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Board Policy and Operations:
An Introduction
Board Policy
Forming and adopting policies is the primary method through which the school board leads in
the operation of a school system. The Tennessee General Assembly gave boards the authority
to manage and control their districts. Through policy, boards exercise this control by creating a
framework within which the director and staff can discharge their duties with positive direction.
Policies make clear to the administration what and how much the board wants to see happen, as
well as why.
Good policy is essential to good management. Board policies serve as a guide to staff as they
develop administrative procedures. Policies are also important tools in the decision-making
process. Having comprehensive policies in place to guide district and school operations is
critical to the successful operation of a school district.
The board should not only adopt policies but also exercise appropriate oversight as the
administration implements the policies. Board members should ask themselves whether policies
are being implemented and if they are achieving the desired results.
Ultimately, the final authority and responsibility for board policy lies with the Board. Policy
making is a serious board responsibility because board policies ultimately affect just about every
aspect of the school district. Therefore, it presents the most powerful lever for the exercise of
leadership.

Board Operations
Through the operation of the local board of education, the control of education is kept close to
the people of the community. It exists because our people have hopes, ideals, and aspirations
for their children, what they will become, and the kind of community, state, nation, and world in
which they will live.
To carry out these duties, boards must establish basic operating principles. Boards elect officers,
establish committees, hold official meetings, and make decisions that impact almost everyone
in the community. While some of these tasks are routine, others are not. Board members must
understand Robert’s Rules of Order. This will ensure they know how to properly carry out their
responsibilities and communicate effectively during a board meeting.
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The Structure of Policy
What Is Policy?
Policies are guidelines adopted by the board
to chart a course of action. They indicate
what the board expects and may include
why and how much. They should be broad
enough to permit discretionary action by
the administration in meeting day-to-day
problems and yet specific enough to give
clear guidance. They should be based upon
established legal precedents or rules.

Why Have Policy?
The local board of education, as it
performs its functions and discharges
its responsibilities, operates within a
framework established by local board policy
and state and federal law.
An important principle in performing any
board function is that of operating as a unit.
A school board is legally a single, united
body. School board policies and actions
are official and legally binding only when
approved in an official meeting of the board
and written in the minutes.
State law confers no authority on individual
board members except that which can
be exercised in an official board meeting.
Except during an official meeting, a board
member has no more power over school
matters than any other citizen in the
community.
Yet the board, when operating as a cohesive
unit, has power and authority over a
community’s most important resource:
its children. With that authority comes
responsibility and accountability to see
that the adults of tomorrow prepare for the
future today.

School boards are finding that the general
public has never before been so interested
or involved in school board matters. While
this trend has many positive aspects
concerning the quality and enthusiasm
about education, it also places school board
members under intense scrutiny and makes
their jobs more sensitive, especially when a
controversial issue is involved.
The basic rule for dealing with the public is
to be kind and considerate but also firm and
understanding. The public should not be
allowed to dictate board policy and neither
should the board ignore problems under the
guise of policy.
Because policies are an expression of the
goals of the district, they should reflect the
expectations of the community. Stating
clearly what the direction of the school
district should be and then defining the
specific areas for improvement are tasks
that require skilled board members and
willing administrators.

Authority Through Policy
Good boardsmanship holds true to the
principle that the board must be in charge
and must always strive to get what it wants.
Written policies increase the likelihood of
the board getting what it wants.
If a board spends most of its time debating
such things as how the roof of a school will
be repaired or whether to spend thirty-five
dollars to send a teacher to a workshop, it
is plagued with the illness of “administrative
trivialities.” If there were a physician who
specialized in school board service, he
would surely prescribe policy making as the
cure. These routine decisions could have
been handled by the director and staff if the
board had adopted appropriate policies to
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provide guidance for administrative action.
When a board and its chief administrator
are confused about roles and authority or
are plagued with misunderstandings, board
policy is a likely remedy. It serves to clarify
board and director functions.
Ambiguity, confusion, and trouble are
avoided when policies are adopted and
published. Clearly written policies that
reflect thorough research, sound judgment
and careful planning reduce the accusations
of uninformed critics.
State statutes allow the board to make all
necessary rules and regulations for the
government and conduct of the public
schools, but the real reservoir of power lies
in the board’s policies. The Supreme Court
has equated “planning” with governmental
actions and decisions involving public policy
considerations. The discretionary function
exception insulates the government from
liability if the action challenged in the case
involves the permissible exercise of policy
judgment.
Each policy is a guideline for action by the
administration, the staff, and the board
itself. Well-written policies identify what
is wanted, why it is wanted, how much is
wanted, and who is responsible. Each policy
should reflect the will of the board after
much review and debate.
Surprisingly, however, some boards rely
on case-by-case approaches to solve
their problems. This ensures that they will
face many more problems and have more
difficulty justifying decisions than boards
that establish policies well in advance of
anticipated problems. A board that lacks
written policies will be accused of practicing
favoritism because the decision it makes for
a well-liked person may be different from
the one it makes for a similar request by an
average citizen, student, or employee.
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Failure to develop policies leaves
interpretation open to the memories of
board members, administrators and other
personnel. A board that neglects its policy
manual is essentially giving up control of the
schools. If there is no policy, the director’s
judgment determines the course of action
without board guidance.
If the board wants to exercise control,
it must become the policy maker. As
policy maker, it will need to develop skills
in decision making, communications,
organizational structure, personnel relations,
leadership, and public relations. The
board will need to know how to manage
time, conduct effective board meetings,
communicate with the community, support
evaluation procedures, and support
appropriate board/director relations.
In other words, the board needs to be
comprised of knowledgeable and skillful
board members. However, few board
members are skilled in all areas of board
operation. The best way to compensate for
this is to have sound, written policies to
provide continuity and stability even though
board members, staff, and the director may
change. Being proactive and developing
policies before they are needed allows the
board to debate and determine the merits
of an issue without the pressure of personal
application, heightened emotions, and time
limits. Over the long term, a board with wellwritten policies will have better educational
programs and staff accountability. Also,
policies prevent the board from debating the
same issues over and over, and they make
the board’s wishes clear to all administrators,
teachers, students, and citizens.
To remain useful and relevant, policies need
to be reviewed every year. Boards should
be committed to ensuring that their policies
reflect the newest laws and regulations, or
they may eventually face the consequences
in court. “(Trying to defend in court a
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decision that was made based on a policy
later found to be in violation of current law
could be disastrous.)”
A board with sound, written policies that
are being followed has an advantage over
any problems that may arise and a solid
defense against challenges to its authority.
A board with poorly written or no policies
will eventually encounter many preventable
problems and is taking a needless risk with
its authority.

Summary
A school board is an elected public body
with authority to set direction for the school
system. Just as laws that are established by
the legislature must be in writing, so must
board policies be in writing.
1. Policies foster stability and continuity.
Board members come and go, staff
people leave, retire, or are separated,
but policy endures. Well-written policies
help provide for smooth transitions when
changes take place. Additionally, fair,
consistent, and uniform treatment of all
students, parents, community members,
and employees is ensured because
ambiguity, confusion, and trouble are
avoided when policies are adopted,
published, and disseminated. Clearly
written policies reflecting research,
sound judgment and careful planning
help prevent maiming accusations of
uninformed critics. The public tends
to trust in the consistency of written,
established policy.
2. Policies keep people informed
about the board’s position on major
educational operational problems.
An effective public relations tool, policies
convey the board’s basic philosophy and
position on specific issues. When any
public body operates in the open area,
there can be no charges of secrecy.
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3. Policies and regulations clarify boarddirector relations.
When the board gives the school
director the kind of broad directions s/
he needs, the director can administer the
school system and get jobs done.
4. Policies save time and effort for the
director.
When problems come up (e.g., the use
of school buildings by private groups,
criticism against textbooks), the director
does not have to go to the board each
time for a decision. S/He can take care
of the matter on the basis of the board’s
standing statements.
5. Policies save time and effort for the
board.
When policy and regulations exist, there
need not be long board discussions on
details of administration - that’s the
director’s job. There need not be a rerun
of arguments on a problem that has
been settled before. There need not be
tedious arguments late into the night.
“We enacted a policy on that question
last year” is all that needs to be said to
end the discussion and to move on to
the next order of business.
6. Policies facilitate the process of
evaluating board and administrative
practices.
Policies provide a sound basis for
appraisal and accountability. Policies
establish direction, set goals, assign
authority, and establish controls, which
are all essential elements in considering
accountability.
7. Policies help to ensure that the board
functions appropriately and legally.
Policies are subjected to legal reviews
before final adoption by the board.
This should ensure that each policy is
in compliance with legal authority. By
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permitting comments prior to adoption
by those who will be affected by the
policy, the board can more clearly
understand the impact of a policy and
ensure that the policy is appropriate.
8. Policies are required by law.
State law requires that each local board
of education adopt written policies and
that board policies be compiled and
published. The law further requires that
policies are reviewed at least every two
years, but TSBA strongly recommends
annual reviews.

What Policy Is Not
Policy is not detailed directions for
operating a school system or running
a particular program. Administrative
procedures are detailed directions
developed by the administration to put
policy into practice. They tell how, by whom,
where, and when things are to be done.
Policies are not restatements or
paraphrases or law. Boards adopt policy
to implement or comply with state or
federal statutes and regulations, but merely
repeating or rewriting state or federal law
is not policy making. Board policy should be
language over which the board has control.
Policies must not repeat what can be found
elsewhere.
Policies are not the same as board
decisions. When a board decides to adopt
a budget or a school calendar or to extend
the director’s contract, these decisions are
simply a board’s actions in carrying out its
responsibilities. When the board decides to
establish new criteria for the hiring of school
principals or for the use of school
facilities, it is making policies that affect
administrative actions.
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A policy is not a job description. Although
job descriptions are important tools for the
management of the schools, they are not
board policy. Job descriptions should be
developed by the administration in line with
board policy and filed in a separate manual,
perhaps the administrative procedures
manual.
Just as laws must be in writing, the policies
of a school board must be in writing.
Increasingly, state legislatures and the public
are demanding it, and courts are taking
boards to task when they attempt to enforce
measures that have not been written down
and made known.
Sound, written policies have many
advantages. Yet some board members
continue to view them as a necessary evil or
long for the days when the district’s entire
manual could be summed up in a few short
pages. But this approach no longer works
because boards and directors are faced
daily with decisions that affect the legal and
civil rights of staff members, studentsm,
and parents. Unless boards develop written
policies to guide these decisions, they
will probably find themselves involved in
long, embarrassing legal and due process
proceedings.
When doubts arise regarding time spent
developing or revising policy, consider the
public’s expectations of its school board.
The public expects students to learn within
a safe, friendly, and challenging learning
environment under the tutelage of proficient
and caring teachers. The public holds the
school board accountable for the manner
in which the schools are governed and
managed and for the results achieved. Welldefined, clear policies can serve as the basis
for accountability and evaluation used to
govern and improve the schools.
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TCA 49-2-207. Policy Pamphlets.
(a) The local board of education shall compile and publish an official operating policy pamphlet,
which shall contain, but not be limited to, such procedures as have been established by letter,
directive, written or verbal memorandum, custom or tradition, and by which schools are managed,
operated or controlled. Such policy pamphlet shall be updated every two (2) years.
(b) “Pamphlet” may mean a loose-leaf binder.
(c) A copy of the updated board of education operating policy pamphlet shall be distributed to each
principal of each local school system to be kept on file and available in each school library during
and immediately after normal school hours. Board of education operating policies kept in electronic
format and available in each school library shall satisfy the requirements of this subsection (c).
(d) Deleted by 2019 Pub.Acts, c. 248, § 28, eff. May 2, 2019.
(e) Added or amended policies and a notice of each deleted policy shall be kept on file and available
in each school library.
(f) If a local board’s operating policies are kept in electronic format, and if the board also maintains
an Internet web site, then the board shall make its operating policies available and accessible on that
web site.
(g) The commissioner shall be authorized and directed to take appropriate action to enforce this
section.
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Policies do the Following:
• Establish a legal record
• Provide for fair, reasonable, consistent, and impersonal treatment of issues
• Provide a procedure in advance for handling problems as they arise, before emotions
get involved
• Save time and effort by eliminating the need to make a new decision each time a
recurring situation arises
• Eliminate or sharply reduce crisis decision making
• Tend to reduce pressures of special interest groups
• Aid boards in appraising the school system’s educational services
• Aid in the orientation of new board and staff members
• Help keep the community and staff informed of board philosophy and action
• Enhance school-community relations when the public has involvement in developing
policies of mutual interest
• Improve staff morale through staff involvement in policy development
• Improve board/director/staff relationships because all are partners in policy
development and implementation
• Provide a means for staff members to assess their individual roles within the
framework of the district’s overall operation
• Provide documentation that the board is running a businesslike operation
• Give credence to board action, as people tend to respect what is in writing even
though they may not agree
• Foster stability and continuity

5.403

Each Board of Education that offers honors courses and early
postsecondary opportunities shall adopt a policy providing for
additional weighting for these courses. School districts shall
annually approve the list of such courses and provide this
information to the public.
Each Board of Education shall adopt a grievance procedure and
designate at least one (1) employee to coordinate investigations of
complaint and compliance.
Each Board of Education shall adopt a policy for employees who
are engaged in safety-sensitive positions to be tested for drugs and
alcohol. Testing for bus drivers is required for Boards that provide
transportation.

State Board of Education Policy
3.301

29 USCA § 621 et seq.; 42 USCA
§§ 6101 – 6107; 34 CFR § 110.25

Omnibus Transportation Employee
Testing Act, 49 USCA § 5331; 49
CFR § 382.601

TRR/MS 0520‐01‐03‐.08(2)(d)

Advanced Coursework
Weighting

Age Discrimination Act

Alcohol and Drug Use employee

Alcohol and Drug Use student

1

Each Board of Education shall adopt a policy for handling drug and
alcohol issues.

5.501

Each Board of Education shall adopt a policy that provides for the
administration of medications that treat adrenal insufficiency.

TRR/MS 0520-01-13; State Board
of Education Policy 4.205

Adrenal Insufficiency

6.307

4.600

6.405

6.404

5.401

Each Board of Education shall adopt comprehensive HIV and
AIDS policies for employees and students that address appropriate
education programs, confidentiality, liability, personnel, safety,
curriculum, education, communications, and public relations.

TRR/MS 0520-01-03-.08(2)(g);
State Board of Education Policy
5.300

Acquired Immune
Deficiency Syndrome
(AIDS)

TSBA Policy
Number

Statute/Regulation

Subject

Summary

Policies Required by Federal or State Laws and Regulations
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State Board of Education Policy
2.302; TCA 49-6-3402; TRR/MS
0520-01-02-.09; Public Acts of
2020, Chapter No. 603

42 USCA §§ 12101 – 12213; 28
CFR §35.107

15 USCA §§ 2641 – 2656; 40
CFR §763.93; 40 CFR § 763.92

Americans with
Disabilities Act (ADA)

Asbestos Management
Plan

Statute/Regulation

Alternative Education

Subject

2

Each Board of Education is required to have an asbestos
management plan for each school, including all buildings that they
lease, own, or otherwise use as school buildings, and to maintain
and update the plan to keep it current with ongoing operations and
maintenance, periodic surveillance, inspection, re‐inspection, and
response action activities. At least once each school year, school
districts shall notify parent(s)/guardian(s), teachers, and employee
organizations of the availability of the management plans. All
members of the custodial staff who may work in a building with
asbestos‐containing building materials shall have awareness
training. All new custodial staff shall be trained within sixty (60)
days of hire.

Each Board of Education that employs fifty (50) or more
people shall designate at least one (1) employee to coordinate
its compliance efforts and carry out its responsibilities under
the ADA. The name, office address, and telephone number of
the designated employee(s) shall be made available. Each
Board shall also adopt a grievance procedure and disseminate
it to employees, students, and the community.

Each Board of Education shall adopt a policy regarding alternative
education that aligns with State Board of Education rules and
regulations. The policy shall recognize the impact of exclusionary
discipline practices on students.

Summary

3.208

1.802

6.319

TSBA Policy
Number

Policies Required by Federal or State Laws and Regulations
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TRR/MS 0520-01-02-.17(1)(c);
TCA 49-6-3007; TCA 49-6-3009

TCA 49-2-203(c)

TCA 49-1-104; TRR/MS 052001-02-.31(4)
TCA 8-17-101 et seq.

TRR/MS 0520-01-05-.01(7);
TCA 49-6-2109(d)

Board Member
Electronic Attendance

Class Size

Code of Ethics

Commercial Advertising
on School Buses

Statute/Regulation

Attendance

Subject

3.405

Each Board of Education shall have a policy regarding the
regulation of commercial advertising on school buses, if applicable
to the school district, and addressing the minimum standards as
required by state law.

3

1.106

4.201

Each Board of Education shall have a policy stating that class sizes
should not exceed the averages allowed by state law.
Each Board of Education shall adopt a code of ethical standards and
file such standards with the Tennessee Ethics Commission.

1.400

6.200

Each Board of Education shall adopt a policy detailing its
attendance services program. The policy shall address the excusing
of absences for reasons including, but not limited to, injury, illness,
pregnancy, hospitalization, homebound, summons, subpoena, court
order, military, school endorsed activities, death of a family
member, and extenuating circumstances determined on a case-bycase basis. Each Board shall also adopt a progressive truancy
intervention plan to address truancy in the school setting.
Each Board of Education shall adopt a policy regarding board
members attending meetings electronically if the Board offers this
as an option.
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Summary

Policies Required by Federal or State Laws and Regulations
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TRR/MS 0520-01-03-.08(2)(c)

20 USCA § 6321(c)

TCA 10-7-504(a)(4)(A);
TRR/MS 0520-01-02-.31(2)

17 USCA §§ 106, 107, 110

TCA 49-6-4104

Comparability of
Services

Confidentiality of
Student Records

Copyright Act

Corporal Punishment

Statute/Regulation

Communicable Diseases

Subject

4

Each Board of Education shall adopt a policy, as it deems
necessary, to implement and control any form of corporal
punishment in the school district.

6.314

4.404

6.600

Each Board of Education shall adopt a policy that speaks to the
maintenance, use, dissemination, and confidentiality of information
in school records. The policy shall specifically mandate that student
records be treated as confidential.
Each Board of Education shall adopt a policy regarding the fair use
doctrine and the face-to-face teaching exemption that allows
educators to use copyrighted materials in narrowly defined teaching
situations.

2.300

6.403

TSBA Policy
Number

School districts shall file a written assurance with the State that it
has established and implemented: (1) a school district-wide salary
schedule; (2) a policy to ensure equivalence among schools in
teachers, administrators, and other staff; and (3) a policy to ensure
equivalence among schools in the provision of curriculum materials
and instructional supplies. School districts shall maintain records
that are updated biennially of which document complies with this
requirement.

Each Board of Education shall adopt a policy for excluding
students with communicable diseases and for readmitting them
after they recover.

Summary

Policies Required by Federal or State Laws and Regulations
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TRR/MS 0520-01-14-.03

TRR/MS 0520-01-03-.06(16)

State Board of Education Policy
2.103; TRR/MS 0520-01-03.03(13)

TCA 49-2-203(a)(14)(B)

Course Credit

Credit Recovery

Director of Schools:
Recruitment and
Selection

Statute/Regulation

Course Access Program

Subject

5

5.801

4.210

Each Board of Education shall adopt a policy that addresses credit
recovery standards for admission and removal, instruction, content
and curriculum, and grades. This policy shall be posted online and
provided in writing to any participating students and
parent(s)/guardian(s).
Each Board of Education shall adopt a policy regarding the method
of accepting and reviewing applications and interviewing
candidates for the position of Director of Schools.

4.605

4.209

TSBA Policy
Number

Each Board of Education shall adopt a policy addressing the
minimum and maximum units in any course or subject area for
which a student may earn credit toward graduation.

Each Board of Education shall adopt a policy for hearing appeals
from denials of Course Access Program course enrollments.

Summary

Policies Required by Federal or State Laws and Regulations
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20 USCA §§ 7114, 7118; TCA
49-6-4002, 4009; TCA 49-63024; TCA 49-6-4109

TCA 49-6-4503

Title VII, Civil Rights Act of
1964; 29 CFR § 1604.11;
TCA 5-23-104

Discrimination,
Harassment, Bullying,
Cyber-bullying, and
Intimidation

Discrimination/
Harassment of
Employees

Statute/Regulation

Discipline

Subject

6

Each Board of Education shall adopt a policy that prohibits any
employee or student from discriminating against or harassing an
employee through disparaging conduct or communication that is
sexual, racial, ethnic, or religious in nature.

5.500

6.304

6.300

Each Board of Education shall adopt a policy that prohibits
disorderly conduct, the illegal possession of weapons, and the
illegal use, possession, distribution, and sale of tobacco, alcohol,
and other drugs by students. Each Board shall adopt a code of
conduct that contains the type of behavior expected from each
student, the consequences of failure to obey the standards, and the
importance to maintain a safe learning environment. Each policy
shall also indicate what misbehaviors are considered a zero
tolerance offense. Each Board shall also include a provision
prohibiting students from wearing clothing that exposes underwear
or body parts in an indecent manner that disrupts the learning
environment during the school day. Lastly, each Board is required
to adopt a policy that includes trauma-informed discipline
practices as well as alternatives to exclusionary discipline
practices for students in pre-kindergarten through kindergarten
(pre-K – K).
Each Board of Education shall adopt a policy prohibiting
harassment, intimidation, bullying, and cyber-bullying.
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Number

Summary

Policies Required by Federal or State Laws and Regulations
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TCA 49-2-133

41 USCA § 8103; 34 CFR §§
84.205 – 84.215

TCA 49-2-128

TCA 49-6-1803

Drug-Free Workplace

Enrollment Period

Equal Access (Limited
Public Forum)

Statute/Regulation

District Water Testing

Subject

6.206

Each Board of Education shall develop a policy that provides for
an open enrollment period during which parent(s)/guardian(s) may
choose from a list of schools with available space within the
school district and request a transfer.

7

4.802

1.804

Each Board of Education shall adopt a policy highlighting its
commitment to maintain a drug‐free workplace and stating that
controlled substances are prohibited in the workplace; that specific
actions will be taken against the employee for violating the
prohibition; and that as a condition of employment, the employee
will abide by the terms of the policy. Each Board shall provide a
copy of the policy to each employee.

Each Board of Education shall develop a policy ensuring that the
school district does not discriminate against a student’s publicly
stated, voluntary expression of a religious viewpoint, if any, and to
eliminate any actual or perceived affirmative school sponsorship
or attribution to the school district of a student’s expression of a
religious viewpoint, if any. The policy shall include the
establishment of a limited public forum for student speakers at
school events.

3.212

TSBA Policy
Number

Each Board of Education shall develop a policy to implement a
program to reduce the potential sources of lead contamination in
drinking water in schools.

