meeting when the
District does not have a website and a Disaster Declaration or Executive Order has
been issued.

Insert meeting date and time, and a link to the meeting notice or attach a copy of
the notice to this document.

b. Move to Step 2, below.

Step 2. Determining whether it is practical, prudent, or feasible for any in-person attendance
at the regular meeting location (5 ILCS 120/7(e)}(2)). (check Yes or No, below):

[ Yes; in-person attendance is practical, prudent, or feasible, and I
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a. Ensured that at least one Board member, the Board Attorney, or the Superintendent
was physically present at the regular meeting location (5 ILCS 120/7(e)(5)), and

b. Verified that members of the public who were present could hear all discussion and
testimony and all votes of the members of the Board. 5 ILCS 120/7(e)(4).

c. Move to Step 3, below.
[0 No; in-person attendance is not practical, prudent, or feasible, and I:

a. Made a written determination referring to the specific Executive Order or Disaster
Declaration citing the public health concem/emergency that applies to the Board and
the meeting. 5 ILCS 120/7(e)(1) and (2).

b. Included the written determination made in letter a., above, on the Board's published
notice and agenda for the alternative arrangements for the meeting. 5 ILCS 120/
7(e)(T)A).

c. Offered the alternative arrangements to the public by offering a telephone number or
a web-based link. 5 ILCS 120/7(e){4).

Insert a link to the meeting notice or attach a copy of the notice or refer to above if
already atftached to this document (see above).

include this written determination on the Board/committee’s published notice and
agenda for the audio or video meeting, and in the meeting minutes.

d. Move to Step 3, below.
Step 3. During the meeting, I:

O Directed the Recording Secretary to, in addition to the requirements for open meetings
under OMA, also keep verbatim record of the open meeting by recording it and making it
open and available to the public under all provisions of OMA. 5 ILCS 120/7(e}(9). Sample
text follows below in the subhead Report to the Public Following the Board’s Meeting
with No Physical Presence of Quorum.

O Read my written determination referring to the specific Executive Order or Disaster
Declaration citing the public health concern/emergency that applies to the Board and the
meeting and directed the Recording Secretary to include it in the meeting minutes.

[ Ensured that any interested member of the public has access to contemporaneously hear
all discussion, testimony, and roll call votes. 5 ILCS 120/7(e){4).
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LI Requested the Recording Secretary to enter into the appropriate minutes of the Board
that each Board member participating in the meeting, wherever their physical locations:

1. Announced themselves present (5 ILCS 120/7(e)(3)), and
2. Verified that they could hear one another and all discussion and testimony. Id.

See exhibits 2:220-E3, Closed Meeting Minutes and/or 2:220-E4, Open Meeting Minutes.

Aftach to this document copies or information about where these minutes may be found.

L) Announced and considered each Board member participating in the meeting present at
the meeting for purposes of determining a quorum and participating in all proceedings (5
ILCS 120/7(e)(8)) and directed the Recording Secretary to reflect it in the minutes (best
practice for transparency).

LI Conducted all votes by roll call, so each Board member’s vote on each issue could be
identified and recorded (5 ILCS 120/7(e)(6)), and ensured that the Recording Secretary
entered all votes as Roll Call Votes (Use exhibit 2:220-E4, Open Meeting Minutes, but
ensure all votes are recorded as roll call votes pursuant to the example below.):

“Yeasl! “Naysﬂ

Motion: [ Carried O Failed

[! Executed or directed execution of the subhead below Report to the Public Following
the Board’s Meeting with No Physical Presence of Quorum.

Report to the Public Following the Board's Meeting with No Physical Presence of Quorum

The text below may be used for the actual report.
The Board met on [insert date] with no physical presence of quorum to conduct its business.

The verbatim [circle one] audio | video recording of this meeting is available to the public
under all provisions of OMA and will be destroyed pursuant to 5 ILCS 120/2.06(c)(no less
than 18 months after the completion of the meeting recorded but only after: (1) the Board
approves the destruction of the particular recording; and (2) the Board approves minutes of
the meeting that meet the written minutes requirements of OMA). 5 ILCS 120/7(e)(9).

insert links to the verbatim recording of meeting here or attach to this document.
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Note: Consult the Board Attorney for guidance on the destruction of a verbatim recording of
an open meeting without the physical presence of a quorum. While 5 ILCS 120/2.06(c)
refers to the process for destroying closed session verbatim recordings, 5 ILCS 120/7(e)(9),
applies that process for destroying closed session verbatim recordings to the destruction of
the verbatim open session recordings that are required when a board determines it is
necessary for it to meet without the physical presence of a quorum due to a public health
emergency.

