
Board Operating Procedures 

Clarksville IndependentSchool District 

        In a Level Five School District the Superintendent and the Board function as “The 

Management Team." A structured approach to developing the beliefs, mission and vision for the 

district and setting goals is enhanced by developing and adhering to an approved set of standard 

operating procedures. The School Board with the involvement of the superintendent is the 

corporate policy making body for the District. The Superintendent and staff provide the leadership 

to implement Board policies. Therefore, the Clarksville Independent School District Board of 

Trustees and Superintendent function as “The Management Team” to provide open 

communication to the staff and patrons of the district. 

        The Clarksville Independent School District Board of Trustees adopts these guidelines as 

standard Operating Procedures to effectively communicate with staff and patrons of the district. 

The Clarksville Independent School District Board of Trustees meets monthly in the Boardroom 

of the administration building. 

I. Ethics 
Board Members shall promote the best interests of the District as a whole and, to that end, shall adhere 

to the following ethical standards: 

1. Equity in Attitude 

a. Be fair, just, and impartial in all decisions and actions. 

b. Accord others the respect wished for self 

c. Encourage expressions of different opinions and listen with an open mind to ideas of 

others. 

2. Trustworthiness in Stewardship. 

a. Be accountable to the public by representing District policies, programs, priorities, and 

progress accurately. 

b. Be responsive to the community by seeking its involvement in District affairs and by 

communicating its priorities and concerns. 

c. Work to ensure prudent and accountable use of District resources. 

d. Make no personal promise or take private action that may compromise my performance 

or my responsibilities. 

3. Honor in Conduct 

a. Tell the truth 

b. Share views while working for consensus. 

c. Respect the majority decision as the decision of the Board. 

d. Base my decisions on fact rather that supposition, opinion, or public favor. 

4. Integrity of Character 

a. Refuse to surrender judgment to any individual or group at the expense of the District 

as a whole. 

b. Consistently uphold all applicable laws, rules, policies, and governance procedures. 

c. Will not disclose information that is confidential by law or that will needlessly harm the 

District if disclosed. 

5. Commitment to Service 

a. Focus my attention on fulfilling the Board’s responsibilities of goal setting, 

policymaking, and evaluation. 

b. Diligently prepare for and attend Board meetings. 

c. Avoid personal involvement in activities the Board has delegated to the Superintendent. 

d. Seek continuing education that will enhance my ability to fulfill my duties effectively. 



 

6. Student-Centered Focus 

a. Be continuously guided by what is best for all students of the District. 

 

II. Board Meeting Agenda 

1. Placing items on agenda 

a. The tentative agenda is developed by the administration and discussed with the Board 

President prior to posting. 

b. Board Members must request through the Board President or Superintendent in advance 

any item they wish to have considered for placement on the agenda. 

c. The Board President shall place an item on the agenda if the item is requested by any 

Board Member. 

d. In accordance with Texas Open Meeting Law, no Member can place an item on the 

agenda after noon on theseventh calendar day before the meeting, except in an 

emergency as per Texas code. 

e. Board agendas will be ready for review 72 hours in advance of a regular meeting. 

2. Items for Closed Session 

a. Closed sessions must be conducted as such, unless specifically required to be in open 

session according to Texas Open Meeting Laws 

b. All personnel issues relating to an individual employeemust be conducted in a closed 

session, unless specifically required by Texas Open Meeting Law. 

c. Anything that violates the right to privacy, i.e., Texas Open Meeting Act, Texas Open 

Record Act, cannot be placed on the agenda. 

d. By law, closed session discussions may not be disclosed or discussed outside the 

Board’s closed session.  

 

III. Board Meeting Expectations (Four Members present constitutes a quorum for a meeting.) 
1. Persons addressing the Board: 

a. The Board President shall recognize persons who sign up to address agenda items.  

b. At this point, the Board President shall announce time limits and guidelines. 

c. The Board President can request the Superintendent to respond to concerns expressed. 

d. The Board will not discuss concerns with individuals at the meeting. 

2. Board response to persons addressing the Board: 

a. The Board President, when necessary, may direct the Superintendent to investigate 

item(s) and report back to the Board through transmittal or at a designated meeting. 