Summary

Policies Required by Federal or State Laws and Regulations

TSBA
Board
BoardPolicy
Policyand
andOperations
Operations

Title VII, Civil Rights Act of
1964; Title VI, Civil Rights Act
of 1964; Title IX, Education
Amendments of 1972; Age
Discrimination Act of 1967;
Section 504 of the Rehabilitation
Act of 1973; 42 USCA §§ 12101
- 12213

TRR/MS 0520-02-01-.01(4);
State Board of Education Policy
5.201

TCA 49-2-134

State Board of Education Policy
2.103

Evaluation

Fundraising for
Noneducational
Purposes

Graduation Activities

Statute/Regulation

Equal Opportunity
Employment

Subject

8

Each Board of Education shall adopt a policy prescribing how a
variety of student awards and achievements will be noted and
recognized at graduation (e.g. students that voluntarily complete at
least ten (10) hours of community service each semester, State
Distinction, Tri-Star Scholar, etc.).

If the Board of Education authorizes employees to raise funds for
noneducational purposes, the Board shall adopt a policy that
speaks to the use of the funds as well as the receipt, disbursement,
and accounting for the funds raised. The policy shall include
sources from which an employee may derive the funds for
noneducational purposes and guidelines as to how these funds
shall be used.

Each Board of Education shall develop a local-level evaluation
grievance procedure that complies with the requirements
established by the State Board of Education and the Tennessee
Department of Education.

Each Board of Education shall adopt a policy that promotes equal
opportunities for employment and advancement for members of all
races, creeds, colors, sexes, religions, ages, national origins, and
individuals with disabilities or veteran status with regard only for
qualifications for the positions involved.

Summary

4.606

2.601

5.109

5.104

TSBA Policy
Number

Policies Required by Federal or State Laws and Regulations
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20 USCA § 7961

TCA 49-2-120

29 CFR § 1910.1030

McKinney-Vento Homeless
Assistance Act, 42 USCA §
11431 – 11435

Hazing

Hepatitis B

Homeless Students

Statute/Regulation

Gun-Free Schools

Subject

6.503

Each Board of Education shall have a policy that removes barriers
to enrollment and retention of homeless children and youths,
including transportation, and prevents homeless children and
youths from being stigmatized or segregated on the basis of their
status as homeless.

9

5.402

Each Board of Education shall adopt a policy which addresses the
risk of occupational exposure to hepatitis B.

6.304

4.301

6.309

Each Board of Education shall adopt a policy requiring referral to
the criminal justice or juvenile delinquency system of any student
who brings a firearm or weapon to a school within the school
district.
Each Board of Education shall adopt a policy prohibiting hazing
by any student or organization operating under the sanction of the
Board. The policy shall be distributed or made available to each
student at the beginning of each school year.

TSBA Policy
Number

Summary

Policies Required by Federal or State Laws and Regulations

TSBA
Board
BoardPolicy
Policyand
andOperations
Operations

Health Insurance Portability and
Accountability Act (HIPAA), 42
USCA § 1320d-1, 1320d-2(d); 45
CFR § 164.302 et seq.

Children’s Internet Protection
Act, 47 USCA § 254(h)(5)(A) –
(C), 254(l); 47 CFR §
54.520(c)(1)(i); Enhancing
Education through Technology
Act of 2001, 20 USCA § 7131

State Board of Education Policy
4.205

Internet Safety

Opioid Antagonist

Statute/Regulation

Insurance

Subject

3.600

4.406

6.4052

Schools sponsoring group health plans shall implement reasonable
and appropriate policies and procedures to comply with HIPAA's
security standards and implementation specifications for electronic
protected health information including, but not limited to,
administrative, physical, and technical safeguards and
organizational requirements. All employees shall be made aware
of the law and the consequences of it.
Each Board of Education shall adopt a policy regarding internet
safety and include a technology protection measure that protects
against internet access by both adults and minors to visual
depictions that are obscene, child pornography, or with respect to
use of computers by minors, harmful to minors. The internet safety
policy shall also include a means of monitoring the online
activities of minors and provide for educating minors about
appropriate online behavior. The internet safety policy shall also
address the following issues: (1) access by minors to inappropriate
matter on the internet; (2) the safety and security of minors when
using email, chat rooms, and other forms of direct electronic
communications; (3) unauthorized access, including so‐called
“hacking” and other unlawful activities by minors online; (4)
unauthorized disclosure, use, and dissemination of personal
information regarding minors; and (5) measures designed to
restrict minors’ access to materials harmful to them.
Each Board of Education shall adopt a policy on opioid
antagonists, if maintained in the school district, and include a
provision regarding parental notification.
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TCA 49-2-305; TCA 49-6-7001
to 7003; 20 USCA § 6318

TCA 5-23-101 et seq.; TRR/MS
0520-01-02-.04(4)(b)

TRR/MS 0520-01-03-.08(2)(a),
(b); 20 USCA § 1232h(c)

TRR/MS 0520-01-03-.08

Personnel Leave
(County school districts
only, except for 5.307)

Physical Examinations

Promoting Student
Welfare

Statute/Regulation

Parent and Family
Engagement

Subject

11

Each Board of Education shall adopt policies regarding guidance
services, school psychological services, school social work
services, and school health services.

Each Board of Education shall adopt policies mandating a
physical examination of every child entering school for the first
time and for students who participate in interscholastic athletics
as well as a policy regarding administration of the physical
examinations of students.

Each Board of Education shall adopt personnel policies
regarding leave (sick, annual leave, and any other type of leave
offered by the school district).

Each Board of Education shall adopt a policy that promotes the
involvement of parent(s)/guardian(s) in their children's
education and describes how the Board will provide support for
schools in planning and implementing parent involvement
activities, build capacity for parental involvement, coordinate
and integrate parental involvement strategies, and conduct an
annual evaluation of the content and effectiveness of the policy.
The policy shall also include provisions for sharing between the
parent(s)/guardian(s), district employees, and students the
responsibilities for improving student academic achievement,
building capacity for involvement, and accessibility.

Summary

5.302
5.304
5.306
5.310

6.400

4.301 6.203
6.402

5.301
5.303
5.305
5.307

4.502
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Policies Required by Federal or State Laws and Regulations
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TRR/MS 0520-01-03-.03(6);
State Board of Education Policy
3.300

TCA 10-7-503

20 USCA § 7926

TCA 49-6-1005(b)

Public Records

Recommendations and
File Transfers

Religious Content of
Courses

Statute/Regulation

Promotion and Retention

Subject

12

Each Board of Education shall adopt a policy regarding the
appropriate inclusion of religion in local curriculum and
instructional materials.

Each Board of Education shall adopt a policy that prohibits
employees from assisting others to obtain new employment if the
individual knows or has probable cause to believe that the
employee engaged in sexual misconduct regarding a minor or a
student.

4.804

5.203

1.407

4.603

Each Board of Education shall adopt a promotion and retention
policy for grades K-8. The Board shall also include a provision in
policy regarding parental notification for students in grades K-3
who are not meeting the expectations of grade-level standards in
reading. Board policy shall also list specific circumstances under
which students may be considered for retention after February 1st.
Each Board of Education shall adopt a policy on accessing public
records. The policy shall include: (1) the process for making
requests to inspect public records or receive copies of public
records and a copy of any required request form; (2) the process
for responding to requests, including redaction practices; (3) a
statement of any fees charged for copies of public records and the
procedures for billing and payment; (4) and the name or title and
the contact information of the individual(s) designated as the
public records request coordinator.
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Operations

TCA 37-1-403; TCA 49-61601(f)
TCA 49-6-4008

TCA 49-6-2118

TCA 49-6-2119

Safe Relocation of
Students

School Bus Scheduling
and Routing

School Bus Surveillance
Footage

Statute/Regulation

Reporting Child Abuse

Subject

13

If the school district has installed cameras inside its school buses,
the Board of Education shall adopt a policy that establishes a
process to allow parent(s)/guardian(s) to view surveillance
collected from the camera within the school bus. The policy shall:
(1) require that photographs or video footage be viewed under the
supervision of the Director of Schools/designee; and (2) establish
the duration for which the school district shall maintain these
photographs and video footage.

Each Board of Education shall adopt a policy addressing the
transportation of students, including provisions regarding students
exiting the school bus at a stop other than his/her regular bus stop.

Each Board of Education shall adopt a policy regarding a teacher's
ability to relocate a student from the student's present location to
another location for the student's safety or the safety of others. The
policy shall require a teacher to file a brief report with the
principal detailing the situation that required the relocation of the
student. The policy shall also cover teachers' authorization to
intervene in a physical altercation between two (2) or more
students, or between a student and district employees using
reasonable or justifiable force upon a student, if necessary, to end
the altercation by relocating the student to another location.

Each Board of Education shall adopt a policy and procedures for
reporting suspected cases of child abuse and neglect.

Summary

6.308

3.401

6.4081

6.409
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TCA 49-6-804; TCA 49-6-805

29 USCA § 794; 34 CFR §
104.7, 104.8

TRR/MS 0520-01-03-.03(11)(f)

TCA 49-2-301(b)(FF)

Environmental Tobacco
Smoke/Pro-Children Act of
1994, 20 USCA § 6083

Section 504 of the
Rehabilitation Act

Security of Test
Administration

Separation Practices for
Non-Certified
Employees

Smoke-Free
Environment

Statute/Regulation

School Safety Plan

Subject

1.803

Each Board of Education shall adopt a policy prohibiting smoking
in all indoor facilities used to provide regular or routine K‐12
education services.
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5.202

All persons who are employed in a position for which no teaching
license is required shall be hired at the will of the Director of
Schools. The Board of Education shall develop a policy for
dismissing such employees.

1.802

Each Board of Education that employs fifteen (15) or more people
shall designate at least one (1) employee to coordinate compliance
efforts and adopt and publish grievance procedures that
incorporate appropriate due process standards and provide for the
prompt and equitable resolution of complaints alleging any action
prohibited by Section 504.

4.701

3.201 3.202
3.203 3.205

Each Board of Education shall adopt a district-wide school safety
plan that aligns with the template developed by the state. Per this
template, certain policies regarding crisis intervention, emergency
response, and emergency management are required to be
maintained by the Board.

Each Board of Education shall adopt a policy regarding security of
test administration, consistent with Department of Education
guidelines.
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Number

Summary

Policies Required by Federal or State Laws and Regulations

TSBA
Board
BoardPolicy
Policyand
andOperations
Operations

TRR/MS 0520-01-09-.23

TCA 68-55-502

TCA 49-2-211; 20 USCA §
1232h(c)

Sports-Related
Concussions

Student Surveys,
Analyses, and
Evaluations

Statute/Regulation

Special Education
Students

Subject

6.4001

Each Board of Education shall develop a policy setting forth the
rights of parent(s)/guardian(s) and students and guidelines for
teachers and principals with respect to the administration of
surveys, analyses, or evaluations of students.
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6.413

6.500

TSBA Policy
Number

Each Board of Education shall adopt a policy that establishes
guidelines for schools sponsoring youth athletic activities to
inform and educate coaches, administrators, youth athletes, and
other adults involved in youth athletics about the nature, risk, and
symptoms of concussion and head injury. The Board shall include
information regarding the immediate removal of any youth athlete
who shows signs consistent with a concussion from the activity or
competition. The Board shall also include a provision regarding
return to play.

Each Board of Education shall develop policies and procedures
governing: (1) personnel authorized to use isolation and restraint;
(2) training requirements; and (3) incident reporting procedures.

Summary

Policies Required by Federal or State Laws and Regulations

TSBA
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Student Records

Subject

Data Accessibility,
Transparency, and
Accountability Act, TCA 49-1701 et seq.

Statute/Regulation

6.600 6.601
6.602

Each Board of Education shall adopt a policy that gives
parent(s)/guardian(s) the right to inspect and review their
children's education records maintained by the school and the right
to request student data specific to their children's educational
records. In addition, each Board shall provide
parent(s)/guardian(s) with a copy of their children's educational
records upon request. Each Board shall annually notify
parent(s)/guardian(s) of their right to request student information.
Each Board shall ensure security when providing student data to
parent(s)/guardian(s) and ensure student data is provided only to
authorized individuals. Lastly, each Board shall set the timeframe
within which record requests shall be provided.

16

TSBA Policy
Number

Summary

Policies Required by Federal or State Laws and Regulations

TSBA
Board Policy and Operations

TCA 49-6-1022; State Board of
Education Policy 4.204; 7 CFR §
210.21 – 210.33; 42 USCA §§
1751 – 1769j; 7 CFR §§ 220.1 –
220.22

TCA 49-6-3101

Students from Military
Families

Statute/Regulation

Student Wellness

Subject
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6.506

6.411

Each Board of Education shall adopt a policy addressing student
wellness that includes: (1) specific goals for nutrition promotion
and education, physical activity, and other school-based activities
that promote student wellness; (2) standards and nutrition
guidelines for all foods available on campus during the school day
that meet minimum nutritional requirements and promote student
health and reduce childhood obesity; (3) a description of the
manner in which parent(s)/guardian(s), students, representatives of
the school food authority, physical education teachers, school
health professionals, the Board of Education, school
administrators, and the general public are provided an opportunity
to participate in the development, implementation, and periodic
review and update of the wellness policy; (4) identification of the
position of the school district or school official(s) responsible for
implementation and oversight of the local school wellness policy
to ensure each school’s compliance with the policy; and (5) a
description of the plan for measuring the implementation of the
local school wellness policy and for reporting local school
wellness policy content and implementation issues to the public.
Each Board of Education shall adopt a policy that speaks to
students from military families and establishes a reasonable period
of time within which a student permitted to enroll will provide
proof of residency to the school district.
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Number

Summary

Policies Required by Federal or State Laws and Regulations
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Board
BoardPolicy
Policyand
andOperations
Operations

TCA 49-2-203(a)(15)

TCA 68-6-101 et seq.

TCA 49-6-1902

Sudden Cardiac Arrest

Suicide Prevention

Statute/Regulation

Substitute Teachers

Subject

5.701

6.414

6.415

Each Board of Education shall adopt a policy addressing the
employment of substitute teachers that shall, at a minimum,
address qualifications and training and shall ensure substitute
teachers are subject to investigation per state law. The policy
shall also prohibit hiring any substitute teacher whose records
with the Department of Education indicate a license or certificate
currently in revoked status.
Each Board of Education shall adopt a policy that establishes the
guidelines to inform and educate coaches, administrators, youth
athletes, and their parent(s)/guardian(s) of the nature, risk, and
symptoms of sudden cardiac arrest. The policy shall include
information regarding the immediate removal of any youth athlete
who shows signs consistent with sudden cardiac arrest as well as a
provision regarding return to play.
Each Board of Education shall adopt a policy on student suicide
prevention, and at a minimum, shall address procedures relating
to suicide prevention, intervention, and postvention.
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Number

Summary

Policies Required by Federal or State Laws and Regulations

TSBA
Board Policy and Operations

TCA 49-1-617; State Board of
Education Policy 2.103;
TRR/MS 0520-01-03-.03(11);
TCA 49-6-6007

TCA 49-6-7003; 20 USCA §
1232h; 34 CFR § 98.3

TCA 49-6-2701 et seq.

Textbooks and
Instructional Materials

Threat Assessment
Team

Statute/Regulation

Testing Programs

Subject

4.400

Each Board of Education shall adopt a policy on the
inspection of school textbooks and instructional materials by
parent(s)/guardian(s) of students enrolled in the school
district.
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3.204

4.700

Each Board of Education shall develop a policy that details the
required weighting for incorporating student scores on TNReady
examinations and EOC examinations into student grades. Each
Board shall develop an assessment policy that includes
methodology information for TNReady exams as well as EOC
exams. The assessment policy shall also include information
related to state and board mandated tests that will be administered
during the school year.

Each Board of Education shall adopt a policy regarding a threat
assessment team if it wishes to establish this type of team within
the school district.
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Policies Required by Federal or State Laws and Regulations

TSBA
Board
BoardPolicy
Policyand
andOperations
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20 USCA §§ 1681 – 1688; 34
CFR § 106.8; 45 CFR § 86.8

34 CFR § 106.1 et seq.

TCA 49-50-1101

TCA 49-6-2116

Title IX & Sexual
Harassment

Transcript Alterations

Transportation
Management

Statute/Regulation

Title IX of the Education
Amendments of 1972

Subject

20

Each Board of Education shall adopt a policy that addresses the
transportation of students and includes the following: (1)
provisions regarding the appointment of a transportation
supervisor; (2) the procedures on submitting and investigating a
complaint; (3) the requirement of buses being equipped with
phone numbers to report complaints; (4) the process to provide
annual notice to students and parent(s)/guardian(s); and (5) the
collection and maintenance of certain records.

If a school district allows an employee to alter a student’s
transcript, the Board of Education shall adopt a policy governing
student transcript alterations and require any alterations be
supported by documentation.

Each Board of Education shall adopt grievance procedures that
provide for the prompt and equitable resolution of student and
employee sexual harassment complaints.

5.501 6.304

Each Board of Education shall adopt a policy designating at least
one (1) employee to coordinate its compliance efforts under Title
IX and shall adopt grievance procedures that provide for the
prompt and equitable resolution of student and employee
complaints alleging discrimination on the basis of sex.

3.400

4.608

6.3041

6.3041

TSBA Policy
Number

Summary

Policies Required by Federal or State Laws and Regulations
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State Board of Education Policy
2.103

Work-Based Learning
Program

TSBA Policy
Number

1.805

4.211

Summary

Each Board of Education that has an electronic mail (email)
communications system shall adopt a policy on the monitoring of
email and the circumstances under which it will be conducted. The
policy shall also include a provision that emails of an employee
may be a public record under the public records law and may be
subject to public inspection.
Each Board of Education shall adopt a process for evaluation and
assessment to ensure work-based learning experiences are of high
quality for the student if offered within the school district.

Revised: 11/17/2020
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DISCLAIMER: TSBA provides legal information as a general service to TSBA members. TSBA provides this listing for informational purposes
only. TSBA makes no representation that this listing contains every required policy that a school system must have to comply with federal and state
laws and regulations. This listing should not be used as a substitute for legal advice. School systems are encouraged to seek legal advice from a
school attorney in order to determine all required policies by federal and state laws or regulations.

TCA 10-7-512

Statute/Regulation

Use of Email

Subject

Policies Required by Federal or State Laws and Regulations

TSBA
Board
BoardPolicy
Policyand
andOperations
Operations

Chapter 2
1
Education's
Governance
and Structure
Policy
Development
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Board Policy and Operations

Policy Development
The board should not wait until a
problemarises to develop policy. Rather,
the board should consider what it wants
the system it governs to become and then
develop policies to ensure that the board’s
vision becomes reality. Setting constructive
policy is a hallmark of school board
effectiveness and a crucial component of
your school system’s success. Dysfunction
is often attributed to poor leadership, poor
management, role confusion, lack of vision,
special interest politics, or incompatible
personalities. But these are merely
symptoms of a deeper problem: the lack of
an effective systematic mechanism for policy
development.
Effective boards, on the other hand, are
farsighted, looking at issues in terms of
the long run. Yes, it is important to pay
today’s bills and put out today’s fires, but
paying bills and putting out fires is the
responsibility of management - not the
board. Progress requires moving toward
goals, using yesterday’s and today’s issues
as the historical context and operational
perspective for decision-making.
Policy development is a process of decisionmaking and shaping ideas into written
guidelines. The basic process of developing
policies begins to ensure that its vision
becomes reality when the board is faced
with an issue or problem that requires a
long-term solution.
For example, the board envisions parent
engagement in determining curriculum or
developing a disciplinary code.

Policy at its best emerges when the school
board envisions the ideal operation of the
school system and anticipates and resolves
how issues will be handled before they
become problems.
Unfortunately, all too often, policy begins
with a reaction to an immediate problem - a
controversial speaker, the use of a school
building, sex education, employee relations,
or student discipline.
These topics and others should be identified
beforehand by the board and handled
through written policy in order to avoid
controversy and challenges to the board’s
authority. An effective board must always
be refining its vision and adopting policy to
ensure that vision becomes reality. Policy
development should be preceded by a
discussion of the board’s philosophy of
policy.

Developing Policy
Policy is the voice of the board speaking
when the board is not convened. Because
it must provide a sustained backdrop for
decision-making, policy should not be
developed in an ad hoc, catch-as-catchcan fashion; rather, it should flow from an
ongoing process of creation and overview.
The aim of constructive policy is to advance
the school system in a steady path toward
the attainment of its vision. Development of
sound policy takes a combination of creative
skills.
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The whole process can be synthesized into
a step-by-step work plan. Following is a
discussion of the steps in developing and
adopting policy:
1. Request - a Policy Issue or Need Is
Identified
A need for a new or revised policy arises
because of changes in the law, rules, or
regulations. Often changes are suggested
by those who are affected by the policy or
because the board must deal with an issue
again and again at its meetings. Listed
below are some items to consider when a
policy request is initiated:
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b. How has this issue been handled in the
past?
c. Where does this issue fit into our
mission, goals, and budget?
d. Do we have a choice in the matter?
e. Is the issue covered by other authority?
f. What do we want from this policy?
g. Who is responsible for carrying out the
policy?

a. Develop a form so that review will be
easier.
b. Present a list of all requests to the board
so that a member may request discussion
of any issue.
2. Research and Analysis
Policy requests should be analyzed by the
administration before issues are defined
and presented to the board.
a. A check should be done to make
sure there are no existing policies or
procedures that
address the request.
b. An analysis of the impact of the policy
on various schools or groups should be
outlined and presented to the board.
3. Discussion
The board will discuss the issues
presented or those that may arise during
the course of the meeting and suggest the
tentative outcome the board is seeking.
Some questions that need to be addressed
in the discussion are as follows:
a. Do we understand the problem or issue?

