e ——— o~

SCHOOL ADVISORY COUNCIL (SAC)

The School District of Palm Beach County




———— S

SCHOOL ADVISORY COUNCIL (SAC)

MINUTES OF MEETINGS

The School District Of Palm Beach County




AROUND MINUTES O
MEET

Minutes, including recordings made of the meetings,

WHAT ARE THE REQUIREMENTS

- THE

NGe

are.

* Needed to establish meeting continuity and allow for concise reporting of

actions taken

 Public records that must be saved and made available to any member of

the public who requests them

« Approved at the next reqular meeting of the council

* Permanently kept on file

Records should be maintained for, minimally, the school year for which
they apply. Thereafter, they may be sent for permanent District’'s Record

Retention.

S.B. Policy 2.09
FL State Statue 286.011 (Open Government, Sunshine Law)
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IS THERE SPECIFIC CONTENT TO
INCLUDE IN THE MINUTES?

1. School name, date, time, and location
2.  AMENdANCE wetais orwhicn voting SaC members were present and who was vitua)
3. Callto order

4. Approval of previous minutes

5. Principal’s report

6. OlId business

/. New business

8. Topics of concern (Non-members)

9. Meeting adjournment

10. Next meeting date, time, and location

11. Minutes submitted by (name and

Nnn<itinn)
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MEETING MINUTES FORMAT

It Is recommended to o i
establish a standard - o
template or format to use T i mctin fh [NameofOrgaiston Comite] sl o e

[time] on [date] in [location] by [Meeting Chair]

When tak|ng mlnutes Of the Roll Call and Determination of Quorum:

[List of Attendees]

meeting.

The agenda was unanimoushy approved as distributed

B. Adoption of Agenda
Te m p I ate I O Cate d O n th e The minutes of the previous meeting were unammeonsky approved as distributed
C. 01d Business

District’'s School Advisory Sumestn e cuin o xsing e, st he e, nd s
Council Website located at: i o
https://www.palmbeachsch
ools.org/schoolimprovemen
t/schooladvisorycouncil/

New Business

1. Summarize the discussion for new issues, state the next steps, and assign any

action item
2. The minuies provade a permanent record, provide a reference o check
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RECORDING ACTIONS

It IS not necessary to record every
detall of the meeting or the
discussion about an item under
consideration.

It is necessary to record actions
taken and date, time, and members
voting response for the action.

S.B. Policy 2.09
FL State Statue 286.011 (Open Government, Sunshine Law)
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MAINTAINING THE MINUTES

Florida statutes require a record of SAC minutes. In
addition retain a copy of the agenda and sign-in sheet with
the minutes of the meeting.

One person should be designated as responsible for
recording minutes (usually, the secretary of the SAC).
Duties of officers, including the secretary, should be
outlined in the bylaws. PN SAT F £

S.B. Policy 2.09
FL State Statue 286.011 (Open Government, Sunshine Law)
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PUBLIC RECORDS

Text and emalil messages are public records if they are
used for official SAC business therefore they are open for
public disclosure.

Why do you want to
know?

You do not have to worry about me, |
am independent

| know. Butitis going to rain, and you
are afraid of the thunder

Thunder, did you say thunder?

Yes, and | am working late tonight. Will

Maybe you should come home now. Just in
case the dog needs you. He is very worried
about the thunder.

S.B. Policy 2.09
FL State Statue 286.011 (Open Government, Sunshine Law)



MORE OF
EVERYTHING YOU
© WANTFOR
- _YOURCHILD

DEE

“OPEN GOVERNMENT OR SUNSHINE LAW
TRAINING

OFFICE OF Contact Us
, ATTORNEY GENERAL - _ 5 SelectLa

Stronger, SaferiFlorida HOME | MEET THEATTORNEYGENERAL | ABOUTTHEOFFICE = CONTACTUS Q

#A Home > OpenGovernment > Training

TRAINING

Open Government Overview: Sunshine Law and Public Records Law
Public Meetings and Public Records Law (2-Hour Audio P tation)
Other Resources for Public Records and the Sunshine Law:

Florida Statutes

The Brechner Center for Freedom of Information

Executive Office of the Governor's Office of Open Government




PEOPLE TO ASSIST YOU:

Call:
The School District of Palm Beach County

3300 Forest Hill Blvd., West Palm Beach, FL 33406
561- 434-8000

Ask for:
Office of School Improvement