3. Discussion of individual employees or students by the Board or audience. 

a. Board will not entertain negative comments on individual employees in public session. 

b. Board will not entertain negative comments on individual students in public session. 

4. Public hearings 

a. During public hearings, the Board is assembled only to gather information. 

b. Rules for public hearing will be strictly adhered to: 

c. Board will limit response to five minutes per testifier. 

d. Board will accept written (signed) or oral testimony. 

e. Board will not allow duplicate testimony. 

f. Board will not allow any derogatory comments. 

g. Board shall observe the parliamentary procedures in Robert’s Rules of Order (newly 

revised). 

h. All discussion shall be directed solely to the business currently under deliberation. 

i. 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. 

j. The Board President has the right to recognize a Board Member prior to giving their 

comments. 

IV. Voting 
1. The Board President will vote on all action items as deemed necessary. 

 

V. Individual Board Member Request for Information or Reports 



1. Individual Members shall seek access to records or request copies of records from the 

Superintendent or other designated custodian of records.  

2. Directives to the Superintendent or custodian of records regarding the preparation of reports shall 

follow CISD Policy BBE(LEGAL). 

3. The Superintendent will gather the information and/or report and disseminate it in a timely manner 

to the Board.  

4. Board Members are encouraged to advise the Superintendent of questions or concerns on agenda 

items before the Board meeting. 

5. Individual board members shall seek access to record or request copies of record from the 

superintendent. When a custodian of records other than the superintendent provides access to 

 records or copies of records to individual trustees, the provider shall inform the 

superintendent of the records provided.  

6. Requests by board members for existing district information or documents should be made tothe 

superintendent. The superintendent shall notify other board members of such requests.

 Information released to or viewed by individual board members remains subject to all 

rulesand regulations related to the sharing of confidential information. 

 

VI. Citizen Request/Complaint to Individual Board Member 

1. The Board member should listen briefly and respectfully to the citizenand encourage the individual 

to attempt resolution with the source of the concern (teacher, principal, etc.). 

2. Explain the chain of command to the citizen and refer the citizen to the appropriate person in the 

chain of command. 

3. Remind the citizen of due process and that the Board Member must remain impartial in case the 

situation goes before the Board. 

4. The administrators shall communicate with the citizen in a timely manner and follow up with the 

Superintendent, if necessary. 

 

VII. Employee Request/Complaint to Individual Board Member 

1. The Board Member will listen briefly and respectfullytothe employee and encourage the employee 

to attempt resolution with the source of the concern (colleague, supervisor, etc.) 

2. Explain the chain of command to the employee and refer the employee to the appropriate person in 

the chain of command. 

3. Remind employee of the due process procedure and remain impartial. 

4. BoardMember must talk with Superintendent or designee within a timely fashion. 

 

VIII. Expressing Concerns about Another Member’s Performance 

1. IndividualBoard Members are encouraged to express their concerns about another Member’s 

performance directly to that Member. 

2. If addressing the issue directly with the Member does not resolve the concern, then discussion with 

the Board President is appropriate. 

3. The Board President shall discuss the concern with the individual in question on behalf of the 

reporting Board Member or shall moderate a discussion between the Members.  If a quorum of the 

Board is involved, the meeting must be posted and conducted in accordance with the Texas Open 

Meetings Act. 

4. The Board President shall remind the Board Member whose behavior is in question about the 

adopted Code of Ethics and discuss how the questionable behavior does not comply with the Code.  

The discussion also will identify more appropriate alternatives to the questionable behavior or 

refer the Board Member to policies or procedures that outline approved ways to deal with the issue 

that prompted the questionable behavior. 

5. If the Board Member in question does not believe his/her behavior is in conflict with the Board’s 

Code of Ethics, an agenda item specifying “evacuation of individual Board Member’s 

performance” may be listed on the agenda for an upcoming Board Meeting. 

6. The matter will be discussed by the full Board in closed session in an attempt to clearly identify 

behavior that may be inappropriate and discuss possible solutions or alternative approaches that 

may have a more positive impact on team cohesion and effectiveness. 



7. If the concern involves the Board President, a Member may discuss his/her concerns with the 

Board Vice-President. 

8. Members will not take concerns about fellow Board Members to the Superintendent. 

9. Members will not speak negatively about another Member, Superintendent, or Staff in the 

community. 

