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Bonham Independent School District Mission Statement 
 
The District believes that students are individuals who learn in different ways, at 
different times, and at different rates.  As we partner with families and community, it is 
our responsibility to take these students at their points of development and advance 
them to their highest potential in an orderly, safe, positive climate conducive to teaching 
and learning. 
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Introduction 
 
This Team Operating Procedures document sets forth the procedures and practices by 
which the Bonham Independent School District Board of Trustees (hereafter “Board”) 
conducts the business of the Board.  In addition, all legal and local policies contained in 
the District’s Policy Manual shall be adhered to. 
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I. DEVELOPING THE BOARD MEETING AGENDA 
 

A. Who can place items on the agenda? 
1. Agendas are created by the administration and Board President 

and are presented to the Board.  
2. Any member of the Board of Trustees, with the concurrence of the 

President of the Board or one other member may request that a 
subject be included on the agenda for one meeting.  That request 
shall be forwarded to the Superintendent and the President of the 
Board.  The request must be in writing, using the agenda item 
request form.  This is only an internal document formally 
requesting that an item be added to the agenda.  This document 
is not intended to be part of the formal agenda. 

3. The Superintendent shall include on the agenda all trustee-
requested items that have been submitted in a timely manner. 
 

B. When is the agenda finalized? 
1. No item can be placed on the agenda less than 72 hours in 

advance of the meeting unless an emergency or urgent public 
necessity exists. 

2. Any agenda item added to the agenda after the original posting 
shall be done so in accordance with state laws. 
 

C. When are Board members notified of a Board meeting? 
1. Board members shall be notified of a meeting 

a. At least 72 hours prior to a regular or special meeting 
b. At least 2 hours prior to an emergency meeting 

2. Board members will be advised, though administrative reports, as 
the agenda summary and complex agenda items are being 
developed. 
 

D. Items for a Closed Session 
1. All personnel issues must be conducted in a closed session, 

unless specifically required by the Texas Open Meetings Act, or 
2. Anything that violates the right to privacy according to the Texas 

Open Meetings Act or the Texas Open Records Act cannot be 
placed on the open agenda. 
 

E. Consolidated Action Items 
1. The Superintendent may consolidate items on the agenda 

summary for possible group action, or any Board member may 
suggest group action on items to expedite the Board meeting. 

2. A request by any trustee shall remove any item from the 
suggested consolidated action list. 
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F. Special Meetings may be called by the Board President after consultation 
with the Superintendent, or may be requested by three Board Members to 
the Superintendent or the Board President.  Each special meeting is to be 
called not more than 4 days after the 3rd request is received by the 
Superintendent or Board President.  The meeting must be within 10 days 
of the last request unless the request specifies a date to hold that meeting. 

 
II. CONDUCTING BOARD MEETINGS 
 

A. Any time four or more Board members are gathered to discuss school 
district business, it is considered a meeting. 
 

B. Board member communications during a meeting.   
1. No notes will be passed during a meeting. 
2. The person or member of the board who “has the floor” will be 

given the full attention of all others present.  No “side 
conversations”.  
 

C. Persons addressing the Board 
1. Any person may address the Board in Open Forum at any regular 

monthly Board meeting at a time specified by the Board President. 
2. If the person’s request to address the Board specifically identifies 

an agenda item, the Board President shall ensure that the person’s 
comments are heard prior to action, or discussion, on the specific 
agenda item. 

3. Any person who wants to address the Board must complete the 
appropriate forms 15 minutes prior to the beginning of the meeting.  
The topic described on the form shall be complete and in sufficient 
detail as to determine appropriateness of the topic prior to 
addressing the Board. 

4. Comments may be on items listed on the agenda or other areas of 
school district operations but shall not include complaints or 
comments about employees or officials of the district. 

5. Each person will be limited to five minutes for comments, with the 
total time for allocated for the open forum audience participation 
limited to thirty minutes (unless the time is increased or decreased 
by a majority vote of the Board). 

6. If multiple persons indicate the same topic, the Board President 
may request that only one person, representing the consensus of 
the person’s signed up to address the topic, speak to the issue.  
Persons with differing views on the topic may be allowed to speak.  
If there is a consensus on differing views, the Board President may 
also request that only one person, representing the consensus of 
the differing views, speak to the issue.  Regardless, only persons 
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who have completed the appropriate forms, indicating the specific 
topic, will be allowed to address the Board. 