		
		

Request for Policy Development/Review
DATE:

ACTION REQUESTED:
		
		

POLICY CODE:

Review of Present Policy
Development of new policy

Person making request
Position
School
Reason for request:

Description of action requested:

—FOR CENTRAL OFFICE ONLY—
Request received by 			

Date

Policy reviewed: (date)
Action Taken:

Response to requesting party mailed on
		
Copy of response attached

(date)
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4. Draft Prepared
The policy draft is usually researched and
written by an administrative staff member.
In drafting policy, the following aspects of
policy language should be considered:
Policy Language. Policy is used to
communicate the board’s wishes and
goals for the school district. In order to
fulfill this task, policies must be written so
they are easy to understand and cannot
be misunderstood. Policy is written for
the general public. Policies containing
unnecessary language are difficult to
understand, and their intent is lost on the
readers.
Vague or ambiguous policies only
confuse those who are responsible for
implementing them. Policies should contain
the following characteristics to minimize
vagueness and misunderstandings:
A. Legally based.
A policy must not conflict with the law,
but neither should it directly quote
or paraphrase the law. Guaranteeing
rights already granted by statute or the
constitution or agreeing not to violate the
law only encourages potential grievances.
Instead, policies should be firmly based on
and provide references for but not directly
include the following:
a. State and federal constitutions;
b. State and federal laws;
c. Court decisions; and
d. State Board of Education Regulations.
B. Comprehensive.
A policy should (a) cover the subject at
hand and (b) cover a reasonable number of
areas pertaining to that subject.
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C. Up-to-date.
In order to be effective, a policy must
reflect the most recent laws and
regulations. Boards must also develop
methods for keeping policies current and
reviewing them annually.
D. Clear in content.
The language should be clear by itself and
shouldn’t require oral explanation. Two
ways to check this are by reading the policy
away from the pressures of school business
and by asking a neutral party to interpret it.
Clear, easily understood policies should:
a. Contain simple language;
b. Avoid educational and legal jargon;
c. Avoid use of creative writing styles; and
d. Avoid vagueness (i.e., adequately,
reasonably and in good taste).
E. Practical.
Policies must be workable, reasonable and
free from arbitrariness and capriciousness.
F. Consistent.
New language should always be
compared to the rest of the policy to
avoid inconsistencies. Each sentence is
an important part of the entire policy
and must be read in that context. Policies
should also be checked to ensure that they
are within the board’s legal authority and
do not conflict with the system’s overall
philosophy, goals, and objectives.
G. Direct and to the point but flexible.
Flexibility means avoiding the use of
restrictive language — e.g., negotiated
agreement language, dollar amounts,
mileage reimbursement amounts, job
descriptions and names of individuals.
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The board should use language that
keeps board control options open and
allows for reaction to special needs and
emergencies.
H. Simple in format.
Generally, it is better to use five short
sentences than one longer, more
complex sentence. Simple sentences are
less likely to be misinterpreted.
I.Brief.
If a word or phrase in a policy doesn’t
have a purpose, it shouldn’t be used.
In the creation of policy, “too long and
too many” are enemies of effective
leadership.
J. Designed for people.
Policies should be written for teachers,
administrators, and the general public.
It shouldn’t take a lawyer to understand
them, nor should the policy raise more
questions than it answers. The use of
education jargon is one of the most
common problems experienced in
developing a written policy manual. The
board should provide definitions of terms
and avoid the use of jargon that does not
carry a precise definition.
For instance, consider the policy
statement,
“The Board of Education will grant
a one-year leave of absence to any
teacher desiring to pursue an advanced
degree.”
This policy basically fails to cover many
important issues that may arise. It
doesn’t specify the obligation of the
teacher to the school district during the
period of leave or the obligation of the
board to the teacher. What rights will
accrue to the teacher during the leave,
such as advancement on the salary
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schedule or credit toward retirement?
What rights does the teacher have
upon expiration of the leave? The action
granting the leave should specifically set
forth the rights and duties of all parties
during and after the leave.
5. Hold Readings
The board should hold at least two
readings on a policy so that there
will be an opportunity for citizen and
staff comments, an opportunity for a
public hearing (if the board desires), an
opportunity for the director to provide
advice and recommendations, and an
opportunity for the board members to
discuss the policy further before it is
adopted.
First Reading.
At the first reading, the board should
have a thorough and thoughtful
discussion. These four questions should
be considered:
1. Does the policy language specify
what the board wants and who is
supposed to carry it out?
2. Have measurable outcomes or
objectives of the policy been
identified?
3. Will the policy create implementation
problems?
4. Does the board policy need to be
reviewed by the board’s attorney?
Public Hearings.
If the board wishes to have a public
hearing on a proposed policy, guidelines
for public comment should be addressed.
This can be done through an established
policy on appeals to and appearances
before the board.
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Second Reading.
The interval between the first and second
reading of a proposed policy is usually one
month, during which time the director
will draw up accompanying administrative
procedures.
The second reading should require little
further discussion, but before anyone
moves to adopt the policies, answer these
questions:
1. Have you reviewed measurable
outcomes?
2. Have you set a date when the director
will report to the board on how the
policy is working?
3. Have you told the director what
information you want?
4. Have relevant administrative
procedures been developed?
6. Revise
After each reading and discussion of
the reactions and suggestions by the
community and staff, the proposed policy
is revised as necessary. Again, the staff
rewrites the policy to accomplish the
board’s intent.
7. Adopt the Policy
Adoption of a policy requires an affirmative
vote by a majority of the members of the
board, and each policy adopted should
contain a date for reviewing the policy.
8. Disseminate
The policy is distributed to all manual
holders or, preferably, is put online.
Sometimes it may be necessary to inform
the teacher, parents, and students of the
new or revised policy so that all those
people that the policy affects will be aware
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that a change has been made. This is much
easier with online policies.
9. Implement
Sometimes meetings are needed with
school employees to help them understand
how new/ revised policies will be carried
out in the manner that the board intended.
10. Evaluate
Overseeing policies is one of the board’s
major responsibilities. Ask these final
questions:
a. Did the director report to the board as
agreed upon?
b. Did the report include the measurable
outcomes the board identified?
c. Does the policy or objective need to be
adjusted?
d. Is the policy working?

Policy Manual Compilation
A sound understanding of the development
process is critical to creating effective policy.
Over the course of time, boards have many
opportunities to shape, mold, and modify
policy through discussion, debate, and
thoughtful consideration of important issues.
Therefore, it is important that policy manuals
appropriately reflect the decisions made by the
board of education.
Writing a policy manual is a labor-intensive
and time-consuming project, and the person
who is assigned this task, as well as the
board members, should review the following
information.

The Project
Assume that the board has voted to go
ahead with an all-out spring-cleaning effort
and has voted the necessary funds and staff
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time for it. If your district is like most, the
problem isn’t so much that there are no
policies and regulations; the problem is
that they’re all over the place - in minutes
of Board meetings, in the director’s files, in
the business manager’s desk, in the Board’s
bylaws, in handbooks for staff and students,
and even on the back of the facilities rental
form.
Be sure to round up all possible documents
and other sources where “current practice”
policies and regulations may be hiding.
Filling in the “gaps” won’t be possible until
you know what is available.
Draw up a checklist of documents to search.
Checklists will differ from district to district,
depending on what’s available and what
sort of information must be included in the
manual. The following sources that should
be included are:
1. Board minutes - two to five years
2. Existing policies and regulations
3. Collaborative Conferencing
agreements
4. Organizational charts
5. Tennessee Education Code
6. State Department rules and
regulations
7. Applicable federal laws

Make Basic Decisions
Decide what must be put in the manual.
Will you use legal references? How will you
separate policies from regulations?
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Begin Actual Coding and Editing
Process after Material Is Assembled
To do this, the first thing that is needed
is a good classification system. If your
old manual is like most, one of its major
problems is that “you can’t find anything in
it,” and there’s no orderly way to insert new
policies or delete obsolete ones without
tearing the book apart. A codification system
will function as a filing as well as a retrieval
system for current as well as future policies.
Code all sources. Assign the proper code
to any policy information in the source
documents; simply write the code in the
margin, in pencil, and don’t worry at this
moment whether or not you will actually use
the information in the end or whether or not
the information will actually be used in the
final policy. If the information seems useful
at the time, code it. When all sources are
coded, they should be “cut up” as they are
coded, and each bit of information should
be pasted down on a regular-size sheet of
paper, with the code written at the top and
the source it came from (and the date) given
at the bottom of the sheet. All these sheets
are then collated, arranged code by code,
and placed in folders according to the major
sections of your system. Start editing code
by code. Sometimes there will be ten pieces
of information for some codes and none for
others. As the editing is done, the current
practices should be separated from the
sources to make sure that the policy is not in
conflict with any of those.
What if there is no information - or not
enough —and the category is too important
to leave blank? Sample policies should be
inserted for the board’s consideration. If
there is an old policy that is in conflict with
new laws, the policy should be updated
on the basis of new legal requirements. If
the board has adopted two policies that
conflict with one another, usually the later
information is correct, but not always.
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This discrepancy needs to be brought to the board’s attention. At the end of the editing stage, a
first draft or current-practice policy manual is developed with any legal references as necessary
and any suggested sample policies that the board might require. It is now up to the board to
review the manual, consider the recommended samples, delete any policies that are no longer
used, make sure that the intent of the board is reflected in the policy manual, and then adopt
the entire manual. At the same time, the board should set some month-to-month and year-toyear maintenance procedures for the manual to keep it up-to-date.

Revision of a Policy Manual Is Never Finished
Policy manuals are only as useful as they are current. Numerous changes in laws and regulations
occur each year, and if policies and administrative procedures are not updated, they become
“dead” documents, and their credibility and eventually that of the administration and board is
lessened. Therefore, directors and boards should make policy manual maintenance a concurrent
responsibility of a district administrative employee or maintain an ongoing agreement with a
consultant. The result will be well-developed policies that may keep you out of court or will at
least keep you from losing your case!

Keep your policy manual up-to-date. Make sure it’s current with the law and reflects what
the school district actually does.
Don’t waste time reinventing the wheel. If you need to create new policies or change old
ones, take advantage of the work that’s already been done. Check with TSBA for sample
policies. Depending on the service you subscribe to, the association might provide model
policies you can adapt, review policies you write, or even write policies tailored to your
needs. No matter how you come up with your policies, be prepared to defend them. The
talkers, organizers, and picketers are out there, ready to pounce and to add their two cents’
worth.
TSBA provides a customized policy service. The service provides for the development of a
custom-tailored board policy manual, review and analysis of existing policies for relevancy
and legality, and legally referenced policies. A policy-manual-updating service is offered to
districts that have subscribed to TSBA’s customized policy service so that the investment
of contracting to com-pletely redo the manual will be protected and the manual will always
be current. TSBA also will put your board’s policy manual online so that citizens in your
school district may access them anytime simply by going to your school district’s website
and clicking on “Board Policies.”
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Click here to choose a school board.
Monitoring:

Review: Annually,
in July

Descriptor Term:

Appeals to and Appearances Before
the Board

Descriptor Code:

Issued Date:

Rescinds:

Issued:

1.404

1

APPEALS TO THE BOARD

2
3
4
5
6
7

Any matter relating to the operation of the school system may be appealed to the Board. However, the
parties shall attempt to settle all matters at the lowest level of responsibility, and the Board shall not hear
complaints or concerns which have not advanced through the proper administrative procedure. If all
steps of the administrative procedure have been pursued and there is still a desire to appeal to the Board,
the matter shall be referred in writing to the office of the Director of Schools, and the Board shall
determine whether to hear the appeal.

8

APPEARING BEFORE THE BOARD

9
10
11
12
13

Individuals desiring to appear before the board must submit a written request with descriptive materials
to the office of the Director of Schools ______________ (amount of time) before the meeting. If the
request is approved by the executive committee, the item will be placed on the agenda. Individuals placed
on the agenda will be recognized at the beginning of the meeting and given time to speak when their
topic of interest is addressed on the agenda. All requests submitted will be included in the board packet.

14
15
16

If an individual wishes to address the Board on an item on the agenda, he/she may sign up on the form
provided before the beginning of the board meeting to request time to speak. Delegations must select
only one individual to speak on their behalf unless otherwise determined by the Board.

17
18

The Chair may recognize individuals not on the agenda for remarks to the Board if it is determined that
such is in the public interest. A majority vote of members present can overrule the decision of the Chair.

19
20
21
22
23

Individuals speaking to the Board shall address remarks to the Chair and may direct questions to
individual board members or staff members only upon approval of the Chair. Each person speaking shall
state his/her name, address, and subject of presentation. Remarks will be limited to _____ minutes unless
time is extended by the Board. The Chair shall have the authority to terminate the remarks of any
individual who is disruptive or does not adhere to board rules.1

24
25

Individuals desiring additional information about any item on the agenda shall direct such inquiries to
the office of the Director of Schools.
_____________________________

_____________________________

Legal References

Cross References

1.

School Board Meetings 1.400
Public Hearings 1.401
Agendas 1.403
Discrimination/Harassment of Employees 5.500
Complaints and Grievances 5.501
Student Discrimination, Harassment, Bullying, Cyberbullying, and Intimidation 6.304
Student Concerns 6.305

TCA 39-17-306
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Click here to choose a school board.
Descriptor Term:

Review: Annually,
in August

Policy Development and Adoption

Descriptor Code:

Issued Date:

Rescinds:

Issued:

1.600

1
2

A proposed policy or policy change shall be submitted to the Board as part of the agenda. The Board’s
approval of the proposal or return for study and/or further revision shall constitute the first reading.

3
4
5
6

The proposed policy or policy amendment shall be considered at the next board meeting with the final
vote following the second reading. Adoption shall require an affirmative vote by a majority of the
members of the Board, and each vote will contain a future date for reporting the effectiveness of the
policy.

7
8
9

Policies adopted by the Board shall be made a part of the minutes and shall be placed in the policy
manual. Policies shall be effective immediately upon adoption unless a specific effective date is
provided and shall supersede any previous board action on the subject.

10

POLICY MAINTENANCE

11
12
13
14

The Director of Schools shall be responsible for drafting policy proposals and maintaining the Board
policy manual. At least biennially, the Board shall review its policy manual for the purpose of passing,
revising, or deleting policies mandated by changing conditions.1 To ensure that the policy manual
remains current, the Board may contract annually for TSBA’s policy maintenance service.

15
16

Policies shall be accessible to all employees of the school system, members of the Board, and citizens
of the community.1

17

PROCEDURE FOR EXPEDITED ACTION

18
19
20
21

On matters of unusual urgency, by an affirmative vote by a majority of the members of the Board, the
Board may waive the second reading and take immediate action to adopt new or revised policies. The
Board may also vote to waive the second reading if a proposed amendment to a policy is considered
housekeeping or clerical in nature.

22

SUSPENSION OF POLICIES

23
24

Any Board policy or part thereof may be suspended by an affirmative vote by a majority of the
members of the Board.

25

ADMINISTRATION IN POLICY ABSENCE

26
27

In cases where the Board has provided no guidelines for administrative action, the Director of Schools
shall have the power to act. Any such actions shall be reported to the Board at the next meeting.
_____________________________

_____________________________

Legal References

Cross References

1.

Role of the Board of Education 1.101
Agendas 1.403
Administrative Procedures 1.601

TCA 49-2-207(a)
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A comparison of the numerical and alpha systems of policy codification
NUMERICAL SYSTEM

ALPHA SYSTEM

1 - SCHOOL BOARD OPERATIONS

B - SCHOOL BOARD OPERATIONS

1100
1101
1102
1103
1104
1105
1106
1107
1108

School Board Legal Status and Authority
Duties and Powers of the Board of Education
Board Members Legal Status
Board Self-Evaluation
Memberships
School Board Legislative Involvement
Ethics
Board Member Conflicts of Interest
Nepotism

1200
1201
1202
1203
1204
1205

Method and Election of Officers
Duties of Officers
Duties of Board Members
New Member Orientation
Board Member Development Opportunities
Board-Director Relations

1300
1301
1302

Board Committees
Executive Committees
School Attorney

1400
1401
1402
1403
1404
1405
1406
1407

School Board Meetings
Public Hearings
Notification of Hearings
Agendas
Appeals to and Appearances before the Board
Rules of Order
Minutes
School Boards’ Records

BA
Board Goals and Objectives
BAA
Board Self-Evaluation
BBA
Officers
BBAA		
Method of Election of Officers
BBAB		
Duties of Officers
BBAB			Chairman
BBAB			Vice Chairman
BBAB			Secretary
BBAB			Clerk
BBAB			Treasurer
BBAB			Parliamentarian
BBB
Members
BBBA		
Duties of Board Members
BBBB		
New Member Orientation
BBBC		
Board Member Development Opportunities
BBBD		
Bonded Members
BBC
Board Committees
BBCA		
Executive Committees
BBCB		
Transportation Committee
BBCC		
Maintenance Committee
BBCD		
Budget Committee
BBCE		
Policy Committee
BBCF		
Long-Range Planning Committee
BBD
Board-Community Relations
BBDA		
Visitors to the Schools
BBDB		
Advertising and Distribution of
		
Materials in Schools
BBDC		
Use of Tobacco
BBDD		
Grievances and the Americans with
		
Disabilities Act
BBE
School Attorney
BBF
Advisory Committees
BBG
Consultants
BC
School Board Meetings
BC		 Annual
BC		 Regular
BC		 Special
BC		
Adjourned
BCAE		
Public Hearings
BCB
Procedures
BCBA		
Time and Place
BCBB		
Notification of Meetings
BCBC		
Preparation

Chapter 3
1
Education's
Governance
and Oversight
Structure
Policy
Revision,
Review, and
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Policy Revision, Review, and Oversight
Keeping Your School Board Policy
Current
Keeping your policy manual up-to-date is an
ongoing process. It is important to ensure it
is aligned with changes to state and federal
laws by adopting new policies or revising
current ones. Be aware, however, that
making changes to your policies may have
unintended consequences.
Any new policy can have surprising
repercussions. Look, for instance, at what’s
happened with the zero-tolerance laws
and policies that require schools to expel
students who bring guns or drugs to school
activities. Almost from the day the first
such policy was passed, districts have been
dealing with kindergartners charged with
possession of squirt guns and slightly older
kids suspended for carrying pocketknives.
Consider the following:
Case 1. The New York Times reported a
story about one Georgia eighth-grader who
ran up $11,000 in legal and psychiatric bills
after he was suspended and charged with
a felony for carrying a pocketknife on a
field trip. The irony is that the knife was not
discovered until the boy realized he had it
with him and voluntarily turned it in.
Case 2. The school board in Wichita,
Kansas, a district whose finely crafted
policies are often held up as models to
would be policy writers, had to rewrite its
zero-tolerance policy after a five-year- old
was apprehended with a water gun. The
kindergartner’s predicament prompted
the board to include exceptions in the
zero-tolerance policy. Those exceptions
are inspiring some older kids to paint real
weapons to resemble water pistols so they
can qualify for more lenient punishment.

Considering all of the ways in which policy
changes can go wrong, you might be
tempted to tiptoe around your policy manual
and never change a thing. But even that can
be a serious mistake. Policy is not static.
It should continuously be revised toward
perfection. Boards should be reviewing their
manuals almost continually because there
are so many new things on the horizon.

How to Stay Current
All board members need to be aware of
problems, issues, and needs that call for
policy solution. Various methods of keeping
up with current issues are:
Keep up with reading. Articles in many
publications can tip off your board to issues
requiring a policy. Example: newspaper
and magazine stories about performanceenhancing drugs have spurred some school
boards into adopting new policies on drug
testing student athletes. School board
members and administrators should agree to
read various publications and report to the
director when they discover issues that need
attention.
Attend conventions. The knotty issues
just looming on your horizon might be
yesterday’s issues in other school systems,
and their board members and administrators
can offer good advice about how to draw
up appropriate policies. So take the time to
attend national, state, and regional meetings
where you can learn from your colleagues.
Widen your contacts. The more sources of
information you can tap, the better chance
you have to stay informed. Encourage board
and staff members to spread out in search
of information. Send each board member
to a different conference or workshop, and
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have each report to the board. When more
than one board member will attend the same
meeting or meal function, encourage them to
sit separately so they have a chance to meet
new people. The general rule: discuss issues
with as many people as possible.
Use the TSBA staff. The TSBA staff provides a
network of knowledgeable professionals who
can warn you about emerging issues before
they engulf your school system. Get to know
the association staff members, and ask them
for news on the latest developments.
Listen to the public and staff. Allow time on
meeting agendas for citizens to address the
board. How much time you devote depends
on the issue at hand, but you have the right
to place a time limit on any discussion. Not all
people who address the board will discuss an
issue with policy implications, but a concerned
parent can raise a matter that points out the
need to revise or adopt new policies.

Conduct Periodic Policy Reviews
The board should review all policies at least
annually to guarantee they’re up to date.
The board can review a certain number of
policies at every regular meeting until the
job is complete. This review also serves as a
reminder of the board’s central role as policy
maker and helps both veteran and new board
members realize how much thought has gone
into each policy.
As periodic policy reviews are conducted,
here are guidelines to help ensure policy is as
effective as possible:
1. An effective policy advances the best
education interest of all students. This
might seem obvious, but it can be easily
overlooked in the heat of debating specific
issues. The principle is an important one,
however, and board policy should, if only
indirectly, support the best educational
interest of all district students. The
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emphasis on all students is not accidental.
Often, policy debates are framed in terms
of specific groups of constituents. Policies
addressing the allocation of resources,
are especially vulnerable to this problem.
In the interests of equity, however,
policies must be carefully formulated to
include all students and must not impose
an unnecessary burden on any specific
demographic group.
2. An effective policy complies with federal
and state mandates. Keeping abreast of
federal and state legal mandates might
require the help of your school district
attorney, who can tell you, for example,
whether a proposed policy on drug
testing for student athletes will pass legal
muster or whether a policy on internal
auditing meets your state’s financial
reporting requirements. Another source
of information on federal and state legal
mandates is TSBA. This compliance is an
especially important criterion against which
to measure policy because the autonomy
of your district’s operation depends in
large part on your board’s ability to operate
within the limits of federal and state legal
mandates.
3. An effective policy relates to other district
policies. The board must guard against
one policy contradicting another and
ensure that individual policies support
each other. Without a regular review and
revision process to pinpoint the problem, it
is possible that a new policy could conflict
with an existing one.
4. An effective policy promotes consistent
compliance. This is an important
consideration in schools where discipline,
organizational climate, and effective
leadership all play a part in compliance
with the dictates of policy. Whether rules
or policies are followed or ignored will
have a substantial impact on the school

TSBA
district in general and on the attitudes of
students, parents, and school employees.
Why adopt a policy that assumes,
for example, 100 percent attendance
at staff development sessions when
experience and common sense tell
you perfect attendance is unlikely?
High expectations are an important
attribute of effective schools, and your
expectation of compliance with policy
should be high. But if the board doesn’t
require a high degree of compliance with
a policy, it should revise the policy.
5. An effective policy is enforceable.
Enforceability is closely related to
consistency in compliance. However,
compliance might be relatively easy to
predict if the policy has already been
in place or has been used in another
setting. Enforceability, on the other
hand, is more directly related to the
administrative and other professional
attention required to ensure compliance.
Depending on the specific area of
concentration, the policy might be
unworthy of the administrative attention
required to enforce it. A dress code
policy that requires daily inspections by
the principal, for example, might not be
enforceable (and might run counter to
legal mandates anyway).
6. An effective policy is supported by
the public. As soon as a policy requires
external support, your district’s control
over compliance is diminished. You can
ask parents to help support attendance
or homework policies, for example,
but you cannot force them to comply.
Understanding how parents and other
members of the public feel about the
schools can be an important factor
in deciding whether to pursue such
policies. Similarly, cooperation from
public agencies such as the juvenile
court or health department might be a
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central issue with policies on weapons or
vandalism or on health screenings.
7. An effective policy justifies cost in
both human and financial terms. This
idea combines several considerations.
The time administrators and teachers
will spend implementing a policy is
obviously an important consideration.
Also important are costs related to the
personnel allocation or other budgetary
concerns, all of which must be weighed
against the importance of the policy
issue. A policy calling for metal detectors
is a good example. Purchasing and
installing the devices will cost money,
as will paying security aides to monitor
them. But if the use of weapons is on the
rise in the school district, your duty to
ensure student safety might well justify
the expenditure.
8. An effective policy is clear and
understandable to all who are expected
to comply with the policy. Is it easily
understood, or is it couched in terms
of specialized jargon, incomprehensible
acronyms, and technical vocabulary
that nearly defies comprehension by
ordinary mortals? The best way to ensure
a policy is understandable is to arrange
for impartial, informal, outside review.
Ask someone who is not involved in the
school district as a parent or employee
to read and interpret the proposed policy
or policy change as written to gauge
its clarity. If the policy is directed at
students, be sure to have one or more
students review it before you adopt it.

