June 2020 2:150-AP

School Board

Administrative Procedure - Superintendent Committees

The Superintendent or designee creates Superintendent or administrative committees as deemed
necessary, makes all appointments, and directs all activities. A Superintendent or administrative
commiftees reports to the Superintendent or administrator who directs its activities. The
Superintendent or designee should consult the Board Attorney (a) concerning whether any of these
committees must comply with the Open Meetings Act (OMA), and/or (b) to receive guidance for
ensuring that the meetings either comply with OMA requirements or do not trigger OMA.1 Unless
otherwise indicated, the listed Superintendent or administrative committees are optional:

Communicable and Chronic Infectious Disease Program Task Force

This task force assists in the development and review of a chronic and infectious disease
program consistent with the District’s policies and State and federal laws and regulations, and
reports directly to the Superintendent or designee. Appointments are made to the task force
only if the Superintendent or designee determines that its input is desirable. See Board
policies 5:40, Communicable and Chronic Infectious Disease; and 7:280, Communicable and
Chronic Infectious Disease.

Task force members include the Superintendent or designee, school medical advisor, a school
nurse, and representatives from the School Board, local health department, PTA, the
professional staff, and other employee groups.

Communicable and Chronic Infectious Disease Review Team

This review team monitors those employees and students who have a communicable and
chronic infectious disease, and:

1. Reviews individual medical case histories.

2. Recommends the most appropriate educational setting for a student, which may include
temporary removal from and return to the regular educational setting.

3. Recommends the most appropriate work setting for an employee; this may include
retention in his/her present position, transfer to another position, or temporarily excused
from or returned to his/her work assignment.

Team members include the District’s medical advisor, a school nurse, the Building Principal,
and the Superintendent or designee.

The footnotes are not intended to be part of the adopted policy; they should be removed before the policy is adopted.

1 Superintendent and administrative committees are generally not governed by the Open Meetings Act (OMA), but the
operation and function of specific committees may make the Act applicable. For example, any committee, whether
superintendent or board, having as members at least a majority of the quorum (three out of seven) of the board, will be
subject to OMA. 5 ILCS 120/1.02. Other factors that determine whether a committee is governed by OMA include “who
appoints the members of the entity, the formality of their appointment, and whether they are paid for their tenure; the
entity’s assigned duties, including duties reflected in the entity’s bylaws or authorizing statute; whether its role is solely
advisory or whether it also has a deliberative or investigative function; whether the entity is subject to government control or
otherwise accountable to any public body; whether the group has a budget; its place within the larger organization or
institution of which it is a part; and the impact of decisions or recommendations that the group makes.” University
Professionals v. Stukel, 344 TIl.App.3d 856, 865 (1st Dist. 2003).
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The review team is guided by the Board’s policies, Ill. Dept. of Public Health (IDPH) rules
and regulations, and all other applicable State and federal laws. It reports directly to the
Superintendent or designee. See also policies 5:40, Communicable and Chronic Infectious
Disease; and 7:280, Communicable and Chronic Infectious Disease. The review team
consults the employee’s or the student’s personal physician and local health department
officials before making any recommendations.

The Communicable and Chronic Infectious Disease Review Team respects the privacy rights
of each employee and student and takes such precautions as may be necessary to secure
confidentiality.

Food Allergy Management Committee

This committee develops and implements the District’s Food Allergy Management Program
and reports directly to the Superintendent or designee. It monitors the program for
effectiveness and establishes a schedule for the Superintendent to report this information to
the Board. See policy 7:285, Food Allergy Management Program, based upon the
ISBE/IDPH Guidelines at. www.isbe.net/Documents/food_allergy guidelines.pdf. See also
the modifiable Microsoft® Word version of the ISBE/IDPH Guidelines at:
www.isbe.net/Pages/Food-Allergy-Guidelines.aspx.

Committee members include District-level administrators, Building Principals, the District
Safety Coordinator (see 4:170-AP1, Comprehensive Safety and Security Plan, Part C,
District Safety Coordinator and Safety Team; Responsibilities), District 504 Coordinator
(see policy 6:120, Education of Children with Disabilities), staff members, parents/guardians,
community members, and students.

Employee Substance Abuse Prevention Committee

This committee makes recommendations directly to the Superintendent or designee regarding
the issues of employee substance abuse and resulting employee conduct standards, and:

1. Cooperates with community and State agencies on substance abuse programs.

2. Gathers information about substance abuse and suggests methods to disseminate it to
employees.

3. Develops a support network that encourages employees to self-refer for treatment and
suggests procedures for early identification and treatment.

4. Recommends procedures that would protect the privacy of employees while taking into
consideration any directives from the Board to the Superintendent regarding the District’s
obligation to provide a safe environment and to ensure high quality performance, which
may include but not be limited to:

a. Securing training for designated district employees to educate them to identify
symptoms of being impaired by or under the influence of substances prohibited by
pollcy For guidance about what impaired by or under the influence of means, see:

i. Footnote discussions in numbers five and six in policy 5:50, Drug- and Alcohol-
Free Workplace; E-Cigarette, Tobacco, and Cannabis Prohibition;

ii. 625 ILCS 5/11-501.2 and 5/11-501.9, amended by P.A. 101-27 (chemical and
other tests, validity, etc., a/k/a field sobriety tests),

iii. 410 ILCS 705/10-50(d), added by P.A. 101-27 (an employer may consider an
employee to be impaired or under the influence of cannabis if the employer has a
good faith belief that an employee manifests specific articulable symptoms while
working that decrease or lessen the employee’s performance of the duties or tasks
of the employee’s job position, including symptoms of the employee’s speech,
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physical dexterity, agility, coordination, demeanor, irrational or unusual
behavior, or negligence or carelessness in operating equipment or machinery;
disregard for the safety of the employee or others, or involvement in any accident
that results in serious damage to equipment or property; disruption of a
production or manufacturing process; or carelessness that results in any injury to
the employee or others) Note: Consult the Board Attorney about identifying
cannabis use)); and
iv. Professional development opportunities in the area, e.g., local law enforcement

agencies may be a place to begin.

