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BOARD-STAFF COMMUNICATIONS

The Albemarle County School Board supports the concept of two-way communication
between the School Board and employees of the School Board. The Superintendent is the
official representative of the School Board as its Chief Administrative Officer in its relations and
communications with its employees. All reports and recommendations to the School Board from
any officer or employee under the direction and supervision of the Superintendent shall be made
through the office of the Superintendent except when otherwise specifically directed by the
School Board. All School Board directives requiring or authorizing an action by an officer or
employee or requiring any report shall be directed to the Superintendent.

In all interactions with staff and between and among members, the School Board shall
follow its established protocols.

Adopted: July 1, 1993
Amended: March 24, 1997; December 11, 2003, August 16, 2004; March 9, 2006
Legal Ref. Code of Virginia, 1950, as amended, Section 22.1-253.13:7.BC.1
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ALBEMARLE COUNTY SCHOOL BOARD
AGREEMENT OF PROTOCOL

The Chairman/-e+designee of the School Board will-speaks -efficiathy-for the Board.-en
Boardomnrond e o
The Superintendent represents-ana-with-speaks for the school division systerm-on dathy

operationals matters.

The Superintendent/-e+-designee will communicate in a timely fashion #mmediatehyr-with
School Board members on matters that are legal, controversial, sensitive-to-press
reaction-or involve public safety.

Supportive Pertinent-background-information about agenda items must be available to
School Board members at least five calendar days before School Board meetings. -{with

School Board members may contact individual staff members for general information.

5:6.

Such information will be distributed to all members of the School Board. Should the
information request require significant time or generation of new information on the part
of the staff, approval of the Superintendent and/or the School Board shall be required.

At School Board meetings, members may wl-make information requests to the

administrative staff threugh-the-Superintendent—he-Superintendent-will-advisethe
Beard-member-on-the-avaHabiity-ef the-information with consensus of the School Board.

Albemarle County Public Schools
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Staff/School Board Guidelines

Adoption of Code of Conduct

Each January the School Board will review, approve, sign, and post a Code of Conduct that
identifies appropriate behaviors for individuals serving on the School Board.

Meeting Types

The School Board will transact all public business at official School Board meetings conducted in
accordance with the Virginia Freedom of Information Act. All meetings of the School Board are open to
the public except as provided by law.

School Board meeting dates, times and locations for the calendar year are set during the School
Board’s organizational meeting held the first meeting in January. The School Board holds at least two
meetings a month, a business meeting and a work session, except as otherwise approved at the
organizational meeting. Additional meetings may be scheduled for joint meetings with the Board of
Supervisors and budget work sessions.

Agenda Preparation Process

The following procedures have been developed to ensure that Board agendas will ret-enhy-be
completed and published reaeyfor-deliveryto School Board members in a timely manner and to ensure
all agenda items will have but-witb-have-had-sufficient review by the Superintendent. -SecheolBeard
Chatrmanandlor-Viece-Chatrman—The deadline for submitting agenda items is ten calendar days before
the School Board meeting. -Qsee—Enelesu%e&%ehedeHeie##ep&r&Hm#DﬁnbaﬂemaﬁAgenda}—The
Chairman, Vice-Chairman, Clerk, Executive Cabinet members, and the Superintendent will meet_ in pre-
agenda meetings to -periodicathy-to-discuss items that will appear on the School Board agenda. In
general:

1. Items requested to be placed on the agenda will be submitted to the Superintendent/designee,
appropriate Assistant Superintendent or Executive Cabinet member and/or the -andfer-Chairman (or
delegated to the Clerk) to be dlscussed for short- and Iong range plannmg Reqaests%%seard

meetmg—Gmdelmes for developlng erdenngthe -agenda%ems

A. All action items should be wi-be-scheduled on the School Board’s business regular-meeting
agenda, however, there may be exceptions if the action required is deemed time sensitive by the
Chair in consultation with the Superintendent. The sequence of agenda items will be determined
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bv the Chairman of the School Board in consultatlon W|th the Vice- Chalrman and Supermtendent

B. If at all possible, items should be presented to the School Board for information prior to being
placed on the agenda for approval. If the item is deemed time-sensitive by the Chairman then

exceptlons will be made Genadeewheye&epmsen&em#ﬂ#be—lﬁk%&reeu{-eﬁewn

EC. Closed Meetings, whenever possible, WI|| be scheduled immediately prior to the start of
the School Board meeting. . . :
scheduled after the meeting.
=

3. School Board members may ask that an item be placed on the agenda at any School Board meeting.
Inclusion of the item requires School Board consensus.

