2" Reading: 3/12/13 CODE: BBAB

STUDENT SCHOOL BOARD REPRESENTATIVE

The Cape Elizabeth School Board supports the concept of up to two high school student
representatives to the school board each year. These representatives would serve in a
nonvoting capacity, although their "vote" by a show of hands would be encouraged and
documented in formal minutes on each action item at monthly school board meetings.

Student representatives will attend business meetings and be invited to workshop and
committee meetings. They will act as liaisons between the school board and the student

body. They will be excluded from executive sessions.

The terms for these representatives would be for one complete school year, with no more
than two consecutive terms to be served.

Process and procedures for nomination and election onto the school board is outlined in
the attached guidelines.

Legal Reference: 20-A MRSA § 1001 (1A)

Cross Reference: BBAB-R - Student School Board Representative Policy Guidelines
JIB — Student Involvement in Decision Making

ADOPTED: April 10,2007
Revised:

CAPE ELIZABETH SCHOOL DEPARTMENT
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File: BCA

SCHOOL BOARD CODE OF ETHICS

I will abide by the following code of ethics during my term as a Cape Elizabeth School

Board Member:

1. Iwill abide by the laws of the United States, the State of Maine, the regulations of
the Department of Education, and the Cape Elizabeth Town Charter.

2. I will work to provide high quality public education for the children of Cape
Elizabeth in accordance with the Mission and Vision Statement.

3. Iwill consider the educational needs of children and how they will be affected in
all my deliberations and decisions.

4, I will treat fellow Board members, school staff, students, and citizens with
respect.

5. Irecognize that the School Board’s responsibility is to set educational policy and
not to manage the schools day-to-day. I will not undermine or usurp the authority
of the Superintendent or school administrators.

6. Irecognize that I have no legal authority as an individual outside of School Board
meetings and will conduct myself with sensitivity to that fact.

7. I will encourage the input of school staff, students, and citizens on educational
issues and will consider such input in my deliberations.

8. I will refer any citizen complaints to the proper authority within the school
department.

9. 1 will endeavor to attend and be prepared for every School Board meeting. If
personal circumstances prevent me from attending regularly, I will consider
resigning my position.

10. I will not make promises about how I will vote on matters before the Board. and
will vote based on the available facts and my own judgment.

11.  Tunderstand that I have an obligation to vote on all matters before the Board
unless I have a direct conflict of interest on a particular issue.

12. I will support all Board decisions, regardless of my vote.

13. I will not discuss confidential information outside of School Board meetings.

14. I will not use my School Board position for personal gain.

ADOPTED: December 10, 1996
Recoded: June 1998
REVISED: March 8, 2005
Reviewed:

CAPE ELIZABETH SCHOOL DEPARTMENT
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File: BCB

BOARD MEMBER CONFLICT OF INTEREST

This policy addresses Board member conflicts of interest.

A. Contracts

The Board and the School Department shall not enter into any contract in which a Board
member (i) has a direct or indirect pecuniary interest (as defined by law),' (ii) or is
employed by, contracts with or has any other financial interest in an entity which
furnishes goods or services to the schools, except as follows:

1.

The Board member having the interest makes full disclosure of interest
before any action is taken and abstains from voting, negotiating or
award of the contract and from otherwise attempting to influence the
decision (with disclosure and abstention recorded in the minutes

of the Board), or

The contract is obtained through properly advertised bid procedures in
accordance with state law and Board policy.

B. Employment

1.

I.

A Board member may not, during the time the member serves on the
Board and for one year after the member ceases to serve on the Board,
be appointed to any civil office of profit or employment position which
has been created or the compensation of which has been increased

by action of the Board during the time the member serves on the Board.

A Board member or spouse of a member may not be an employee in the
Cape Elizabeth School Department. The Board has also adopted a
policy on Nepotism (code BCC) which includes additional restrictions
on the employment of Board members’ family and the family members
of School Department employees.

Volunteer Activities of Board Members and Spouses

A member of the Board or spouse of a member may not serve as a
volunteer when that volunteer has primary responsibility for a

curricular, co-curricular or extracurricular program or activity and

reports directly to the Superintendent, Athletic Director, principal or other
administrator in the School Department. “Volunteer means a person who
performs personal services for a school unit without

monetary payments or benefits of any kind or amount.”

30-A MRSA § 2603,

CAPE ELIZABETH SCHOOL DEPARTMENT
Page 1 of 2
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BOARD MEMBER CONFLICT OF INTEREST

2. Volunteer activities of a Board member or a member’s spouse, other
than in the roles that are prohibited by statute, may be prescribed by
policies or rules developed and approved by the Board.

Cross Reference: BCC — Nepotism
DJ — Bidding/Purchasing Requirements (suggested policy)

Legal Reference: 20-A MRSA §§ 1002(1)(A), (D(B)( 2), (2-A), (3)

ADOPTED: January 14, 1992
Recoded: June 1998
REVISED April 9,2004
Reviewed: May 9, 2006

CAPE ELIZABETH SCHOOL DEPARTMENT
Page 2 of 2
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NEPOTISM

For the purposes of this policy, the following definitions shall be used:

A.

“Employee” means a person who receives monetary payment or benefits,
no matter the amount paid or hours worked, for personal services
performed for the School Department.’ (This does not include part-time
and/or seasonal employees of Community Services who do not report
directly to the Director of Community Services.)

*Administrators and Supervisors” includes the Special Education
Director, Athletic Administrator, Director of Community Services, and
School Principals, Assistant Principals, Business Manager, Facilities
Manager, Professional Development and Curriculum Facilitator,
Technology Coordinator, Custodial Supervisor and Food Service
Supervisor.

“Immediate Family” includes spouse, brother, sister, parent, son,
daughter, or domestic partner.

“Extended Family” includes grandparent, grandchild, uncle, aunt,

niece, nephew or in-law,

1. Board Members

Immediate and extended family members of Board members shall not be
employed by the School Department, subject to the following exemptions:

a.

Immediate and extended family members, except spouses, who are
employed as of the date of policy adoption, for as long as they remain
continuously employed.

Employees who are employed on the date that an immediate or
extended family member of theirs is elected to the Board.

Board members are expected to recuse themselves from participating
in any personnel action involving an immediate or extended family
member employed by the School Department.

Superintendent

Immediate and extended family members of the Superintendent shall not be
employed by the School Department, subject to the following exemptions:

a.

b.

Employees who are employed on the date that an immediate or extended
family member of theirs is elected to the Superintendency.

If a member of the Superintendent’s immediate or extended family is
employed under paragraph (a), appropriate measures shall be taken by
the Board to avoid a conflict.

! 20-A MRSA § 1002(1)(A).

CAPE ELIZABETH SCHOOL DEPARTMENT
Page 1 of 2
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NEPOTISM

3. Administrators and Supervisors

No person shall be employed in a position within the jurisdiction of an
administrator or supervisor who is a member of that person’s immediate or
extended family. Nor shall any person be employed in a position in which a
member of the immediate or extended family of that person is responsible, in
whole or in part, for his/her supervision or evaluation. This provision is subject
to the following exemption:

a. Employees who are employed as of the date of policy adoption, for

so long as they remain continuously employed. In such cases,
appropriate measures shall be taken to avoid a conflict.

4. All School Employees

The Board shall be notified if an employee has an immediate or extended
family relationship with any other School Department employee or Board
member before the Board takes any employment action affecting that
employee.