b. Implementing a reasonable suspicion and/or drug testing2 program(s) to enhance the
District’s ability to identify and discipline employees suspected of being impaired by
and/or under the influence of prohibited substances. Note: Consult the Board
Attorney before implementing any drug-testing program(s) or disciplining employees
based upon the results of these programs. Drug testing will likely assist the District
with the challenges of identifying cannabis-related issues, but the science behind
impairment identification and behavioral testing for cannabis impairment is new and
emerging.

c. Addressing expectations for employees in positions of leadership who are perpetually
on call3 due to the nature of their positions and responsibilities.

d. Holding licensed educators to a higher standard than non-licensed employees due to
their professional code of conduct expectations.

e. Holding employees working directly with students to a higher standard than
employees not working directly with students.

5. Recommends a method to explicitly inform employees of the consequences of violating
the District’s policy.
6. Recommends best practices for discipline of employees who are suspected of or violating

the District’s policy. 4

Committee members include the Superintendent or designee, the District’s medical
advisor/medical review officer, and employee representatives from both professional and
educational support personnel. The committee is guided by Board policies, administrative
procedures, and relevant State and federal statutes. See policies 5:50, Drug- and Alcohol-Free
Workplace; E-Cigarette, Tobacco, and Cannabis Prohibition, 5:120, Employee Ethics;
Conduct;, and Conflict of Interest, and administrative procedure 5:120-AP2, Employee
Conduct Standards.

The footnotes are not intended to be part of the adopted policy; they should be removed before the policy is adopted.

2 The best practice for ensuring the strongest defense when disciplining an employee for undertaking tasks while being
impaired and/or under the influence of prohibited substances is a confirmed, positive, drug test used in combination with
reasonable suspicion of impairment. Drug testing may be cost prohibitive and disruptive for school districts while also
presenting several other legal considerations, including possible collective bargaining implications upon request by the
employee representative. For example, while the Americans with Disabilities Act allows the results of such tests to be used
as the basis for disciplinary action (42 U.S.C. §12114; 29 C.F.R. §1630.16 (c), drug tests may still violate other laws, e.g.,
Title VI and the Rehabilitation Act (42 U.S.C. §2000¢ et seq.; and 29 U.S.C. §706 et seq.)). Identifying and disciplining
employees for cannabis use on a drug testing alone may present a unique set of challenges because cannabis can remain in a
person’s system for weeks.

3 See f/n 3 of policy 5:50, Drug- and Alcohol-Free Workplace; E-Cigarette, Tobacco, and Cannabis Prohibition.

4 Consult the board attorney regarding any disciplinary action explored for employees based solely on a positive
cannabis test result. Employee discipline options may be an item on which collective bargaining may be required.
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Pandemic Planning Team

This team builds a strong relationship with the local health department and emergency
medical agencies and uses their assistance to develop and implement a comprehensive
pandemic influenza school action plan and build awareness of the final plan among staff,
students, and community. See policy 4:180, Pandemic Preparedness; Management; and
Recovery, and its procedures.

Team members may include one or two Board members, administrators, and staff members.
It reports directly to the Superintendent or designee.

Sex Equity Committee

This committee supports the District’s efforts to eliminate sexual harassment by advising the
Superintendent or designee on prevention, intervention, and education. Committee members
may include community representatives, District administrators, teachers, and students. See
policies 5:10, Equal Employment Opportunity and Minority Recruitment; 5:20, Workplace
Harassment Prohibited, T:10, Equal Educational Opportunities; and 7:20, Harassment of
Students Prohibited.

School Violence Prevention Team

This team builds awareness about and supports the development and implementation of the
District’s:

1. Targeted School Violence Prevention Program. See policy 4:190, Targeted School
Violence Prevention Program, and procedure 4:190-AP1, Targeted School Violence
Prevention Program.

2. Anti-bullying program, when and as appropriate. See policy 7:180, Prevention of and
Response to Bullying, Intimidation, and Harassment; and procedure 7:180-AP1,
Prevention, Identification, Investigation, and Response to Bullying.

All Building Principals or their designees must be on this team. Other team members may
include the District Safety Coordinator (see procedure 4:170-AP1, Comprehensive Safety and
Security Plan, Part C, District Safety Coordinator and Safety Team, Responsibilities), law
enforcement representatives, Board Attorney, District psychologist(s), mental health workers
and/or social service agencies, faith leaders, community members, and students. It reports
directly to the Superintendent or designee.

Title I Parent Advisory Committee

This committee is required if the District receives or desires to receive Title I funds. See
policy 6:170, Title I Programs; procedure 6:170-AP1, El, District-Level Parent and Family
Engagement Compact; 20 U.S.C. §§6312(a)(1)(A), 6318(a)(2)(F). The committee supports
the development and implementation of the District’s Title [ plan. Its activities may include,
at the Superintendent or designee’s directive:

1. Facilitating the active involvement of parents/guardians in their children’s academic
success by such activities as coordinating Title [ parent-teacher conferences, providing
information to help parents/guardians assist their children, coordinating volunteer or paid
participation by parents/guardians in school activities, and establishing a process to
respond to parents/guardians’ inquiries and recommendations.

2. Distributing Title I informational materials.

Consulting regarding the District’s Title I Plan.

4. Supporting the implementation of Board policy 6:170, Title I Programs.

(98]
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Committee members include parents/guardians and family members of Title I children. It
reports directly to the Superintendent or designee.

PERA (Performance Educational Reform Act) Joint Committee and the RIF (Reduction in Force)

Joint Committee 5

Each committee listed below is required until its function has been fulfilled; each reports directly

to the Superintendent or designee.