Review Board Minutes
Reading board minutes can reveal instances
when the board has acted on an issue
several times – a sure sign a new policy
should be written or an old one revised.
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Example: if the board has listened to several
requests for student transfers, perhaps the
conditions under which the transfers are
permitted should be clarified so administrators
can rule on future requests.

Revise to Avoid Problems
Pity the school board that waits until an issue
arises before it draws up a policy. By that time,
the opportunity for researching the issue is
limited, and the demands of administrators or
citizens for quick action often lead the board
to make a hasty decision. The consequences
of the resulting policy can be more damaging
than no policy at all. However, one way a
board discovers problems with its policy is
when problems are brought to its attention.
In spite of the board’s careful consideration
of policy and the community’s input, there are
times when the board fails to consider some
circumstances which could make the policy
unfair or unworkable. When this occurs, the
board should suspend and then amend its
policy.

Suspension of Policy
The board should suspend its policy only when
it recognizes that the policy will result in an
injustice. A policy should never be suspended
for an individual case only but should always
be amended to apply to all future cases
with similar circumstances. If the need for
suspending a policy becomes regular, a board
may need to amend the policy. A board should
not violate its own policy. It is legally bound to
follow its own policy, so a board must suspend
a policy before it takes action that would have
violated the policy had it not been suspended.
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A board should take great pride in its policy
manual. When a board has developed
an effective, working policy manual, it
has achieved a significant portion of its
governance responsibilities. However, policy
should change. It should not be created with
the expectation that it will remain static. It
is irresponsible for a board to allow policy
to remain static in a changing community. A
board should continuously be in the process of
reviewing and revising policies.
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POLICY REVISION FOR ANNUAL AGENDA
MONTH

POLICY SECTION

July			

School Board Operations

August			

School Board Operations

September		

Fiscal Management

October		

Support Services

November		

Instructional Services

December		

Instructional Services

January		

Personnel

February		

Personnel

March			Students
April			Students
May			
			
			

Review the policies adopted within the current year to assess the
effectiveness of policy and to ensure that the policy is achieving the
desired result.

June			
			

Review changes in state and federal legislation, state board policies,
and rules and regulations that will make policy changes necessary.

			
			

Review board long-range plans and implement policies that will achieve
those goals.

Header Example:
Monitoring: 			

Progress County Board of Education
Descriptor Term: 					

Curriculum
Review: Annually, 						
Development
in November

Descriptor Code: Issue Date:

4.200
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REVISING POLICIES
INSTRUCTIONS: Consider the provisions below. Rewrite them in a way that resolves the issue.
Policy 1.400
Provision: “Absent board members may attend a regular or special meeting by electronic means
if the member is absent because of work, a family emergency, or the member’s military service.
If a board member is absent due to military service, he/she may participate electronically as
often as he/she is able to do so. However, a board member may not participate electronically
more than two (2) times per year for absences due to work and/or family emergencies.”
Concern: Board members are unclear as to whether “per year” refers to calendar year, fiscal year,
or school year.
___________________________________________________________________________________________
___________________________________________________________________________________________
___________________________________________________________________________________________
Policy 1.404
Provision: “Individuals speaking to the board shall address remarks to the chair and may direct
questions to individual board members or staff members only upon approval of the chair. Each
person shall be given adequate time to speak…If the speaker is addressing a topic that is not on
the agenda, they will be given time at the end of the meeting to speak.”
Concern: Community members and board members disagree over what constitutes an adequate
amount of time. Additionally, there is concern about allowing comment on areas not on the
board’s agenda.
___________________________________________________________________________________________
___________________________________________________________________________________________
___________________________________________________________________________________________
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Policy 2.601
Provision: “Teachers shall be permitted to establish personal online fundraising accounts. All
proceeds must be used to benefit the teacher’s school.”
Concern: The Director of Schools is concerned that lack of a more centrally controlled process
makes it difficult for the finance department to account for these donated funds/items. Additionally, there have been instances of donated technology being incompatible with what the
district already has in place. The Director thinks she needs more control over how these fundraisers are operated.
___________________________________________________________________________________________
___________________________________________________________________________________________
___________________________________________________________________________________________

Policy 3.206
Provision: “No private athletic groups will be permitted to use school facilities.”
Concern: A local nonprofit would like to offer basketball lessons after school hours. Board members and community members would like this group to have access to the high school gym.
___________________________________________________________________________________________
___________________________________________________________________________________________
___________________________________________________________________________________________
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Policy Oversight
What Is Policy Oversight?
Policy oversight is one method by which
boards can determine if they are moving
forward or just becoming stagnant.
Oversight, in contrast with policy review,
for example, is a dynamic process that
includes an evaluative component. Policy
oversight is intended to make sure that the
policy accomplishes what it is supposed
to accomplish. Policy review, on the other
hand, is a mechanical process to ensure
compliance with and to reflect changes in
federal, state, and local laws, regulations,
and guidelines.
Policy oversight seeks to determine whether
policies : (1) are aligned with school board
goals; (2) are accomplishing the anticipated
results; (3) are clear and understandable; (4)
incorporate the most effective procedures;
and (5) are being followed.

Are Policies Aligned with School
Board Goals?
The conscious comparison of policy to the
general mission and goals of the district
is a crucial component in effective policy
analysis. It seems obvious that a policy
should be in line with the district’s mission
and goals, but that is not always the case.
Reviewing the policy in light of the mission
statement or goals might reveal little or no
correlation or even a negative correlation.

Example:
A policy designed to go beyond the
state’s requirements for graduation by
requiring an additional year of math
might work against a district goal of
raising the graduation rate. That is not
to say that policy is wrong, only that it
conflicts with the goal, and one of the
two should be changed.
The Relationship of Policy to Vision
The work of the board of education is
about vision. Every task relates either to the
creation or clarification of a vision of the
community’s educational future, establishing
a plan to translate the vision into reality,
gaining public support to accomplish the
vision, and adopting policy to guide the
implementation of the vision.
Policy oversight and management are two
separate areas of responsibility within the
educational structure. However, one cannot
operate effectively without the other.
The board sets policy, and the director
manages the schools within the guidelines
set forth in board policy. In the absence
of policy, the director must use his/her
own judgment. In effect, everything that
is not specifically reserved to the board is
automatically delegated to the director.
Policy oversight includes the responsibility
to ensure that, taken together, the board’s
policy and the director’s administrative
procedures produce results to move the
school district toward the board’s vision.
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VISION
Planning

Policy

Promotion

Developing a blueprint to
translate the vision
into reality

Establishing
guidelines and
standards to ensure
the board’s vision is
realized

Building support and
obtaining the resources
necessary to achieve
the vision

If board policy is not having an impact on
the school system, evaluate the process of
policy making. The administration is charged
with the responsibility of managing the
schools in
compliance with board policy.
If there is no policy, the administration has
nothing with which to comply. Through the
policy- making function, the board tells the
director what it expects. Board policy sets
the standard. If no standards are set, none
will be met. The board has no right to expect
the director to meet a set of “presumed”
standards.

Are Policies Accomplishing the
Anticipated Results?
It is not enough for a board to adopt what
it considers to be excellent policies. It must
ensure that board policies are working.
This requires that the policies are (1) being
followed; and (2) producing the expected
results. The failure of either of these to
occur is totally unacceptable.
When a board adopts a policy, it should at
that time set a date for review of the policy.
As part of the review, the director should
report to the board whether the policy has
achieved the anticipated results as well as

any problems encountered in administrating
the policy. Board members should offer
observations or personal experiences with
the policy. Changes should be made as
appropriate.
To ensure that policies are accomplishing the
desired results, they must be effective. In
examining the effectiveness of a policy, the
first guideline that should be considered is
“advancing the best education interest of all
students.” This is one measure of a policy’s
effectiveness. In addition, the board should
devise some qualitative or quantitative way
to measure effectiveness.
Example:
The success of a policy declaring schools
to be smoke-free, for example, might
be measured over time by a decrease
in the number of infractions. A policy
should not be considered effective until
it accomplishes the intended results.
Effective policies affect the practices of
staff. The emphasis, in this case, is on
the practical application of the policy
under study. In other words, how will
administrators, teachers, and other support
personnel put the policy into practice in the
school district? Occasionally, a policy that
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seems perfectly reasonable turns out to be
impractical to implement. A policy that calls
for considerable amounts of record keeping
and reporting, for example, might impose an
untenable burden on school employees.
This criterion serves another purpose as well,
and that’s to make sure the director and other
administrators who are charged with the
sometimes arduous task of implementation
and enforcement have a valid interpretation of
the policy.

Indicators That Policy Is Working
The results of effective school board policies
are well worth the effort. When a board has
the policies that it needs, and these policies
are effectively governing operations, the
following indicators will be present:
Productive parent/community
involvement
1. There is little conflict between
administrators and parent or
community groups such as PTA or
booster clubs.
2. There is clear understanding of the
roles and responsibilities relative to
administrative/parent/community
involvement in school
activities.
Minimum pressure from special interest
groups
1. Special interest groups present their
initial concerns at an open board
meeting rather than having community
gatherings to build support and present
to the board as demands.
2. Special interest groups are represented
on administrative and board of
education advisory committees.
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Effective decision-making
1. The board makes sure that decisions
are consistent with board policy.
2. Board members disagree with one
another in a respectful manner, without
argumentative, personal attacks.
3. The board avoids embarrassing
situations atboard meetings.
4. There are a minimal number of split
vote decisions.
Positive board/staff interactions
1. No board member is involved in
administrative responsibilities.
2. Staff concerns are referred to the
appropriate administrator rather than
school board members.
Understanding the legal framework of
education
1. There is no conflict between local board
policy and constitutional mandates,
state mandates, administrative rules
and procedures.
2. There is no conflict between individual
teacher rules, and administrative rules
and
procedures, and school board policy.
If policies are not achieving the desired
effect:
1. Ask the staff for recommendations on
changes so that the policy will achieve
the desired
results.
2. Brainstorm possibilities at a school
board meeting, and ask staff to
bring back recommendations after
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considering the board’s comments
and suggestions.
3. Ask the TSBA policy staff for
assistance with sample policies or
with drafting language to achieve the
desired results.
Summary
1. At the time the board adopts policy,
it should schedule a review of the
policy at a date no
later than twelve months following its
adoption.
2. The board should adopt only policies
that it intends to enforce and
consistently enforce them.

Are Policies Clear and
Understandable?
Policy should mean the same thing to
everyone who reads it. Unclear, vaguely
written policy left open to interpretation will
ultimately result in time and trouble for the
board.
A clearly written policy will usually specify
responsibility for implementation and
enforcement. A policy specifying direct
responsibility clarifies for the board and
the director exactly who is expected to
implement and enforce the policy.

Are Policies Being Followed?
There are several reasons why board policies
are not followed. Sometimes boards adopt
policies they never expect to be followed.
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Example:
A board adopted a policy that required
teachers to report any teacher abusing
sick leave.
Teachers generally do not feel a
responsibility to report transgressions of
their fellow teachers, although some may.
The board should have known that most
teachers would not get involved in such a
matter even though policy required it. The
policy should never have been adopted in
the first place.

What Does a Board Do When Policy
Is Not Followed?
When policy is violated, the board must
insist on consequences for the violator. The
board can never turn its head and allow its
policy to be violated. Certainly, the board
must never violate its own policy. It may
change or abolish the policy but never
violate it.
Like the law, it is mandatory, not optional,
that school board policy be followed. Also
like the law, school board policy does not
enforce itself. It is imperative that a school
board insist that its policies be followed
and that failure to follow policy results in
consequences.
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How Boards Ensure That Policies Are
Followed
1. Monitor Every Policy – Monitor the
Results.
Are we getting what we wanted?
Consistently enforce the policy with
board action. It is not infrequent
that school boards adopt policies
and expect their administrators to
carry out the policies. Then, when
administrators enforce policy, the
school board does not support them
in the enforcement. Other boards
choose to enforce policies only
selectively. In other words, the policy
may be enforced depending upon
the mood of the board or depending
upon who violated the policy. If
board policy is to be respected
and followed, it must be enforced
consistently.
2. Monitor Nothing about Which You
Have No Policy.
If the board has not said how it
should be through policy, it should
not monitor how it is. If the board has
no policy, the director must act on
his/her best judgement. The board
has nothing to monitor if it has no
policy.
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3. Devise Methods for Monitoring – Three
primary methods boards use to
monitor are as follows:
1. By internal report. The director
discloses compliance information
to the board. The report should
include information about how
well the policy is working, the
penalties that have resulted from
violation of the policy and extent
to which the expected results are
being accomplished.
2. By external report. An external,
disinterested third party may be
selected by the board to assess
compliance with board policies.
The board may also receive
information from parents or
other citizens about how policies
are working.
3. By direct board inspection.
Members of the board assess
compliance with the appropriate
policy criteria based upon
their own experience or direct
observation.
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CONSIDER THESE POLICIES
Place a check mark in the “acceptable” column for each statement that you
believe should be adopted as a school board policy.

Statements							
1.

Free education should be provided to all children and youth
until they have completed a curriculum appropriate to their
needs and abilities. The school should be an essential part of
community life, serving all of the people in various ways
according to their needs.

2.

The county schools will not accept children from any other
school district. Exceptions will only be made through
contracts, tuition, or on a case-by-case review basis.

3.

The practice of issuing perfect-attendance certificates is
recommended.

4.

Entertainment for which admission is charged shall be kept to
a minimum number and admission charges fixed at amounts
permitting the maximum number of pupils to attend.

5.

Social events should not interfere with scholastic work. They
should be scheduled in advance and should be under the direct
supervision of the principal and teachers involved.

6.

Formal reports of pupil progress shall be made every six weeks
to parents of each pupil. Report cards will be sent out three
days after the six-week period ends or on the following
Monday if the third day after the reporting period falls on
Friday. In addition, teacher and principals shall be available
at reasonable times to confer with parents on the educational
progress of their children.

7.

A grade of “E” should be given to resource students who are
working up to their ability and who will probably be
socially promoted.

8.

Failure of students is discouraged. It is used only when it is in
the best interest of the child.

Acceptable

Not
Acceptable

Chapter 4
1
Education's
Governance
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Administrative Procedures
Scratch the surface of many school districts,
and you will find individual board members
– and often a director – who believe
that board policies and administrative
procedures are not needed for their district
to operate efficiently. A good school board
exercises its executive power by delegating
administrative responsibilities to the
director. A school board that fails to delegate
administrative responsibilities to the
director is ensuring that the school district
will have neither adequate governance nor
administrative leadership.
Common reasons for not having
administrative procedures include the
following:

1. “We believe in word-of-mouth
operations.”
2. “If we don’t have policies and
administrative procedures, then no one
can hang us for what we’ve said or for
what we’ve done.”
This approach may have worked in the
past, but it will not work today. Boards and
directors are faced daily with decisions
that affect the legal and civil rights of staff
members, students, and parents. Unless
clear operational procedures are established,
central office and site administrators
responsible for making these daily decisions
may become involved inadvertently in
litigation or civil due process procedures.
Consider this scenario: a male secondary
school student – who is classified as special
needs, but is mainstreamed into the regular
program – has not been a discipline problem
within the classroom. However, outside of

class and in the hallways, at lunch and on
the school campus, he is frequently involved
in fights. On one particular day, this boy
lacerates the chest of another student with a
pocketknife.
What are the procedures? May the principal
suspend or expel this student? Is the
suspension or expulsion governed by the
state discipline code or by the federal law on
special-needs students or by both laws?
Clear guidelines established by board policy
and administrative procedures permit the
principal to apply appropriate sanctions and,
at the same time, follow legally defensible
procedures in applying such discipline.
This and other decisions that affect
schools call for policies and administrative
procedures to serve as “road maps” for staff,
students, and parents in understanding
the operation of individual schools and the
school system. Policies and administrative
procedures establish common understanding
of school district philosophy and operational
procedures and serve as clear guidelines in
areas subject to various interpretations.

Who Writes Administrative
Procedures?
The director is responsible for the content of
administrative procedures, but the drafting
of them may be assigned to a person familiar
with federal and state laws and regulations,
court decisions, and current district policies.
This person may be an administrative
employee of the district or may be a
consultant retained for this purpose.
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The Developmental Process for
Administrative Procedures
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The Board and Administrative
Procedures

Admittedly, some boards fill their policies
with details because they don’t trust their
administrators’ ability to interpret what they
mean. But others honestly believe they’re
protecting their director from criticism. A
2. From this review, compile a list of
policy should include what you want and why
administrative procedures that, written
you want it, but not how. The “hows” are in
in conformity with law and policy,
administrative procedures developed by the
would enhance the operation of the
director. By having administrative procedures,
district.
the board does not have to spend an excessive
amount of time with details. Administrative
3. Review the list with the administrative
procedures draw the line between board
team and elicit suggestions for
authority and administrative authority. They
administrative procedures that have not help prevent the board from micromanaging.
been listed.
Even though the board does not adopt
administrative procedures, they can use them
4. Draft administrative procedures from
as a part of the director’s evaluation to make
the list and submit these to the team for sure the board’s policies are being carried out.
review and feedback.
1. The process begins with a review of
current board policies and employee
and student handbooks.

5. Following the feedback from the
administrative team, develop revisions
of the administrative procedures and
resubmit them for review.
6. Prepare final drafts and submit them to
the director for review. Make revisions
as needed, and submit for review by
legal counsel.
7. Distribute copies of administrative
procedures, explain them to staff, and
implement them.
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Click here to choose a school board.
Monitoring:

Descriptor Term:

Review: Annually,
in August

Administrative Procedures

Descriptor Code:

Issued Date:

Rescinds:

Issued:

1.601

1
2

The Director of Schools is responsible for implementing board policies and for interpreting them to
staff, students, and the public.1

3
4
5

The Director of Schools, in consultation with principals, staff members, and other persons and groups
as appropriate to the topic, will develop administrative procedures as necessary to implement board
policies or for the items deemed necessary for the efficient operation of the schools.2

6
7

Within the policies and procedures of the Board and the Director of Schools, principals are authorized
to establish guidelines for the staff and students of their schools.

8

DISSEMINATION

9
10

The Director of Schools is directed to establish a plan for preserving the administrative procedures and
making them accessible to all employees.

_____________________________

_____________________________

Legal References

Cross References

1.
2.

Role of the Board of Education 1.101
Board-Director Relations 1.205
Policy Development and Adoption 1.600
Qualifications/Duties of the Director of Schools 5.802

TCA 49-2-301(b)(1)(A)
TCA 49-2-203(a)(2)
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DISCUSSION ACTIVITY
Administrative Procedures
Discuss the following statements about policy and determine which have unanimous support at
your table.
____ 1. If a board does a good job adopting policies, administrative procedures are not needed.
____ 2. The board doesn’t need a policy if the board is willing for the director to make the
decision.
____ 3. The board should approve administrative procedures.
____ 4. Administrative procedures are not needed on subjects that are not in the policy manual.
____ 5. Forms designed by the administration should be in the administrative procedures manual.
____ 6. Job descriptions should be included in the policy manual.
____ 7. The board shall monitor the performance evaluation of the director to make sure that
written administrative procedures are in place.
____ 8. Policy making may stop at whatever point the board is willing to allow the director to 		
make further decisions or administrative procedures.
____ 9. Administrative procedures should contain a reference to related policies.
____ 10. State laws and federal guidelines sometimes require board policy to include details that 		
would have better been included in administrative procedures.
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Policy Or Administrative Procedure?
Following are clues to help distinguish between matters that should be handled by
policy and those that could better be handled through administrative procedure.
Clues to Policy Status
P-1.

Is the statement one of goals, purposes, aspirations?

P-2.

Does the statement concern how the board itself operates?

P-3.

Does the board assign responsibility or authority in the statement to the director?

P-4.

Does the statement establish the board’s position on a topic of concern?

P-5.

Does the statement set forth a function that the board reserves to itself?

P-6.

Would only the board have authority to make such a statement?

P-7.

Generally speaking, does the statement answer the questions what and why rather than 		
how?

Clues to Administrative Procedure Status
A-1.

Does the statement set forth mechanics for implementing goals?

A-2.

Does the statement list specific dos and don’ts?

A-3.

Does the statement list required step-by-step procedures?

A-4.

Does the statement contain a great deal of detail?

A-5.

Generally speaking, does the statement answer the question how rather than what and 		
why?

The following page uses the familiar issue of field trips to demonstrate the distinction
between policy and administrative procedure.
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Policy (What, Why)
Field Trips
Field trips are permissible if they are designed to allow students to enrich their classwork with
on-site visits to appropriate places. No student shall be denied the right to participate because
of lack of funds. The board will provide funds in the district budget for field trips. The director
shall develop administrative procedures to implement this policy.

Administrative Procedures
(How, Who, Where, When)
Field Trips
1. The principal shall use the following guidelines in implementing the field trip policy:
2. The purpose of the trip and its relationship to the instructional program must be stated.
Plans for making up missed work in other classes must be included.
3. The teacher/sponsor of the field trip must make his/her request to the principal at least ten
days in advance of the field trip.
4. The principal will approve or disapprove the request within two days.
5. All field trips will have at least one adult chaperone for each ten children.
6. The teacher shall receive a signed permission form from a parent or guardian of each child in
advance of the filed trip. The form must indicate time, date, and the purpose of the trip.
7. The principal shall make arrangements for bus transportation when necessary.
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Click here to choose a school board.
Monitoring:

Review: Annually,
in November

Descriptor Term:

Field Trips/Excursions/Competitions

Descriptor Code:

Issued Date:

Rescinds:

Issued:

4.302

1

General

2
3

The Board encourages field trips, excursions, and competitions when the experiences are an integral part
of the school curriculum and contribute to the Board’s desired educational goals.

4
5
6

The Director of Schools shall develop procedures for submitting, reviewing, and approving requests for
field trips, excursions, and competitions. Any request that requires students to travel out of state or stay
overnight requires prior Board approval.

7

INDEPENDENTLY PLANNED TRIPS

8
9

Trips privately planned by school district employees, acting outside the scope of their employment, are
not authorized by the school district.

10
11
12
13
14
15
16
17
18
19
20
21
22
23
24

These trips are not approved by the Board and are not considered a part of the curriculum. Total
responsibility for privately planned trips rests with the chaperone(s) as well as with the
parent(s)/guardian(s) of the students participating in the trip. The following restrictions shall apply:
1. Board funds or resources shall not be used;
2. School district materials shall not be used;
3. The Board shall not assume any liability;
4. Employees are not authorized to act on behalf of the school district;
5. Recruitment efforts made by an employee shall not occur during the instructional school
day; and
6. Absences caused by participation in privately planned trips shall be considered unexcused.
_____________________________
Cross References
Advertising and Distribution of Materials in the Schools 1.806
Special Use of School Vehicles 3.402
Extracurricular Activities 4.300
Attendance 6.200
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Policy Title
School District Records

School District Planning

Language
The director shall establish procedures to
safeguard against the unlawful destruction,
removal, or loss of records.
The director shall develop necessary procedures, forms, or other measures to implement
the goals of this policy.

Advertising and Distribution of Materials
in Schools

School publications may accept and publish
paid advertising under procedures established
by the director.

Equipment and Supplies Management

The director shall develop procedures promoting the useful life of equipment and supplies
by establishing a thorough, effective, and economical operations and maintenance program
and providing adequate insurance coverage.