5. Exceptions to Policy

The Board may approve an exception to this policy (except for the statutory
prohibition against employment of Board members’ spouses) if there is a
determination that it is in the best interest of the School Department and
appropriate measures can be taken to avoid a conflict. It is the intent of the
Board that this provision be narrowly construed and used only in rare
circumstances.

Cross Reference; BCB — Board Member Conflict of Interest

Legal Reference: 20-A MRSA SECTION 1002

ADOPTED: January 14, 1992
Recoded:  June 1998
REVISED: April 9, 2004
Reviewed:

CAPE ELIZABETH SCHOOL DEPARTMENT
Page 2 of 2
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BOARD OFFICERS

Duties of the Chair
The Chair shall preside at all meetings of the Board and shall perform other duties as
directed by law, Maine Department of Education rules, and by board policy, procedures,
practice and/or other board agreement. In carrying out these responsibilities, the Chair
shall:

A. Sign the instruments, acts, and orders necessary to carry out state requirements

and the will of the Board;
B. Consult with the Superintendent in the planning of the Board meeting agendas;

C. Confer with the Superintendent on crucial matters that may occur between Board
meetings;

D. Appoint all standing committee chairs and members, subject to final Board
approval. Make appointments to school, district and regional committees, subject
to Board approval. Appoeint School Board members to serve on board advisory
committees subject to Board approval.

E. Call special meetings of the Board as necessary;

F. Be the public spokesperson for the Board at all times except as this responsibility
is specifically delegated to others; and

(. Preside at and be responsible for the orderly conduct of all Board monthly
mectings.

As presiding officer at all meetings of the Board, the Chair shall:
A. Call the meeting to order at the appointed time;

B. Announce the business to come before the Board in its proper order;

C. Enforce the Board’s policies relating to the order of business and the conduct of
the meeting;

D. Explain, as appropriate, what the effect of a motion would be;
E. Restrict discussion when a motion is before the Board;
F. Put motions to a vote and announce the vote result,

‘The Chair shall have the right, as other Board members have, to offer motions, discuss
questions, and vote.

CAPE ELIZABETH SCHOOL DEPARTMENT
Page 1
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BOARD OFFICERS

Duties of the Vice-Chair

In the absence of the Chair, the Vice-Chair shall perform all the duties of the Chair. The
Vice-Chair will assist the Chair and Superintendent in setting the monthly business and
workshop agendas.

Duties of the Secretary

The Superintendent shall serve as Secretary of the Board, with the right to speak on all
questions and offer recommendations. The Secretary shall be responsible for ensuring
that records are kept of all business transacted by the Board at both regular and
appropriately called special meetings, and shall perform such other functions as are
ordinarily functions of this office.

Legal Reference: 20-A4 IMRSA § 1055 (ALL)

ADOPTED: September 13, 2005
Reviewed:

CAPE ELIZABETH SCHOOL DEPARTMENT
Page 2
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BOARD APPOINTMENTS

The School Board may be asked to provide member representation on various school, district or
regional committees. The Board does not create these committees but their purpose may be such
that school board representation contributes to the effectiveness of the committee in achieving
itts mission and/or provides an important communication link to the Board. These committees
may include administrative search committees, Portland Arts and Technology High School
“PATHS” Board, Cape Elizabeth Volunteer Advisory Committee, etc.

The Chairman of the School Board will appoint specific School Board members to these
committees, subject to final approval by the School Board. The appointment shall be for one
year. After two consecutive appointments of the same member, all efforts will be made to afford
other interested Board members an opportunity to serve on a particular committee.

Adopted: September 13, 2005
Reviewed: May 9, 2006

CAPE ELIZABETH SCHOOL DEPARTMENT
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BOARD-SUPERINTENDENT RELATIONSHIP

The Board believes that exercising its legislative function through policymaking is its most
important responsibility. The Board is also responsible for setting the direction for the school
district and evaluating progress towards goals.

The management of the schools is the function of the Superintendent. The Board holds the
Superintendent responsible for complying with all applicable laws, rules and regulations; for
administering Board policies and decisions; for operation of the schools and educational
program,; for the system of supervision and evaluation of staff; and for keeping the Board
informed about school operations, problems and opportunities. The Board recognizes that the
Superintendent may delegate certain responsibilities to other personnel. Such delegation does
not relieve the Superintendent of the final responsibility for actions taken.

The Board, collectively and as individual members, shall:

A. Recognize the Superintendent as the educational leader of the school district;

B. Provide direction for the Superintendent through written policies, objectives and goals for

the school district;

C. Give the Superintendent full administrative authority and support for properly
discharging his‘her professional duties, while holding him/her responsible for acceptable
results;

D. Hold all Board meetings in the presence of the Superintendent, except as otherwise
permitted by law or when the Superintendent voluntarily excuses him/herself at the
request of the Board,

E. Refer complaints, criticisms, and requests to the Superintendent or other appropriate
personnel and discuss them at Board meetings only after administrative solutions have
been exhausted; and

F. Evaluate the Superintendent and provide appropriate opportunities for the Superintendent

to share his’her perceptions regarding the working relationship between the Board and
Superintendent.

Legal Reference: 1 MRSA § 401 et seq.

20-A MRSA 97 1001 et seq.; 1051 et seq.; 13201; 13301
Cross Reference: BBA - School Board Powers and Responsibilities

BCA — Board Member Code of Ethics

CB - School Superintendent

CB-R - Superintendent Job Description

CBI — Evaluation of the Superintendent

ADOPTED:

CAPE ELIZABETH SCHOOL DEPARTMENT
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STUDENT SCHOOL BOARD REPRESENTATIVE POLICY GUIDELINES

Application Process:

Goal: Board member selected by March (for every year after 2007).

L. 1% step: Submission of a nomination sheet with 25 student signatures.

I1. 2" step: All students who submit their sheet on time and with acceptable signatures
must attend an informational meeting held by the superintendent, members of the
school board, and members of the student council.

M. 3" step: There is a school-wide assembly (minus seniors) in which current SAC
members conduct a question and answer session including the candidates.

IV. 4" step: After the assembly, there is a school-wide vote (minus seniors) to select the
students to sit on the board for the next school year.

Responsibilities:

1. School board student-elect are encouraged to attend school-board meetings and
educate themselves on the purpose in the months after they are elected before the
end of the school year.

2. Beginning at the start of the school year, a school board student will attend monthly
business meetings, and be invited to attend all workshops and committee meetings.
Any school board meetings will take precedence over all other extra-curricular
activities,

3. School board students are responsible for preparing any needed materials for all
meetings and responding to and sending the necessary emails. This could include
formalized speeches, essays, research, or statements.

4. School board students must attend all student advisory council meetings and give
updates on what is going on within the school board and what they have recently
accomplished.

Impeachment Consequences:

The rules of the substance abuse policy and academic eligibility apply.

