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Section: Governance 

Title:  Board Meeting Procedures 

Purpose 
The provisions of this policy outline the conduct and procedures for meetings of the Board of Education 
and Committees of the Board. 

General Policy  
The business of the Board of Education will be conducted in accordance with the procedures outlined in 
this policy in an open and transparent manner whenever possible, with the exception of issues that are 
to be discussed in a closed meeting as outlined in this policy. There will be no video, audio, streaming or 
other technical recordings of board meetings without the Board of Education’s authorization. Signs of any 
nature, and devices that may disrupt the meeting, are not permitted at board meetings. 

The Board expects all persons attending meetings of the Board to conduct themselves in a respectful 
manner in accordance with the Board’s Safe Caring and Respectful Workplaces Policy and Worksafe 
BC, and the Board’s Equity, Diversity, and Inclusion Policy.  

Public statements at board meetings that are contrary to section 7 of the Human Rights Code will not be 
tolerated. Public statements include both oral statements made in public at a board meeting and/or written 
statements displayed and/or distributed to the public at a board meeting, including but not limited to 
written materials, images and signs on posters and clothing.  

Pursuant to section 70 of the School Act, a person who engages in disrespectful, disruptive or other 
conduct at a board meeting that disturbs, interferes, or disquiets the proceedings of the Board commits 
an offence, may be expelled from the meeting by the Board Chair or other member presiding at the 
meeting.  

The Board reserves the right to adjourn, terminate, or close a meeting to the public, if order is not 
maintained. 

Procedures 
1. Meetings 

1.1 Inaugural 

1.1.1 The inaugural meeting of the Board of Education (the “Board”) will be open to the public 
and be held on the Tuesday in November that is immediately after the first Monday in 
November of an election year (every four years); 

1.1.2 The purpose of the Inaugural meeting is for the Trustees; 
1.1.2.1 To make a prescribed oath of office, by oath or solemn affirmation; and 

1.1.2.2 To elect the Chairperson (“Chair”) and Vice-Chairperson (“Vice-Chair”) of the 
Board. 
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1.1.3 The Secretary Treasurer will give notice of the Inaugural meeting. 
1.1.4 Each Trustee will take the oath of office immediately after the meeting is called to order. 
1.1.5 The Secretary Treasurer will act as the Chair of the meeting until the Board Chair is 

elected. 
1.2 Organizational 

1.2.1 The organizational meeting of the Board will be open to the public and be held at the 
Regular Board meeting in September other than in an election year. 

1.2.2 The purpose of the organizational meeting is to elect the Chair and Vice-Chair of the 
Board for the following year. 

1.2.3 The Secretary Treasurer will give notice of the organizational meeting. 
1.2.4 The Secretary Treasurer will act as the Chair of the meeting until the Board Chair is 

elected. 
1.3 Regular 

1.3.1 The purpose of the Regular Board meeting is to conduct the business of the Board.  
1.3.2 All Regular meetings will be open to the public. 
1.3.3 Regular Board meetings are held according to a schedule approved by the Board each 

June, generally to be held at 6:30 p.m. on the third Tuesday of a month.   
1.3.4 The Board may, by motion, alter the schedule as deemed appropriate. 
1.3.5 Meetings will not proceed past 9:00 p.m. unless a motion to extend the meeting is 

passed by a minimum two-thirds (2/3) majority of the Trustees present. 
1.4 Special  

1.4.1 Occasionally, unanticipated or emergent issues require immediate attention and/or 
action.  The Board Chair, the majority of the Trustees in writing, or the Superintendent 
in consultation with the Chair, may call a Special meeting of the Board.  

1.4.2 The Board may, by unanimous consent of all the Trustees, waive notice and hold a 
meeting at any time.  Such consent will be noted in the minutes of the meeting.  

1.4.3 Unless considering an issue that is subject to being dealt with in a Closed meeting, all 
Special meetings are open to the public. 

1.4.4 No business other than that for which the meeting was called will be discussed without 
unanimous consent of the Trustees. 

1.4.5 All Trustees must be notified at least forty-eight (48) hours in advance of a Special 
meeting. 

1.4.6 Whenever practicable, the notice of the meeting should contain an Agenda, as well as 
supporting documentation for the items to be discussed. 

1.5 Committee of the Whole 

1.5.1 The purpose of Committee of the Whole meetings is to clarify issues, gather input from 
the public and education partners, and disseminate information to the public and 
education partners. Speakers will be given the opportunity to address the committee, 
and any chance for a second speaking opportunity will be determined by the Chair.  
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1.5.2 The Committee of the Whole makes recommendations to the Board for consideration 
and decision. Debate at the Committee of the Whole should be limited to whether an 
item is forwarded to a Board meeting for consideration, or not. Debate on the merit of 
an item remains the purview of the Board. 