 

IX. Board Member Visit to School Campus 

1. Board Members will notify the Superintendent of a campus visit. 

2. Board Members will contact the superintendent to arrange communication with the campus 

administrators. 

3. Board Members are encourage/expected to attend PTA and other special events on campuses to 

represent the Board in support of activities. 

4. Board Members are not to go into teachers’ classrooms or campuses for the purpose of evaluation 

or investigation. 

5. Board Members must follow district procedure when visiting schools and are encouraged to notify 

the principal when the visit is not board related. 

 

X. Communications 
1. Superintendent will meet with the Board President on an as needed basis. 

2. Superintendent will communicate with all Board Members via periodic transmittals. 

3. Superintendent will communicate information in a timely fashion to all Board Members. 

4. Superintendent will keep Board Members informed via telephone calls, faxes, e-mail, or personal 

visits. 

5. Board Members will contact the Superintendent regarding any emails or other communications 

which will be presented to the District’s employees. 

6. Requests to Superintendent from Board President will be distributed to all Board Members. 

7. Board Members will keep Superintendent informed via telephone calls, faxes, e-mail, or personal 

visits. 

8. Board Members will communicate with the community through public hearings andregular Board 

meetings. 

9. Individual Board Members cannot speak in an official capacity outside the Board room, except as 

provided in item XV. 

 

 

XI. Evaluation of Superintendent 

1. The Board President obtains input from all Members of the Board on the approved indicators on 

the Superintendent’s evaluation.  

2. This will be conducted each year in January. 

3. Evaluation is conducted in closed session. 

 

XII. Criteria and Process for Selecting Board Officers 
1. Board elections are held on the first Saturday in May. 

2. Candidates for the President of the Board, Vice President and Secretary must have at least one-

year experience on the Board.  

3. Board Officers are elected after new Board Members are seated in May. 

4. Incoming and outgoing Board Members are encouraged to participate in graduation 

commencement exercises.  

5. Board Officers will be limited to two terms in office. For members to serve a third term, there must 

be a one year break in service.  

 

XIII. Role and Authority of Board Member and/or Board Officers (Set down by State statute) 
1. No Board Member or officer has authority outside the Board meeting. 

2. No Board Member can direct employees in regard to performance of duties. 

3. The Board President shall: 

a. Preside at all Board meetings 

b. Appoint committees 



c. Call special meetings 

d. Sign all legal documents required by law 

4. The Vice President shall: 

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

5. The Secretary shall: 

a. Cause the keeping of an accurate record of Board meetings. 

b. Call meetings and act in the capacity of the President, in the absence of the President 

and Vice President. 

 

XIV. Role of Board in Closed Session 

1. Board can only discuss those items listed on the closed session agenda and as limited by law. 

2. Board must vote in public session on all agenda items. (closed or open) 

3. Discussions during closed session must remain confidential. 

 

XV. Media Inquiries to the Board 

1. The Board President and/or Superintendent shall be the official Officer of Public Information to 

restate the Board's position to the media/press on issues of media attention. 

2. All BoardMembers who receive calls from the media should direct them to the Board’s President 

or Superintendent. 

 

XVI. Anonymous Phone Calls and/or Letters 

1. The Clarksville Board of Trustees encourages input; however, anonymous calls or letters will not 

receive Board attention, discussion, or response and will not result in directives to the 

administration.  

2. Confidentiality is strictly maintained when possible. 

 

 

XVII. Guidelines for establishing goals for the District 

1. The Board will conduct a workshop each summer to establish the Board’s goals for the upcoming 

school year 

2. The Board selects two Board Members to participate on the District Site-Based Committee to 

formulate goals for the upcoming year. 

3. The District Site-Based Committee brings all goals brought back to the Board for approval. 

 

XVIII. Reviewing Board Operating Procedures 

1. Standard Board Operating Procedures will be reviewed and updated in July of each year and will 

be part of Board training. 

CISD Vision Statement:  Be All YOU Can Be At CISD! 

 

“It is the mission of the Clarksville Independent School District,                                          

in partnership with the community, to develop lifelong learners who become 

productive citizens in an ever-changing global society.” 

 

 
Reviewed and Approved by the CISD Board of Trustees on July 20, 2017. 