Legal Reference: 20-A MRSA 91001 (1A)
Cross Reference: BBAB: Student School Board Representative

ADOPTED: April 10, 2007
Revised;

CAPE ELIZABETH SCHOOL DEPARTMENT
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BOARD STANDING COMMITTEES

[NOTE:—Many sechool-heards make-tse-of either-ongoing standiag commitices or
temporary-advisery-commitices-or-pota-te-fncilitate-the-wericof the beard—Some-Heards;
though, particularly these with-five or fewer members; prefer-to-werlas-a-committee “of
the-wheieZ-beenuse-they Delieve it is more-efficient-or-tint use-of- eomritlees fragmenistire
ZOVEERAREE- 3 0€es5:

The standing committee system-recognizes-ikat many-beard memberssimply-do-not-have
the timeto pecome-us-thoroughly :mowled geableinall aspeets-of board responsibilities-gad
school system-opecations-as- thoy might like to-bo-—By-allowing standing-committees-to
research-issues-in-deptn-and-to-make recorrmendations; a-bocrd-enn-Better foeus its-energy
and-nake informed-decisions moreefficientheaccfieetyol-

Standing compmittecs-are-ereated-io-perform u-eontinuing funetion-anaremainin-exisience
indefinitely; although-tho-individual members-o the-comraitiee- may-ehange.typieally;
appeintientsto-standirg ecomntitices-are-made-at-the board’s-annual-erganizetional
meeting-orshortly therenfter so-that commitiee-work-ean-eentinue with-minimu:

Standirg-ecommitteesurc-eomprised-selely-ofschec
WMMIMMW%TM&&M
and-stanCing connitteesma —seek-input-fromediministratorssstaff and-others; oniy
standing committec-members-may vote-or otherwise-agree-upenreeonumendatiens-to-be
mede-to-tnefall-board:

In-eontrast-to-standing-eorymittees; advisery eormmittces-are-appeinted-to-performa
speaifie task—Advisery-committees- may izcinde-ndminist=ators;-staffparents; studests;
andior-community renroseztativesasweiias board-tnembers— When-it-has-made-its finai
repostorrecommerndationsio the board-the-advisery committee-eenses-ta-exist:

TFae-objeetive-of this-peliey-is-to-provide a frameworhfor-those sechoolboards that-appoiat
staading commitiees—A-separate MSMA sampie peliey; BDY, addresses-advisery-e»
temposmereommiiices]

The Board believes that standing committees can be useful to its decision-making process and in
the transaction of Board business. The Board may establish such standing committees as it
deems necessary to facilitate school unit governance and address ongoing school unit needs. A
standing committee has only such authority as specified by the Board.

All standing committees shall be comprised of less than a majority of the Board.

All standing committee meetings are open to the public except as provided by the Freedom of
Access Law and the Municipal Public Employees Labor Relations Law.

Establishment and Functions of Standing Committees

Page 1 of 3
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BOARD STANDING COMMITTEES

The following provisions apply to the establishment and functions of standing committees:

A.

All standing committees shall be established by vote of the Board. A motion to
establish a standing committee shall state the purpose and responsibilities of the
committee (the “charge™) and set the number of members comprising the
committee.

The Board Chair will appoint members to a standing committee from among the
membership of the Board. For existing standing committees, appointments will
be made at or as soon as practicable after the School Board’s annual
organizational meeting.

issues and make recommendations for Board action, but may not act for the
Board.

DT et s v e e s B Rre-corpiaitteC-shal-be-antil-Hie-next

OF SRS ASH B0 8

— ——— - Actanding contmitice mayv-be abolished wapy ime by-avote ef-the Board:

D.
EL

Each standing committee will elect its own chair.
A standing committee mayv be abolished at any time by a vote of the Board.

F.

 Gb.

The Board Chair and Superintendent shall be ex officio (non-voting) members of
all standing committees.

The term of appointment to  stunding comtnittee shall be until the next
orgagizational meeting,

Any Board member may attend standing committee meetings, but only appointed
members of the committee may vote.

A stanaing commitdee-mmv-beabolished-at ams-tine bypotpent thofhusd.

Page 2 of 3
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BOARD STANDING COMMITTEES

I, The number of members on a standing committee and/or the responsibilities of a
standing committee may be modified at any time by a vote of the Board.

inehide:-i)-Budget; 2)-idinanes+3) Poliey; 4)-Cuarrienlum-3) Negotiations;-6) Faehiidies; 7)
ammgznaeHlameier)

The Board may establish other standing committees it deems necessary in accordance with this
policy.

Legal Reference: 1 M.R.S.A. § 401 et seq.
Cross Reference: -

ADOPTED: November 12,1991

Recoded: June 1998

REVISED: April 12,2005
September 13, 2005

Page 3 of 3
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BOARD ADVISORY COMMITTEES

The Board may establish advisory committees to perform specific functions. Advisory
committees may study particular problems or issues and make reports and/or recommendations
to the Board, but may not act for the Board.

Advisory committees may include individuals who are not elected members of the Board but
each advisory committee shall have at least one Board representative.

The Board will consult with the Superintendent before establishing or dissolving any advisory
committee. The number of members, the composition of each advisory committee, and the
selection of members will be determined by the Board, in consultation with the Superintendent
based upon the purpose of the committee.

PIOTS: - The-aumber-of members-and the-eonstituenciesthat shouid-be represented-on-as
acvisery-eomriitice rreisstes separatefrom-the-appei ntmentof partierlar-incividualsas
nrembers—A-board-typicaliy establishes-a committee and taenwrites-anplieations-or
reeruits-individaalsto-serveand ratifies-ihe memwber=ship by-vete—Some-advisory
eommittees-may-r.oed-expertise in-specifie arens-—fparenis, stadentis;or commuaity
members-are-te-bednvelved; the Bourd-may wish-to-encourage representationof diverse
poprlatons-and/erinterssisd

The scope and authority of any advisory committee shall be limited to that assigned to it by the
Board. The Board is in no way obligated to follow advisory committee recommendations.

Unless given a new assignment by the Board, an advisory committee shall be dissolved promptly
upon completion of its task-¢(OR:shali nutemntieally dissolveafter-the Board-hasreceived
the-committee’s-final-veport-or recommendations). An advisory committee may be dissolved
at any time by Board action. No advisory committee shall continue for a prolonged period
without a specific assignment.

Instructions to Board Advisory Committees:

So that the Board’s intent and expectations are clear, each advisory committee shall be instructed
in writing concerning:

A. The purpose of the committee, the specific issue(s) for study, and/or the scope of
the committee’s activity;

B. The composition of the committee, including designation of voting and non-
voting members, if applicable;

OTE: TheBoard should-specify-whether the ndvisery cemmitteechair-isto
be—&ppemtea—by—me—Beafd—GhmahoFseleeted—bﬁheﬂmmbers—ef—me

@ ERe)
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BOARD ADVISORY COMMITTEES

C. The length of time each member is expected to serve;

Mmmmmmmwwmﬁ

must—be—afpmated#e—&ppmated%ﬁ%mﬁee—a#h&%ﬂrd—s—ann&al

erscnizatioral meeting o wheth »r the “terrr” o membershiv-is the- duration:

o dhe-ermmadttes s el

D. The role of the committee as being advisory only;

E. The resources the Board will provide to assist the committee in completing its
task;

F. The expectations regarding the committee’s relationship with the Board, the
Superintendent and school system personnel;

G. The designation of the individual who will be responsible for providing
information to the public concerning the committee and its work;

H. The time and place of the first meeting;
L. The timeline for progress reports to the Board and/or other activities;

J. The date on which the Board expects to receive a final report or recommendations
and dissolve the committee.

All advisory committee meetings are open to the public except as may otherwise be provided by
law. Committee reports and minutes of advisory committee meetings, if prepared, are public
information subject to the Freedom of Access Law.

Notice of advisory committee meetings shall be provided in a manner consistent with the
Board’s policy and practice concerning notification of Board meetings.

The Board recognizes that any advisory committee mandated by state law or Department of
Education regulations may require deviation from any or all of the provisions of this policy. Any
such deviations shall be identified when the Board establishes such a committee and reflected in
the Board’s instructions to the committee.

Legal Reference: 1 M.R.S.A. § 401 et seq.

