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The Magic of 
Minutes

 Meeting minutes are the written or recorded documentation of 
the meeting.

 Minutes are used to inform attendees and non-attendees about 
what was discussed and what happened during a meeting. 

 The meeting minutes are generally taken or recorded during 
the meeting so that participants have a record of what 
transpired during the meeting (taping is permitted during public 
meetings).

SCHOOL SITE COUNCIL 

MINUTES
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“Coming together is a beginning. Keeping together is progress. Working together is success.”

 Keeps minutes of all regular and special call meetings.

 Transmits true and correct copies of the minutes of such meetings to members of the 
SSC.

 Provides all notices in accordance to the bylaws.

 Assists in the maintenance of SSC records.

 Maintains a current roster of SSC members.

 Participates in planning of the agenda.

 Performs other such duties as are assigned by the Chairperson of the SSC.
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 Minutes are not a word by word transcript of the meeting.

 Capture the most important points.

 They should be concise and to the point.

 They should contain mainly a record of what was done at the meeting and include 
items presented and decisions made.
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 The meeting will follow a pre-set agenda that was planned with officers.

 Agenda must be posted 72 hours before actual meeting (emergency meetings without 72 
hour notice are not allowed) and placed in front of the school in an area where the public 
can view.

 The meeting agenda must include date, time, location and agenda items including items 
that will have an ACTION taken.

 The secretary will take meeting notes on items as they are presented in the order that is 
on the agenda.

 The meeting is called to order by the Chairperson, or in 
absence of the Chairperson, the Vice Chairperson.

 The secretary will take note of the time the meeting was 
called to order.

 SSC and ELAC may meet for up to 

three hours but may extend the 

meeting, as needed, if members vote 

to choose an extension.  Meetings 

may not be extended beyond a total 

of one additional hour.

https://www.facebook.com/KeyCtrSchool/photos/pcb.1183576305155286/1183573775155539/?type=3&__tn__=HH-R&eid=ARAuNiTUsoJzonh8EZZEtbCCLoQOl27F0NFVx6ebvGliMoqv-5UCXPgNEV070t8aHzT56MSFyreViwfR&__xts__[0]=68.ARDMlNkIOT6vdO-_00stqLmw81QlkkKDbERRzo1WGg9qv_hMHDX9TztI2FViKo6il7w_MurgKFfJiqVhNmDFvLKUWEEo7JqsTSu06E52OGDkLU5v_znQ1OJUkGYd1SfYP1sb_hB6Cd6IlUiwXnqVrFOJ8baSjBds_3Qb94ZyF9UUeJ4JrifQoSk96P4Nbyfk97rFoM08PWXPm373Ia8Qh8dSl18
https://www.google.com/imgres?imgurl=http://www.webpresencegroup.net/wp-content/uploads/2012/09/call-to-action.jpg&imgrefurl=http://www.webpresencegroup.net/designing-effective-website-calls-to-action/&docid=SA3KeIv5Cg8CgM&tbnid=ojfOeuR4srY7gM:&vet=10ahUKEwjf5MvupJbeAhVL4oMKHes1AXUQMwh0KC8wLw..i&w=300&h=308&safe=strict&client=firefox-b-1-ab&bih=733&biw=1440&q=call to order&ved=0ahUKEwjf5MvupJbeAhVL4oMKHes1AXUQMwh0KC8wLw&iact=mrc&uact=8
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 NOTE:  The flag salute is conducted by one of the members.  Minutes will be recorded 
and include the name of the member that led the flag salute. 

 The secretary will take roll of members present and will duly 
mark those that are absent. (Have accurate membership list 
and attendance list).

 The secretary will inform the Chairperson if quorum was 
established. “Quorum” is 50% +1 of members present.

 Secretary must be vigilant as people enter and leave the 
room to ensure that quorum is either met or no longer met. 
For purposes of decision making, quorum must be 
established.

 Use sample 

templates provided
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An opportunity is given for members of the 
public to present to the council.  

The public is allowed a limit of two minutes per 
each speaker with a maximum of 5 speakers to 
address the committee.

In the minutes, indicate the number of people 
making public comments, or no members of the 
public addressed the council. 

 A recommended practice is to list 

public comments at the 

beginning of the agenda so 

members can hear from the 

public before any actions take 

place. *Use template and have at 

sign in table (first-come, first-

served basis).

MINUTES (SAMPLE PROCESS)

The minutes were read aloud by (name) ______________, member. or

The members were given time to read the minutes in silence.

The following changes/additions were made to the minutes, or no 

changes were made:

A motion to accept the minutes was made by (name) ______________, 

member.