1. PERA joint committee. This mandatory committee develops a plan for incorporating data and
indicators of student growth into the evaluation plan. The joint committee is “composed of
equal representation selected by the district and its teachers, or where applicable, the
exclusive bargaining representative of its teachers.” 105 ILCS 5/24A-4(b). If, within 180
calendar days of the committee’s first meeting, the committee does not reach an agreement on
the plan, the District must implement ISBE’s model evaluation plan with respect to the use of
data and indicators on student growth. The amendment of an evaluation plan continues to be
a mandatory subject of bargaining. This committee also agrees to the panel of qualified
evaluators that reviews appeals of unsatisfactory performance ratings and determines the

criteria for successful appeals.6 105 ILCS 5/24A-5.5, added by P.A. 101-591.

2. RIF joint committee. This mandatory committee convenes annually to consider issues
identified in the statute concerning the selection of teachers for layoff. 105 ILCS 5/24-12(c¢).
On or before December 1 each year, the RIF joint committee must be established and must
hold its first meeting. It is composed of individuals appointed by the Board and the teachers

(or the exclusive bargaining representative of its teachers).

Concussion Oversight Team

The Concussion Oversight Team is required until its function has been fulfilled; it reports directly
to the Superintendent or designee. State law requires the team to establish protocols for return-to-
play and return-to-learn for students who have suffered a concussion or head injury during
interscholastic athletic activities. See policy 7:305, Student Athlete Concussions and Head
Injuries. 105 ILCS 5/22-80(d), amended by P.A. 100-309. The Board must appoint or approve a
Concussion Oversight Team. Section 22-80(d) identifies who must be on each Concussion
Oversight Team. A physician, to the extent possible, must be on the Team. If the school employs
an athletic trainer and/or nurse, they must be on the Team to the extent practicable. The Team
must include, at a minimum, one person who is responsible for implementing and complying with
the return-to-play and return-to-learn protocols adopted by the Team. Other licensed health care
professionals may be appointed to serve on the Team. If it is not practicable for a physician,
athletic trainer and/or nurse to be on the Team and other licensed health care professionals are not
appointed to serve on the Team, the Team may be composed of only one person who need not be

a licensed healthcare professional; however, that individual may not be a coach.

.The footnotes are not intended to be part of the adopted policy; they should be removed before the policy is adopted.

5 These committees are not subject to OMA. 105 ILCS 5/24A-4(b) and 105 ILCS 5/24-12(c), respectively, amended by

P.A. 100-768.
6 The PERA joint committee does not determine what rating will be issued to replace an unsatisfactory rating in the
event of a successful appeal; that issue must be collectively bargained. 105 ILCS 5/24A-5.5, added by P.A. 101-591.
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Wellness Committee 7

The Wellness Committee includes at least one representative from each of the following groups:
parents, students, representatives of the school food authority, teachers of physical education,
school health professionals, a member of the Board,8 school administrators,? and members of the
community. It reports directly to the Superintendent or designee. Individuals of this committee
will participate in the development, implementation, periodic reviews, and updates of policy 6:50,
School Wellness. 7 C.F.R. §210.31(d)(1).

Children’s Advocacy Center Communication Committee 10

This committee supports the implementation of the Alleged Incidents of Sexual Abuse;
Investigations subhead of policy 5:90, Abused and Neglected Child Reporting. It includes the
District Nondiscrimination Coordinator, District Safety Coordinator, and at least one
representative from each of the following groups: District-level administrators, Building
Principals, school personnel, and employees from the accredited Children’s Advocacy Center
(CAC) that serves the District. The CAC Communication Committee reports directly to the
Superintendent or designee. See policy 5:90, Abused and Neglected Child Reporting, and
administrative procedure 5:90-AP, Coordination with Children’s Advocacy Center.

Educational Technology Committee 11

This committee supports the implementation of policy 7:345, Use of Educational Technologies;
Student Data Privacy and Security. Committee members report directly to the Superintendent and
may include the Head of Information Technology, District-level administrators, Building
Principals, and teachers. See administrative procedure 7:345-AP, Use of Educational
Technologies, Student Data Privacy and Security.

The footnotes are not intended to be part of the adopted policy; they should be removed before the policy is adopted.

7 Establishing a wellness committee is optional. The preamble to 7 C.F.R. §210.31(d)(1) suggests one method to
comply with the rules is by: “identifying individuals” to serve on a “local school wellness policy committee.” However, the
final text of 7 C.F.R. §210.31(d)(1) does not specifically require districts to establish a local school wellness policy
committee — only that they “permit [groups listed in the procedure above] to participate ... .” See also f/n 23 in policy 6:50,
School Wellness. If a district establishes a wellness committee, it should be listed here.

8 See f/n 1 above. As much of the work of developing a plan to involve local stakeholders is administrative/staff work
rather than governance work, the best practice is to have a wellness committee be an administrative committee, but consult
the board attorney for guidance about the application of the OMA when three or more board members serve on this
committee.

9 If a board wants to comply with the U.S. Dept. of Agriculture’s encouragement to include Supplemental Nutrition
Assistance Program Education (SNAP-ED) coordinators or educators in the group to provide input about the wellness
policy, insert: “Supplemental Nutrition Assistance Program Education (SNAP-ED) coordinators, educators.” immediately
before: ¥, and members of the community.”

10 Establishing a Children’s Advocacy Center (CAC) communication committee is optional and only applies to school
districts within a county served by an accredited CAC. See f/n 13 in policy 5:90, dbused and Neglected Child Reporting,
and 5:90-AP, Coordination with Children’s Advocacy Center.