Cross Reference: BEDB — Agenda
ADOPTED: May 10, 2005
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I SCHOOL BOARD MEETINGS

All Board meetings will be announced publicly in accordance with this policy and applicable
law. Except in the event of rare emergencies, such announcement with be made in ample time to
allow public and media attendance and shall be disseminated in a manner reasonably calculated
to notify the general public.

Regular Meetings

The Board will hold its regular business meetings [mamberonce] a month on the [daysecond
Tuesday] efH-fmenih]-unless otherwise set by action of the Board.

Special Meetings

A special meeting of the Board is a meeting that is held to address important matters that arise
between regular meetings and/or require Board action before the time set for the next regular
meeting, or to consider a single subject in one session.

A special meeting may be called at any time at the discretion of the Chair or at the request of the
Superintendent. A special meeting shall be called at the written request of four members of the
Board-je+—a-majerity-efthe-3esrd].

The Superintendent shall be responsible for providing notice of a special meeting to Board
members and the media at least 72 hours in advance of the meeting. The notice or agenda shall
indicate the subject(s) of the meeting and action to be taken.

| No business other than that stated in the notice of the meeting shall be transacted {Optienal:

Emergency Meetings

An emergency meeting of the Board is a meeting that is called because a matter is so urgent that
it must be addressed immediately and the advance notice required for a special meeting cannot
reasonably be provided.

| An emergency meeting may be called by the Chair or at the request of the Superintendent.
The Superintendent shall notify the media of an emergency meeting by the same or faster means
as used to notify Board members. Whenever practicable, 24-hour advance notice will be

| provided. The notice shall indicate the purpose jer:+—subieet]-of the meeting.

No business may be transacted other than that related to the purpose for which the emergency
meeting is called.

Executive Sessions

Page 1 of 2
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| SCHOOL BOARD MEETINGS
Executive sessions of the Board shall be called and conducted in accordance with state law.
Only the matter(s) stated in the motion to enter executive session shall be considered. No final

action may be taken in executive session.

Workshops and Informational Meetings

The Board, at its discretion, may schedule workshops and other meetings to discuss a particular
] subject or proposal or to gather input from staff, students, the community, or other groups.

No formal action shall be taken by the Board at any meeting other than a regular meeting, special
meeting, or emergency meeting.

Legal References: 1 M.R.S.A. § 403 et seq.
20-AM.RS.A. § 1001

Cross References: BEC — Executive Session
BEDB — Agenda Preparation and Dissemination

ADOPTED: October 9, 1984
REVISED: January 14, 1992
Recoded: June 1998
REVISED: March 8, 2005

Page 2 of 2



1 Reading: 3/12/13
MSMA SAMPLE POLICY CODE: BEA
(DWM Updates — 11-2012)

SCHOOL BOARD USE OF ELECTRONIC MAIL

Use of electronic mail (e-mail) by school board members should conform to the same standards
of judgment, propriety and ethics as other forms of school board-related communication. Board
members shall comply with the following guidelines when using e-mail in the conduct of board
responsibilities:

A. The School Board shall not use e-mail as a substitute for deliberations at Board
meetings-er, for other communications or business properly confined to Board

meetings, or in any way to defeat the purposes of the Freedom of Access Act.

B. Board members should be aware that e-mail and e-mail attachments received or
prepared for use in board business or containing information relating to board
business are likely to be regarded as public records which may be inspected and
copied by any person upon request, unless otherwise made confidential by law.

C. Board members shall avoid reference to confidential information about
employees, students or other matters in e-mail communications because of the
risk of improper disclosure. Board members should comply with the same
standards as school employees with regard to confidential information.

EBWMNCTE: Leealselooiurits vhich provide scheol-e-mail-uceounts for Boare

membersmay vant to-econsider requiring that-they use-these-neeountsfor aii- Reard-reinted

bhusiness—ia-addition;wesuggesi-addingarrelated requirements eonecning-passwerds,
nternet gsaerel

Legal Reference: 1 MRSA § 401 et seq.
20-A MRSA §§ 6001-6002
20 USC § 1232¢g

Cross Reference: GBJ - Personnel Records and Files
JRA - Student Educational Records

ADOPTED: March 8, 2005
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EXFCUTIVE SESSIONS

Exeept-asprovided byJaw;All meetings of the School Board shall be open to the public, and-all
persens—sha:ﬁ—be—permtted—te—attend—the—meetmgs— except as provided by law. The Board may

hold execut:lve sessions upon recorded vote of 3/5 of the members present and Votmg—arx -aﬂy

sesgion: Dellberatlons may be conducted in executive sessions-session only on those matters
defined }H—the—b Jaw- or other authority. No final action shall be taken in executive session.

o
=
(=

members and other persons present are expected that-all pardes-to-sueh-diseussienswill-lo
respect the needfor-confidentiality of all matters discussed in executive session.

A motion to go into executive session must indicate the nature of the business of the executive
session and include a citation of one or more sourceg of statutog or other authorn:.x that permits

constitute a violation of the Freedom of Access Act if one or more of the authorities are

accurately cited in the motion. An inaccurate citation of authority for an executive session does
not violate the Freedom of Access Act if valid authority that permits the executive session exists
and the failure to cite the valid authority was inadvertent.

Legal Reference: 1 MRSA § 401 et seq._(Freedom of Access Act)
1 MRSA § 405 (Executive Sessions)

Cross Reference: BEC-E — Executive Session Law

Adopted REPLACING PREVIOUS BEC: March 8, 2005
Revised:




1% Reading: 3/12/13
File: BEDB

AGENDA

Agenda Preparation and Dissemination

The Superintendent, in consultation with the Chair, shall prepare an agenda for each meeting of
the Board. Board members, school district staff, groups or organizations, and members of the
public may submit written requests to the Board through the Chair or the Superintendent for items
to be placed on the agenda. The request must be received a minimum of ten-7 days prior to the
meeting at which the group or individual wishes the item to be addressed by the Board in order for
it to be considered for the agenda of that meeting. The Chair and Superintendent shall make the
final decision regarding placement of items on the agenda.

The agenda of regular business meetings will be distributed to Board members five days prior to a
regular meeting of the Board and, whenever possible, two days in advance of a special meeting.
Copies of the agenda will be posted. Anyone desiring additional information regarding an agenda
item should direct inquiries to the Office of the Superintendent. Copies of the agenda will also be
available at the Board meeting.

Additions and Adjustments to the Agenda

After the meeting has been called to order, the Superintendent or Board Chair may recommend
additions and/or adjustments to the agenda of a regular meeting or, in an emergency, to the agenda
of a special meeting.

Any Board member who wishes to add an item to the agenda may offer a motion to that effect. All
additions to the agenda must be approved by a majority vote of the members present and voting.
In general, items which can reasonably be deferred to the next regularly scheduled meeting will
not be added to the agenda at a Board meeting.

In order to facilitate its business or to accommodate groups in attendance, the Board may adjust
the agenda by changing the order of business. Such adjustments shall require the consent of the
Board by majority vote.