1.5.3 All Trustees are members of the Committee of the Whole.  No members of the public or 
staff are appointed as members of the Committee of the Whole.  

1.5.4 Unless considering an issue that is subject to being dealt with in a Closed meeting, all 
Committee of the Whole meetings are open to the public. 

1.5.5 Committee of the Whole meetings are held according to a schedule approved by the 
Board each June, generally to be held at 3:30 p.m. on the first Tuesday of a month.   

1.5.6 Committee of the Whole meetings will not proceed past 6:30 p.m. unless a motion to 
extend the meeting is passed by a minimum two-thirds (2/3) majority of the Trustees 
present.  

1.6 Closed  

1.6.1 As per Section 69 of the School Act, if, persons other than Trustees may be excluded 
from a meeting. The Secretary Treasurer or designate must be present at the time that 
a decision of the Board is rendered and must record any decision. 

1.6.2 Unless otherwise determined by the Board, meetings will be closed to the public: 
1.6.2.1 For legal issues when confidentiality is necessary;  
1.6.2.2 For student and personnel issues where information related to specific 

identifiable individuals is presented;  
1.6.2.3 For property issues where negotiations in the public could harm the interest of 

the School District; 
1.6.2.4 For the provision of services where negotiations in the public could harm the 

interest of the School District; and 
1.6.2.5 To discuss with the Auditor the Auditor’s report on the annual financial audit. 

1.6.3 The Board will only discuss the matter which gave rise to the Closed meeting.  
1.6.4 Closed Board meetings are held as needed, prior to a Regular or Committee of the 

Whole meeting. 
1.6.5 No Trustee or staff will disclose the proceedings of a Closed meeting unless a resolution 

has been passed at the Closed meeting allowing disclosure of a particular motion or 
action. 

1.6.6 In accordance with Section 72(3) of the School Act, the Board will prepare a record 
containing a general statement as to the nature of the matters discussed and the general 
nature of the decisions reached at a Closed meeting.   

1.7 Advisory Committees  

1.7.1 The Board may establish advisory committees for specific purposes.   
1.7.2 Advisory committees must have at least five members comprised of at least one Trustee, 

members of the public or partner groups, or others as determined by the Board. Any and 
all Trustees may attend any or all Advisory Committee meetings. 

http://www.bclaws.ca/EPLibraries/bclaws_new/document/ID/freeside/96412_00
http://www.bclaws.ca/EPLibraries/bclaws_new/document/ID/freeside/96412_00
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1.7.3 The Advisory Committee members will elect a Chair and Vice Chair at the first meeting 
of the committee.  

1.7.4 A staff member will be appointed by the Superintendent as a staff liaison for the 
committee.   

1.7.5 All advisory committees must operate under terms of reference approved by the Board 
and the meeting procedures outlined in this policy.  

2 Election of Chair and Vice-Chair 
2.1 At its inaugural meeting following a general local election, and for each organizational meeting 

in September of the following three years, the Board will elect one of its members to serve as 
Board Chair and one of its members to serve as Vice-Chair for the following year. 

2.2 Process for Election of Chair and Vice-Chair: 
2.2.1 The Secretary Treasurer will call three times for nomination for the position of Board 

Chair. 
2.2.2 Any Trustee may be nominated by any Trustee. No seconder is required.  
2.2.3 After all nominations have been received the Secretary Treasurer will ask for a motion 

for nominations to cease. 
2.2.4 Nominees will be asked in alphabetical order if they accept their nomination. 
2.2.5 If there is more than one nomination, all nominees will be provided an opportunity to 

speak to their nomination for the position. 
2.2.6 The Secretary Treasurer will conduct a vote by ballot (unless a nominee is acclaimed to 

the position of Chair). 
2.2.7 If more than two nominations are received, the person receiving a clear majority of votes 

will be elected Board Chair for the ensuing year. 
2.2.8 Balloting will continue until one Trustee receives a clear majority of votes. The name of 

the Trustee receiving the least votes will be dropped from the list of nominees for each 
succeeding ballot. In the event that two Trustees are tied for the least number of votes 
and there is not a clear majority of votes, a special ballot will be taken for the purpose of 
determining which name is to be dropped. 

2.2.9 If no person receives a clear majority, further ballots will be taken until a clear 
majority is achieved or if after at least four ballots a tie continues to occur the 
election will be decided as follows: 
2.2.9.1 If the tie vote is due to a Trustee being temporarily absent from the 

meeting for a period that is three months or less, then the election will be 
deferred until the next meeting where all the Trustees are present: 
2.2.9.1.1 The incumbent will continue in the position until the election occurs. 
2.2.9.1.2  If there is no incumbent in the position, then the position will be filled 

on an interim basis as decided by a lot draw until the election is 
held when all Trustees are present. 