11 Establishing an Educational Technology Committee is optional. The Student Online Personal Protection Act
(SOPPA), amended by P.A. 101-516, eff. 7-1-21, centralizes decision making about what K-12 online sites, services, and
applications will be used in schools by requiring boards to adopt a policy for designating which district employees are
authorized to enter into agreements with operators who collect personally identifiable information about students. See
policy 7:345, Educational Technology Use; Student Data Privacy and Security, and 7:345-AP, Educational Technology
Use; Student Data Privacy and Security.
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Remote Learning Committee 12

This committee develops a plan for instruction in grades pre-kindergarten through 12 and presents it
the Superintendent for approval who then presents it to the Board for adoption when the:

1. Governor declares a disaster due to a public health emergency (20 ILCS 3305/7); and

2. State Superintendent of Education declares a requirement for the District to implement and
use Remote Learning Days (RLDs) or Blended Remote Learning Days (BRLDs).

After adoption of the plan by the Board, this committee supervises the implementation of 6:20-AP,
Remote and/or Blended Remote Learning Day Plan(s), will report directly to the Superintendent or
designee, and exists until its function has been fulfilled.

The footnotes are not intended to be part of the adopted policy; they should be removed before the policy is adopted.

12 Establishing this committee is optional. 105 ILCS 5/10-30, added by P.A. 101-643, requires “the district to adopt a
remote and blended remote learning day plan approved by the district superintendent” when certain emergency conditions
exist that are related to the management of a public health emergency under the Ill. Emergency Management Act. See f/n 1
in administrative procedure 6:20-AP, Remote and/or Blended Remote Learning Day Plan(s). A committee can assist the
superintendent to ensure all the statutory requirements for implementing, monitoring, and amending the plan are met.
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June 2020 2:220

School Board

School Board Meeting Procedure 1

Agenda

The School Board President is responsible for focusing the Board meeting agendas on appropriate
content.2 The Superintendent shall prepare agendas in consultation with the Board President. The
President shall designate a portion of the agenda as a consent agenda for those items that usually do
not require extensive discussion before Board action. Upon the request of any Board member, an item
will be withdrawn from the consent agenda and placed on the regular agenda for independent
consideration.3

Each Board meeting agenda shall contain the general subject matter of any item that will be the
subject of final action at the meeting.4 Items submitted by Board members to the Superintendent or
the President shall be placed on the agenda for an upcoming meeting.5 District residents may suggest
inclusions for the agenda.6 The Board will take final action only on items contained in the posted
agenda; items not on the agenda may still be discussed. 7

The footnotes are not intended to be part of the adopted policy; they should be removed before the policy is adopted.

1 State law requires boards to have a policy concerning: (1) the public’s right to record meetings (5 ILCS 120/2.05),
and (2) if applicable, attendance by video or audio means (5 ILCS 120/7, amended by P.A. 101-640). Boards are not
mandated to have a policy on the remaining topics covered in this policy. The following items are matters of local
discretion: agenda preparation and contents, process for board members to have items placed on agenda, receipt and
handling of residents’ requests for agenda inclusions, and order of business.

2 Appropriate agenda content includes: establishing board processes, clarifying the district’s purpose, delegating
authority, defining operating limits, meonitoring district progress, and taking legally required board action. See [4SB
Foundational Principles of Effective Governance.

3 To comply with the Open Meetings Act’s (OMA’s) mandate that minutes contain a “summary of discussion on all
matters proposed, deliberated, or decided,” a board should include a list of consent items in the agenda. OMA also requires
that any final action “be preceded by a public recital of the nature of the matter being considered and other information that
will inform the public of the business being conducted.” 105 ILCS 120/2(¢). Some level of explanation of the consent
agenda items must be verbally given before a board votes to approve a consent agenda. The Ill. Supreme Court has held that
“the recital must announce the nature of the matter under consideration, with sufficient detail to identify the particular
transaction or issue, but need not provide an explanation of its terms or its significance.” Bd. of Education of Springfield
Sch. Dist, No. 186 v. Atty. Gen. of Ill., 77 N.E.3d 625 (1ll. 2017).

4 5 ILCS 120/2.02(c). The I1l. Appellate Court held that OMA prohibits a board from voting on a matter at a regular
meeting that is not on the pre-meeting published agenda. Rice v. Board of Trustees of Adams County, 326 I11.App.3d 1120
(4th Dist. 2002).

5 An alternative follows:

Any Board member may submit suggested agenda items to the Board President for his or her
consideration.

6 See policy 2:230, Public Participation at School Board Meetings and Petitions to the Board. In districts governed by
a board of school directors, an appointed board official must give a person requesting consideration of a matter by the board
a formal written response no later than 60 days after receiving the request. The response must establish a meeting before the
board or list the reasons for denying the request. 105 ILCS 5/10-6.

Options follow to restrict the addition of new agenda items; the phrases between [ ] may be used together, separately, or
eliminated.

Discussion items may be added to the agenda [at the beginning of a regular meeting] [upon unanimous approval of
those Board members present].

7 An opinion from the Ill. Public Access Counselor found no violation of the OMA when a board removed an item
from the agenda within the 48-hour notice time period. PAO 14-3. Removals inform the public that the board does not plan
to proceed on the topic.
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The Superintendent shall provide a copy of the agenda, with adequate data and background
information, to each Board member at least 48 hours before each meeting, except a meeting held in
the event of an emergency.8 The meeting agenda shall be posted in accordance with Board policy
2:200, Types of School Board Meetings.

The Board President shall determine the order of business at regular Board meetings. Upon consent of
a majority of members present, the order of business at any meeting may be changed.

Voting Method

Unless otherwise provided by law, when a vote is taken upon any measure before the Board, with a
quorum being present, a majority of the votes cast shall determine its outcome.9 A vote of abstain or
present, or a vote other than yea or may, or a failure to vote, is counted for the purposes of
determining whether a quorum is present. A vote of abstain or present, or a vote other than yea or

The footnotes are not intended to be part of the adopted policy; they should be removed before the policy is adopted.

8 State law does not require this, except that 105 ILCS 5/10-16 requires members to receive a written notice of a
special meeting that includes the meeting’s purpose.