Cross Reference: BE — School Board Meetings
BEDB-R—AgendaFormat
BEDBA — Agenda Format

ADOPTED TO REPLACE ORIGINAL BEDB: March 8, 2005

CAPE ELIZABETH SCHOOL DEPARTMENT
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MSMA SAMPLE POLICY CODE: BEDBA

AGENDA FORMAT
In order to provide reasonable notice of the business to be conducted and to achieve consistency
in the order of its meetings, the Board has adopted the following agenda format for its regular
and special meetings. Additions and/or adjustments to the agenda for a particular meeting may
be made during that meeting in accordance with Board policy. The agenda format may be
altered only by vote of the Board and in a manner consistent with its policy adoption process.
[SCHOOL BOARD NAME]
[TYPE OF MEETING]
[DATE]
[TIME]

[PLACE]

A. Call to Order
B. Pledge of Allegiance

C. Attendance/Roll Call

D. Adjustments to the Agenda

E. Approval jer—Censiderstion} of the
Minutes

F. Comments by Student Representatives

(. _Public Participation™®

1. Communications/Cerrespencence.
including Superintendent’s Report

H. Supetintendent'sRovert

=

d—Cemmittes Boserls

K]. Old Business

1.
2.
3

EJ. New Business

1.
2.
3

K. Committee Reports

L. Board Agenda Requests

#M. Calendar/Announcements

NN. Adjournment

Page 1 of 2
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MSMA SAMPLE POLICY CODE: BEDBA

AGENDA FORMAT

The order of business may be altered or items added or deleted from the agenda by a majority for
2/3] vote of the Board members present and voting.

Cross Reference: BEDB — Agenda
BEDH - Public Participation at Board Meetings

ADOPTED:

[FOTE: ‘Fhe-deard-masenensetenmitsabhlis prrticinatien to-ilemsonthe azeada Hsted

6 3 192 113 3

T

public or-iadividual-aetion-itoms- 5o, it may be more bepeficial fer-the pubiie
particination geriod to eccur before-thoBeard-taxesu-Hs-oi-or-uev—Businzss so {hat
public-comaenty-enn-be-tukoninio evnsiderstion; Father thas-sfier-theloa-d-has Saished

Beards raay alss chcose-to ofereppornamitics- forpublie purticipation priceto fvard
eoasiverston-of inaividuringenda items v i addition; Suring-a-peried-sol-nside fo
mere-gencral- pubiiccommmentrelated-to-the oaerations ofthe schovis - If su;we suggest-that
tne LoperZpartieipetion-period secir after-the Buarsd basfhrished-its-businessto-eunable
the Board t6 complete-is-Laetion-agenda” in atupely manners

MSMA-is-nei-recommending-thai-public-particinatice-beplaccd-onthapgenda in any

nartiewar loeation.- ‘Wehave insertea-ithe “e torer:ir€-boarcs-that-there-should-5eattoast
some-opporiimity fer-ceastruetivenublieicput]

Page 2 of 2
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MSMA SAMPLE POLICY CODE: BEDD

RULES OF ORDER

Except as otherwise provided by law, by Maine Department of Education regulations, or by
Board policy, Robert’s Rules of Order, Revised (latest edition available) shall be used to resolve
procedural uncertainties.

Fhe-Deard may-avish io-considerone-of-the-options that-appear-bulew .

OIHONT- The Chatr willswle-on-all-yucstions pertaining 1orules-o fordes‘parkiamentas;
procodure thatmay arise during-a-mecting -of the Beard:

O FLON-2: The superintendent,as-Secretaryto-the- Boardrshal-fanetion asParkamentarian and
adwise-the Chatrand Beardrasnecessaryregarding parkiamentar ~procedurefor: tntespretation
oi-RobertsRidas].

The Chair will rule on all questions pertaining to rules of order/parliamentary procedure
that may arise during a meeting of the Board.

2P4ION 3:—Fhe-Chairshall-appeint-a-memboerofthe Hoardte servo-us Parbamentarian~ Jhe
appeintment shatl-be-subjcet-fo-Board approval— The Parhiamoemarionshould befamiliarsvith
Robert-y Rules and-able to-advise the Board, asneecssary +egurding-paslia nentapy-procedurs
Fors dateprctaton-ofralos-oforderld

Fhe rele-ofthe Pasliamontarian-shalb-beadvisory only

Fhe-Chair-will rulc-onall-questions pertaining to rles-of order’pachumontary precedure that may
arine-during a publie-maeting-of the Board:

{WPE—A%&HWWW:LM Strge mesing, woe-sugrest that for
the-purpese-of contingiy-andctiieieney-boards-excreisineOptien3 may-wish4o appointan
individealtoservednthe-eupacity-of Parliamentarian forthe Juration of the Bvards

ofgant-ational year]

PNOH - Whenmectinginexecutive sessionrthe-Beard should roly on the-adviee of Ha attorney
conelipmgprocedural-issues. |

P HE—"Hie followingparagraphisnotrelated-to-the optienalJanguage-that appesrrabeve: |
should fo-eonrtderedindependently |

Procedural rules may be suspended at any time for the duration of any one meeting by a majority
fors--aumbert vote of the Board members present.



1% Reading: 3/12/13
DWM SAMPLE POLICY FILE: BEDF

VOTING METHOD AND QUORUM

Voting shall ordinarily be by show of hands. Voting shall be done by roll call at the direction of
the Chair, or at the request of any Board member. When voting by roll call, the names of the
members shall be called alphabetically, and each member shall respond “yes” or “no” or
“abstain.” All votes shall be recorded in the minutes.

A motion shall be declared “carried” upon the affirmative vote of a majority of the members
present, unless otherwise required by law or Board policy.

A quorum exists whenever a majority of the Board members are present at a duly called meeting.
No votes shall be taken unless a quorum exists.

Legal Reference: 1 M.R.S.A. § 401 et seq.



1* Reading: 3/12/13 File: BEDG

MINUTES

The Superintendent, functioning as Board Secretary, shall keep, or cause to be kept, complete
records of all regular and special meetings of the board. These minutes shall include:

A. A record of all actions taken by the Board, with the vote of each member recorded
except in cases of unanimous votes;

B. Resolutions and motions in full. Reports and documents referred to in formal
motion need not be attached to the minutes provided that reference is made to
where such materials are located;

C. A record of the disposition of all matters which the Board considered but did not
take action; and

D. The names of the members present; and those absent—with-exeuse-Gf any}- and

Copies of the minutes shall be sent to all Board members. The town manager, building
principals, president of the Cape Elizabeth Education Association, student representatives, and
the news media shall receive copies of minutes of regular and special meetings of the Board.

The minutes shall become permanent records of the Board, and shall be in the custody of the
Superintendent who shali make them available to interested citizens upon request.

ADOPTED: October 9, 1984
Reviewed: December 4, 1991
Recoded: June 1998

Revised: March 8, 2005

CAPE ELIZABETH SCHOOL DEPARTMENT
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File: BEDH

PUBLIC PARTICIPATION AT BOARD MEETINGS

Regular, special and emergency meetings of the Board are open to the public. The Board wishes
to provide opportunities for citizens to express their interests, concerns and suggestions related to
matters under consideration by the Board. The public is cordially invited to attend and
participate in these meetings as set forth in this policy.

In order that the Board may fairly and adequately discharge its overall responsibilities, citizens
or groups wishing to address the Board on a topic not otherwise on the agenda must submit a
request in writing to the Superintendent at least one full week in advance of the scheduled
meeting. The Superintendent and/or Board Chair may add the item to the agenda at their
discretion.

As the elected representative body of the school unit, the Board conducts meetings to carry out
the official business of the schools. These meetings are not public forums, but are meetings at
which the Board does its business in public. An agenda is prepared and published in advance of
each meeting in accordance with Board policy. Anyone desiring additional information about
any item on the agenda should direct inquiries to the Superintendent’s Office.

Generally, opportunities for the public to speak on agenda items will take place prior to the
Board’s vote on those items.

The Board Chairperson is responsible for ensuring the orderly conduct of Board meetings. The
following ground rules shall gnide public participation at Board meetings:

A. Citizens, employees, students and others with a legitimate interest in the Board’s
business are welcome to participate as provided in this policy.