Completed By:

Title:

Niles Township Dist for Special Education

PRESSPlus Comments

C1. Rewritten for PRESS Plus in response to a PRESS five-year review. PRESS Editors
have a quality assurance goal to ensure that a review of each piece of the 1500+
page IASB PRESS Policy Reference Manual occurs once every five
years. A redlined version showing the changes made is available at PRESS Online
by logging in at www.iasb.com. Issue 119, June 2025
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Board Policy Development

2:240-E1 Exhibit - PRESS Issue Updates

This exhibit is for PRESS subscribers. For subscribers to PRESS Plus, I1ASB's full-
maintenance policy update service, the PRESS Plus Online User Guide and video tutorials,
available at www.iasb.com/policy-services-and-school-law/policy-services/press-plus/,

provide further guidance.C1

Actor

Action

Superintendent

Manages the process for the Board to receive PRESS updates to
policies.

Requests review of recommended revisions by the Board Attorney, as
appropriate.

Manages the Board's compliance with the Open Meetings Act. Ensures
that, as appropriate, the agendas for the Board Policy Committee and
full Board include discussion and list action to consider, adopt,
implement, or revise Board policies and Board exhibits.

Manages the process for approving new or revised administrative
procedures, administrative procedure exhibits, and changes to
employee and student handbooks.

Communicates all policy and administrative procedure revisions or
adoptions, as appropriate, to staff members, parents, students, and
community members.

Superintendent
or
Superintendent's
Secretary

Updates the District’'s Roster as follows:

1. Go to www.iasb.com and click on the Member Login button.
2. Log in using your email address and password. If you do not
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know your password, use the “forgot your password?" link.

3. At the bottom of your Profile page, click on Districts You
Manage and then the District name.

4. Review and verify or change the District’s existing records.
Ensure that all current board members, administrators, and
anyone else on staff who needs access to PRESS Online are
listed with their current email addresses. For detailed roster
management instructions, see www.iasb.com/IASB/media/
Documents/rostermanagementinstructions.pdf.

Designated
support staff

Logs in to PRESS Online as follows:

1. Go to www.iasb.com and click on the Member Login button.

2. Log in using your email address and password. If you do not
know your password, use the “forgot your password?" link.

3. Under “Quick Links,” click “PRESS Login."

To each member of the Policy Committee, full Board, and/or other
interested school official, emails or otherwise distributes the following:

1. PRESS Update Memo;

2. PRESS video tutorial link at: www.iasb.com/policy-services-
and-school-law/policy-services/press-policy-reference-
education-subscription-serv/;

3. Committee worksheets (showing tracked changes in redline);
and

4. Current District policy in relevant areas.

As appropriate, includes new and revised policies in the Board meeting
packets.

After a policy is adopted or revised, updates the District's policy manual
master electronic file and adds or updates adoption dates.

Archives previous version of revised policy.
Follows District process for updating paper and online manuais.

Considers distributing the PRESS Update Memo to Building
Principals.
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Policy Considers each PRESS update. Reviews all footnote changes.

Committee (or

Fuli Board) Decides which changes require Board discussion and which are
appropriate as consent agenda items. Policies or policy revisions may
be appropriate for a consent agenda when providing for legal
compliance; updating legal references; correcting substantive
grammar, spelling, or punctuation; or clarifying pre-existing policy
language.

Presents recommendations regarding PRESS updates to the Board at
a regularly scheduled meeting,

Full Board Conducts a first reading of the policies that are recommended for
adoption or revision. Policies may be adopted after a first reading
when: (1) appropriate for a consent agenda because no Board
discussion is required, or (2) necessary or prudent in order to meet
emergency or special conditions or to be legaily compliant.

During the next regular meeting, conducts a second reading.
A second reading allows the Board to hear feedback from
interested parties, including staff, parents, students, and
community members; however, State law does not require two
readings.