9 In most situations, the failure of a member to vote has the effect of acquiescence or concurrence with the majority of
votes cast. Prosser v. Village of Fox Lake, 438 N.E.2d 134 (Ill. 1982); People v. Bertrand, 978 N.E.2d 681 (1st Dist. 2012).
For example, a motion passes with a vote of two yeas, one nay, and four abstentions. A motion fails with a vote of two yeas,
three nays, and two abstentions. A motion fails with a vote of three yeas, three nays, and one abstain because there is no
majority. Exceptions include when a statute requires the affirmative vote of a majority or extra. Statutory exceptions include
the following board actions:

1. Dismissing a teacher for any reason other than reduction of staff or elimination of that position requires
approval by the majority of all members. 105 ILCS 5/24-12.

2. Directing the sale of district real property or buildings thereon must be approved by at least 2/3 of the board
members (105 ILCS 5/5-22), unless the sale is residential property constructed or renovated by students as
part of a curricular program, in which case, the board could engage the services of a licensed real estate
broker to sell the property for a commission not to exceed 7%, contingent upon the public listing of the
property on a multiple listing service for a minimum of 14 calendar days and a sale of the property happens
within 120 days.

3. Making or renewing a lease of school property to another school district or municipality or body politic and
corporate for a term longer than ten years, or to alter the terms of such a lease whose unexpired term exceeds
10 years, requires approval by at least 2/3 of the board’s full membership. 105 ILCS 5/10-22.11.

4, Leasing any building, rooms, grounds, and appurtenances to be used by the district for school or
administration purposes for a term longer than ten years, or to alter the terms of such a lease whose unexpired
term exceeds ten years, requires approval by at least 2/3 of the board’s full membership. 105 ILCS 5/10-
22,12,

5. Obtaining personal property by lease or installment contract requires approval by an affirmative vote of at
least 2/3 of the board members. Personal property includes computer hardware and software and all
equipment, fixtures, and improvements to existing district facilities to accommodate computers. 105 ILCS
5/10-22.25a.

6. Adopting a supplemental budget after a successful referendum requires approval by a majority of the full
board.105 ILCS 5/17-3.2.

7. Petitioning the circuit court for an emergency election requires approval by a majority of the members. 10
ILCS 5/2A-1.4.

8. Expending funds in emergency situation in the absence of required bidding requires approval by at least 3/4
of the board, 105 ILCS 5/10-20.21.

9. Exchanging school building sites requires approval by at least a 2/3 majority of the board. 105 ILCS 5/5-23.

10. Waiving the administrative cost cap requires approval by an affirmative vote of at least 2/3 of the board. 105
ILCS 5/17-1.5.

11.  Authorizing an advisory question of public policy to be placed on the ballot at the next regularly scheduled
election requires approval by a majority of the board. 105 ILCS 5/9-1.5.
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nay, or a failure to vote, however, is not counted in determining whether a measure has been passed
by the Board, unless otherwise stated in law. The sequence for casting votes is rotated. 10

On all questions involving the expenditure of money and on all questions involving the closing of a
meeting to the public, a roll call vote shall be taken and entered in the Board’s minutes. An individual
Board member may request that a roll call vote be taken on any other matter; the President or other
presiding officer may approve or deny the request but a denial is subject to being overturned by a
majority vote of the members present. 11

Minutes

The Board Secretary shall keep written minutes of all Board meetings (whether open or closed),
which shall be signed by the President and the Secretary.12 The minutes include: 13

1. The meeting’s date, time, and place;
2. Board members recorded as either 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 nay;
If the meeting is adjourned to another date, the time and place of the adjourned meeting;
6. The vote of each member present when a vote is taken to hold a closed meeting or portion of
a meeting, and the reason for the closed meeting with a citation to the specific exception
contained in the Open Meetings Act (OMA) authorizing the closed meeting;
7. A record of all motions, including individuals making and seconding motions;
8. Upon request by a Board member, a record of how he or she voted on a particular motion;14
and
9. The type of meeting, including any notices and, if a reconvened meeting, the original
meeting’s date.
The minutes shall be submitted to the Board for approval or modification at its next regularly
scheduled open meeting. Minutes for open meetings must be approved within 30 days after the
meeting or at the second subsequent regular meeting, whichever is later. 15

wn

The footnotes are not intended to be part of the adopted policy; they should be removed before the policy is adopted.

10 Voting sequence is at the board’s discretion. A board may indicate how frequently it changes the voting sequence by
adding after each vote, monthly, or annually to the end of the sentence. All board members, including officers, may make
motions and vote.

11 This paragraph’s first sentence contains the requirements in 105 ILCS 5/10-7. The second sentence is optional and
may be deleted or amended. Other optional provisions include:

Option 1: Any Board member may include a written explanation of his or her vote in the
District file containing individual Board member statements; the explanation will not be part
of the minutes.

Option 2: Any Board member may request that his or her vote be changed before the
President announces the result.

12 105 ILCS 5/10-7 and 5 ILCS 120/2.06. The minutes are the only record showing that the board took official action,
including necessary prerequisites to make such action legally sufficient. A non-member recording secretary or clerk may be
given these responsibilities. 105 ILCS 5/10-14.

13 All items listed are required to be recorded in minutes except items 7-9; other items may be included at the board’s
discretion. 5 ILCS 120/2.06 and 120/2a; 105 ILCS 5/10-7. The Ill. Public Access Counselor (PAC) found a board’s vague
reference to a personnel maiter insufficient to meet the requirements of #3. PAO 13-07.

14 The intent behind this optional item is to give an individual member a means of recording his or her support or
opposition to a motion that was taken by oral vote; it will record that the individual took an alternative position to that of the
majority without having the minutes recite unnecessary detail.

15 Required by 5 ILCS 120/2.06(b).
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At least semi-annually in an open meeting, the Board: (1) reviews minutes from all closed meetings
that are currently unavailable for public release, and (2) decides which, if any, no longer require
confidential treatment and are available for public inspection.16 The Board may meet in a prior closed
session to review the minutes from closed meetings that are currently unavailable for public release.
17

The Board’s meeting minutes must be submitted to the Board Treasurer at such times as the Treasurer
may require, 18

The official minutes are in the custody of the Board Secretary.19 Open meeting minutes are available
for inspection during regular office hours within 10 days after the Board’s approval;20 they may be
inspected in the District’s main office, in the presence of the Secretary, the Superintendent or
designee, or any Board member.