B. Orderly conduct of a meeting does not permit spontaneous discussion from the
audience. Speakers are to identify themselves by name before they begin
speaking and to direct their comments and questions to the Board Chairperson. Board
members wishing to address a speaker are asked to direct their comments through the
Board Chairperson.

C. In order to make the most efficient use of meeting time, groups or organizations are asked
to designate spokespersons to present their comments. Speakers are also requested to
avoid duplication or repetition of remarks made by others. The Board Chairperson has
the prerogative to limit the time allotted for comments on a particular topic as well as the
time each individual may speak.

D. Gossip, defamatory comments, and abusive, vulgar, or threatening language are
not permitted. The Board Chairperson has the prerogative to stop any presentation which
violates this rule or which would violate the privacy interests of any individual

CAPE ELIZABETH SCHOOL DEPARTMENT
Page 1
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File: BEDH

PUBLIC PARTICIPATION AT BOARD MEETINGS

E. Complaints concerning individual students or employees will not be aired in
public at Board meetings, but will be referred to the administration for resolution

as appropriate.

F. Employees and employee groups may not discuss matters at Board meetings for which
other, more appropriate forums are provided by law or contract.

Legal Reference: 1 MR.S.A. Section 401 et seq.
20-A MR.S.A. Section 1001

Cross Reference: BEDB — Agenda

ADOPTED: March 8,2005 (Replaced original BEDH)
Revised: June 14,2011

CAPE ELIZABETH SCHOOL DEPARTMENT
Page 2
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DWM SAMPLE POLICY 8-18-11 CODE: BG

SCHOOL BOARD POLICIES

| The development-and-_ adoption and review of policies that govern the school uait-district is one
of the School Board’s most important functions. Board policies establish the goals, direction and
structure of the school unit under the authority of state law. In addition to policies required by
state and federal laws and regulations, the Board adopts policies to provide direction to the
Superintendent and other administrators in the management of the school unit, to guide the
education program, and to provide clear expectations for school staff, students and parents.

| Board policies are intended to provide the framework for school unit-district operations and the
educational system. In general, the operational details as to how policies will be implemented
are contained in administrative procedures developed by the administration. However, the Board
will adopt administrative procedures concerning its own operations and when the Board decides
that an issue is of sufficient legal, educational and community importance to warrant a Board-
level procedure.

Policy Procedure

A. The Policy Committee is responsible for recommending policy actions to the Board for
its consideration, including adopting new policies, revising existing policies and deleting
obsolete policies.

1. Individual Board members, Board standing or advisory committees, the
Superintendent or other interested persons may submit policy suggestions and
concerns to the Board Chair, who will forward them to the Policy Committee.

2. The Policy Committee, with the assistance of the Superintendent, will review and
research policy suggestions and prepare draft policies, as appropriate.

3. The Superintendent shall notify the teachers® association of any new, proposed or
revised educational policy, and the Superintendent and Policy Committee shall meet
and consult with the association upon request.

4, As appropriate to the particular topic, the Policy Committee may also seek input from
other affected persons and/or groups.

B. Recommended new and revised policies and recommendations for policy deletions shall
be placed on the agenda of a regular Board meeting for a first reading. Board members
shall receive the policy and the Policy Committee’s recommendations in advance of the
meeting date.

C. Any changes agreed upon by the Board during the first reading shall be made by the
Policy Committee prior to the second reading.

Page 1 of 2
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DWM SAMPLE POLICY 8-18-11 CODE: BG

SCHOOL BOARD POLICIES

D. At the next regular Board meeting (or a later meeting if so agreed by the Board), the
policy shall be placed on the agenda for a second reading and action. Amendments may
be made and acted upon. If the policy is not approved by majority vote, the process for
that policy is ended unless the Board agrees to table consideration of the policy to a
specific date.

E. Approved policies become effective immediately unless the motion to approve the policy
includes a specific implementation date.

F. Notice of new and revised policies will be provided to affected groups (i.e., school staff,
students, parents) through a means determined by the Superintendent.

G. The Superintendent shall retain copies of all policies deleted from the Board policy
manual for future reference.

H. An up-to-date policy manual shall be maintained in the Superintendent’s Office fadd
other-ioeations-if desired] and on the school unit’s-district’s website.

Legal Reference: 20-AMRS.A §1001

| Cross Reference: BED-BDE — Board Standing-Committees
BEDB - Agenda

ADOPTED:

Page 2 of 2
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POLICY ADOPTION AND AMENDMENT - PROCEDURES

The procedure for proposing the adoption, review, revision or deletion of a school board policy

shall be:

I. The Policy Committee is charged with reviewing, developing, and recommending
policies, amendments, and revisions.

a.

Individual board members, other standing committees, members of the public,
and the superintendent should submit policy suggestions and concerns to the
Policy Committee. The Policy Committee shall have the responsibility to review
and research each suggestion in accordance with board policies, procedures and
guidelines. If deemed necessary and appropriate, the Committee will prepare
drafts and make recommendations to the entire board.

Any school board member may enter the adoption, revision, or deletion of a
policy on the agenda of any regular meeting when the Policy Committee, after
having had full opportunity to consider the member’s submitted suggestion, fails
to recommend action satisfactory to the member.

At an appropriate stage in the policy consideration, the Policy Committee shall
initiate contact with the representative teacher organization to provide
opportunity to meet and consult regarding any proposed new or changed
educational policy, in accordance with Title 26 MRSA, section 965.1, C.

Upon recommendation by the Policy Committee, a regular meeting agenda shall include the
first reading of a new proposal, revision, or deletion of policy. Discussion may take place
on the substance of the policy proposal. Any changes agreed to by consensus shall be made
prior to the second reading.

2. At a subsequent regular meeting, the policy shall be placed on the agenda for second
reading and action. Amendments may be introduced and acted upon. If a main
motion to approve the policy is not passed at such a meeting by a majority vote of
the whole board, the process for that policy is ended unless
limited additional time is requested to obtain further information for further
consideration by adoption of a motion to table the policy.

3. Upon approval, policies/revisions/deletions shall be disseminated.

ADOPTED:
Revised:

January 14,2003
March 8, 2005

CAPE ELIZABETH SCHOOL DEPARTMENT
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FILE: BIA
NEW BOARD MEMBER ORIENTATION

In order that newly clected Board members may cast informed votes and function effectively as
board members, the Board and Superintendent will extend to them the fullest measures of
courtesy and cooperation, and will make every reasonable effort to assist newly elected Board
members in understanding the Board’s functions, policies, procedures and current issues.

A.

In the interim between a new member’s election or appointment and his/her
assuming office, the Board, through the Superintendent, will invite newly elected
members to attend meetings, except those held in executive session, and provide
newly elected members with agenda, minutes and reports applicable to those
meetings. During the time between election or appointment and the assumption
of office, the status of the future-member remains that of a private citizen and not
that of an elected or appointed official.

The Board, through the Superintendent, will provide new members with copies of
appropriate publications, such as the Board policy manual, student handbook(s),
collective bargaining agreements, and current budget documents.

The Board Chair or Superintendent will remind Board members of their
obligation to complete, not later than the 120" day after the date of taking the oath
of office, training on the requirements of Maine’s Freedom of Access Law. The
Chair or Superintendent will provide Board members with information regarding
available training options. Each Board member shall attest by means of a written
or electronic record that he/she has completed the training and provide a copy of
such record to the Superintendent’s Office. To facilitate documentation of
training, the Superintendent will make available to Board members copies of the
State’s sample Certification of Completion of Freedom of Access Training form.