Instructional Resources and Materials

The director shall develop procedures for inspection of materials and distribute these
procedures to each principal.

Web Pages

The director shall develop administrative
procedures for development of web pages,
including content, quality, and consistency
standards, and shall designate an individual(s)
to be responsible for maintaining the official
district web page and monitoring all district
web page activity.

Can you think of other policies from your policy manual that require administrative procedures?
1.
2.
3.
4.

Chapter 5
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Board
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Board Operations
There are two basic premises of school board
operations:
1. The board is a corporate body. The
authority of a board member includes
expressing an opinion and casting a vote in
a board meeting. Outside a board meeting,
a board member has no authority over
school matters.
2. The board is a policy-making body. The
board speaks through policy. The board is
responsible for dealing with issues through
policy before the issues result in specific
problems with the people involved. Matters
that the board chooses not to address
through policy are left to the discretion of
the director of schools.
Most statutory powers and responsibilities of
the board are mandatory. The board, and only
the board, must exercise these responsibilities.
As an all-encompassing duty, Tennessee
school boards are specifically charged by
the legislature with the responsibility to
manage and control all schools in their school
district. The director/director of schools has
the authority to employ, assign, transfer,
and nonrenew employees. Only the board
has authority to grant tenure or to dismiss a
teacher who has acquired tenure.
Some powers of the local board of education
are discretionary. In other words, the board
may exercise these powers, choose not to
exercise the power, or in some cases, delegate
the power to someone else. An example of
such a discretionary power is the operation
of a day care center. The board may operate
such a center, it may delegate someone else
to operate such a center, or it may choose
to have such a center operating in the public
schools.

Four major functions lie within these
mandatory and discretionary powers:
1. Policy oversight – the board is responsible
for developing a policy manual and
employing a director of schools to carry
out its policies through the development
and implementation of administrative
procedures.
2. Educational planning – the board is
ultimately responsible for ensuring
students are educated and ready to
succeed. A board that establishes a
vision, identifies its mission and goals,
and develops a plan for accomplishing
the mission and achieving the goals has a
significantly greater chance of succeeding.
Schools will never be what we believe they
should be unless the board identifies goals
and develops plans for achieving them.
3. Fiscal planning – the board is responsible
for adopting a budget to provide the
necessary funding in terms of buildings,
staff, materials, and equipment to
enable the school system to carry out its
functions.
4. Promotion – the board is responsible
for keeping the local community
informed about the school system, its
accomplishments, and its actions and
building public support for the schools
by involving the public in the planning
process.

Effective Meetings
Boards need effective meetings to carry out
their functions. When the gavel falls at a
school board meeting, it may mark the opening
note of a well-orchestrated and productive
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session. Or it might signal the start of a
discordant free-for-all.
A successful board meeting reflects the efforts
of many people working together. Effective
meetings require planning before the agenda
goes out and cooperation, consideration,
and communication during the meeting. The
school board meeting is the community’s
window to the school system. The public will
assume that schools are run about the same
way that school board meetings are run.
School board members should not be
expected to agree on every item on the
agenda. In fact, disagreement and discussion
of varying points of view help the board
to make better decisions. However, board
members must respect one other and one
other’s opinions and remember that school
board meetings are for making decisions
which affect the lives of the community’s most
precious resource – its children.

Types of Meetings
Boards have two major types of meetings:
regular and special. Those two major types can
be divided into five different categories:
1. Regular board meetings. This is the most
common type of school board meeting.
Almost every decision a board makes
happens during a regular board meeting.
Even though Tennessee law requires
boards to meet at least quarterly (T.C.A.
49-2-202), most boards meet monthly.
2. Special board meetings. Boards may hold
special meetings as necessary to transact
the business of the board. These meetings
are called by the chair whenever, in the
chair’s judgment, the interests of the
schools require it or when requested to do
so by a majority of the board
(T.C.A. 49-2-202).
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Only business related to the call of the
meeting and details related to the items
on the agenda should be discussed or
transacted by the board during a special
board meeting. Two examples of a special
board meeting occur when the board
employs a director of schools or meets to
approve the annual school district budget.
3. Emergency meetings. Emergency
board meetings are a type of special
board meeting. These only occur
during a situation where normal notice
requirements cannot be met due to a
sudden, unexpected occurrence or set
of circumstances demanding immediate
action. An emergency meeting could occur
when the board needs to address repair or
replacement of school facilities to ensure
continued operation after a significant
weather event.
4. Board hearings. Board hearings can occur
during a regular or special board meeting.
The board can hold public hearings in
several circumstances:
1. When a licensed employee is dismissed
during a contract period
2. When a student has been suspended
and appeals to the board
3. When a parent/guardian contests his/
her child’s school assignment;
4. When the board deems it to be in the
public interest.
These hearings usually occur due to a
written request by the party seeking the
hearing, and some have specific legal
requirements that must be met.
5. Work sessions. Board work sessions are
meetings where the board can discuss
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issues in greater detail, which allows for
greater efficiency during the regular board
meeting. No action is taken during these
meetings, and they should be open to the
public.
School board meetings seem to be a lightning
rod for controversy. A board must expect
it when it deals with such difficult and
controversial issues as school closings, labor
contracts, employee grievances, rezoning, and
many other issues dealing with students and
staff. The board can’t prevent the controversy,
but it can, through proper planning and action
at the meeting, control its effects. Sound board
procedures are essential for board hearings
and those meetings when angry citizens
descend upon the board.

Public Participation

The Open Meetings Law requires local boards
of education to deliberate and act in public,
but it does not require public participation in
debate. It certainly does not require a survey
of the audience on agenda items. Some boards
of education set aside some portion of each
meeting as an open forum for the public or
in some other manner allow the public to
participate in an orderly manner.
The board should have a policy on public
participation at school board meetings. The
policy should provide procedures for acquiring
placement on the agenda as well as controlling
the remarks made at the meeting. For
example, the person speaking should identify
himself and state his reason for being present.
A previously established time limit should be
placed on each speaker and provisions should
be made for any exceptions to these rules.
Emphasis should be placed on the fact that
board meetings should be conducted in an
orderly and efficient fashion. Board meetings
are public meetings but not meetings of the
public. No individual has a “right” to speak at
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public meetings any more than he/she has
the right to address the state legislature or
Congress while it is in session. Local governing
bodies may establish and enforce rules and
regulations governing individual conduct at
public meetings.
Furthermore, there is no requirement that any
individual attending a public meeting be given
unlimited time to address the body on real
or imagined evils or on any other matter.
To require otherwise would be to permit
any person to destroy the effectiveness of
local government bymonopolizing its time at
public meetings where its business must be
conducted.

Dealing with Hostility

What does a board do when an angry mob
packs the board room? If the board handles
the situation correctly, most people who
attend the meeting will have confidence in
their school board. Be sure to follow policies
regarding the meeting, be polite while firm,
and be decisive.

39-17-306. Disrupting meetings or
procession.
(a) A person commits an offense if,
with the intent to prevent or disrupt a
lawful meeting, procession, or gathering,
the person substantially obstructs or
interferes with the meeting, procession,
or gathering by physical action or verbal
utterance.
(b) A violation of this section is a Class B
misdemeanor.
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Click here to choose a school board.
Monitoring:

Descriptor Term:

Review: Annually,
in July

School Board Meetings

Descriptor Code:

Issued Date:

Rescinds:

Issued:

1.400

1

The Board will transact all business at official meetings that may be either regular or special.

2
3
4

Every meeting of the Board shall be open to the public, except for those meetings in which the law
allows closed sessions.1 Open meetings will be physically accessible to all students, employees, and
interested citizens.2

5
6
7

The Board may restrict the recording of board meetings via camera, camcorder, or other photographic
equipment when such recording creates a threat to public safety and welfare or impedes the conducting
of efficient and orderly public meetings.3

8

REGULAR MEETINGS

9

Regular meetings of the Board shall be held on _________.

10
11

In instances when any regular meeting date falls on a legal holiday, the meeting shall be rescheduled
by the Chair.

12

SPECIAL MEETINGS

13
14
15

The Board shall hold such special meetings as necessary to transact the business of the Board. Such
meetings shall be called by the Chair whenever, in the Chair's judgment, the interests of the schools
require it or when requested to do so by a majority of the Board.4

16
17

Only business related to the call of the meeting and details related to agenda items shall be discussed or
transacted by the Board at a special meeting.

18

ELECTRONIC ATTENDANCE5

19
20
21
22
23

Absent board members may attend a regular or special meeting by electronic means if the member is
absent because of work, a family emergency, or the member's military service. If a board member is
absent due to military service, he/she may participate electronically as often as he/she is able to do so.
However, a board member may not participate electronically more than two (2) times per year for
absences due to work and/or family emergencies.

24

General Requirements

25
26

The following requirements apply to all electronic attendance, regardless of the reason for the
member’s absence:
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School Board Meetings

1.400

1
2

1. A quorum of the Board must be physically present at the meeting in order for any member to
attend electronically.

3
4

2. Any member wishing to participate electronically must do so using technology that allows the
Chair to visually identify the member.

5
6
7

3. The responsibility for the connection lies with the member wishing to participate electronically.
No more than three (3) attempts to connect shall be made unless the Board chooses to make
additional attempts.

8

Work-Related Absence

9

The following requirements apply to electronic attendance due to a work-related absence:

10

1. The Board member must be absent from the county due to work.

11
12

2. The member wishing to participate must give the Chair and Director of Schools at least five (5)
days’ notice prior to the meeting of the member's desire to participate electronically.

13

Family Emergency

14

The following requirement applies to electronic attendance due to a family emergency:

15
16
17
18

1. The member must be absent due to the hospitalization of the member or the death or
hospitalization of the member's spouse, father, mother, son, daughter, brother, sister, son-inlaw, daughter-in-law, stepson, stepdaughter, father-in-law, mother-in-law, brother-in-law, or
sister-in-law.

_____________________________

_____________________________

Legal References

Cross References

1.
2.
3.
4.
5.

School Board Legal Status and Authority 1.100
Board Committees 1.300
Notification of Meetings 1.402
Section 504 and ADA Grievance Procedures 1.802

TCA 8-44-102; TCA 49-6-804(b)
28 CFR § 36.201(a); 36.202
OP Tenn. Atty. Gen. 95-126
TCA 49-2-202(c)(1)
TCA 49-2-203(c)
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Signs That Meetings Aren’t Working
Right
There are not-so-subtle signs that board
meetings are not what they could or should be.
For instance, the board should rework board
meeting procedures when any of the following
situations occur:
1. Visitors get more time to speak than board
members.
2. Meetings either run into the wee hours of
the morning, or they don’t last long enough
for everyone to put cream in their coffee.
3. Agenda items include items that could
easily and more properly be handled by the
administration.
4. The news media, school employees, and
community leaders often complain about
being uninformed about meetings or items
on the agenda.
5. Either the board or the director is caught
off guard by items brought up for action.
6. Few items are actually ever voted upon.
7. Board members disagree on the meaning
of board decisions.
8. Meetings often result in hurt or angry
feelings.
9. Citizens and employees continue to bring
grievances to the board.
10. Meetings are used as an arena for political
posturing.
11. People are irritable or uncomfortable due
to bad physical arrangements.
12. Board members have trouble remembering
large portions of discussion.
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Agendas
In order for a board to have control over its
meetings, it must first have control of its
agenda. An agenda gives a meeting structure
and a sense of direction.
Simply put, an agenda is a specific list of
items of business to be brought before the
school board for consideration and action. The
agenda determines the content and sequence
of important matters before the board. Its
very existence is a guarantee that the school
board will focus its attention on important
matters and not be diverted into discussing
unexpected, premature, or ill-prepared
matters.
In order for the meeting to be completed in a
reasonable period of time and conducted in
an efficient manner, the board chairman and
director will have to make many decisions
about what goes on the agenda. First, they
should delete any items that are outside
the scope of board responsibility. Most
administrative items do not belong on the
agenda. If the director feels he/she should
advise board members of an administrative
matter, he/she can do so through other forms
of communication outside the board meeting.

Preparation
The executive committee, which consists of
the board chairman and director of schools,
decides what items are placed on the agenda.
The board should have a policy that addresses
the agenda and that provides for board
members and citizens to place items on its
agenda. The policy may also specify the type
of agenda to be used and when and how it will
be made available to school board members
and the public. The policy should have a
provision for approving the agenda, adding or
deleting agenda items at the board meeting,
and a way to change the order of the meeting
if, for example, a large crowd is attending to
hear a specific issue.
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Although there is no set pattern for items
placed on the agenda, most school boards
use agendas that follow a specific order of
business, similar to the following:
• Call to order
• Roll call of members
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school board meeting should be the approval
of the agenda. Not only does it allow individual
board members to add items to the agenda
and delete items from the agenda, it also
allows for the rearranging of items on the
agenda.

• Adoption of the agenda

Once the agenda has been adopted in a
formal way, chances are the meeting will be
conducted in a more businesslike fashion.

• Approval of the minutes from the previous
meeting

Consent Agenda

• Pledge of Allegiance

• Approval of bills and financial report
• Communications to and from the board
• Presentations from individuals and
delegations
• Report from the director of schools
• Unfinished business
• New business
• Miscellaneous items
• Adjournment

Supporting Materials
Explanatory notes and recommendations
can be included as a part of the actual
agenda or attached as a separate sheet
of information. Any other information or
supporting documents the school board needs
in considering an item should accompany the
agenda and be mailed to the school board
members.
Accompanying the agenda that school board
members receive should be the minutes of the
previous meeting, monthly financial reports,
and any communications and statements of
which the school board should be aware. The
board must be provided with all information
needed to make the decision on each item.

Approval of the Agenda
One of the first items to be addressed at a

To expedite business at a school board
meeting, the board may choose to use
a consent agenda. Use of a consent
agenda saves the board time in ratifying
administrative, routine, or noncontroversial
items. When a consent agenda is used, the
regular agenda for the school board meeting
includes an item: consent agenda. This would
generally be at the top of the agenda. The
board chairman and director should decide
which items should be identified as consent
agenda items.
If a consent agenda is used, the chairman,
in presenting the agenda, should ask if any
member of the board wishes to remove any
item from the consent agenda so that it
might be discussed. If so, the item is taken
from the consent agenda and is appropriately
placed on the regular agenda or removed
from the agenda entirely, depending upon the
request of the board member and the board’s
agreement.
While the basic purpose of the consent
agenda is a more efficient use of school
board time, it should be recognized by board
members that the use of a consent agenda will
still require staff time. It is also understood
that the administration recommends approval
of all consent agenda items.
If the consent agenda is used, the items on
that agenda are approved by a single motion
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stated as follows: “I move to approve the
items listed on the consent agenda.” If the
motion receives a second, the chairman takes
the vote on the single motion. The minutes
of the school board meeting should include
the approved motion as stated and list all
the items that were approved as part of the
consent agenda.
There are three basic rules that apply to the
use of a consent agenda:
1. All background materials needed for
action are received by board members
sufficiently ahead of the meeting to
provide time for study.
2. Any school board member may remove
an item from the consent agenda for
separate action simply by requesting
that it be removed. No motion is
necessary. However, a motion would be
in order if the member wishes to delete
the item entirely from the agenda or to
determine where on the regular agenda
the item is to be placed.
3. The consent agenda is adopted with
one motion without discussion or
debate.
Listed below are typical school board agenda
items. Read each one. If you think the item is a
good consent agenda item, put an X in front of
it. Do the same for each item. If you think the
item cannot be treated as a consent agenda
item, leave it blank.
Pay monthly bills.
Recognizing Dental Health Week.
Approval of annual budget.
Agree on yearly maintenance plan for
district.
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Approval of travel expense for director
to attend AASA.
Awarding of bids to J.B. Construction
Company (where policy states bid shall
be awarded to the lowest bidder).
Approving the athletic-association
dues for the school year.
Approval of minutes.

Annual Agenda
In planning the agenda, the chairman and
director should look first at the annual
planning calendar to avoid forgetting any
agenda topics that occur on an annual basis.
The annual calendar should include board
actions required by law such as approval of
the budget or issuance of non-renewal notices
to certificated staff. Last month’s agenda also
should be reviewed and checked for any old
business that the board must resolve.

Developing an Annual Agenda
1. List each meeting scheduled for the year.
2. Schedule responsibilities to meet legal
deadlines.
3. Schedule actions required by board policy.
4. Add considerations of planning activities.
5. Schedule issues as they emerge.
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Annual Agenda
Progress County Board of Education
October
		
		
		
		
		

1.
2.
3.
4.
5.
6.

Amend operating budget
Accept financial audit
Review graduation requirements
Select architect for junior high
Revision of policies for support services
Review Board goals

November
		
		
		

1.
2.
3.
4.

Discuss school bus replacements
Curriculum critical review
Review board policies on instruction
Revision of policies on instruction

December 1.
		
2.
		
3.
		
4.
		
5.
		
6.
			

Approve specifications for bus bidding
Review preliminary plans for junior high physical education facility
Graduation requirement decision
Curriculum/reading center services review
Review of workers’ comp self-insurance
Review policies adopted within current year to assess effectiveness 		
of policy and to ensure policy is achieving desired results.

January
		
		
		
		

1.
2.
3.
4.
5.

Approve purchase of buses / accept bids
Amend operating budget for current year
Curriculum critical review / comm arts
Budget review
Review fiscal management policies

February
		
		
		
		
		

1.
2.
3.
4.
5.
6.

Midyear review of administrators’ evaluation, including director
Midyear board in-service / self-evaluation
Receive bids for junior high physical education facility
Review personnel policies (through vacations and holidays)
Curriculum critical review / math and vocational education
Budget review

Timed Agenda
Each item on the agenda should be allotted a certain amount of time, which is based on an
estimate of time necessary to dispose of each item. This will help the board to use its time
wisely and to complete its business at the specified time.
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1.403

Agendas

The executive committee of the Board shall be responsible for developing an agenda for each
board meeting. Any board member may place items on the agenda for discussion. The
particular order may vary from meeting to meeting in keeping with the business at hand.

4
5
6
7
8
9
10
11

For a regular board meeting, the agenda (which shall include the consent agenda), together with
supporting materials, shall be distributed to board members at least ______________ (amount
of time) prior to the scheduled date of the meeting. The agenda shall be available for public
inspection and/or distribution when it is distributed to the board members. At the beginning of
each meeting, the Board shall, by a majority vote, approve the agenda for the meeting, which
may involve the addition or deletion of items previously included on the agenda. The Board,
however, shall not revise board policies or adopt new ones unless such action has been
scheduled.

12

Staff members or citizens of the district may suggest items for the agenda.

13
14
15
16
17

For items to be considered on the agenda, they must be received in the Director of Schools’
office ______________ (amount of time) prior to the scheduled date of the meeting. The
person(s) requesting an item on the agenda shall forward any background information to the
Director of Schools’ office so that the material will be included in the delivery to the board
members prior to the meeting.

18

CONSENT AGENDA

19
20
21
22
23

While developing the agenda, the Chair and Director of Schools shall identify routine or
noncontroversial items to be placed on the consent agenda, which shall become a part of the
regular agenda. If any member objects to including an item on the consent agenda, that item
shall be moved to the regular agenda as an action item requiring discussion. The remaining
consent items shall be adopted in a single vote without discussion.

24

TIMED AGENDA

25
26

The executive committee shall assign to each item a certain amount of time determined to be
sufficient for disposing of each item on the agenda.

27

ANNUAL AGENDA

28
29
30
31

At the beginning of each fiscal year, the Board shall adopt an annual planning calendar, stating
month-by-month actions required by law and those required to carry out the Board’s annual
goals. In addition, the annual agenda shall designate dates to review designated sections of the
board policy manual and to evaluate progress of programs for student achievement.

_____________________________
Cross References
Duties of Officers 1.201
Executive Committee 1.301
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Public Notice of Board Meetings
The Open Meetings Law requires “adequate
public notice” of any meeting held by the local
board of education. The law does not define
“adequate notice” since this would vary from
school system to school system and from
situation to situation. For example, adequate
notice for a regular meeting may require a
longer period of time than that required for an
emergency meeting. The policy should contain
the board’s definition of “adequate public
notice.”
T.C.A. 8-44-103. Notice of Public Meetings
(a) Notice of Regular Meetings. Any such
governmental body which holds a meeting
previously scheduled by statute, ordinance,
or resolution, shall give adequate public
notice of such meeting.
(b) Notice of Special Meetings. Any such
governmental body which holds a meeting
not previously scheduled by statute,
ordinance, or resolution, or for which
notice is not already provided by law,
shall give adequate public notice of such
meeting.
(c) The notice requirements of this part are
in addition to, and not in substitution of,
any other notice required by law.
T.C.A. 49-2-203(a)(14)(C) Powers and Duties
(C) No school board shall extend the
contract of a director of schools without
giving notice of the intent to do so at least
fifteen (15) calendar days prior to the
scheduled meeting at which action shall be
taken. Further, except in cases concerning
allegations of criminal or professional
misconduct, no school board shall
terminate the contract or remove a director
of schools from office without giving
notice at least fifteen (15) calendar days
prior to the scheduled meeting at which
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action shall be taken. Notice of extension
or termination of a contract of a director
of schools shall include the date, time and
place of the meeting, and shall comport
with all other requirements of §§ 8-44-103
and 49-2-202(c)(1).
The proposed action shall be published as a
specific, clearly stated item on the agenda for
the meeting. Such item, for the convenience of
the public attending the meeting, shall be the
first item on the agenda.
The law requires the president of the local
education association be given “reasonable”
notice of the time and location of all meetings.
Again, “reasonable” is undefined in the law
but should be defined in local board policy in
a manner appropriate to the system and the
situation.
Most boards determine through policy the
day and week of each month and the place
and time for holding regular meetings. Once
such notice has been made public, no further
notification is necessary unless a change is
made.
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1
2
3

The Board shall ensure adequate public notice1 of all regular meetings by publishing a complete
schedule for the entire school year. This schedule shall be posted in the central office, each school, and
on the school system’s website and sent to the president of the local education association.2

4
5
6

In the event of a special board meeting, notice shall be provided at least forty-eight (48) hours prior to
the meeting and shall be posted in the same locations and in the same manner as regular board
meetings. All notices of special board meetings shall state the time, place, and purpose of the meeting.

7
8
9

The only exception permitted is in the case of an emergency, defined for this policy as a sudden,
generally unexpected occurrence or set of circumstances demanding immediate action. In such
exceptions, notice shall be given to all appropriate parties as is practical.

_____________________________

_____________________________

Legal References

Cross References

1.
2.