Minutes from closed meetings are likewise available, but only if the Board has released them for
public inspection, except that Board members may access closed session minutes not yet released for
public inspection (1) in the District’s administrative offices or their official storage location, and (2)
in the presence of the Recording Secretary, the Superintendent or designated administrator, or any
elected Board member.21 The minutes, whether reviewed by members of the public or the Board,
shall not be removed from the District’s administrative offices or their official storage location except
by vote of the Board or by court order. 22

The Board’s open meeting minutes shall be posted on the District website within ten days after the
Board approves them; the minutes will remain posted for at least 60 days. 23

Verbatim Record of Closed Meetings

The Superintendent, or the Board Secretary when the Superintendent is absent, shall audio record all
closed meetings.24 If neither is present, the Board President or presiding officer shall assume this
responsibility. After the closed meeting, the person making the audio recording shall label the

The footnotes are not intended to be part of the adopted policy; they should be removed before the policy is adopted.

16 Required by 5 ILCS 120/2.06(c). While board notes from closed sessions may be confidential under the Freedom of
Information Act (FOIA), they may be discoverable by the opposing party in a lawsuit. Bobkoski v. Cary School Dist. 26,
141 F.R.D. 88 (N.D. Ill. 1992).

The failure to strictly comply with the semi-annual review does not cause the written minutes or related verbatim
record to become public, provided that the board, within 60 days of discovering its failure to strictly comply, reviews the
closed session minutes and reports the result of that review in open session. 5 ILCS 120/2.06.

17 5 ILCS 120/2 allows boards to discuss the confidentiality needs of closed meeting minutes in closed meetings.

18 Required by 105 ILCS 5/10-7.

19 Optional provision: “A copy of the minutes is kept in a secure location appropriate for valuables.”

20 Required by 5 ILCS 120/2.06(b).

21 5 ILCS 120/2.06(e). The listed individuals in the statute are matched to the titles in the IASB Policy Reference
Manual If the bOdld w13hf:.=, to mirror the statutory language, delete: %h&Reeefdﬁ%Seefethhe—&ipeﬂmeﬂdem—ep

- and replace with: “a records secretary, an administrative official of
the public body, or any elecled official of the public body.”

See the discussion in paragraph two of f/n 27 below about what in the presence of means.

22 1d.

23 Posting on the website is required only if the district has a website that is maintained by a full-time staff member; if
not, this sentence may be omitted. 5 ILCS 120/2.06(b).

24 Boards must keep a verbatim record of their closed meetings in the form of an audio or video recording. 5 ILCS
120/2.06. This sample policy uses audio recording only; a board that uses a video recording should amend this policy and
exhibit 2:220-E1, Board Treatment of Closed Meeting Verbatim Recordings and Minutes.

The interests of continuity, efficiency, and ease of holding someone accountable suggest that the superintendent be
made responsible for making and storing the verbatim recordings. If the superintendent is not present, e.g., during
discussions concerning the superintendent’s contract, the tasks should be given to a board member.
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recording with the date and store it in a secure location. The Superintendent shall ensure that: (1) an
audio recording device and all necessary accompanying items are available to the Board for every
closed meeting, and (2) a secure location for storing closed meeting audio recordings is maintained
close to the Board’s regular meeting location. 25

After 18 months have passed since being made, the audio recording of a closed meeting is destroyed
provided the Board approved: (1) its destruction, and (2) minutes of the particular closed meeting. 26

Individual Board members may access verbatim recordings in the presence of the Recording
Secretary, the Superintendent or designated administrator, or any elected Board member.27 Access to
the verbatim recordings is available at the District’s administrative offices or the verbatim recording’s
official storage location.28 Requests shall be made to the Superintendent or Board President. While a
Board member is listening to a verbatim recording, it shall not be re-recorded or removed from the
District’s main office or official storage location, except by vote of the Board or by court order. 29

Before making such requests, Board members should consider whether such requests are germane to
their responsibilities, service to District, and/or Oath of Office in policy 2:80, Board Member Oath
and Conduct. In the interest of encouraging free and open expression by Board members during

The footnotes are not intended to be part of the adopted policy; they should be removed before the policy is adopted.

25 Alternatively, use: “is maintained within the District’s administrative offices or their official storage location.”

26 This paragraph paraphrases 5 ILCS 120/2.06(c). No notification to, or the approval of, a records commission or the
State Archivist is needed if a recording is destroyed under the conditions listed.

27 5 ILCS 120/2.06(e). The listed individuals allgn w1th thc othel tlt[cs uscd in the IASB Pollcy Refcrencc Manual If
the board wishes to mirror the statute, delete: the 2 h 4 &
ap—elected-Boeard-member and rcplacc with: “a records secretaly, an admlmstratlvc ofﬁmal of the publlc body, or any
elected official of the public body.”

The intent of the in the presence of language is meant to protect both (1) the verbatim recordings/closed session
minutes (see f/n 21 above), and (2) the board members requesting access to them. It ensures that a school district official is
present at all times when a requesting board member accesses the verbatim recording/closed session minutes. The
requirement is meant to prevent misuse and removal of the verbatim recording/closed session minutes from the district
offices or official storage location. It is also meant to protect the board member who requests the access from being alone
and in a situation where he or she could potentially be accused of tampering with or taking the verbatim recording/closed
session minutes.

Consult the board attorney about:

1. The practice of sending an appointed board member to be present with a board member who requests access
to verbatim recordings/closed session minutes. 5 ILCS 120/2.06(e) states, “any elected member of the
Board;” appointed is not listed but is mentioned elsewhere in the language of this section of the law;

2. Access to verbatim recordings/closed session minutes by other officials employed by the district, e.g.,
superintendent or other high-level administrators and even the board attorney; and

3. How this law affects the sharing of closed session minutes with board members prior to a meeting at which
the closed session minutes will be approved.