4. Staff will adhere to the timeline provided by the Clerk of the School Board when submitting items for
inclusion on the agenda. Items not submitted by the due date will be postponed to a future meeting
unless the item is a time-sensitive issue and the Chair and Superintendent have approved adding the
item to the agenda.
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Public Participation Festimeny

The publrc IS encouraged to address the School Board under Publrc Comment.-er-during-the-agenda

lindividuals and/er organizations wishing to speak during Public Comment are encouraged to sign in
with the Clerk. During the time set aside for public comment on the agenda, the Chairman will call forth
individuals who 5|qned up. Public testlmony qwdellnes are as follows weu#d—l#ee—te—lee—fermauy




1.
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Thirty minutes before the start of the meeting —({usuathy-6:00-p-m--there will be a sign-up sheet for
members of the public to sign up if they wish to speak before the School Board. After all
individuals who signed up for Public Comment have spoken, the Chairman may ask if there are

addrtronal mdrvrduals who Would Irke to speak. Ihe—srgn—upﬂeenedAMJrLend—lérmnu%e&aﬁer—the

Speakers should adhere to the following protocol:

w

A. Sign in with the Clerk before the meeting.

B. At the speakers’ podium, please state name and address.

C. Address comments to the School Board as a whole.

D. Give written statements and other supporting material to the Clerk. Please note that written
statements are made a part of the permanent records of the School Board. In addition, the
speaker is unable to complete the presentation in the time allotted, a copy of supporting
materials will be provided to School Board members.

Three minutes will be allowed for each presenter to speak. A color-coded light/card system will
be used to time presentations. However, the Chairman may, with the consensus of the School
Board reduce the time aIIocated for all individuals to speak. atthe-discretion-ofthe Board-extend

A atientThe yellow light/card
means the speaker is 2:5 mrnutes into the presentatron and the red light/card means the speaker is
at the three-minute limit of the presentation and must wrap up.

5.4.1f a speaker represents a group, he/she -er-she-may want to have others in agreement te-stand while

he/she -er-she-speaks, rather than having all speak on the same issue.
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%5.1n order to maintain respect for all points of view, the School Board requests no clapping, booing
or any other form of support or nonsupport be used.

7-6.When multiple comments on the same topic have been presented, the Chair may request additional
comments on the topic be limited to those who have new information to present.

9.7.Debate and dialogue with the School Board is not allowed during public comment.

%-8.Use of the projection svstem is reserved for staff scheduled agenda item presentatlons onlv

In lieu of having a large number of individual speakers, organized groups can request up to five
minutes to speak during public comment, as long as the request is received two days prior to the
scheduled meeting. The Chair will then either grant the request or deny the request, and the Clerk will
notify the group.

When an individual and/or community organization would like to be formally scheduled on the
School Board agenda, the individual and/or organization must submit the request in writing to the
Superintendent or Chairman. The Superintendent and Chairman will determine if the request should be
granted. The |nd|V|duaI and/or communlty orqanlzatlon will be notlfled of the deCISIOI‘l UHJ:ess—BeeFel

Closed Meeting Packets for Student Behavior Management Cases

The School Board Discipline Committee holds meetings on the fourth Monday of each month or on
other dates as advertised. Meetings of the discipline committee typically begin at 5:30 p.m. Discipline
meeting materials are provided to School Board Discipline Committee members on the Friday before the
Monday meeting or at least three calendar days in advance of the meeting. The materials provided in the
packet include:
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e Superintendent’s Memo to the School Board

e Current School Records for the Student

e Prior School Records

e Incident information for which the student was referred to the School Board

e Related correspondence

Students and/or individuals representing a student must submit any information they wish the School
Board to review by the Board Packet publishing date. Any material received after the Board Packet is
published will not be accepted.

Superintendent’s Letter

Superintendent’s Letter is distributed to the School Board on the Thursday following the School
Board meeting. This communication contains documents, emails from parents and/or community
members, articles of interest from online and print magazines, a calendar of upcoming events, and other
pieces of information that the Superintendent and Executive Cabinet members would like to share with
the School Board.