School Board Meetings 1.400

TCA 8-44-103
TCA 49-2-202(c)(1)

Version Date: February 11, 2021
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The Sunshine Law
The General Assembly of Tennessee has declared
that the formation of public policy is public
business and shall not be conducted in secret.
All meetings of any governing body (except
state governing bodies) are declared to be
public meetings open to the public at all times.
The law defines “governing body” as any public
body that consists of two or more members
with the authority to make decisions for or
recommendations to a public body on policy
or administration. Therefore, all meetings, both
regular and special, of county, city, and special
district boards of education, are, by law, open to
the public.
“Meeting” means the convening of a governing
body of a public body in which a quorum is
required in order to make a decision or to
deliberate toward a decision on any matter.
Excluded from this definition is any on-site
inspection of a project or program or a meeting
with the board’s attorney regarding pending
litigation. State law requires that each board
hold regular meetings at least quarterly for the
purpose of transacting public school business. The
chairman may call special meetings whenever, in
his judgment, the interest of the schools require
it or when requested to do so by a majority of
the board. Only business related to the call of
the meeting may be discussed or transacted at a
special meeting. A chance meeting between two
or more members of a public body or any other
informal assemblage, or electronic communication,
may not be used to decide or deliberate public
business in circumvention of the spirit or
requirements of the law. Any action taken at a
meeting in violation of the Open Meetings Law
is void and of no effect. The Chancery Court may
issue injunctions, impose penalties, and otherwise
enforce the purpose of the law. The court, further,
may permanently enjoin any person guilty of
violating the law, with each separate occurrence
constituting a separate violation. For a period of
one year after a violation, the court may order the
defendants to report, in writing, semiannually of
their compliance with the law.

The Sunshine Law
8-44-102.
Open meetings – “Governing body”
defined; “Meeting” defined.
(a) All meetings of any governing body
are declared to be public meetings open
to the public at all times, except as
provided by the Tennessee Constitution.
(b)(l) “Governing body” means the
members of any public body which
consists of two (2) or more members,
with the authority to make decisions
for or recommendations to a public
body on policy or administration…Any
governing body so defined by this section
shall remain so defined notwithstanding
the fact that such governing body
may have designated itself as a
negotiation committee for collective
bargaining purposes, and strategy
sessions of a governing body under such
circumstances shall be open to the public
at all times...
(2) “Meeting” means the convening of
a governing body of a public body for
which a quorum is required in order to
make a decision or to deliberate toward
a decision on any matter. Meeting does
not include any on-site inspection of any
project or program.
(c) Nothing in this section shall be
construed as to require a chance
meeting of two (2) or more members
of a public body to be considered
a public meeting. No such chance
meetings, informal assemblages, or
electronic communication shall be
used to decide or deliberate public
business in circumvention of the spirit or
requirements of this part.
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Voting
Another important factor in board operations
is the method of voting. State law requires the
following:
All school board votes must be by public vote
or public ballot or public roll call. No secret
votes, or secret ballots, or secret roll calls
are allowed. “Public vote” means a vote in
which the “aye” faction vocally expresses its
will in unison and in which the “nay” faction,
subsequently, vocally expresses its will in
unison.
While the process for maintaining order may
require different votes from time to time, the
law is very specific as to the votes needed for
all items being considered by the board.
T.C.A. 49-2-202(g) states the following:
A majority of all of the members
constituting the board, and not merely a
majority of the quorum, shall be required
to transact all business coming before the
board in regular or special meetings.

Minutes
One of the most direct avenues by which
a board of education speaks to its staff,
students, and patrons is through its official
minutes. More importantly, the minutes of the
school board constitute the official record of
all actions of the board. As one school attorney
said, “Minutes may have the force of law and
should be treated as if they will some day
appear in court... It’s quite possible that they
may.”
One of the duties of a board of education is
to prepare, or have prepared, a copy of the
minutes of each of its meetings. By law, the
director serves as the secretary to the board
and must “keep in a well bound book furnished
by the board a complete and accurate record
of the proceedings of all meetings of the board
and of all its official acts.”
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The manner in which this task is approached
establishes a framework for developing
board policies, legal documentation of board
action, voting records, historical events of the
school system, and other business actions of
the board. In your district, the board clerk,
secretary, or director may be responsible for
recording the proceedings. Your board may
find it wise to employ trained secretarial
help to keep the minutes so that all of those
involved in board deliberations can give their
full attention to the business at hand.
Normally, boards of education will want the
following minimum items to be included in
their official minutes:
1. The name of the school district, the
nature of the meeting (regular or
special), the time, the date, place of
the meeting, the name of the presiding
officer, board members present and
absent, and staff members present.
2. The disposition of the minutes of the
previous meeting(s), either approved,
amended, or rejected.
3. A record of all principal motions passed
or denied by the board, together with
the names of the members making and
seconding the motions and a numerical
record of the members voting “aye”
and “nay” unless each member’s vote is
recorded due to a roll call vote. Special
notations should be made of members
abstaining and the recording of their
vote as an abstention.
4. A record of the disposition on all
matters of which the board considered
but did not take action.
5. A summary of the remarks made by
the public and staff in attendance at
the meeting. Only the highlights of any
discussion are recorded in the minutes,
not a verbatim recording of such.
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All minutes should be written in such a manner as to serve as a legal document in the event that
legal action is taken against the board. When taking the minutes, the secretary should sit near
the board chairman so that every word can be heard. If the recorder doesn’t hear or understand
something, he should ask the chairman to have it repeated.
Minutes should be typewritten and entered into the minute book. After the board gives approval
to the minutes, they should be signed by the chairman and verified or attested by the secretary
to become the official documents of the board and once approved, as required by the Open
Meetings Law, are open to public inspection.

8-44-104.
(a) The minutes of a meeting of any such governmental body shall be promptly and fully recorded, shall be
open to public inspection, and shall include, but not be limited to, a record of persons present, all motions,
proposals and resolutions offered, the results of any votes taken, and a record of individual votes in the
event of roll call.
(b) All votes of any such governmental body shall be by public vote or public ballot or public roll call. No
secret votes, or secret ballots, or secret roll calls shall be allowed. As used in this chapter, “public vote”
means a vote in which the “aye” faction vocally expresses its will in unison and in which the “nay” faction,
subsequently, vocally expresses its will in unison.
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Minutes

1
2
3
4
5
6
7

The Director of Schools shall keep, or cause to be kept, complete and accurate minutes of all meetings
of the Board.1 A draft of the minutes of the previous meeting shall be sent to all board members with
the agenda for the upcoming meeting. Following their approval by the Board, the minutes shall be
signed by the Chair and Director of Schools. The minutes shall become permanent records of the
Board and shall be made available to interested citizens and the news media upon request.2,3 A copy
shall be provided to all board members, the president of the local education association, and each of
the schools no more than thirty (30) days after approval by the Board.4

8

The minutes shall include the following:

9
10

1. The nature of the meeting (regular or special), time, place, date, board members present or
absent, and the approval of the minutes of the preceding meeting;2

11
12
13

2. A record of all motions, proposals, and resolutions passed or denied by the Board, together with
the names of the members making and seconding the motions, and a record of the members
voting “aye” and “nay” in the event of a roll call vote;2

14

3. Names of persons addressing the Board and the purpose of their remarks; and

15
16

4. A brief account of those items discussed and whether or not any motions were made regarding
those items.

_____________________________

_____________________________

Legal References

Cross References

1.
2.
3.
4.

Duties of Officers 1.201

TCA 49-2-301(b)(1)(C)-(D)
TCA 8-44-104(a)
TCA 10-7-503(a)(1)(B), (a)(2)(B)
TCA 49-2-203(a)(10)

Version Date: February 11, 2021
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MINUTES OF THE PROGRESS COUNTY BOARD OF EDUCATION
Following are the minutes of the Progress County Board of Education
Section 1. Roll Call
The Progress County Board of Education met in its regular monthly session on Thursday,
April 11, 2013 at 7:00 p.m. in the Model City School Auditorium. Mrs. Payne was absent.
Section 2. Adoption of Agenda
Mr. Little made a motion, seconded by Mr. Wright, to approve the agenda and addendum.
Passed 6-0.
Section 3. Approval of Minutes
Mr. Snaggs made a motion, seconded by Mrs. Lott, to approve the minutes of the March
14, 2013, meeting. Passed 6-0.
Section 4. Teachers Study Council
Chairman Smartt recognized Teachers Study Council representative Beth Whitney. Dr.
Whitney shared the results of a recent survey of county teachers with the members of
the Board. In conclusion, Dr. Whitney thanked the Board for allowing her to speak for the
teachers and for its continued support.
Section 5. Retirement
Mr. Snaggs made a motion, seconded by Mr. Little, to accept with regrets the retirement
request of Bettye Sue Burks, Model City School guidance counselor, effective June 1, 2013.
On behalf of the Board, Chairman Smartt and Director Able praised Mrs. Burks for her
thirty-five years of dedicated service to the children of Progress County. They wished her
well in her retirement. Passed 6-0.
Section 6. Leaves of Absence
Mr. Little made a motion, seconded by Mrs. Payne, to approve the request for extension of
leave of absence of certified employee Susan Hall, Sweetwood School, effective March 5
through June 5, 2013. Passed 6-0.
Mrs. Lott made a motion, seconded by Mr. Snaggs, to approve the following certified
leave of absence request: Tina Beavers, Happy Haven Elementary School, effective April 1
through June 5, 2013. Passed 6-0.
Mrs. Payne made a motion, seconded by Mrs. Lott, to approve the following noncertified
leave of absence request: Penny Frye, Grand Junction School Teacher Assistant, effective
March 11 through April 5, 2013. Passed 6-0.
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MINUTES OF THE PROGRESS COUNTY BOARD OF EDUCATION
Section 7. Employment
Mrs. Lott made a motion, seconded by Mr. Snaggs to approve the employment of the following nonscientific new personnel (all new employees were introduced to the Board, prior
to their employment):
Shelly Harrell – Haynesfield Elementary School custodian, effective November 12, 2013.
Sandra Canter – Nob Hill School special education teacher assistant, effective March 18
through June 5, 2013. Passed 6-0
Section 8. Reemployment
Mrs. Lott made a motion, seconded by Mrs. Snaggs, to rehire certified personnel for the
2013-14 school year as listed in ATTACHMENT 4B. The director noted that Mrs. Jennie
Hirt is to be rehired but would not necessarily be returning to the position that she held
during the 2012-13 school year as an interim. Passed 6-0.
Section 9. Granting Tenure
Mr. Snaggs made a motion, seconded by Mr. Little, to approve the 2013-14 certified tenure
recommendations. (At the request of the Board, all tenure candidates, with the exception
of John Thaxton, who was attending college classes, and their respective principals were in
attendance.) Passed 6-0.
Section 10. School Calendar
Mr. Snaggs made a motion, seconded by Mr. Little, to approve the 2013-14 school year
calendar as submitted by the Calendar and In-Service Committee and as explained by Bill
Poland, instructional supervisor (see ATTACHMENT 4F) Passed 6-0.
Section 11. Science Textbook Adoptions
Mr. Little made a motion, seconded by Mrs. Lott, to approve the local adoption of science
textbooks as listed in ATTACHMENT 4G. Passed 6-0.
Section 12. Five-Year Plan
Mr. Snaggs made a motion, seconded by Mrs. Lott, to approve the REVISED five-year plan.
It was noted that the plan’s revision was necessary, at the State Department’s request, to
clarify goals. Passed 6-0.
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MINUTES OF THE PROGRESS COUNTY BOARD OF EDUCATION
Section 13. Field Trip
Mr. Snaggs made a motion, seconded by Mr. Little on the director’s recommendation, to
deny approval of a proposed educational trip to Washington DC for some middle school
students of Love Chapel Elementary School.
Mrs. Lott asked why the director was not recommending the school trip’s approval. Superinten-dent Able said it was due to a lack of communication between the parents, school
administration, and faculty. He further stated that to his knowledge, all monies paid by
parents for the trip had been reimbursed.
Chairman Smartt recognized two citizens, Jimmy Rogers and Leon Davidson. Mr. Rogers
questioned the rights of high-school-bound students who helped earn the money for the
trip. Mr. Davidson stated that he had asked Principal Edwards for an accounting of trip
funds on several occasions but was not given an answer until last week. Mr. Davidson continued citing harassment of students by the principal and members of the faculty. Passed
6-0.
Chairman Smartt recognized a spokesman for the Love Chapel Group, Tommy Howell,
and granted him permission to speak to the board for five minutes. Mr. Howell began by
thanking the board for allowing him to speak for the group and cited continuing problems
in the school and its community. It was stated that parents and school officials have not
been able to come to any agreements in the situation. He alluded to serious repercussions
if the problems are not solved soon. Mr. Howell concluded by expressing the group’s desire
to meet privately with the board of education to work out the problems at Love Chapel
School.
Following Mr. Howell’s remarks, Director Able urged the parents, principal, and faculty of
Love Chapel School to talk and settle their problems before the Board of Education has
to intervene. He stressed the importance of dealing with problems at the lowest level and
asked the group to give the principal and faculty an opportunity to deal with the problems
first. Mr. Howell said that the parents had tried to talk, on numerous occasions, but neither
the faculty nor Mr. Edwards would recognize their efforts. The director then said Mr. Edwards had told him that no parent with any specific problem had contacted him.
Board member Lott asked Chairman Smartt to refer this discussion and the issues involved
to the Special Concerns Committee of the board. He further noted that the committee’s
function is to hear parental complaints and seek to settle such situations before the full
Board. Chairman Smartt asked Mr. Howell and his group to make one more attempt to talk
with Mr. Edwards before the board becomes involved. Mr. Howell replied that he had the
direction of the parents, and they say no to another meeting with Mr. Edwards. The chairman stated that another meeting with Mr. Edwards was the direction of the board. At the
request of Mr. Howell, a two-week time limit was established by the chairman.
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Section 14. Bids, Floor Finishing
Mr. Little made a motion, seconded by Mr. Snaggs, to accept the bid submitted by Riggs
Floor Finishing for 91-18 Gym Floor Refinishing of Nob Hill School in the amount of
$9,800.00 based on availability of funds. Passed 6-0.
Section 15. Transportation
Transportation Committee Chairman Snaggs made a motion at the urging of the Finance
Committee, seconded by Mrs. Lott, to rescind board action of a couple of months ago
(12/15/06 Contingency Plan for Pupil Transportation) and to operate bus transportation
until the end of the school year at a deficit. Dr. Able continued in saying the deparment’s
projected deficit would be close to $22,000.00; but the loss of revenue for the 2012-13
school year, which is based on pupil count and transportation days, would be tremendously
greater if bus services were discontinued at this late date. Passed 6-0.
Section 16. Adjournment
On the motion of Mr. Little, the board adjourned at 9:00 p.m.
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Election and Duties of Officers
The board is required by law (T.C.A. 49-2-202)
to elect annually one if its members chairman.
Consequently, the chairman of the board is
the only member of the board recognized as
an individual by Tennessee law. By statute,
the board of education is recognized as a
collective body and empowered to act only
as a body and not as individuals. However,
the chairman does have authority to act as
an individual in performing his/her duties as
prescribed by law and board policy.
According to T.C.A. 49-2-205, the legal duties
of the chairman of the board are
1. to preside at all meetings of the board;
2. to appoint committees authorized by
the board;
3. to serve as chairman of the executive
committee; and
4. to countersign all checks authorized
by the board of education and issued
by the director of schools for all
expenditures of the school system.
There are additional duties that fall under the
chairman’s role as chairman of the executive
committee.
The board should also elect a vice-chairman,
although it is not required to do so by law.
In the absence of the chairman, the vicechairman of the board is called upon to carry
out the duties of the chairman. The vicechairman should have the same qualifications
as the chairman and should be able to carry
out the legal functions of the position.
The chair pro tem is elected to preside during
a meeting when neither the chair nor the vice
chair is present.
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The director of schools is the official secretary
to the board. The secretary is responsible
for keeping accurate records of the board’s
proceedings. Most boards use the secretary
to the director/director of schools for taking
minutes and in performing other clerical
duties, as this enables the official secretary
of the board to participate more freely in the
board’s proceedings.
State law requires the board to organize each
year, and elect a chairman. In most cases, this
occurs in September. Before electing officers
of the board, members should consider
seriously the abilities and availability of each
member to perform the duties of the office.
The offices are not honorary and should not
be filled on the basis of seniority, prestige
or popularity. The chairman also should be
expected to follow ordinary parliamentary
rules so that all persons entitled to an active
part in making the decisions of the board have
an opportunity to express themselves.
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Method of Election of Officers

Descriptor Code:

Issued Date:

Rescinds:

Issued:

1.200

1
2
3
4

At the first regular meeting in (insert month) each year, the Board shall organize by electing a Chair,1
a Vice Chair, and a Legislative Representative to serve one-year terms. In the event that an officer's
seat on the Board is vacated, the Board shall elect a successor to serve the remainder of the officer's
term. Each board officer shall be eligible for re-election.

5
6

If the office of Chair is vacated prior to the expiration of the annual term, the Vice Chair shall assume
all responsibilities until the position is filled.

7
8

If no officer of the Board is serving at the time of the organizational meeting, any member shall call
the meeting to order and preside until a chair is elected as the first order of business.

_____________________________
Legal References
1.

TCA 49-2-202(c)(2)

Version Date: February 11, 2021
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Monitoring:
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CHAIR

2

The Chair of the Board shall have the following duties:

3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20

Issued Date:

Rescinds:

Issued:

1.201

Duties of Officers

1

Descriptor Code:

1. To assist the Director of Schools in preparing meeting agendas;
2. To preside at all meetings of the Board;1
3. To appoint committees authorized by the Board;1
4. To serve as Chair of the Executive Committee;1
5. To countersign all warrants authorized by the Board and issued by the Director of Schools for
all expenditures of the school system;1,2
6. To conduct Board hearings;3
7. To prepare the school budget with the Director of Schools; 4
8. To certify the value of surplus property;5 and
9. To carry out other such duties as may be assigned by the Board.

21

VICE CHAIR

22
23

The Vice Chair shall assume the duties of the Chair in his/her temporary absence. In the event the
position of Chair becomes vacant, the Vice Chair shall fill this role until a new Chair can be elected.

24

SECRETARY

25
26
27

The Director of Schools shall serve as Secretary to the Board. He/she shall keep and preserve all of its
records, receive all reports acquired by the Board, and see that such reports are in proper form.6 He/she
has the right to advise on any question under consideration but has no vote.

28

CHAIR PRO TEM

29
30

A Chair Pro Tem shall be elected to preside during a meeting when both the chair and the Vice Chair
are absent.

_____________________________

_____________________________

Legal References

Cross References

1.
2.
3.
4.
5.
6.

Role of the Board of Education 1.101
Duties of Board Members 1.202
Board Committees 1.300
Executive Committee 1.301
Agendas 1.403
Minutes 1.406
Annual Operating Budget 2.200
Surplus Property Sales 2.403
Separation Practices for Tenured Teachers 5.200

TCA 49-2-205
TCA 49-2-113
TCA 49-5-512(c)
TCA 49-2-203(a)(10)(A)(i)
TCA 49-6-2007(d)(2)
TCA 49-2-301(b)(1)(C)
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Should the Chairmanship Rotate?
Some school boards have a policy that the
chairmanship rotates among members of the
board, either changing each year or every
other year. This practice is desirable if every
member of the board has equal ability to serve
as chairman. However, few boards have such
luxury. Many persons who are excellent school
board members are not as talented as school
board chairmen.
Since a school board is a community’s window
to the school system, it is extremely important
that the school board meeting be conducted
in a competent, businesslike fashion. The
ability of the chairman to conduct such a
school board meeting is critical. Additionally,
the chairman plays a key role in creating
relationships among board members and an
atmosphere around board activities that is
conducive to cooperation, efficiency, and
effectiveness.
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A school board that expects to achieve
maximum effectiveness and one that hopes
to be respected by members of the staff
and the community should be sure that a
capable school board member is selected as
its chairman, even if it is the same person
serving for a number of years, rather than an
ineffective chairman providing an opportunity
for a number of board members to serve in
that role.

Committees
Each board approaches the use of committees
differently. Some develop standing committees
that meet on a regular basis while others
have decided that committees should only be
formed as the need arises. All boards, however,
have an executive committee composed of the
board chairman and director of schools. The
duties of this committee are outlined in T.C.A.
49-2-206. They include having the authority
to serve as the purchasing agent, examine
budgeted accounts, advertise for bids, and
transact any other business assigned by the
board.

A school board should have high expectations for its chairman. Among the expectations that a
board might have for its chairman are the following:
• Promote board unity.
• Maintain open communication with the
director.
• Keep the board informed and involved.
• Seek to eliminate inappropriate action
by board members or the director
relative to board matters.
• Preside over school board meetings
with dignity, confidence and fairness.
• Control the involvement of non-board
members in board meetings.

• Ensure the director is given the
opportunity to make a recommendation
on each action item on the board
agenda.
• Provide equal opportunity for each
board member to have input on board
decisions.
• Ensure that the board controls its own
agenda.
• Ensure that the school board uses its
time wisely and focuses its attention
on appropriate matters, e.g. planning,
policy, and promotion.
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1
2
3

Board Committees

Descriptor Code:

Issued Date:

Rescinds:

Issued:

1.300

The Board shall operate without standing committees except for the executive committee; however,
special committees composed of board members may be appointed by the Chair at the direction of the
Board and as the needs of the Board shall require.1 Special committees shall:

4

1. Consist of less than a quorum of board members;

5

2. Serve in an advisory capacity only;

6
7

3. Serve no longer than the annual organization meeting of the Board unless reappointed to finish
a designated task;

8
9
10
11
12

4. Hold meetings in accordance with the Open Meetings law;2 and
5. Make reports directly to the Board.
Such committees shall be discharged when the work is finished or earlier by a majority vote of the
entire Board.

_____________________________

_____________________________

Legal References

Cross References

1.
2.

Duties of Officers 1.201
School Board Meetings 1.400
Public Hearings 1.401

TCA 49-2-205
TCA 8-44-101 et seq.

Version Date: February 11, 2021
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1
2
3

Executive Committee

Descriptor Code:

Issued Date:

Rescinds:

Issued:

1.301

The Chair of the Board and the Director of Schools shall constitute the executive committee of the
Board,1 with the Chair of the Board serving as the Chair of the executive committee.2 The duties shall
be:1

4

1. To prepare an agenda for each meeting of the Board;

5
6

2. To prepare the annual budget on forms furnished by the Commissioner of Education, to be
submitted to the Board for its approval;3

7
8

3. To meet at the office of the Director of Schools as often as necessary to perform the duties
required;

9

4. To advertise for bids and let contracts authorized by the Board;

10

5. To serve as the purchasing agent for the Board;

11
12

6. To examine all accounts authorized by the Board and ensure that the approved budget is not
exceeded;

13
14

7. To submit for approval at each regular meeting of the Board a full report of all business transacted
since the last regular meeting; and

15

8. To transact any other business assigned to the committee by the Board.

_____________________________

_____________________________

Legal References

Cross References

1.
2.
3.