The intent of P.A. 99-515, which amended 5 ILCS 120/2.06(e), was to manage a board member’s individual request for
access to these items in his or her individual capacity (see 2:80, Board Member Oath and Conduct), not change prior
practices in regard to other officials and board attorneys or the required work of school boards under various laws. While
many attorneys do not interpret the new law to restrict access or change procedures for these other high-level school
officials and attorneys employed by the district, some attorneys do and it is important to obtain legal advice on this specific
issue.

28 Id.

29 1d.
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closed meetings, the recordings of closed meetings should not be used by Board members to confirm
or dispute the accuracy of recollections. 30

Quorum and Participation by Audio or Video Means 31

A quorum of the Board must be physically present at all Board meetings. A majority of the full
membership of the Board constitutes a quorum.

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 recording secretary or
Superintendent at least 24 hours before the meeting unless advance notice is impractical. The
recording 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, may participate in all aspects of the Board meeting including voting on any item.

No Physical Presence of Quorum and Participation by Audio or Video: Disaster Declaration 32

The ability of the Board to meet in person with a quorum physically present at its meeting location
may be affected by the Governor or the Director of the Ill. Dept. of Public Health issuing a disaster

The footnotes are not intended to be part of the adopted policy; they should be removed before the policy is adopted.

30 This paragraph is optional. It provides boards an opportunity to discuss and encourage each member to carefully
think about purposes for their requests to listen to verbatim recordings, which historically has been and should continue to
be to “access information relevant to the exercise of duties™ for the public body. Intra-board conflicts may escalate if the
recording is used to confirm or dispute who-said-what. Prior to P.A. 99-515, OMA did (and still does) allow boards to
release these types of information. 5 ILCS 120/2.06(e). Further, Ill. Atty. Gen. Op. 32, 1996, opined that board members
cannot be denied access to information relevant to the exercise of his or her duties. Board members should evaluate whether
their requests under 5 ILCS 120/2.06(e) are “relevant to the exercise of their duties” before making such requests.
Confirming or disputing who-said-what diverts resources away from operations of the district in educating its students.
Additional considerations in listening to verbatim recordings may include personnel and student records confidentiality
issues, which should be discussed with the board attorney.

31 5 ILCS 120/2.01 and 120/7, amended by P.A. 101-640. See also 105 ILCS 5/10-6 and 5/10-12. In order to allow
attendance by video or audio means, a board must adopt a policy conforming to the restrictions in OMA. The statute
requires the board member who wishes to attend remotely to notify the “recording secretary or clerk of the public body.”
The policy includes the superintendent as a possible person to receive the notice. Everything in this section is required aside
from provisions on the length of notification that is given the secretary and the process for accommodating the request.
Alternatively, a board may: (1) prohibit members from participating by video or audio means by omitting this section, (2)
add other requirements, or (3) alter the 24 hour notification. Note that the statute does not contemplate someone either
approving or denying a request, only that the request be accommodated if the notification is provided.

In a non-binding opinion, the PAC found a public body violated OMA when it allowed a board member to join a closed
session meeting remotely without first taking action at that particular meeting in open session to approve the remote
participation. 2019 PAC 57660. Therefore, even with the adoption of this policy to approve remote participation, best
practice is to ensure the public is informed of any board members that are participating remotely for a particular board
meeting, Consult the board attorney for advice on whether the board should take action every time it wishes to permit a
member to participate remotely or in those instances where a board member objects to such participation.

32 5 1LCS 120/2.01and 120/7(e)(1)-(10), amended by P.A. 101-640. See also 105 ILCS 5/10-6 and 5/10-12. During the
2020 COVID-19 pandemic, Ill. Gov. Pritzker issued Executive Order (EQ) 2020-07 pursuant to 20 ILCS 3305/7 (disaster
proclamation due to public health emergency) that temporarily suspended OMA’s physical quorum requirement. The
Governor extended this OMA relief through subsequent Executive Orders as the crisis continued. See EOs 2020-18, 2020-
33, and 2020-39. During the period covered by EO 2020-39, 5 ILCS 120/120/7(¢e), amended by P.A. 101-640 was enacted,
immediately requiring public bodies to meet a number of conditions before suspending the physical quorum requirement.

Boards must remember that public comment is still required when a quorum is not physically present at the meeting
location. See Public Comment section of the Ill. Atty. Gen.’s guidance entitled Guidance to Public Bodies on the Open
Meetings  Act and the Freedom of Information Act During the COVID-19 Pandemic on p. 5 at
www.foia.ilattorneygeneral.net/pdf/fOMA_FOIA_Guide.pdf.
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declaration related to a public health emergency.33 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 determines that an
in-person meeting or a meeting conducted under the Quorum and Participation by Audio or Video
Means subhead above, is not practical or prudent because of the disaster declaration; if neither the
President nor Vice President are present or able to perform this determination, the Superintendent
shall serve as the duly authorized designee for purposes of making this determination. 34

The individual who makes this determination for the Board shall put it in writing, include it on the
Board’s published notice and agenda for the audio or video meeting and in the meeting minutes,35
and ensure that the Board meets every OMA requirement for the Board to meet by video or audio
conference without the physical presence of a quorum. 36

Rules of Order

Unless State law or Board-adopted rules apply, the Board President, as the presiding officer, will use
Robert’s Rules of Order, Newly Revised (11th Edition), as a guide when a question arises concerning
procedure. 37

Broadcasting and Recording Board Meetings

Any person may record or broadcast an open Board meeting.38 Special requests to facilitate recording
or broadcasting an open Board meeting, such as seating, writing surfaces, lighting, and access to
electrical power, should be directed to the Superintendent at least 24 hours before the meeting.