Letters Received by the Clerk’s Office or Copied to the Albemarle County School Board Are
Managed Through the Following Process:

1. The School Board Clerk will notify and provide a copy of the letter to the Chairman/Superintendent.
. ifiod al ho | .

2. The Chairman reviews the letter to determine if the School Board or staff should respond.

3. If the School Board should respond to the letter, the Chairman or designee will respond and provide a

copy to School Board members. draftsend-aresponse-to-theletter

4. If staff the-Chairman-feels-thatstaff-should respond to the letter, the Chairman will notify the author
of the letter that the issue S@M—H&HGHG—EH@—WH—E&FPHG—FG&HH@—EH&I—EH&—ISSHE—h&S been delegated to the

Superintendent. -i-ah-3 3
%&%%ees%—ﬂ%n#m%elm%e&@—mm#mseh%e—issue—me |nd|V|duaI S Ietter and staff S
response will be is-provided to School Board members.

5. Ifaletter is addressed to the Superintendent or to a staff member and the School Board is copied, the
School Board will recelve a copy of the letter and the response from staff. Jeh%eagh—th&GJeH(—sremeeL
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ecueinad "y i tondont

6. If an individual School Board member receives a letter that he/she -er-she-determines a wishes-staff

response is needed, then the School Board member to-respond-to-and-share-with-the-Beard-then-the
Board-member-is requested to provide a copy of the letter the-infermation-to the Clerk. Both the letter

and_a copy of -the response Superintendent’s+espense-will be provided to School Board members.

Handling of Electronic Mail

Protocol for responding to emails E-MaHs-sent directly to the entire School Board

1. Individual School Board members, the Clerk and the Superintendent are recipients of emails sent to

schoolboard@klZaIbemarIe org. GJeHe&emeHs—eebseHbed—temepebM—E—Mdewmbemn%eeene

3-2.The Chair will respond to all emails to the School Board and copy the School Board on any response.
The Chair’s response does not preclude an mdrvrdual School Board member from responding to the

4. Each School Board member is responsrble for archrvmq hls/her appllcable mbound and outbound
emarl for FOIA compliance. ¥
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5
Protocol for respondlng to emalls E—M&#&sent dlrectly to |nd|V|duaI mettlpleSchool Board
Members

1. Anindividual School Board Member may reply to emails E-Mats-expressing his/her thek-individual
opinions so long as it is clear that the member is not speaklng eﬁret&llryon behalf of the entire School
Board archiv 3 3

3-2.Each School Board Members is responsible for archiving their applicable inbound and outbound
email for FOIA compliance. To ensure FOIA compliance, School Board members are -are
encouraged;-but-netrequired; to copy the School Board Clerk’s-office on his/her theirE-Matlemail

replles to these communlcatlons Ihweeuﬁesyw#aﬂewthe@hamnanend&&permtendenm%e
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Fhe-School Board Has-Developed-General Protocols forttself that-Are-Reviewed-at-ls-Annual-Retreat
as Follows:

1. The Chairman/-erdesignee of the School Board will-speaks efficiathy-for the Board. -en-Beard-
approved-actions:This does not preclude an individual School Board member from expressing an
“individual opinion”.

2. The Superintendent/designee represents and wil-speaks for the school division system-on daty
operationals matters.

3. The Superintendent/-er-designee will communicate in a timely fashion #mmediately-with School
Board members on matters that are legal, controversial, ef-interest-te-news-ageneies;-or involve public
safety.
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4. Supportive information Pertinent-background-infermation-about agenda items must be available to

School Board members at Ieast five s»ecalendar days before School Board meetlngs -Qwﬁh—the

5. School Board members may contact individual staff members for general information. Such
information will be distributed to all members of the School Board. Should the information request
require significant time or generation of new information on the part of the staff, approval of the
Superintendent and/or School Board shall be required.

G&relelmes—feﬁﬁm&Allocat_qed Staff Time to Address School Board Member Requests for
Information to Research Issues and Processing of Requested Materials:

Responses to requests for information requiring 30 minutes or less of staff time for preparation
(information which is already assembled and available) should be handled in a timely fashion by the
office receiving the request. Any request for information that requires more than 30 minutes of staff time
to prepare must have approval of the Superintendent or School Board consensus for the information to be

prepared.
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Approved: August 1995
Revised: February 1998, February 1999, February 2000; June 19, 2000; April 14, 2005; March 9, 2006