After the second reading, consider and take action to approve the

policies at a duly convened open meeting.

Assistant Reads the PRESS Update Memo (if applicable) and adopted policies,

Superintendents, | follows the Superintendent’s process for updating administrative

Directors, procedures, and makes necessary changes to employee and student

Building handbooks within their assigned building(s).

Principals, and

supervisory

employees

Anyone For further clarification, view the online tutorial for PRESS, available at
www.iasb.com/policy-services-and-school-law/policy-services/press-
policy-reference-education-subscription-serv/.
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Niles Township Dist for Special Education

PRESSPIlus Comments

C1. Rewritten for PRESS Plus in response to a PRESS five-year review. PRESS Editors
have a quality assurance goal to ensure that a review of each piece of the 1500+
page IASB PRESS Policy Reference Manual occurs once every five
years. A redlined version showing the changes made is available at PRESS Online
by logging in at www.iasb.com. Issue 119, June 2025
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Board Policy Development

2:240-E2 Exhibit - Developing Local Policy

Board member,
staff, parent,
student, community
member, or Board
Attorney)

Actorm Action
Anyone Brings a concern that may necessitate a new policy or a current
(Superintendent, policy’s revision to the attention of the Board.

Superintendent

Confers with the Board Attorney as appropriate.

Manages the Board's compliance with the Open Meetings Act.
Ensures that, as appropriate, the agendas for the Board Policy
Committee and full Board include discussion and list actions to
consider, adopt, implement, or revise Board policies and Board
exhibits.

Manages the process for approving new or revised administrative
procedures, administrative procedure exhibits, and changes to
employee and student handbooks.

Communicates all policy and administrative procedure revisions or
adoptions as appropriate to staff members, parents, students, and
community members.

Policy Committee
{or Full Board)

First, answers these questions to decide whether new policy
language is needed:
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1. Does the IASB Policy Reference Manual provide guidance?

2. Is the request something that should be covered in policy
(i.e., Board work), or is it something that should be covered
in an administrative procedure (i.e., staff work)?

3. lIs it already covered in Board policy? Checks for policies
that cover similar or connected topics. Tools such as search
engines, Tables of Contents, cross references, and indexes
at PRESS Online can be used to identify relevant policy
numbers to check for in the Board's policy manual.

Second, uses a 3-step process to draft new policy language:

1. Frames the question and discusses the topic.

2. Requests the Superintendent to provide research, including
appropriate data, and input from others, such as those who
may be affected by the policy and those who will implement
the policy.

3. Drafts or requests the Superintendent or Board Attorney to
draft language addressing the concern that aligns with the
Board’s mission, vision, goals, and objectives.

Third, decides whether the new language should be included in an
existing policy or added as a new policy. Assigns any new policy an
appropriate location and number.

The PRESS coding system reserves policy numbers ending ina ‘0’
and ‘5’ for PRESS material. Locally developed Board policies
should use policy numbers ending in 2, 4, 6, or 8.

Full Board

Conducts a first reading of the policy that is recommended for
adoption or revision. Policies may be adopted after a first reading
when: (1) appropriate for a consent agenda because no Board
discussion is required, or (2) necessary or prudent in order to meet
emergency or special conditions or to be legally compliant.

During the next regular meeting, conducts a second reading.

A second reading allows the Board to hear feedback from
interested parties, including staff, parents, students, and
community members; however, State law does not require
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two readings.

After the second reading, consider and take action to approve the
policy at a duly convened open meeting.

Designated support | After a policy is adopted or revised, updates the District’s policy
staff manual master electronic file and adds or updates adoption dates.

Archives previous version of revised policy.

Follows District process for updating paper and online manuals.

Assistant Reads adopted policies, follows the Superintendent’s process for
Superintendents, updating administrative procedures, and makes necessary
Directors, Building changes to employee and student handbooks within their assigned
Principals, and building(s).

supervisory
employees

Niles Township Dist for Special Education

PRESSPlus Comments

C1.  Rewritten for PRESS Plus in response to a PRESS five-year review. PRESS Editors
have a quality assurance goal to ensure that a review of each piece of the 1500+
page IASB PRESS Policy Reference Manual occurs once every five
years. A redlined version showing the changes made is available at PRESS Online
by logging in at www.iasb.com. Issue 119, June 2025
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