 
D. Board response to persons addressing the Board 

1. Board members will listen attentively to comments. 
2. The Board President may ask the Superintendent to clarify an 

item. 
3. Board members will not respond to or enter into discussion with 

the audience during the meeting as: 
a. Items on the agenda will be discussed as appropriate and 

scheduled on the agenda. 
b. Board members cannot respond to or discuss items not on 

the agenda. 
 

E. Non-Allowable comments by Board or audience members 
1. The Board will not entertain comments on individual personnel or 

officials in public session, including employees and Board 
members. 

2. The Board will not entertain comments on individual students in 
public session. 
 

F. Hearings will be conducted according to existing Board and BISD policies. 
 

G. The Board shall be guided by parliamentary procedure as detailed in Robert’s 
Rules of Order, Revised (2007 edition), or as spelled out in adopted Board 
policies. 

1. All discussion shall relate to the business currently under 
deliberation. 

2. The Board President shall halt inappropriate discussion. 
3. The Board President shall: 

a. Recognize members prior to their giving comments. 
b. Be responsible for asking clarifying questions during 

hearings. 
 

H. Town Meetings 
1. Procedures for town meetings shall be determined on a case-by-case 

basis. 
2. The Board President, Superintendent, or designee shall lead town 

meeting discussions. 
 

I. Discussion of motions 
1. The Board President has the responsibility to keep the discussion to 

the motion at hand and shall halt discussion that does not apply to the 
business before the board. 
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2. The Board President may make motions, second motions, and enter 
into debate. 

3. Informal discussions prior to motions on action items will be permitted. 
 
III. VOTING 
 

A. The Board President will vote on action items. 
 

B. Except in a conflict of interest, as defined by law, Board members shall 
vote on all action items.  An absentia vote (vote to abstain) is considered a 
vote. 

 
C. District administrative staff may prepare Recommended Motions for 

Agenda items as necessary, to be used at the discretion of the Board. 
 
IV. EMPLOYEE OR CITIZEN COMPLAINT TO INDIVIDUAL BOARD MEMBER 
 

A. When a person complains to a Board members regarding a school 
personnel or an administrative issue: 

1. The Board member should remind the employee or citizen of due 
process, and make the employee or citizen aware of the 
processes and procedures. 

2. The Board member must remain impartial in case the situation 
goes before the Board. 

 
B. The Board member should refer the employee or citizen to the appropriate 

person in the administrative chain of command.  The Board member 
should remind the complainant that he or she MUST GO THROUGH THE 
CHAIN OF COMMAND. 

 
C. The Board member should advise the Superintendent of a substantive or 

significant complaint in a timely manner. 
 
V. BOARD MEMBER VISIT TO SCHOOL CAMPUS 
 

A. Board members are encouraged to attend any and all school events as 
their time permits and to show support of school activities. 
 

B. Board members are not to go into teacher’s classrooms or onto campuses 
for the purpose of investigation or evaluation. 
 

C. Board members shall make reasonable efforts to contact the appropriate 
district or campus administrator prior to their visits, except when attending 
a scheduled school function or activity. 
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VI. COMMUNICATIONS 
 

A. All communications regarding district business should be handled through 
the Superintendent’s office.   
 

B. All communications between one or more board members, regarding 
district business, should be handled through the Superintendent’s office. 
 

C. The President of the Board will communicate with the Superintendent on a 
routine basis to discuss issues of the District. 
 

D. Unless otherwise approved by the Board, individual Board members may 
not represent the views of the Board. 

 
VII. EVALUATION OF THE SUPERINTENDENT 
 

A. An evaluation shall be conducted at least annually.  The evaluation 
instrument will be decided upon, and the superintendent notified of the 
instrument to be used, during the year previous to the year being 
evaluated. 

1. Evaluation forms will be distributed to the board members in the 
month preceding the actual evaluation. 

2. Board members will complete the evaluation prior to the 
designated meeting. 

3. A formal review will be conducted either at a regularly scheduled 
meeting or a special meeting. 

4. The completed forms will be brought to the appropriate meeting 
and the results compiled at that time.  Should the need arise, one 
meeting for compiling results and a second meeting for 
conducting the evaluation may be permitted, but the evaluation 
must be completed no later than the month designated by the 
board or the superintendent’s contract. 
 