Duties of Officers 1.201
Agendas 1.403
Annual Operating Budget 2.200
Purchasing 2.805
Credit Cards/Credit Lines 2.8051
Bids and Quotations 2.806
Payment Procedures 2.810
Qualifications/Duties of the Director of Schools 5.802

TCA 49-2-206
TCA 49-2-205(3)
TCA 49-2-203(a)(10)(A)(i)

Version Date: February 11, 2021
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A Note on Board Meeting Logistics
No matter how organized the agenda is or how thoroughly prepared board members are, a
room that is too hot or too crowded can create unnecessary problems. The meeting room
should be arranged for maximum effectiveness.
The board should have adequate visual contact with the audience. The best arrangement is a
semi-circled or U-shaped seating arrangement to allow board members to see each other as
well as the director and the audience. Name plates using large letters should be placed in front
of each board member. A special table may be provided for the news media, and a podium
should be available for those guests addressing the board.
Chairs should be as comfortable as possible and in good repair. The room should not be
unpleasantly cool or warm and restrooms should be convenient and clean. Any special
equipment for the meeting should be checked prior to the meeting in order for the audience
and board to see and hear audio visual presentations. Reference material to be used during the
meeting should be provided as appropriate. At least a copy of the agenda should be provided
to each person present. Use the checklist on the following page to ensure that adequate
preparation is made for your board meeting.
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PREPARATION FOR MEETING CHECKLIST
For the Board
Board chairs in good repair
Name plates, visible to audience
Gavel for the chairman
Water pitchers, water glasses
Pencils, pens, pads of paper
Microphones, if needed

For administrators

District policy manual
Copy of the budget
Current union contracts
Recent newspaper articles
Robert’s Rules of Order
T.C.A. Volume 9
Employee directory
Map of district’s attendance areas
School calendar, regular calendar
A timer for limiting remarks
A telephone nearby for emergencies

For the news media

Agendas and supporting data
Table or other writing surface
Water, glasses

For presenters
Podium

Microphone hookup
Projector, screen
Large easels or chalkboard
Chalk, eraser, crayons
Extension cords, pointer
Small table for presenter’s materials

For the public

Sufficient seating
Coatrack
Adequate room lighting and temperature
Welcome packets explaining meeting procedures

Chapter 6
1
Education's
Governance
and Structure
Parliamentary
Procedure
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Parliamentary Procedure
Parliamentary procedure is all the rules
that govern the transaction of business
in meetings. Any deliberative body must
adopt some rules of order that determine
such matters as what will be discussed
and who may have the floor. The rules of
order most commonly adopted by school
boards and many other deliberative bodies
in Western societies are minor variations
of H. M. Robert’s Rules of Order. These
rules are often also called parliamentary
procedure because they derive from the
rules governing debate in Great Britain’s
Parliament. The underlying purpose of
adopting rules of order is to assure that
every member has a reasonable opportunity
to participate in the deliberation and that
deliberation is effective and efficient—even
when the topics of deliberation may be
intense.
A school board normally adopts a set of
rules of order as board policy. The value of
having such rules becomes most obvious
during discussions when people disagree or
are intolerant of each other’s viewpoints.
The rules provide for someone (the board’s
chairman) to chair the discussion in a
manner that permits all members’ views to
be heard. Typically such a discussion must
assure that only one person speaks at a
time, that procedures prevent one person—
or only persons on one side of an issue—
from monopolizing discussion, and that both
positive and negative votes are counted. The
chair of the discussion is also responsible
for keeping the discussion from wandering
to other topics or becoming ad hominem
(attacks on the personality or motives of
other speakers rather than discussion of
issues).
Some boards become bogged down in
conflicts over parliamentary procedures

such as the proper form of a motion or what
matters take precedence in a debate. On the
one hand, careful attention to rules of order
should help deliberations move forward
in a constructive way and keep everyone
focused on the topic of discussion. On the
other hand, bickering over procedural issues
can become a method of obstruction by a
frustrated or unhappy board member. When
conflict over parliamentary procedure begins
to dominate board meetings, firm and tactful
intervention by the board’s chairman may be
needed to resolve any underlying issues.

Purpose
Most organizations operate under their own
bylaws, which are designed to deal with
most substantive issues they face. Most
follow a standard set of rules to handle the
procedural questions. Following a uniform
set of rules permits democratic disposition
of discussion, giving everyone who wishes
to speak an opportunity to express an
opinion or raise a question with minimal
delay and confusion.
Most rules of order are designed for large
formal bodies such as the US Congress or
the British Parliament. School boards with
three to twelve members rarely need to
follow the rigid form of the larger group,
but those who are charged with leading the
sessions would do well to know the basic
principles needed to take the board beyond
locally adopted operating rules.

First Steps
The rules under which your board operates
should be clearly stated and formally
adopted, including a reference to an external
set of guidelines, such as the most recent
edition of Robert’s Rules of Order, as the
resource used when unusual questions arise.
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Parliamentary procedures do not have the
force of law. They do not bind anyone or any
group unless the group adopts the procedure.
Then they must be followed until rescinded
permanently or set aside for the particular
instance.
Parliamentary procedure is a logical process
designed to aid group deliberation in a
democratic society. When it becomes
cumbersome, it should be changed. To be most
effective, it must make sense to those who
must use it.

Basic Principles
To assure open discussion, one must
understand when a motion is debatable or not
debatable, or amendable or not amendable,
or whether a speaker may or may not be
interrupted. The ground rules and methods
must be generally understood, or the result
is likely to be chaos and extremely long
meetings.
While the accepted principle allows the
majority to make decisions, the rights of the
minority are protected in major issues, calling
for two-thirds approval in issues such as in
constitutional changes or debate closure.
The chairman (without relinquishing the
chair) may enter discussion, make and second
motions, and vote.

Running the Meeting
Every meeting should follow an order of
business and an agenda, which is usually
prepared by the director in consultation with
the board chairman. Each member of the
board should have copies well in advance
of the meeting, including any background
material.
The chairman of the board calls the meeting
to order, and the secretary reads the minutes
of the previous meeting. In some cases, where
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minutes are long and detailed and copies have
been provided before the meeting, reading is
dispensed with and additions or corrections
are accepted.
Financial reports are presented, and
committees report. Where appropriate, action
on some items may be taken together (e.g.,
as all bills being approved for payment, or all
committee reports received). However, action
may be taken at any point in this deliberation
as the issues indicate. Unfinished business is
usually considered next, giving opportunity
to bring up postponed or tabled issues.
New business is the last order of business
considered before adjournment.

Types of Motions
All motions are designed to help in handling a
main motion. A main motion is simply defined
as one that brings business before the board
for action. It may not conflict with local, state,
or national law or with the bylaws or policy of
the board.
Rules of parliamentary procedure may not
supersede state statute.

The Main Motion
A main motion is made, seconded, and then
stated by the chairman. No other business
may be discussed until that has been disposed
of in some fashion. Small boards may wish
to dispense with a second or even allow
discussion of an issue without a motion.
However, no action should be taken without
a duly made motion that can be recorded in
the minutes. Each motion should deal with
one point and, whenever possible, should be
stated in a positive manner. By stating motions
in a positive manner, the intent of the board
is made clear. For example, if the motion is “to
build a new school” and the vote ends in a tie,
then clearly the motion has failed. However,
if the motion is stated “not to build a new
school” and the vote ends in a tie, it would
be confusing as to what action the board has
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taken. The main motion is debatable and is
adopted by majority vote.

Subsidiary Motions
Main motions may be amended. Words can
be added or deleted or whole sentences or
paragraphs may be inserted.
For example: The main motion may be that
“The Everytown School Board will permit
duly recognized community groups to use
the district buildings for meetings and public
events.” An amendment may insert the word
nonprofit before community. The amendment
is debatable, requiring majority approval. Then
the amended motion must be considered.
The maker should state the amendment clearly
and indicate what changes are to be made and
by what method, and the chair should repeat
the amendments. If a long discussion follows,
the motion, with its amendment, should be
reread before the vote is taken.
The amendment may be amended after it has
been approved by the same process, but that
action must take place before the main motion
is adopted. Only one amendment to a main
motion or to amend an amendment may be
made at any one time.

Common Motions
As you can see, the key to parliamentary
procedure is the motion. While there are a lot
of them—Robert’s Rules lists more than eighty
in its central table—most meetings stick to
about a dozen:
• Main motion: brings business before
the assembly; permitted only when no
other motion is pending.
• Amendment: allows modifications to
another motion by adding, deleting, or
changing words.
• Refer: allows a matter to be sent to a

Board Policy and Operations
smaller group to consider and report
back.
• Postpone: delays consideration of a
matter.
• Limit debate: places a limit on the time
or number of speakers.
• Previous question: ends debate
immediately.
• Table: temporarily delays a matter when
something of urgency arises.
• Recess: permits a short break.
• Adjourn: ends the meeting.
• Point of order: calls attention to an
error in procedure.
• Point of information: allows a member
to ask a question.
• Division of the assembly: demands a
rising (but not counted) vote after a
voice vote.
The main motion, with or without
amendments, may be referred to a committee
or to staff for study. The committee or staff
must report at the time specified in the motion
to refer. The motion, which is debatable and
amendable, must be accepted by a simple
majority.
A motion to postpone to some future date at
any time may be introduced at a time no one is
speaking. It is debatable, and the time
suggested may be amended.
A motion may also be tabled. Such action
should not include specific time for removal.
(That is a motion to postpone.) It may be taken
from the table when new conditions arise or
new information is received, or whenever no
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other matter is before the body, but no later
than the next meeting. These motions may not
be debated or amended. They require majority
vote. Tabling motions should not be used
intentionally to kill a motion, although that is
often the effect.

used in complex deliberations. Most of them
are used with larger groups and in involved
discussions. School boards should be able
to operate with a degree of informality that
eliminates the need for the detailed structure
that is required and is used with larger bodies.

A motion may be reconsidered, whether
carried or lost, either at the same or next
meeting. The mover must have voted with the
prevailing side. The motion is debatable and
requires a majority.

A good, complete parliamentary guide should
be kept on hand at each meeting to answer
more complex questions that may arise.

The motion being reconsidered must be
handled as the next order of business.
To close debate on a pending question
requires a motion which is not debatable or
amendable and needs a two-thirds vote. It
should only be used when debate has been
prolonged. The issue being debated must be
voted immediately.
Motions may also be made to limit the length
of time an issue may be discussed. These may
be amended, but not debated, and also require
a two-thirds vote.
During the discussion of any motion one may
raise a point of order. It can be done at any
time but only to question a ruling of the chair
or a point of parliamentary procedure. The
mover may appeal the chair’s decision, which
requires a majority to overturn the chair’s
ruling.
A member may ask a “question of privilege.”
A motion to adjourn is almost always in order.
The exceptions are when a speaker has the
floor, when a vote is being taken, after a similar
motion has been turned down, and when the
business at hand cannot be concluded quickly.
The motion to adjourn is not debatable and
must be voted on by the board.
There are many other motions that may be

How Do Motions Work Together?
Not all motions are in order at any given
moment. Instead, certain motions are
considered ahead of others in formal
procedure. This concept is known as
“precedence.” The order of precedence,
from highest- to lowest-ranking motion, is
as follows: adjourn, recess, lay on the table,
previous question, limit/extend debate,
postpone to a certain time, refer, amend, and
main motion.
Precedence is governed by two rules:
1. When a motion is being considered,
any motion higher on the list—but no
motion of lower precedence—may be
proposed.
2. The motion last proposed (and highest
on the list) is considered and decided
first. For example, suppose the main
motion being discussed is to authorize
$5,000 for painting. A motion is made
to amend the main motion by striking
“$5,000” and inserting “$7,500” (which
is in order, as it’s higher on the list than
the main motion). The amendment is
discussed, and a motion is made to refer
the matter to a committee (which is also
in order). Discussion begins on a motion
to refer. Then a motion is made to
postpone the matter until next month’s
meeting (again, in order). A member
then moves to adjourn the entire
meeting (also in order). Prior to voting

TSBA
on the motion to adjourn, a member
obtains the floor and moves to recess
for five minutes. The motion to recess is
out of order in that it is lower on the list
than the motion to adjourn.
This may seem like an unnecessarily elaborate
process for what seems like a simple item of
business. Consider what has been avoided:
unnecessary debate and multiple motions
being discussed at the same time. The
assembly had only one question before it at
any given moment. As a result, members were
required to focus on the immediately pending
motion only, avoiding distractions.
Parliamentary procedure takes many forms
and has many specific rules that are beyond
the realm of this article, but the preceding
example makes clear the true value of
parliamentary procedure. A solid foundation of
procedural knowledge can enhance credibility,
produce shorter and better meetings, and
make the difference between legitimate and
illegal actions.
Each motion has detailed rules on when it can
be introduced, whether it needs a second,
whether it is debatable, and what vote is
required for adoption.

Board Policy and Operations
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1.405

1
2
3

The rules contained in the current edition of Robert's Rules Of Order, Newly Revised, shall govern the
Board in all cases to which they are applicable, except as otherwise provided by any statutes applicable
to the Board or by policies of this Board including the following exceptions.

4

VOTING METHOD

5
6

When a formal vote is taken on any question brought before the Board, the decision shall be made on
the basis of a majority of the membership of the Board.1

7
8
9

Roll call votes will be used at the discretion of the chair or upon the request of any board member.
Each member's vote shall be recorded in the minutes on a roll call vote. Upon request, any member's
individual vote may be recorded in the minutes. No secret votes shall be used.2

10

CHAIR’S PARTICIPATION

11
12

The person chairing a meeting may participate in discussion, make motions, and vote on all issues as
any other member without relinquishing the chair.3

13

SUSPENSION OF RULES

14
15

Rules of order may be suspended by a majority vote of the membership at any regular or special
meeting.

16

CHALLENGES

17
18

Procedural challenges to the rules of order must be made in a timely manner and not later than the next
successive meeting.

_____________________________
Legal References
1.
2.
3.

TCA 49-2-202(g); OP Tenn. Atty. Gen. 14-102
(Dec. 2, 2014)
TCA 8-44-104(b)
Reeder v. Trotter, 142 Tennessee 37 (1919)

Version Date: February 11, 2021
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Roberts Rules Of Order
14. Fix time to adjourn

PRECED

ENCE O

F MOTIO

NS LADD
ER:

13. Adjourn
12. Recess
11. Question of Privilege
10. Call: orders of the day
9. Lay on the table
8. Previous question
7. Limit/extend debate
6. Postpone: certain time
5. Commit or refer
4. Secondary Amendment
3. Primary Amendment
2. Postpone Indefinitely
1. Main Motion
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Applying the Precedence of Motions
Member A makes the motion: “I move that we purchase a computer.” The motion is seconded,
is restated by the chair, and is being discussed by the members. This is a main motion (#1 on
the ladder of precedence).
Group 1
•

Member B thinks that we should form a committee to study all the technology needs of
the organization.
Member B says: “ I move we form a committee to study technological needs and charge
the committee to compile a list of technology needs.” The motion is seconded.

Group 2
•

Member C thinks that we had better put a price limit on that computer or the person
responsible for purchasing the computer will buy all kinds of extras that are not needed.
Member C says: “I move to amend the motion by adding the words ‘not to exceed
$2,000.’” The motion is seconded.

Group 3
•

Member D thinks that Member B is cheap or hasn’t bought a decent computer in a while
and doesn’t realize the cost of a computer that meets the needs of the organization.
Member D says: “ I move to amend the amendment by striking ‘$2,000’ and inserting
‘$4,000.’” The motion is seconded.

Group 4
•

Member E thinks that we need to know more than we currently do about the cost of
the computer.
Member E says: “I move to postpone this motion until our next meeting next month.”
The motion is seconded.

Group 5
•

Member F believes that the Finance Committee should decide what price range of
computer to buy and have a recommendation for the group at the next meeting.
Member F says: “I move that we refer this to the Finance Committee and direct them to
have a recommendation for us at next month’s meeting.” Penny Pincher, chairman of the
finance committee, quickly seconds the motion.
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CHART OF PARLIAMENTARY MOTIONS
FOR ORGANIZATIONS THAT ADOPT
ROBERT’S RULES OF ORDER NEWLY REVISED
Motion				
						

Requires
Second

Debatable Amendable
Required

Vote

Privileged Motions
14.
Fix time at which to adjourn		
13.
Adjourn				
12.
Recess					
11.
Raise a question of privilege		
10.
Call for orders of the day		

Yes		
Yes		
Yes		
No		
No		

No		
No		
No		
No		
No		

Yes		
No		
Yes		
No		
No		

Majority
Majority
Majority
Chair
None

Yes		
Yes		
Yes		
Yes		
Yes		

No		
No		
No		
Yes		
Yes		

No		
No		
Yes		
Yes		
Yes		

Majority
Majority*
Majority*
Majority*
Majority

Yes		
Yes		
Yes		
Yes		

Yes		
Yes		
Yes		
Yes		

Yes		
No		
Yes		
No		

Majority
Majority
Majority
Majority

Subsidiary Motions
9.
Lay on the table			
8.
Call for the previous question		
7.
Limit or extend limits of debate
			
Special order		
			
General order		
6.
Postpone to a certain time		
5.
Refer to committee			
4.
Amend an amendment		
3.
Amend or substitute			
2.
Postpone indefinitely			

Principal Motions
1.
a.
Main motion (resolution)
Yes		
Yes		
Yes		
Majority
b.
Specific main motions
		
Reconsider			
Yes		
Yes		
No		
Majority
		
Take from the table		
Yes		
No		
No		
Majority
		
Rescind			
Yes		
Yes		
Yes		
Majority
												
Incidental Motions
(No order of precedence)
Parliamentary inquiry				
Point of order					
Appeal from the decision of the chair		
Division of the assembly			
Suspend the rules				
Modify or withdraw a motion			
Divide a motion				
Point of information				
Create a blank					
Object to consideration			

No		
No		
Yes		
No		
Yes		
No		
Yes		
No		
Yes		
No		

No		
No		
Yes		
No		
No		
No		
No		
No		
No		
No		

No		
No		
No		
No		
No		
No		
Yes		
No		
No		
No		

None
Chair
Majority
None
Majority*
Majority
Majority
None
Majority
Majority*

TSBA

Board Policy and Operations

SIMPLIFIED CHART OF PARLIAMENTARY MOTIONS
Motion			

Debatable		

8.
Adjourn				
7.
Recess					
6.
Close debate				
5.
Postpone to a certain time		
4.
Refer to committee			
3.
Amend the amendment		
2.
Amend or substitute			
1.
Main motion (resolution)		
		
Reconsider			
		
Rescind			

No			
No			
No			
Yes			
Yes			
Yes			
Yes			
Yes			
Yes			
Yes			

Amendable
No		
Yes		
No		
Yes		
Yes		
No		
Yes		
Yes		
No		
Yes		

Vote Required
Majority
Majority
Majority*
Majority
Majority
Majority
Majority
Majority
Majority
Majority

MOTIONS DEALING WITH THE GENERAL CONDUCT OF THE MEETING
NO ORDER OF PRECEDENCE
Point of order				
Parliamentary inquiry			
Appeal from the decision of the chair
Division of the assembly			
Suspend the rules				
Divide a motion				
Withdrawn or modify			

No			
No			
Yes			
No			
No			
No			
No			

No			
No			
No			
No			
No			
Yes			
No			

None
None
Majority
None
Majority*
Majority
Majority

*Robert’s Rules of Order states two-thirds, but Tennessee law states that only a simple
majority is needed.

TSBA

Board Policy and Operations

Parliamentary Procedure and the Board Agenda
Reports of officers and standing committees. The first substantive item of business in many
meetings is hearing from the officers and established committees. In most cases, the presiding
officer learns in advance who needs to report and calls only on those officers and committees.
Reports are generally for information only. In such instances, no motion is necessary following
the reports unless there are recommendations to be implemented. A motion “to adopt” or “to
accept” a report is seldom wise except when the report is to be issued or published in the name
of the organization.
Reports of special committees. Unlike standing committees, special committees don’t have
continual existence. Instead, they exist solely for the purpose of a specific project or special
event.
Unfinished business. Unfinished business refers to matters carried over from a previous
meeting. For organizations that meet at least four times a year, this may include any item that
was pending when the previous meeting adjourned or was postponed to the present meeting. If
there is no unfinished business, the presiding officer should skip this category.
New business. The presiding officer may be unaware of what items will arise here and thus
introduces the heading by asking, “Is there any new business?” Any member can introduce any
new item of business by making a motion and obtaining a second. Following the consideration
of each item, the chair asks, “Is there any further new business?” This process continues until
there are no additional business items.
Closing the meeting. In most assemblies, the presiding officer can adjourn the meeting without
waiting for a motion to do so. If every item of business has been considered, the presiding
officer can ask, “Is there any further business?” If there is no response, the presiding officer
simply states: “Since there is no further business, the meeting is adjourned.”

Chapter 7
1
Education's
Governance
and Structure
The Board
and Employees
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The Board and Employees
While the board only has one employee, the director, it interacts with the system’s employees
in a variety of ways. Two of the main ways the board impacts district employees are through the
collaborative conferencing process and awarding tenure.

Collaborative Conferencing
In 2011, the Education Professional Negotiations Act was repealed. This act allowed teachers to
join and be exclusively represented by an employees’ organization in contract negotiations with
school boards. It was replaced by the Professional Educators Collaborative Conferencing Act,
or PECCA. The General Assembly’s purpose in creating PECCA was to establish and maintain
an “educational climate and working environment that will attract and retain a highly qualified
professional staff and foster open, collaborative relationships between boards of education and
their professional employees based upon mutual respect…” (TCA 49-5-601(b)(1)). This statute
emphasizes that the intent is for boards of education and professional employees to consider
each other’s experience and skills and collaborate together to achieve mutually beneficial
outcomes. These outcomes are intended to be achieved by using interest-based bargaining
throughout the collaborative conferencing process.
There are several important differences between the old law and the new law that need to
be understood before entering collaborative conferencing. Under PECCA, the percentage of
employees needed to begin the process, the definition of professional employees, topics that
can be discussed, and how disputes are resolved differ from the previous framework.

Key Differences between Collective Bargaining and Collaborative Conferencing
Collective Bargaining

Collaborative Conferencing

30% of professional employees must agree
in order to begin the process.

15% of professional employees must agree
in order to begin the process.

Broader definition of “professional
employee”

“Professional employee” is now defined
more narrowly and excludes principals,
assistant principals, and supervisors.

Only one organization could represent
professional employees.

Multiple organizations can now take part in
the process.

Disputes had to be resolved through
mediation or arbitration.