The Board will encourage new members 1o attend appropriate in-district and out-
of-district orientation and/or boardsmanship workshops. Reimbursement for such
activities must be approved in advance by the Board Chair, in consultation with
the Superintendent, and is subject to the availability of funds.

The Chair and Superintendent will schedule and arrange for an orientation session
for new Board members as soon as practicable after election or appointment. A
reasonable amount of time will be provided for discussion of the following
possible topics:

1. The roles and responsibilities of the Board and individual members;
2. Basic operational procedures of the Board;

3. Placement of items on the agenda;

4, The role of committees, subcommittees and advisory committees;

CAPE ELIZABETH SCHOOL DEPARTMENT
Page 1 of 2
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10.

11.

12.

13.

FILE: BIA
NEW BOARD MEMBER ORIENTATION

How and why executive sessions may be held;

What is considered confidential or privileged information;

Appropriate responses of an individual member when a request or
complaint is made directly to him/her by a student, parent or member of
the community;

How the Board responds to complaints involving personnel;

General information about the school system and its resources;

How Board members, in fulfilling their duties, may request information
concerning schools and District operations, finances and personnel;

How Board members may make arrangements to visit schools and the
protocol for such visits;

Protocol for dealing-interacting with the media; and

Other relevant topics.

All Board members will be invited to the orientation session and encouraged to attend. The
orientation is intended to serve as a useful review of basic boardsmanship concepts for
experienced members, as well as an opportunity to provide information and counsel to new

Board members.
Legal Reference:

1 MR.S.A. § 412

MLM%%MMW : 2 ind

ADOPTED: January 14, 1992
Recoded: June 1998

Revised: September 14, 1999
Revised: March 8, 2005
Revised: January 13, 2009

CAPE ELIZABETH SCHOOL DEPARTMENT
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*MSMA SAMPLE POLICY Code: BIB

BOARD MEMBER DEVELOPMENT OPPORTUNITIES

Recognizing the value of continuous and life-long learning, the School Board places a high priority
on the development of its members’ “boardsmanship” skills and on supporting opportunities for in-
service education. The purpose of board development is to enhance the quality of education in the
school unit and the effectiveness of school unit governance.

Board members need to be well informed and to expand their knowledge of trends and issues
affecting education and school governance. In addition, Board members need to develop and
reinforce the skills required for effective policy-making, budget planning and communications.

Board members are encouraged to participate in district-sponsored training sessions and/or
workshops and in school board or related conferences, seminars, workshops and conventions
sponsored by the Maine School Boards Association, the Maine School Management Association, the
National School Boards Association and other recognized leaders in education. Board members are
also encouraged to be active in leadership opportunities that may be available within regional, state
and national associations.

Adequate funds shall [OR: should] be budgeted annually to support Board member development,
including participation at meetings, subscriptions to publications that address the concerns of Board
members and memberships in school boards associations,

Upon Board approval and within budgetary limitations, reimbursement for travel and necessary
expenses will be provided to individual members for activities related to Board development. The
Board, on a case-by-case basis, will determine the number of Board members authorized to attend
specific meetings, conferences, conventions or other events at the school unit’s expense, as warranted
by budgetary limitations. Board members may use their own discretion regarding attendance at
meetings, conferences, conventions or other events where reimbursement will not be provided by the
school unit.

At a Board meeting subsequent to attendance at an educational event, members are encouraged to
18R should-O2-mayv-bHerequested-totreport briefly to the Board and to the public to share
knowledge gained and thoughts on implications for local school governance. Board members are
also encouraged to {oP-should-O-R-will}-study and share with the Board and Superintendent
materials of interest they have collected.

13ptional Languacer—fnally, Board members aze-eacouragedto-svpr itrepora-oraetiees to
schoal-and community-padlieations; asappropriate, as-part-of theveacolunis public celotivas
vi-publicdnfermatior-pregram-}

Adopted:
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MSMA SAMPLE POLICY Code: CB

SCHOOL SUPERINTENDENT

A primary function of the School Board is to sclect a Superintendent of Schools. To
select a Superintendent, a majority vote of all members of the Board shall be required.

He/she may be appointed to a contract of up to five years in accordance with the laws of
the state of Maine.

The Superintendent shall be %he—eh*ei—executwe ofﬁcer of the seheel—system—aﬂd—shaﬁ
heweBoard In addition, under he-dire boare ’

serve as secret@ ex ofﬁcm to the Board He/she shall be expected to attend all Board
meetings and have the sehool-system—right to speak on all subjects, but shall have no

vote.

)

The Superintendent is-responsible : reme o-sei er-the b
pelw}es-aﬂd—ss-aeeeuﬁ-table—te—tlae—beaa:d halI admlmster and supervise the gubh
educational system of the town. He/she shall have discretionary authority to act upon all

emergencv matters and those as to which his/her power and duties are not specifically set
forth or limited.

The Superintendent shall devote his/her entire working time to the dutics of the pogition.
He/she may, without violation of the provisions of this section, perform educational

functions outside the town with the approval of the Commissioner of Education and the
Board.

Legal Reference:  FHFEE29A20-A MRSA SE&:§§ 1001
-_— T EE20A MRSASEC-. 1053

Cross Reference:  CBI — Evaluation of the Superintendent
CHD — Administration in the Absence of Policy

ADOPTED: October 9, 1984
REVIEWED:January 23, 1992
REVISED: February 13, 2007



DWM SAMPLE POLICY NEPN/NSBA CODE: CBI

EVALUATION OF THE SUPERINTENDENT

The Board’s primary purposes in evaluating the Superintendent are to provide strong leadership
and management for the school unit; to strengthen the working relationship and communication
between the Board and Superintendent; and to assist the Board in judging the effectiveness of the
Superintendent’s performance.

Guidelines
1. The Board will evaluate the Superintendent on a schedule determined by the Board.

2. The evaluation criteria and schedule will be made available to the Superintendent in
advance of the evaluation process. The Superintendent shall also conduct a self-
evaluation in advance of the formal evaluation by the Board.

3. Board members will be asked to submit individual written evaluations to the Board Chair.

4. The Board Chair will draft an evaluation that will include a summary of all individual
evaluations submitted.

NOTE: If desired, the Board could meet to review the evaluation form prior to
meeting with the Superintendent, but this is an optional step. The Board may meet
without the Superintendent in executive session unless the meeting involves
“charges” against or an “investigation” of the Superintendent. In such an event, 1
M.R.S.A. § 405(6)(A)(2) allows the Superintendent to be present. The Board Chair
should resolve any questions in this regard by prior counsel with the Board’s
attorney.

5. The Board will meet with the Superintendent to review the evaluation, including relevant
issues that may not be specifically included on the evaluation form. The Superintendent
will be provided with a copy of the written evaluation.

The Superintendent will be given the opportunity to provide feedback to the Board
regarding his/her evaluation, job responsibilities, and working relationship with the
Board. Specific matters related to the terms of the Superintendent’s contract may be
discussed at this meeting or a subsequent meeting,

6. The Board will use the Superintendent’s evaluation and the Board’s priorities/goals to

establish performance goals for the Superintendent. The next evaluation will include the
Board’s assessment of the Superintendent’s progress toward these performance goals.

Legal Reference: 1 MLR.S.A. § 405



FILE: CBI

EVALUATION OF THE SUPERINTENDENT

As a regular and scheduled activity, the board will evaluate the performance of the superintendent.
The primary purposes of the evaluation will be to effect improvements in administrative and
educational leadership of the school district.