B. Evaluation of the Superintendent is conducted by consensus in closed 
session. 

 
VIII. EVALUATION OF THE BOARD 
 

A. There will be an annual assessment of the status of the 
Board/Superintendent team as part of the mid-year formative review. 
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B. Evaluation will be conducted in closed session on a schedule determined 
by the Board.  The evaluation will focus on, but not be limited to, the 
following questions: 

1. Are we following the Code of Conduct and Ethical Behavior, as 
published in the Team Operating Procedures? 

2. Are we following the Team Operating Procedures? 
3. Is the Team of Eight functioning efficiently and effectively? 
4. Are/were Board and District goals effective? 

 
IX. ROLE AND AUTHORITY OF BOARD MEMBERS AND/OR BOARD OFFICERS 

(AS SET DOWN BY STATE STATUTE) 
 

A. No Board member or officer has authority outside the Board meeting. 
 

B. No Board member can direct employees in regard to performance of their 
duties. 
 

C. Duties of the President: 
1. Preside at all Board meetings. 
2. Appoint committees. 
3. Call special meetings. 
4. Sign all legal documents as required by law. 

 
D. Duties of the Vice President: 

1. Act in the capacity of the President in the absence of the 
President. 

2. Sign or countersign documents as necessary. 
 

E. Duties of the Secretary: 
1. Insure that accurate records of all Board meetings are kept. 
2. In the absence of the President and Vice President, the Secretary 

shall serve as President Pro-tempore. 
3. Sign or countersign documents as necessary. 

 
F. Board member accountability 

1. Board members are responsible for policing each other.  When a 
board member fails to adhere to the code of conduct and the 
Team Operating Procedures, the Board President or the 
appropriate Board officer should address the concern. 

2. Repeated failure to adhere to the code of conduct and Team 
Operating Procedures will result in the Board President or the 
appropriate Board officer meeting with the Board member to 
address the concerns. 

3. When appropriate, the Board may also issue a private warning to 
the offending Board member and, in the case of repeated 
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violations or violations of a sufficiently egregious nature, publicly 
reprimand or censure the Board member by formal action of the 
Board. 
 

G. Board access to and requests for information 
1. Board members, acting in their official capacity, have access to 

information that may be withheld from members of the general 
public.  For instance, Board members have access to student and 
employee information that is otherwise confidential under the law 
to the general public.  Board members who receive access to 
confidential records in their official capacities have a responsibility 
to maintain that confidentiality.  Board members may only request 
information and/or reports regarding the district through the 
Superintendent or his designee.  Any request of information or 
reports sent directly to any other employee of the district will be 
considered a violation of the Board Team Operating Procedures.  
Prior to requesting any information, the Board member should 
consider whether the information is a “need to know” or a “nice to 
know”. 

a. When an individual board member submits a request for 
information outside the Board meeting, the response will be 
shared with all board members. 

 
X. ROLE OF BOARD IN CLOSED SESSION 
 

A. Board can only discuss those items listed on the closed agenda and as 
limited by law, Texas Government Code Chapter 551. 
 

B. All votes of the Board shall be held in public (open) session. 
 
C. Information discussed during the closed session must remain confidential. 
 
D. Notes taken or documentation provided (unless it pertains to a specific 

action item such as motion language) will not be taken outside of the 
closed session meeting.   All documentation shall be part of the sealed 
minutes. 

 
XI. MEDIA INQUIRIES TO THE BOARD 
 

A. The Board President, Superintendent or his/her designee shall be the 
official spokesperson for the Board to the media/press on issues of media 
attention. 

1. All Board members who receive calls from the media should 
direct them to the Board’s spokesperson  
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2. The Board member shall notify the Board President and the 
Superintendent of the call. 
 

B. Any Board member may respond to general inquiries from the 
media/press and may state his/her personal opinion on issues of media 
attention, subject to restrictions of the Code of Conduct and Ethical 
Behavior, confidentiality, and State Statutes.  No Board member may state 
the opinions of any other Board member.  No Board member may state 
the opinion of the Board as a whole, except when acting as the official 
spokesperson for the Board. 

 
XII. ANONYMOUS PHONE CALLS/LETTERS 
 

A. The Bonham ISD Board of Trustees encourages and values community 
input. 
 

B. Anonymous calls or letters will not receive the Board’s attention, 
discussion or response and will not be referred to the administration for 
action. 
 

XIII. BOARD MEMBER PARTICIPATION IN GRADUATION 
 

A. All current board members are encouraged to participate in the BHS 
graduation ceremony. 
 

B. Board members who were serving or have served on the Board prior to 
graduation may participate in the current year’s commencement exercises 
for Bonham High School. 