2.2.9.2 If the tie vote is due to a Trustee being absent from the meeting for a 
period that is more than three months, or if a Trustee position is vacant, 
then the election will be decided by a lot draw. 
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2.2.10 Upon completion of the voting for the Chair, the Chair will continue with the 
same process for the election of Vice-Chair. 

2.2.11 A motion to destroy the ballots following any voting will be requested. 

3 Agenda 
3.1 Items may be placed on the Agenda in one of the following ways: 

3.1.1 By notifying the meeting Chair at least seven (7) days prior to the meeting. 
3.1.2 By notice of motion at the previous meeting. 
3.1.3 As a request from a committee of the Board. 
3.1.4 As outlined in items 3.3, 3.4 and 3.5. 

3.2 The Agenda Setting Committee, consisting of the meeting Chair, Vice-Chair, Superintendent 
and Secretary Treasurer, will review items and establish the Agenda for each meeting. The 
Agenda items will be generally set as follows:Call to Order 
3.2.1 Acknowledgment of First Nations Territory 
3.2.2 Approval of Agenda 
3.2.3 Delegations / Presentations 
3.2.4 Minutes of previous meeting(s)  
3.2.5 Unfinished Business 
3.2.6 Superintendent Report 
3.2.7 Staff Reports 
3.2.8 New Business 
3.2.9 Liaison Reports  
3.2.10 Committee Minutes 
3.2.11 Correspondence 
3.2.12 Information Items 
3.2.13 Question Period 
3.2.14 Adjournment 

3.3 Issues that require action may arise after the Agenda has been prepared. The meeting Chair 
will ask for additions to and/or deletions from the Agenda prior to asking for a motion to approve 
the Agenda. Changes to the Agenda are to be approved by the majority of those Board or 
Advisory Committee members present. 

3.4 The meeting will follow the order of business set by the Agenda unless the order is altered or 
new items are added by agreement of the Board or Committee Members. 

3.5 During the course of the meeting, the majority of Trustees or Committee members present may 
request that items be placed before the Board or Committee for discussion and / or action or to 
provide direction.  

3.6 The Agenda will be supported by copies of letters, reports, contracts and other materials as are 
pertinent to the business of the Board or Committee. 
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3.7 The Agenda information package, containing the Agenda and supporting information, will be 
distributed to each Trustee and Committee members at least four days in advance of meetings. 

4 Notice of Meetings 
4.1 Notice of meetings will be posted on the School District website at least seven (7) days before 

a regularly scheduled meeting and, if possible, at least fourty-eight (48) hours before a Special 
meeting.  

4.2 Agendas for meetings that are open to the public will be posted on the School District website 
at least 48 hours before a meeting. 

5 Quorum 
5.1 A meeting quorum is three (3) of the five (5) Trustees, the majority of the Trustees holding office 

at the time of the meeting of the Board if less than five (5) Trustees are on the Board, or the 
majority of Committee members present.  

5.2 If a quorum is not present thirty (30) minutes after the time appointed for the meeting, then the 
meeting will stand adjourned to a date to be fixed by the Chair, or until the next scheduled 
meeting. The Secretary Treasurer or recorder will record the names of the Trustees or 
Committee members present at the expiration of the thirty minutes. 

6 Electronic Participation in Meetings 
6.1 To ensure quorum is achievable, electronic participation in Board, Committee of the Whole, and 

Advisory Committee meetings will be supported when voting and non-voting members are 
unable to attend in person. 

6.2 When required, any meeting may be held entirely through electronic means. 
6.3 Electronic participation includes telephone, video, audio, or other electronic conferencing 

devices. 
6.4 All meeting participants joining a meeting through electronic means must provide their first and 

last name.  Participants joining an electronic meeting that do not provide their first and last name 
will be removed from the meeting. 

7 Rules of Order 
7.1 In all meetings of the Board, this policy governs points of order and procedures not provided for 

or specified by the School Act. Where there is an inconsistency, the School Act will apply. For 
situations not addressed by the School Act or policy, ‘Robert’s Rules of Order’ will prevail. 

8 Motions 
8.1 Notice of Motion 

8.1.1 The notice of motion serves to put an item on the Agenda of the next or a future Regular 
meeting and gives notice to all Trustees of the item to be discussed. A notice of motion 
is not debatable and may not be voted on. 

8.2 General 

8.2.1 Before a motion is made, information or rationale may be presented or included on the 
agenda, and Trustees will be provided the opportunity to ask questions for clarification. 