(uidelines:

A,

H.

The superintendent should be involved in the development of the standards with which he/she
will be evaluated.

Evaluation should be at a regularly scheduled time and place, in an executive session with all
Board members present,

Both parties should prepare for the evaluation--the superintendent by conducting a rigorous
self-evaluation, the Board by examining various sources of information relating to the
superintendent's performance.

Board members will submit individual written assessments to the Chair, using the evaluation
form and standards, with supporting comments and specific examples related to the
Superintendent’s conduct and/or performance.

The Chair will develop a summary evaluation from members® written opinions and meet with
the Board in executive session prior to the evaluation session, if necessary, to review the
summary evaluation materials related to the Superintendent’s performance, as well as issues
directly related to the Superintendent’s employment such as compensation, benefits and
extension of contract.

The Board will meet with the Superintendent in executive session to discuss the evaluation.
The evaluation should include a discussion of strengths as well as areas identified for
improvement.

The Board should not limit itself to the items that appear on the evaluation form as no form or
set of guidelines can encompass the totality of the superintendent's responsibilities.

The superintendent shall be given the opportunity to discuss the performance of the Board and
the working relationship between the Board and the Superintendent.

Performance Objectives

Using the Superintendent’s evaluation for the year and new priorities established by the Board, the
Board and the Superintendent will mutually establish a new set of specific performance goals and
standards for the Superintendent for the ensuing year. These will then become the primary criteria
for the next Board evaluation of the Superintendent at the end of the designated year.

ADOPTED: December 10, 1991
Recoded: June 1968
UPDATED: October 11, 2011

CAPE ELIZABETH SCHOOL DEPARTMENT
Page 1
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FILE: CHCA

APPROVAL OF HANDBOOKS AND DIRECTIVES

Principals have the authority to issue staff and student handbooks.

It is essential that the contents of all handbooks are consistent with current Board
policies, administrative procedures, and applicable laws and regulations. Handbooks
shall be reviewed and revised each school year. All handbooks must be approved by the
Superintendent prior to publication. Copies of all handbooks shall be available to Board
members.

Notification will be sent to parents and students early in the school year that handbooks
are available on the school web site. Parents needing a paper copy may request such
from one of the school offices.

Approved: March 13, 2007
Reviewed:

CAPE ELIZABETH SCHOOL DEPARTMENT
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ADMINISTRATION IN POLICY ABSENCE

The Superintendent is authorized to act in the best interest of the District in the absence
of School Board policy or guidance. It shall be the duty of the Superintendent to inform
the Board promptly of such action and of the possible need for policy or administrative
procedure.

ADOPTED: January 14, 1992
Recoded: June 1998
REVISED:  January 14, 2003

January 9, 2007
Reviewed:

CAPE ELIZABETH SCHOOL DEPARTMENT
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EXECUTIVE SESSION LAW

| L To enter executive session, the-a school board must:

| A Start with a public meeting:;

B. Have a public recorded vote of 3/5 of members; present and voting.

C. The motion to go into executive session must indicate the nature of the business
of the executive session and include a citation of one or more sources of statutory
or other authoritv that permits an executive session. Failure to state all authorities
justifving the executive session does not constitute a violation of the Freedom of
Access Act if one or more of the authorities are accurately cited in the motion.
An inaccurate citation of authority for an executive session does not violate the
Freedom of Access Act if valid authority that permits the executive session exists
and the failure to cite the valid authority was inadvertent.

D. When labor contracts or negotiations are the subject of an executive session, the
parties must be named in the motion.

II. Restrictions during executive session:
A. Only matters stated in the motion may be considered.
B. No official actions shall be finally approved.
C. No public record shall be kept.

| II.  Ttems Which May Be Discussed in Executive Session:

A Discussion or consideration of the employment, appointment, assignment, duties,
promotion, demotion, compensation, evaluation, resignatien—disciplining,
prometien;

demotionresignation, or dismissal of an-individual-ergreup-ef-public officials,
appointees or employees; of the school unit or the investigation or hearing of

charges or complaints against a-pessea-er-persons, subject to the following
conditions:

1. An executive session may be held only if public discussion could be
reasonably expected to cause damagedamages to the reputation or the
individual’s right to privacy would be violated;
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EXECUTIVE SESSION LAW

2. Any person charged or investigated shall-beis permitted to be present et-ar
executive-session-if thatpersenhe/she so desires;

3. Any person charged or investigated may request in writing that the
investigation or hearing of charges or complaints against him/her be
conducted in open session. A-request—ifmade; Such requests must be
honored; and

4. Any person bringing charges, complaints or allegations of misconduct
against the individual under discussion shall be permitted to be present.

B. Discussion or consideration by-the Beard-of suspension or expulsion of a publie-secheel
student-er-a-student-at-a-private-sehoel, the cost of whose education is paid from public funds;

1. The student and legal counsel (and;-if the-student be-a-miner-the-student’s parents-or
legal-/guardians if student is a minor) shall be permitted to be present at-an
executive session-if the student, parents-er-/guardians so desire.

C. Discussion or consideration of the condition, acquisition or the use of real or
personal property permanently attached to realreach property-er-interests-theorein
of, disposition of publiely-heldpublic property, or economic development. but
only if premature diselosuresdisclosure of the information would prejudice the
competitive or bargaining position of the Beard-orscheel-department;public
body.

D. Discussion of labor contracts and proposals and meetings between the board and

its negotiators. The parties-must-be-named-before-the Board may ge-into-execuiive
sessien— (Negotiations between the representatives of a public employer and
public employees may-be-opente-thepublie-ifare closed unless opened by
agreement of both parties-aere-te-conduct negotiations-in-open-sessions;)

E. Consultations between the board and its attorney concerning the board’s legal

rights and duties-ef the Beard-or-school-department, pending or contemplated
litigation, settlement offers-and, or other matters where-the-duties-of the-Board’s
eounseHto-histher-protected by the attornev/client elearly-eonfliet-with-the
Freedom-of-AceessAetprivilege. or where premature general-public knowledge of

the matter would eleasly-place the board ersehoel-department-at a substantial
disadvantage.
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EXECUTIVE SESSION LAW

F.Diseussions Discussion of information contained in records made, maintained or

received by the Beard-orschool- departentpublic body, when access by the
general public te-thesereeerds-is prohibited by statute.

Legal Reference: -FIFEE-1 MRSA;-SECGHON § 405
1 MRSA § 401 et seq. (Freedom of Access Act)
| Cross Reference: BEC - Executive Sessions

Recoded: June 1998
REVISED: March 8, 2005
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ADMINISTRATIVE GOALS

The purpose of school administration is to help create and foster an environment in which
pupils can learn most effectively. All administrative duties and functions shall be
appraised in terms of the contribution that they make to better instruction and to high
student motivation and achievement,

The board shall rely on its chief executive officer, the superintendent of schools, to
provide the professional administrative leadership that such a goal demands.

The design of the administrative organization shall be such that all divisions of the
School Department and all schools are part of a single system subject to the policies set
forth by the board and implemented through a single chief administrator, the
superintendent. The principals of all schools and the administrators of all divisions are
expected to administer in accordance with board policy and administrative regulations.
The execution of directives cannot and could not, by itself, be construed as good
administration.  Vision, initiative, resourcefulness, leadership and consideration and
concern for staff members, students, and parents are essential in effective administration
of the schools. |

ADOPTED: October 9, 1984
REVIEWED: January 23, 1992
REVISED:  February 13,2007

CAPE ELIZABETH SCHOOL DEPARTMENT