The footnotes are not intended to be part of the adopted policy; they should be removed before the policy is adopted.

33 The phrase “due to public health emergency” aligns with I1l. Emergency Act (IEMA), 20 ILCS 3305/4 and 7, which
provides the governor with the power to declare a disaster. 5 ILCS 120/7(e)(1), amended by P.A. 101-640, uses the phrase
“related to public health concerns because [the governor has declared] a disaster” and while not aligning with IEMA text,
means “public health emergency.” For ease of understanding and alignment with IEMA, this policy uses “public health
emergency.”

To avoid confusion, note that the triggers under 5 ILCS 120/7(e), amended by P.A. 101-640, for when a school board
may conduct its meetings by audio or video conference without the physical presence of a quorum are a bit more broad than
the School Code’s triggers to implement remote and/or blended remote learning days (RLD/BRLDs). OMA states (1) the
“governor or the director of IDPH has issued a disaster declaration of a disaster as defined in 20 ILCS 3305/ ... .” This
means that it is possible for the board to meet remotely if the director of IDPH declares a disaster under OMA, but that may
not mean a district must implement RLD/BLRDs because the School Code states that the governor must declare the disaster.

34 5 ILCS 120/7(e)(2), amended by P.A. 101-640 states “the head of the public body as defined in [the Freedom of
Information Act (FOIA), 5 ILCS 140/2(e), FOIA].” FOIA defines head of the public body to mean the president or “such
person’s duly authorized designee.” 5 ILCS 140/2(e). Policy 2:110, Qualifications, Term, and Duties of Board Officers,
designates the vice president to perform the duties of the president if that office is vacant or he or she is absent or unable to
perform the office’s duties.

For practical purposes if a disaster is declared due to a public health concern, this policy designates the superintendent
as “[the president or vice president’s] duly authorized designee” pursuant to the authority of 5 ILCS 140/2(e) for the board
to move forward with the required determination to meet by audio or video with no physical presence of a quorum.

35 While this phrase of the sentence is not required in OMA, many attorneys agree that transparency best practices in
this situation include the individual making the determination to: (1) put it in writing referring to the specific disaster
declaration applicable to the board’s jurisdiction and the public health concern/public health emergency that applies to not
having an in-person meeting; and (2) include that written determination (a) on the board’s published notice and agenda for
the audio or video meeting, and (b) in the meeting minutes.

36 See 2:220-E9, Reguirements for No Physical Presence of Quorum and Participation by Audio or Video During
Disaster Declaration,

37 Boards are not required to follow any particular rules of order. Rules, however, must be in writing and available for
public inspection, in order to have any legal effect. 105 ILCS 5/10-20.5.

38 The public’s right to record meetings must be addressed in board policy. 5 ILCS 120/2.05. However, a provision
requiring advance notice to record a meeting is invalid. PAO 12-10. '
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Recording meetings shall not distract or disturb Board members, other meeting participants, or
members of the public. The Board President may designate a location for recording equipment, may
restrict the movements of individuals who are using recording equipment, or may take such other
steps as are deemed necessary to preserve decorum and facilitate the meeting.

LEGAL REF.: 5 ILCS 120/2a, 120/2.02, 120/2.05, 120/2.06, and 120/7.
105 ILCS 5/10-6, 5/10-7, 5/10-12, and 5/10-16.

CROSS REF.: 2:80 (Board Member Oath and Conduct), 2:150 (Committees), 2:200 (Types of
School Board Meetings), 2:210 (Organizational School Board Meeting), 2:230
(Public Participation at School Board Meetings and Petitions to the Board)
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June 2020 2:220-E9

School Board

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 commitiee(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 participation by audio or video.

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

Consult the Board Attorney for guidance,

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

[ ] 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), amended by
P.A. 101-640. Note: OMA uses “public health concerns,” but the Ill. Emergency Management 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), amended by P.A. 101-640, 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), amended by
P.A. 101-640) (check Yes or No, below):

[] Yes; it is an emergency meeting, and I:

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), amended by
P.A. 101-640;

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-El, 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.

[ ] Noj it is a regular or special meeting, and I:
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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), amended by P.A. 101-640. Note: 5 ILCS 120/7(e), amended by P.A. 101-
640 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. Moves 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), amended by P.A. 101-640). (check Yes or No, below):

[[] Yes; in-person attendance is practical, prudent, or feasible, and I:

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), amended by P.A. 101-
640), 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), amended by P.A. 101-640.

C. Move to Step 3, below.
[] 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 concern/emergency that applies to the Board and the
meeting. 5 ILCS 120/7(e)(1) and (2), amended by P.A. 101-640.

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)(7)(A)-(B),
amended by P.A. 101-640.

C. Offered the alternative arrangements to the public by offering a telephone number or a web-
based link. 5 ILCS 120/7(e)(4), amended by P.A. 101-640.

Insert a link to the meeting notice or attach a copy of the notice or refer to
above if already attached 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,

[ ] 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), amended by P.A. 101-640.
Sample text follows below in the subhead below Report to the Public Following the Board’s Meeting
with No Physical Presence of Quorum.
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[ ] 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), amended by P.A. 101-640.

[] 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, announced:

1. Themselves present (5 ILCS 120/7(e)(3), amended by P.A. 101-640), and

2. A verification that they could hear one another and all discussion and testimony. Id.
See 2:220-E3, Closed Meeting Minutes and/or 2:220-E4, Open Meeting Minutes.

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

[] 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), amended by P.A. 101-640) and directed the Recording Secretary to reflect it in the
minutes (best practice for transparency).

[] 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), amended by P.A. 101-640), 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.):

GCYeaS” “Nays”

Motion: [_| Carried [ ] 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 School 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), amended by P.A. 101-640.

[ Insert links to the verbatim recording of meeting here or attach to this document.

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), amended by P.A. 101-640,
applies that process for destroying closed session verbatim recordings to the destruction of the
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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:
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