If there are disputes, school boards have the
authority to address issues through board
policy.
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One key difference to keep in mind
throughout the process is the narrower
definition of professional employee. Under
PECCA, professional employees are defined
as “any person employed by any local board of
education in a position that requires a license
issued by the department of education for
service in public elementary and secondary
schools of this state…” (TCA 49-5-602(8)).
For example, this would include teachers,
social workers, and speech therapists. The
statute specifically excludes members of the
management team and retired teachers from
the definition of professional employees.
By contrast, the management team is made
up of “employees who devote a majority of
their time to the system-wide area or areas
of professional personnel management, fiscal
affairs or general management…” (TCA 49-5602(4)). Accordingly, the management team
includes principals, assistant principals, and
other personnel whose main responsibilities
involve administrative concerns.
Understanding these differences is vital to
achieving an educational climate that fosters
open and collaborative relationships between
boards of education and their professional
employees. While many boards may have
already implemented these changes during
their process of collaborative conferencing,
it may be a good time for other boards to
reevaluate how they implement their process.
Is the board relying on the right percentage
of professional employees to come to an
agreement to begin the process? Who does
the board consider a professional employee?
How does the board resolve any disputes?
Knowing the basic legal framework is key to
ensuring that collaborative conferencing is
executed in a diligent manner.
Initiating Collaborative Conferencing
TCA 49-5-602(2) defines collaborative
conferencing as the exchange of “information,
opinion, and proposals of certain matters
relating to professional employee service”.
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This process is a time for the management
team and the professional employees’ team to
confer, consult, and discuss topics that may be
at issue. Before this process begins, however,
there are certain steps that must be followed
to properly initiate collaborative conferencing.
Step One → Professional Employees Submit
a Request to Engage in Collaborative
Conferencing
Collaborative Conferencing will only occur
if the district’s professional employees vote
to begin the process. Accordingly, in order
to begin, 15% of professional employees
must submit a written request to engage
in collaborative conferencing. This request
must be submitted between October 1st –
November 1st (TCA 49-5-605(b)(1)).
Step Two → Professional Employees Vote
If 15% of professional employees submit the
request in a timely fashion, all professional
employees will have the opportunity to
vote on how the process will go forward. To
facilitate this, the school board will appoint
equal numbers of professional employees
and board members to a special question
committee (TCA 49-5-605(b)(2)). This
committee will conduct an anonymous poll of
professional employees on the questions of:
• Whether they want to engage in
collaborative conferencing with the board;
and
• If the answer is yes, which organization
they prefer to represent their interests.
Step Three → Counting the Votes to Learn
How to Proceed
After professional employees submit their
votes, the board will move forward to step
three, if required. If a majority of professional
employees indicate they want to enter
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collaborative conferencing, the board has an
obligation to undergo this process (TCA 49-5605(b)(3)).
NOTE: No board is required to go through
the collaborative conferencing process unless
the majority of professional employees
respond yes to the first question. Additionally,
even if the board is required to participate
in collaborative conferencing, this does not
mean that the board is obligated to sign a
memorandum of understanding (TCA 49-5609(d)).
EXAMPLE: There are 500 professional
employees in the school’s district. Only
300 professional employees submit their
ballot, and just 200 indicate on the poll that
the LEA should undertake collaborative
conferencing. While 200 is the majority
of the 300 professional employees who
submitted the poll, the majority must be of
the 500 professional employees as a total
in the district. Therefore, 251 professional
employees would have had to vote in favor
for the board to be obligated to undertake
collaborative conferencing.
Step Four → Selecting Representatives
If the vote compels the board to engage
in collaborative conferencing, the board is
required to appoint between 7-11 persons
to represent management personnel
during the process (TCA 49-5-605(b)(4)).
The management team should include
principals, assistant principals, and other
personnel whose main responsibilities
involve administrative concerns rather than
teaching (TCA 49-5-602(4)). The professional
employees shall be represented by the same
number of persons chosen to serve on the
management team. This group will include
professionals with licenses from the state
department of education (TCA 49-5-602(8)).
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Organizations will represent professional
employees according to the proportion
of votes they receive. Each employees’
organization receiving 15% or more of the
votes shall select and appoint the person(s) to
serve as representative(s) of the group.
If at least 15% of professional employees
polled indicate a preference for an
“unaffiliated” representative (one without a
recognized employees’ organization), then the
special question committee shall select the
person(s) to represent that group, in numbers
proportional to the unaffiliated votes.
Professional employee representatives and
members of the local board’s management
team shall be appointed by December 1st.
The results of the confidential poll and
the names and positions of the appointed
representatives shall be transmitted to
the board, professional employees, and
professional employee organizations prior to
January 1st.
The professional employee representatives
shall serve terms of three years. In the event
of a vacancy, the appointing body shall
name the replacement for the remainder of
the term. After three years, a new poll shall
be conducted to determine whether the
professional employees want to continue to
engage in collaborative conferencing. In other
words, every three years, this process must
start over from step one.

Topics of Discussion during
Collaborative Conferencing
During collaborative conferencing, the
management team and professional
employees will meet to discuss current topics
of interest. While both sides may want to
discuss a variety of issues, state law has
restrictions as to what topics are considered
off limits during collaborative conferencing.
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Topics that can be discussed include
(TCA 49-5-608(a)):
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• Salaries or wages, excluding
differentiated pay plans or incentive
compensation;

to stay on track and comply with state law, it
may be beneficial to keep a list of the topics
allowed to be discussed accessible for all
participants during collaborative conferencing
in order to keep everyone mindful as to what
topics are restricted.

• Insurance;

Tenure

• Fringe benefits other than pension
plans;
• Leave time;
• Payroll deductions, excluding those for
political activities; and
• Working conditions (narrowly defined).
Topics that specifically cannot be discussed,
per state law, include (TCA 49-5-608(b))
• Differentiated pay plans and incentive
compensation programs;
• Expenditure of grants that are expressly
designated for specific purposes;
• Professional employee evaluations;
• Staffing decisions and state board of
education or local board of education
policies related to innovative
educational programs; and
• Personnel decisions related to
assignment to schools, transfers within
the system, layoffs, reductions in force,
or recall.
While it may seem harmless to discuss
concerns regarding these issues, state law
specifically prohibits these subjects from being
discussed during collaborative conferencing.
These subjects could be addressed in another
forum such as school board policy or in an
administrative procedures manual. In order

On April 12, 2011, Governor Bill Haslam
signed Public Chapter 70 into law and officially
reformed teacher tenure in Tennessee. Tenure
laws in Tennessee date back to 1951, and
since their creation, the laws had largely
remained unchanged. It is important for the
board and the director to be familiar with
the current tenure laws so that the legal
requirements and process are clear to teachers
from the outset.

Process for Becoming Tenure Eligible
To attain tenure status, a teacher must (1)
meet tenure eligibility requirements; (2) be
recommended by the director of schools; and
(3) receive a majority vote of the board.
Teachers that meet the following requirements
are eligible for tenure. A teacher must:
1. Have a degree from an approved
four-year college or be any career
and technical teacher who has
the equivalent amount of training
established and is licensed by the State
Board of Education;
2. Hold a valid teacher license issued by
the state board of education, based on
training covering the subjects or grades
taught;
3. Have completed a probationary period
of five (5) school years or not less than
forty-five (45) months within the last
seven-year period, the last two (2) years
being employed in a regular teaching
position rather than an interim teaching
position; and
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4. Have received evaluations
demonstrating an overall performanceeffectiveness level of “above
expectations” or “significantly above
expectations” as provided in the
evaluation guidelines adopted by the
State Board of Education during the
last two (2) years of the probationary
period.

Granting Tenure
Once a teacher is eligible for tenure, he/she
shall be either recommended by the director
of schools for tenure or nonrenewed. The
director must recommend eligible teachers for
tenure at a board meeting in ample time to
provide notice of non-renewal to each teacher
not recommended for tenure within five (5)
business days following the last instructional
day for the school year.
Once a teacher has been recommended, the
board has the sole discretion to grant or deny
tenure. To receive tenure, a teacher must
receive a majority vote of the membership of
the board. If tenure is denied by the board, the
teacher shall be dismissed.

Common Questions
Q: What happens if a teacher is granted
tenure, later resigns from the system, and
then later still applies to return to the system?
Must the board treat this teacher as a tenured
teacher?
A: No. This teacher would serve a two-year
probationary period unless it were waived by
the board at the request of the director. After
the two-year probationary period – if served
– the teacher will either be recommended
for tenure or non-renewed. If the teacher is
recommended for tenure, the board will have
the discretion to grant or deny it as with any
other teacher.
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Q: What if a teacher has been granted tenure
in another school system and is given a job in
your school system? Does the tenure “carry
over” or must the board grant the teacher
tenure?
A: The board is not required to grant that
teacher tenure. Upon the recommendation of
the director, however, the board may choose
to waive the probationary period and grant
tenure, or it may require that the teacher serve
the regular probationary period.
If the board does not waive the probationary
period, after the teacher serves that period,
the board may then consider him/her for
tenure as with any other eligible teacher in the
system.
Q: What happens if a teacher serves two years
of his/her probationary period in another
system and then switches to my system?
A: If a nontenured teacher with fewer than
five (5) years of service transfers from another
school system, he/she will not be eligible for
tenure status until he/she has served at least
five (5) years when service in both school
systems is counted.
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5.117
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1

General

2
3

To attain tenure status,1 a teacher shall: (1) meet tenure eligibility requirements; (2) be renewed and
recommended by the Director of Schools; and (3) receive a majority vote of the Board.

4

TENURE ELIGIBILITY2

5

A teacher that meets the following requirements is eligible for tenure:

6
7
8
9
10
11
12
13
14
15
16
17
18
19

1. Has a degree from an approved four-year college or any career and technical teacher who has
the equivalent amount of training established and is licensed by the State Board of Education;
2. Holds a valid teacher license issued by the State Board of Education, based on training
covering the subjects or grades taught;
3. Has completed a probationary period of five (5) school years or not less than forty-five (45)
months within the last seven-year period, the last two (2) years being employed in a regular
teaching position rather than an interim teaching position; and
4. Has received evaluations demonstrating an overall performance effectiveness level of “above
expectations” or “significantly above expectations” as provided in the evaluation guidelines
adopted by the State Board of Education, during the last two (2) years of the probationary
period.

20

ACQUISITION OF TENURE STATUS

21
22

Once a teacher is eligible for tenure, he/she shall be either recommended by the Director of Schools for
tenure or nonrenewed. If tenure is denied by the Board, the teacher shall be dismissed.3

23

The following additional guidelines shall apply:

24
25
26
27
28
29
30

1. The Director of Schools will recommend persons eligible for tenure at a board meeting in ample
time to provide notice of non-renewal to each teacher not recommended for tenure within five (5)
business days following the last instructional day for the school year.4
2. The decision to grant tenure is solely within the discretion of the Board.5 Only those teachers who
receive a majority vote of the membership of the Board will be granted tenure.6
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Teacher Tenure

5.117

1
2

3. A teacher who is eligible for tenure, but tenure is denied by the Board, shall not be rehired beyond
the current contract year.3

3

TEACHER RETURNING TO EMPLOYMENT

4
5
6
7
8

A teacher who has acquired tenure status in the school district and later resigns shall serve a two-year
probationary period upon reemployment, unless the probationary period is waived by the Board upon
request of the Director of Schools. Upon completion of the two-year period, the teacher shall either be
recommended by the Director of Schools for tenure or non-renewed. If tenure is denied by the Board,
the teacher shall be dismissed.3

9

TEACHER TRANSFERRING FROM ANOTHER SCHOOL DISTRICT7

10
11
12
13

A tenured or nontenured teacher with five (5) or more years of prior service that transfers from another
school district to begin employment in the __________ School District shall serve the regular
probationary period. The Board, upon the recommendation of the Director of Schools, may waive the
probationary period and grant tenure status or shorten the probationary period.

14
15
16

If a nontenured teacher with fewer than five (5) years of service transfers from another school district,
such teacher shall not be eligible for tenure status until the teacher has served at least five (5) years when
service in both school districts is counted.

17
18

All tenure decisions made under this section are subject to the requirements concerning overall teacher
performance effectiveness levels.

19

TEACHER RETURNING TO PROBATIONARY STATUS8

20
21
22
23
24

Any tenured teacher who receives two (2) consecutive years of evaluations demonstrating an overall
performance effectiveness level of “below expectations” or “significantly below expectations” shall be
returned to probationary status by the Director of Schools until the teacher has received two (2)
consecutive years of evaluations demonstrating an overall performance effectiveness level of “above
expectations” or “significantly above expectations.”

25
26
27
28
29

When a teacher who has returned to probationary status has received two (2) consecutive years of
evaluations demonstrating an overall performance effectiveness level of “above expectations” or
“significantly above expectations,” the teacher is again eligible for tenure and shall be either
recommended by the Director of Schools for tenure or nonrenewed; provided, however, that the teacher
shall be dismissed if tenure is denied by the Board.3

30

This section does not apply to teachers who acquired tenure prior to July 1, 2011.

Teacher Tenure

5.117

_____________________________
Legal References
1.
2.
3.
4.
5.
6.
7.
8.

TCA 49-5-501(11)(A)
TCA 49-5-503
TCA 49-5-504(b)
TCA 49-5-409
TCA 49-2-203(a)(1)
TCA 49-2-202(g)
TCA 49-5-509
TCA 49-5-504(e), (f)
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Dismissing a Tenured Teacher
Board members often have questions about how a tenured teacher may be dismissed. With
recent changes to state law on this topic, and because this can often be a contentious process,
board members want to ensure that they are following the new law closely when it comes to
taking this step.
In order to dismiss a tenured teacher, charges that could justify dismissal must first be made
in writing. These charges must specifically state the offense(s) and be signed by the party
making them. These charges are presented to the board. Then, the board must decide whether
the charges warrant dismissing the teacher. Per state law, TCA 49-5-511, a teacher may
be dismissed for incompetence, inefficiency, neglect of duty, unprofessional conduct, and
insubordination. If the board decides the charges warrant dismissal, the director shall give the
teacher a:
1. Written notice of the decision;
2. Copy of the charges against the teacher; and
3. Copy of a form provided by the Commissioner of Education advising the teacher of his/
her legal duties, rights, and recourse.
After receiving this notice, the tenured teacher has thirty days to notify the director that he/she
requests a hearing. Once the director receives notice of request for a hearing, he/she has five
days to assign a hearing officer. Once the hearing officer makes a decision, the director or the
teacher may appeal this ruling to the board.
If the board must hear the appeal, it will make its decision on the basis of the evidence already
submitted throughout the dismissal process. At the end of the hearing, any board member may
vote to:
1. Sustain the decision of the hearing ofﬁcer;
2. Send the record back for additional evidence;
3. Revise the penalty; or
4. Reverse the decision.
To pass, the motion must be approved by a majority of the membership of the board. The board
has ten working days to render this decision.

TSBA

Board Policy and Operations

Click here to choose a school board.
Monitoring:

Review: Annually,
in January

Descriptor Term:

Separation Practices for Tenured
Teachers

Descriptor Code:

Issued Date:

Rescinds:

Issued:

5.200

1

SUSPENSION PENDING AN INVESTIGATION1

2
3
4
5
6
7
8

The Director of Schools may suspend a teacher at any time that may seem necessary, pending
investigation, or ﬁnal disposition of a case before the Board or an appeal. If the matter under investigation
is not the subject of an ongoing criminal investigation or a Department of Children's Services
investigation, and if no charges for dismissal have been made, a suspension pending investigation shall
not exceed ninety (90) days in duration. Under no circumstances shall the Director of Schools suspend
a teacher with pay. If vindicated or reinstated, the teacher shall be paid full salary for the period of
suspension.

9

SUSPENSION OF THREE DAYS OR LESS2,3

10
11
12
13
14
15

The Director of Schools/designee may suspend a teacher for incompetence, inefﬁciency, neglect of duty,
unprofessional conduct, and insubordination. Before a teacher is suspended, he/she shall be: (1) provided
with written notice, including the reasons for the suspension along with an explanation of the evidence;
(2) given an opportunity to respond to the Director of Schools at a conference, if requested within ﬁve
(5) days; and (3) given a written decision of the suspension within ten (10) days. Both parties may be
represented by counsel at the conference, which shall be recorded.

16
17
18

Under no circumstances shall a Director of Schools suspend a tenured teacher with pay. If reinstated,
the tenured teacher shall be paid full salary for the period of suspension unless suspension without pay
is deemed to be an appropriate penalty.

19

DISMISSAL OR SUSPENSION GREATER THAN THREE DAYS4

20
21
22

When a tenured teacher is charged with offenses that may justify dismissal or a suspension greater than
three (3) days, the charges shall be made in writing, speciﬁcally stating the offenses that are charged,
and shall be signed by the party or parties making the charges.

23
24
25
26

If, in the opinion of the Board, the charges are of such nature as to warrant the dismissal or a suspension
greater than three (3) days of the teacher, the Director of Schools shall give the teacher a written notice
of this decision, a copy of the charges against the teacher, and a copy of a form provided by the
Commissioner of Education advising the teacher of his/her legal duties, rights, and recourse.

27
28

A tenured teacher who has been given notice of charges against him/her may within thirty (30) days after
receipt of notice give written notice to the Director of Schools of his/her request for a hearing.

29
30

The Director of Schools shall, within ﬁve (5) days after receipt of request, assign a hearing ofﬁcer from
the list maintained by the Board.
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1
2

The Board shall maintain a list of qualiﬁed individuals who have indicated a willingness to act as
impartial hearing ofﬁcers as deﬁned under Tennessee law.

3
4
5
6
7
8
9

The hearing ofﬁcer shall notify the parties, or their attorney, of the ofﬁcer’s assignment and direct the
parties or the attorneys for the parties, or both, to appear before the hearing ofﬁcer for simpliﬁcation of
issues and the scheduling of the hearing. That hearing shall be set no later than thirty (30) days following
receipt of the initial request for a hearing. In the discretion of the hearing ofﬁcer, all or part of any
prehearing conference may be conducted by telephone if each participant has an opportunity to
participate, be heard, and to address proof and evidentiary concerns. The hearing ofﬁcer is empowered
to issue appropriate orders and to regulate the conduct of the proceedings.

10
11
12
13
14

Either party may appeal to the Board an adverse ruling by giving written notice of appeal within ten (10)
working days of the hearing ofﬁcer’s delivery of the hearing ofﬁcer’s written ﬁndings and conclusions.
The Director of Schools shall prepare a copy of the proceedings, including all transcripts and evidence,
documentary or otherwise, and transmit the same to the Board within twenty (20) working days of the
receipt of the notice of appeal.

15
16
17
18
19
20
21
22
23

The Board shall hear the appeal on the record, and no new evidence may be submitted by either party.
The appealing party may appear before the Board to argue why the adverse ruling should be overturned.
In no event should such argument last more than ﬁfteen (15) minutes unless the Board votes to extend
additional time. At the conclusion of the hearing, any member of the Board may vote to sustain the
decision of the hearing ofﬁcer, send the record back for additional evidence, revise the penalty, or reverse
the decision. The Board shall render its decision within ten (10) working days after the conclusion of the
hearing. In the event that the decision of the Board is appealed to the chancery court, the Board shall
transmit the entire record prepared by the Director of Schools and reviewed by the Board to the chancery
court for its review.

24

RESIGNATION

25
26
27
28

A teacher shall give the Director of Schools notice of resignation at least thirty (30) days before the
effective date of the resignation. A teacher who fails to give such notice, in the absence of justiﬁable
extenuating circumstances, shall forfeit all tenure status. The Board may waive the thirty (30) days’
notice requirement and permit a teacher to resign in good standing.5

29

The conditions under which it is permissible to break a contract with the Board are as follows: 6

30
31

1. The incapacity on the part of the teacher to perform the contract as evidenced by the certiﬁed
statement of a physician approved by the Board; or

32
33

2. The release by the Board of the teacher from the contract that the teacher has entered into with
the Board.

34
35
36

Any teacher on leave shall notify the Director of Schools in writing at least thirty (30) days prior to the
date of return if the teacher does not intend to return to the position from which he/she has taken leave.
Failure to render such notice may be considered a breach of contract.7

37
38

Upon a breach of contract, the Board, upon a motion recorded in its minutes, may ﬁle a complaint with
the State Board of Education and request the suspension of a teacher’s license. After the State Board of
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5.200

1
2
3

Education has provided the teacher an opportunity for defense during a hearing, the Commissioner of
Education may suspend the license for no less than thirty (30) days and no more than three hundred
sixty-ﬁve (365) days.8

4

RETIREMENT

5
6
7

Retirement is a termination of services under conditions that will allow the teacher to draw beneﬁts from
retirement plans and/or Social Security beneﬁts. Teachers eligible for retirement beneﬁts may elect to
retire at any age according to the provisions of the retirement system.

8
9
10
11

Central ofﬁce personnel shall assist teachers in securing retirement beneﬁts; however, it shall be the
responsibility of the retiring teacher to provide veriﬁcation of eligibility in writing from the Tennessee
Consolidated Retirement System (TCRS) to the central ofﬁce. It shall be the responsibility of the retiring
teacher to ﬁle for beneﬁts.

12
13
14
15

Teachers who retire under TCRS may be employed up to one hundred twenty (120) days per year without
loss of retirement beneﬁts. Retired teachers may substitute teach for additional days if the Director of
Schools certiﬁes in writing to the Division of Retirement that no other qualiﬁed personnel are available
to substitute teach.9

16
17
18

The Director of Schools may employ teachers retired for at least one (1) year for full-time employment
as a Kindergarten through twelfth (K-12) grade teacher on a year-to-year basis. Retirement beneﬁts will
not be lost or suspended under certain conditions which include, but are not limited to, the following:10

19
20

1. The Director of Schools of the employing district shall certify in writing that no other qualiﬁed
individuals are available to ﬁll the position;

21
22

2. The Commissioner of Education shall certify that the employing school district serves an area
that lacks qualiﬁed teachers to serve in the position to be ﬁlled;

23
3. The
retired teacher
Separation
Practices
for Tenured
Teachers shall

hold a valid license and shall not be entitled to tenure status;

5.200

24
25

4. The retired teacher shall not be eligible to accrue additional retirement beneﬁts, accrue leave, or
receive medical insurance coverage; and

26
27
28
29

5. The salary paid to the retired teacher shall not be less than the rate of compensation set by the
Board for teachers with no experience ﬁlling similar positions or more than eighty-ﬁve percent
(85%) of the rate of compensation set by the Board for teachers with comparable training and
years of experience ﬁlling similar positions.

_____________________________

_____________________________

Legal References

Cross References

1.
2.
3.
4.
5.
6.
7.
8.
9.
10.

Public Hearings 1.401
Recommendations and File Transfers 5.203

TCA 49-5-511(a)(3)
TCA 49-2-301(b)(1)(EE), TCA 49-5-512(d)
TCA 49-5-511(a)(2)
TCA 49-5-511—513
TCA 49-5-508(a)
TCA 49-5-508(c)
TCA 49-5-706
TCA 49-5-411(b)
TCA 8-36-805
TCA 8-36-821
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Summary
The way the board approaches collaborative conferencing and
granting tenure can significantly impact the school system.
Through crafting thoughtful policies on these topics, your board
can set parameters for the collaborative conferencing process,
alter the working conditions of employees, and influence the type
of employees your system attracts. These key areas, however,
have both recently been altered by state law. It is important when
creating these policies to ensure that they comply with legal
standards. In some areas, the board may have greater discretion
than others. As a result, it is important to know where the board
can be creative by using discretionary authority and where the legal
limits exist. If you ever have a question when drafting or revising
such a policy, TSBA is here to help!

Chapter 8
1
Education's Governance
Referencesand Structure
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AGENDA ASSESSMENT INSTRUMENT
Instructions: Rate how often your board does the following:
1 = Never
		

2 = Rarely

3 = About half the time

4 = Almost Always

5 = Always

Your Board
1

The agenda is received by board members within sufficient
time to review and study it before the meeting.

2

The agenda is accompanied by an appropriate amount of
rationale and/or data.

3

The agenda is divided into action and information items,
considering the most important issues first.

4

Any board member can place any item on the agenda for
discussion by simply submitting that item to the director or
board chairman before the agenda is prepared and mailed.

5

Adoption of the agenda is an item near the top of the agenda.

6

If board members want additional information about agenda
items, they contact the director.

7

The director is prepared to discuss written recommendations
on agenda items.

8

If new issues surface at the meeting, the director is given
sufficient time to research those issues so the board is not
forced to make decisions on the spot.

This is a publication of the
Tennessee School Boards Association
525 Brick Church Park Drive
Nashville, TN 37207
www.tsba.net

