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Governing Board Policy Handbook 

Earlywood Educational Services 

 

 
POLICY SERIES 200: GOVERNING BOARD (BY-LAWS, OPERATIONS & MEETINGS) 

 

Date of Board Approval: 6.19.19 

Replacing Policy Approved by Board: 1.25.12 

 
204 BOARD MEETINGS 

 
204.1 Regular Sessions 

 
The Board shall hold regular Board meetings, subject to the Indiana Open Door Law, on the 

dates and at the times and locations determined annually in January. The Executive Director 

shall post a listing of the dates, times, and locations of the regular Board meetings for the 

calendar year on the Earlywood website. 

 

 
204.2 Executive Session 

 
The Board may meet in an executive session, closed to the public, provided proper notice is 

given. The purpose for an executive session must be in accordance with Indiana state law. 
 

In keeping with the confidential nature of executive sessions, no member of the Board shall 

disclose the content of discussions that take place during such sessions. 

 

 
204.3 Special Session or Emergency Meeting 

 
A special Board meeting may be called by the President or Executive Director. A notice of any 

special Board meeting shall be posted at least forty-eight (48) hours prior to the meeting. Said 

notice shall state the date, time, and location of such special meeting and the business to be 

addressed. 

 
In the event of a severe and immediate threat to the health, safety, or welfare of the Cooperative, 

its students, or employees, the Executive Director may call an emergency Board meeting. No 

formal prior notice of an emergency Board meeting shall be required, but the press and public 

shall be notified as soon as reasonably possible. 

 

 
204.4 Training Sessions 
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Occasionally the Board may hold meetings for professional development purposes. No policy 

decisions are made during these meetings. As with any other executive session, an 

announcement of these meetings will be posted listing the date, time, and location of the 

meeting, which may be outside Earlywood’s geographic territory. 

 

 
204.5 Notice for Meetings 

 
Regular Session Meeting Notice 

 

Upon request of an individual or organization, Earlywood shall send to the requesting party a 

copy of the notice of regular Board meetings. 

 
Within forty-eight (48) hours after the Board adopts a resolution changing the date, time, or 

place of a regular Board meeting, a notice of the change shall be posted at Earlywood and sent to 

the individuals or organizations requesting such information. 

 
Executive Session/Special Meeting Notice 

 

A notice of any special meeting shall be posted at least forty-eight (48) hours, excluding 

weekends and/or legal holidays, before said special meeting may occur. Said notice shall state 

the date, time, and place of such special meeting and the business to be transacted, as well as the 

name, address, and telephone number of the Cooperative. A copy of said notice shall be served 

upon each Board member at least seventy-two (72) hours before said meeting by one (1) of the 

following methods: 

 
A. Delivering the notice to the member personally, or 

 
B. Sending the notice by mail/email. 

 

 
204.6 Rules of Order 

 
The rules of parliamentary procedure as outlined in Robert’s Rules of Order may govern the 

Board in its deliberations. The rules of operation may be determined by the Board but always 

shall be so fashioned to maintain order of action. 

 

 
204.7 Voting and Absenteeism 

 
All regular and those special meetings of the Board at which the Board is authorized to perform 

business shall be conducted in public. No action shall be valid unless approved at a meeting of 

the Board by a majority vote of the members of the Board/designees and a proper record made of 
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the vote. All Board members/designees must be physically present in order to have their vote 

recorded. 

 
A Board member who is not physically present at a meeting of the Board, but who 

communicates with members of the Board during the meeting by telephone, computer, 

videoconferencing, or any other electronic means of communication may not participate in final 

action taken at the meeting and may not be considered to be present at the meeting. 

 

 
204.8 Quorums for Meetings 

 
Four (4) Board members or their designee(s) present at a meeting shall constitute a quorum, and 

no business shall be conducted in the absence of a quorum. 

 

 
204.9 Public Participation at Meetings 

 
The Board recognizes the value of community input on cooperative issues. 

 
Any individual residing within the member school districts or any group representing residents 

of the member school districts wishing to address the Board on any agenda item being 

considered may do so during discussion of that agenda item by seeking recognition from the 

presiding officer. 
 

Any individual residing within the member school districts or any group representing residents 

of the member school districts wishing to address the Board on a general subject under the 

Board’s jurisdiction may do so during the time provided at regular Board meetings by seeking 

recognition from the presiding officer. 

 
Any individual residing within the member school districts or any group representing residents 

of the member school districts seeking formal action by the Board shall notify the Executive 

Director of their request in writing no later than ten (10) calendar days prior to the meeting date. 

The request shall include: 

 
A. Name and address of community person. 

 
B. Name of group affiliation, where appropriate. 

 
C. Specific action requested of the Board 

 
Such requests for formal action by the Board shall be reviewed and considered for an agenda 

item by the Board President and the Executive Director. The Board President and the Executive 

Director shall determine the appropriateness of the request. 
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All statements from the community shall be directed to the Board or presiding officer. 

Individuals may not address or question individual Board members or the director. The presiding 

officer may interrupt or terminate an individual when the individual’s statement is too lengthy, 

personally directed, abusive, or irrelevant. 

 

 
204.10 Minutes of the Meeting 

 
Regular Session Minutes 

 

The Board shall designate a person to record the official minutes of each meeting showing the 

date, time, and place. The minutes shall also state the name of each Board member who was 

physically present at the meeting or was absent. Minutes shall reflect a description of Board 

action, any decisions made at a meeting open to the public, and the purpose(s) for which an 

executive session was called. The minutes shall include all votes taken at the meeting. 

 
These minutes must be approved by the Board. Unapproved minutes of preceding meetings shall 

be considered for approval by the Board as an action item of business at the next regular Board 

meeting. 

 
Approved minutes shall be available for public inspection on the Earlywood website not later 

than five (5) business days after the meeting in which the minutes were approved. Upon request, 

approved minutes shall be available for purchase at a fee estimated by the business office to 

cover the costs of reproduction. 

 
Executive Session Minutes 

 

The minutes of an executive session shall show the date, time, and place of the session; the 

members either present or absent; and the identification of the subject matter considered by 

specific reference to the enumerated instance(s) for which the public notice was given. The 

Board shall certify in the minutes that it discussed no subject matter in the executive session 

other than the subject matter specified in the public notice. 