 
C. Current and past board members are granted an equitable share of 

diplomas to deliver based on the number of board members participating 
in the graduation ceremony. 

 
XIV. REVIEWING DISTRICT GOALS, MISSION AND VISION 

A. District goals, mission and vision will be reviewed annually and updated as 
needed. 

 
XV. REVIEWING BOARD TEAM OPERATING PROCEDURES 
 

A. Team Operating Procedures will be reviewed and updated as needed. 
 

B. Efficacy of the Team Operating Procedures shall be a part of the annual 
evaluation of the Board. 

 
 



Approved January 18, 2016 

Bonham ISD Board of Trustees  - 11 - 

Standard Operating Procedures 

Adopted: December, 2001 

Last Revised: January, 2016 

 
XVI. BOARD MEMBER CODE OF CONDUCT AND ETHICAL BEHAVIOR 
 

A. Each board member (after election, re-election or appointment) will 
execute a signed copy of this code of conduct and ethical behavior, upon 
being sworn in.  Each item will require an initial prior to signing the 
document. 

1. This document shall be kept on file with the district with the other 
required documents for sitting board members. 
 

B. As a Board member I will always strive to put the needs of the children 
served by the Bonham Independent School District above the wants of 
adults and will make decisions in terms of the educational welfare of all 
children in the District regardless of ability, race, creed, ethnicity, sex, or 
social standing.  I agree to abide by the following standards. 

1. I shall follow Board policy and Board Team Operating Procedures 
and will abide by the decisions of the Board as a whole. 

2. I shall not take individual actions that will compromise the 
Bonham Independent School District, the Board, or the 
administration.  I recognize that we are only authorized to take 
action in an official capacity as a member of the Board as a whole 
at a legally called meeting, or when delegated authority by the 
Board as a whole. 

3. I will not represent to anyone that I, as an individual, have any 
authority to act on behalf of the Board, the District, or the 
administration, unless expressly authorized by the Board to do so. 

4. I shall respect the role of the administration of BISD to decide on 
how policy should be implemented and will not encroach on 
administrative duties or attempt to manage in any way the affairs 
of the District. 

5. I shall not try to solve complaints or grievances individually, 
except that I may listen to these complaints and counsel citizens 
or employees who inquire as to the correct procedure to be 
followed for the resolution of complaints or grievances. 

6. I will not meet with District personnel regarding District business, 
unless it is scheduled through the Superintendent’s office. 

7. I will not meet with or discuss District business with vendors, 
current or prospective, other than brief visits at conventions or 
trade shows, except by appointment scheduled through the 
Superintendent’s office. 

8. I will not individually undertake to observe the performance of 
employees, including classroom teachers, for the purposes of 
evaluating their performance. 

9. I will not reprimand or provide direction to staff. 
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10. I will not attempt to exert pressure or influence on the staff in 
order to coerce them into making particular recommendations or 
decisions. 

11. I will not attempt to state or otherwise represent the position of 
another Board member on any issue. 

12. I will not put items on the agenda for the purpose of making a 
political statement, nor will I “play to the audience” in Board 
meetings.  I will not embarrass another Board member or school 
employee in public. 

13. I reserve the right to disagree, but I will not be disagreeable, nor 
will I harbor grudges from past issues or events. 

14. I will attend all regularly scheduled Board meetings and notify the 
Superintendent’s office if I will be absent.  In addition, I will come 
to all Board meetings prepared and become informed on issues to 
be considered at those meetings. 

15. I will hold any discussion about any breach of ethics or the code 
of conduct in executive session. 

16. I will accept criticism without becoming defensive or angry. 
17. I will ask questions to get information, not to inform or to advance 

a political agenda. 
18. School district employees, during work hours, will not be solicited 

for endorsement by any Board member campaigning for re-
election.  Use of district materials and systems (including district 
e-mail communications) will not be used by any employee to 
discuss or solicit support of any candidate running for election or 
re-election as per the Texas Education Code Section 11.169, as 
amended by the 79th Legislature, 2005.  Board members, as a 
whole, will not endorse any candidate running for public office.  
Board members, as private citizens, may endorse any candidate 
of their choice and may put endorsement signs in their private 
yards. 

 
 
 
____________________________________ ________________________________ 
           Board Member Printed Name   Board Member Signature 
 
 
 

____________________________________ 
Date 