The motion was seconded by (name) ______________, member.

The results were (number of members) in favor, (number of members) 

opposed and (number of members) abstentions. 

The motion carried/motion failed. (select one)

 Once minutes are approved, they are the 

official documentation of what happened 

during the meeting. 
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The motion process involves the following six steps:

A member 

makes a 

motion.

Another 

member 

seconds the 

motion.

The chairperson 

states the motion, 

formally placing it 

before the 

assembly.

The members 

debate the 

motion.

The chairperson 

puts the motion 

to vote.

The chairperson 

announces the 

results of the 

vote.

 Once minutes are approved, they are the 

official documentation of what happened 

during the meeting. 

Item on the Agenda:

The principal spoke about the following topics: 

He/she gave a school update or shared information about 

the following topics:

He/she discussed the following and asked for feedback:

Information was provided and handouts were available to 

the members and the members of the public.

A “question and answer” session followed.  Handouts and materials 

provided during meeting 

presentation are also kept as 

part of the agenda meeting 

documentation. 
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 The committee/council discussed the following unfinished business, or there was 
no unfinished business.

 There was a decision to refer the unfinished business to an ad hoc committee. The 
motion was made by (name), member, and seconded by (name), member. The 
results were (number of members) in favor, (number of members) opposed and 
(number of members) abstentions. The motion carried/motion failed.

 Includes any items that require membership action that 

are left over, or postponed, from a previous meeting 

(must have a motion from the previous meeting). 

 (Name) ______________, (title) or (office), presented to the committee/council on the 
following topics:

 The following information is one of the legal mandates of the committee/council: 

 Information was provided through a verbal report or a handout that was made available 
to all members and to the members of the public.

 A “question and answer” session followed the presentation.

 He/she provide the committee/council his/her contact information.

PRESENTATION ON SINGLE PLAN FOR STUDENT 

ACHIEVEMENT AND RELEVANT DATA
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 WHAT DOES IT LOOK LIKE?

 (Name) ______________, member, introduced new items of business to the committee/ 
council. He/she proposed the following subject for the next meeting: 

 A vote was taken on the items of business.  The motion was made by (name), member, and 
seconded by (name), member. The results were (number of members) in favor, (number 
of members) opposed and (number of members) abstentions. The motion carried/motion 
failed.

 No action was taken on new business.

 New Business  (Action Item if items require vote)

 Item(s) should have been introduced/agreed to during agenda 
planning. 

 Item(s) must contain specific details relevant to program, needs, and 
funding. 

 The agenda items which require voting should be labeled as “Action 
Items”.

 SSC agendas must include:

 A review of the Single Plan for Student Achievement with relevant 
data at each meeting

 Items related to program and/or budget changes

 Annual review/evaluation of Single Plan for Student Achievement 
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ELAC agendas must include:

• Recommendations to the SSC regarding programs and services for English learners

• Items related to the school’s program for English learners, including the Single Plan 

for Student Achievement, language census, needs assessment, student attendance

• Review of student achievement data for English learners, including ELPAC pass rates, 

reclassification rates and Long Term English Learner data

• Items related to parental involvement, including parent education classes to support 

their children’s progress in English and in overall achievement

Recommendations from ELAC (Should be submitted in writing and read to SSC 

members)

 ELAC agenda must include recommendations to SSC 

and submitted in writing

 SSC will receive recommendations and will respond in 

writing to ELAC within 30 days or at the next SSC 

meeting

 Include items of “unfinished business” supported by a motion

 Include items which are “new business” supported by a motion
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 ANNOUNCEMENTS

 (Name), (title), announced the following items:

 He/she gave contact information about the following event:

I. ADJOURNMENT
a. A motion to adjourn the meeting was made by (name), member.

b. The motion was seconded by (name), member.

c. The results were (number of members) in favor, (number of members) opposed and (number of 

members) abstentions. 

d. The motion carried/motion failed.

The meeting was adjourned at (time).

 Purpose is to end the meeting, needs a second, 

not amendable, not debatable, majority vote.

ADD TO THE BOTTOM OF EVERY MINUTES DOCUMENT.

 These minutes were submitted by (print name), secretary, have been posted 

on the school and were distributed to every member.

 Minutes are submitted and dated by secretary.

• Remember, the work of the secretary is absolutely essential, 

and it takes a special person to do it correctly and do it well 

— not because the work is difficult, but because it’s so 

important. Dependability, organization, and the ability to 

refrain from editorializing are the key attributes of a 

successful secretary.
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Evaluations Closing


