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Schedule and Procedures for Submitting 2016 Board of Education Items 
	Action
	January

28
Meeting
	February25
Meeting


	March 17 Meeting
	April

28 Meeting
	May

26 Meeting
	June

23

Meeting
	July

28 Meeting
	Sept

22 Meeting
	October

27 Meeting
	Nov

17
Meeting

	Ast. Supts/Directors: E-mail title of Board item to Board Relations 
	Jan 8
	Jan 29
	Feb 26
	April 8
	May 6
	June 3
	July 8
	Sept 2
	Sept 30
	Oct 28

	Ast. Supts/Directors: By 11 a.m. deliver to Board Relations eleven copies of Board item
	Jan 11
	Feb 1
	Feb 29
	April 11
	May 9
	June 6
	July 11
	Sept 6
	Oct 3
	Oct 31

	9:00 a.m. Dr. Staples meets with assistant superintendents to review Board items (subject to change) 
	Jan 12
	Feb 2
	Mar 1
	April 12
	May 10
	June 7
	July 12
	Sept 7
	Oct 4
	Nov 1

	Ast. Supts/Directors: By COB, e-mail final Board item in both Word and PDF formats to Board Relations
	Jan 15
	Feb 12
	Mar 4
	April 15
	May 13
	June 10
	July 15
	Sept 9
	Oct 14
	Nov 4

	Ast. Supts/Directors: Identify and alert webmaster of possible updates to VDOE website pending Board action
	Jan 18
	Feb 15
	Mar 7
	April 18
	May 16
	June 13
	July 18
	Sept 12
	Oct 17
	Nov 7

	Board Relations: Assemble and mail Board books
	Jan 20
	Feb 17
	Mar 9
	April 20
	May 18
	June 15
	July 20
	Sept 14
	Oct 19
	Nov 9

	Webmaster: Agenda and Board items posted on Web site
	Jan 21
	Feb 18
	Mar 10
	April 21
	May 19
	June 16
	July 21
	Sept 15
	Oct 20
	Nov 10

	Board meeting
	Jan 28
	Feb 25
	Mar 17
	April 28
	May 26
	June 23
	July 28
	Sept 22
	Oct 27
	Nov 17

	Board Relations: E-mail result of Board action to Ast. Supts/Directors
	Jan 28
	Feb 25
	Mar 17
	April 28
	May 26
	June 23
	July 28
	Sept 22
	Oct 27
	Nov 17

	Ast. Supts/Directors: Confirm updates to VDOE website with webmaster
	Jan 29
	Feb 26
	Mar 18
	April 29
	May 27
	June 24
	July 29
	Sept 23
	Ct 28
	Nov 18


Procedures for Submitting Board of Education Items 
Note – the following procedures are for submitting Board items to the Board Relations office for inclusion on the Board of Education agenda. The procedures do not include any internal process each division has developed for the submission and review of Board items originating from that division. Please communicate with your Assistant Superintendent about your internal process. 

All communication regarding Board items to the Board Relations office should be addressed to Melissa Luchau, with copy to Marian Morris. 
1. Use the Boilerplate (BOE Agenda Item Boilerplate Updated 10.30.14) available on the I Drive (I:\FORMS\Board Agenda Forms) and follow the instructions provided (Instructions - BOE Agenda Item Updated 10.30.14) to properly complete the Board item. 

a. Number (#) the pages of Board items, including the boilerplate and any attachments.  
b. If you plan to use a power point presentation during the Board meeting, the presentation should be included as an attachment to your Board item. 

c. Final review items should include a note in the boilerplate summarizing any changes from first review – exact changes should be highlighted yellow in the attachment (please alert Board Relations office if you use yellow highlights so we will print in color). If there were no changes from first review to final review, please include a statement in the boilerplate to that effect. 
d. Divisions are responsible for proof reading each Board item. Neither the Superintendent’s office nor the Board Relations office will proof read Board items. 
2. Email proposed title of Board item to the Board Relations office according to the schedule. 
3. Submit 11 draft, printed copies to the Board Relations office according to the schedule – the printed copies should be three-hole punched and printed double sided. 
4. Following the agenda materials review meeting with Dr. Staples, Ast. Supts should communicate any changes requested to whomever is preparing the Board item. The Board Relations office will follow up with the Ast. Supt/Director with any additional formatting corrections. 

5. Ast. Supts/Directors are responsible for making all requested changes to the Board item. Any questions should be directed to the Board Relations office. 
6. Submit FINAL version of Board item according to the schedule – please keep in mind the following:  
a. Send complete Board item in 1 email – if the item is too big to email, please bring the item to the Board Relations office on a jump drive

b. Include Word versions of all documents available, and PDF all documents together in one document (boilerplate + all attachments) 

c. If you plan to use a power point presentation during the Board meeting, please e-mail the power point version to the Board Relations office following submission of your final Board item. 
d. Leave the agenda letter blank – the Board Relations office will insert it after finalizing the agenda
e. Double and triple check items before submitting as final

7. If for some reason corrections need to be made to final materials, alert the Board Relations office as soon as possible (to avoid unnecessary copying) and when corrections have been made, resend the full Board item in final form, with a note about what changes were made. It is very confusing to Board members when multiple version of Board items are sent, so please double and triple check all items before submitting as final! 
8. After submitting your final Board item, identify any VDOE webpages that will need to be updated to reflect the proposed Board action (adoption of new guidelines, approving new cut scores, approving new program/school, etc.) and communicate the necessary content updates to the webmaster. 

a. Plan any associated communications (Supts Memo, etc.) 
b. Regulatory actions should NOT be updated on the website until you receive notice from the Regulatory Coordinator of the regulation’s effective date.  

9. After the Board meeting, the Board Relations will contact the Ast. Supt/Director for each Board item to confirm the Board’s action. 

10. Communicate with webmaster the status of the pending webpage update. Possible options:

a. Confirm content can be posted as originally submitted (Board took proposed action)

b. Revise content to reflect Board amendments and resubmit to webmaster (Board took action with amendments)
c. Disregard content update (Board did not take action)
Please follow the above schedule as closely as possible! Pursuant to the Board bylaws, members must receive items 7 days in advance of the meeting, which means the mailing days are firm. When there are 15+ items for each mailing, the Board Relations office needs time to copy and assemble materials.  

Thank you for your cooperation in making this a smooth process! If you have any questions about the process or a particular Board item, please do not hesitate to contact Melissa Luchau at 804-225-2924 or Melissa.Luchau@doe.virginia.gov. 

Assistant Superintendents – please return the draft book to Marian Morris after you review items.  