8.2.2 All matters for decisions will be by a motion that has been moved and seconded before 
debating.  

http://www.bced.gov.bc.ca/legislation/schoollaw/revisedstatutescontents.pdf
http://www.bced.gov.bc.ca/legislation/schoollaw/revisedstatutescontents.pdf
http://www.bced.gov.bc.ca/legislation/schoollaw/revisedstatutescontents.pdf
http://www.robertsrules.com/
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8.2.3 All comments and discussion are to be addressed to the meeting Chair.  
8.2.4 Motions are to be phrased in a clear and concise manner to express an opinion or to 

achieve a result. A preamble does not form part of a resolution.  
8.2.5 The Chair or recording secretary may request that the mover put the motion in writing. 
8.2.6 The meeting Chair may divide a motion containing more than one subject if the Chair 

believes this would produce a fairer or clearer result.  The divided motion will be voted 
on in the form in which it is divided. 

8.2.7 A motion to table is not debatable other than as to propriety. There is no set time limit.  
8.2.8 A motion to postpone is debatable. It can be postponed indefinitely or to a certain time. 
8.2.9 Before the motion is stated by the Chair, a motion may be withdrawn or modified by the 

mover without the consent of anyone. Once the motion has been stated by the Chair, it 
belongs to the assembly and a majority vote is needed to withdrawal the motion. 

8.2.10 An amendment to a motion does not require notice. Only one amendment to an 
amendment will be allowed.  The amending motion must be dealt with before the original 
amendment is decided. An amendment may not change the intent of the original motion. 

8.2.11 All motions to amend Board policy will be submitted in writing to the Secretary Treasurer 
and presented to the Board at the Regular meeting immediately preceding the meeting 
at which they are to be discussed (Notice of Motion). The written Notice of Motion to 
amend Board policy will contain the proposed action and rationale.  

8.3 Reconsideration and rescinding 

8.3.1 No motion other than to postpone consideration of a question, or a procedural motion, 
will be repeated during the school year (July to June) except by the reconsideration or 
rescinding process. 

8.3.2 A motion to reconsider cannot be applied to an action that cannot be reversed; for 
example, entering into a contract. 

8.3.3 A motion to reconsider a motion must be made within thirty (30) days of the original 
motion being voted upon and by a member who voted on the prevailing side.  

8.3.4 No motion can be reconsidered twice in a school year.  
8.3.5 A motion to rescind will be considered only if a notice has been given at the previous 

meeting or in the call for the present meeting. A motion to rescind may be moved by any 
Trustee, regardless of the original vote. 

9 Debate 
9.1 Debate must be strictly relevant to the motion. 
9.2 No person will speak until recognized by the Chair. 
9.3 A motion must be made by a Trustee who has the floor while no question on a motion is pending. 

The maker of the motion, if desired, may speak first. 
9.4 No Trustee will speak for a period in excess of five (5) minutes at one time.   
9.5 Subject to the discretion of the Chair, no person will speak to a motion more than twice unless 

a motion to extend the debate is carried, except the mover of the motion who will have the right 
to reply after all Trustees who wish to speak have spoken.  
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9.6 No Trustee will interrupt another Trustee who has the floor except to raise a point of order or a 
point of privilege. 

9.7 A point of order, a matter dealing with the process or rule of debate, will be dealt with and 
resolved before resuming the debate. 

9.8 A matter of privilege, a matter dealing with the rights or interests of the Board as a whole or of 
a Trustee personally, may be raised at any time and will be dealt with before resuming business. 

9.9 Debate may be closed by a motion to end debate. The motion must be seconded, it is not 
debatable, and it must be passed by a minimum two-thirds (2/3) majority vote. 

10 Voting 
10.1 No decision of the Board will be valid or binding unless voted on during a Regular, Closed, or 

Special Board meeting. 

10.2 All Trustees present at a meeting are expected to vote; although, a Trustee must abstain from 
voting if they have a conflict of interest by reason of having a direct pecuniary interest in a vote 
(School Act, Section 58). A Trustee may also abstain from voting if the Trustee states at the 
meeting the reasons prior to a vote being taken. 

10.3 Voting will be conducted by a show of hands. Only the results will be recorded unless a Trustee 
requests that names be recorded. If a record of names is requested, only negative votes and 
abstentions will be recorded. Upon request, where a conflict exists, the reason(s) for an 
abstention will be recorded. 

10.4 All questions will be decided by a majority of the votes of the Trustees present and voting except 
as otherwise provided by this policy or the School Act. 

10.5 In the case of a tie vote for and against a motion, the motion fails. 
10.6 Where an interpretation is required, the question on the motion will be postponed until the 

following meeting or, if emergent, to the end of the meeting to allow staff to research the 
appropriate interpretation based on ‘Robert's Rules of Order’. The resulting interpretation may 
require a change to this policy and, if so, this will be done by notice of motion. A notice of motion 
to update this policy will be made subsequent to the question at hand being dealt with. 

11 Public Participation 
11.1 Delegations 

11.1.1 At the sole discretion of the Board, an individual or a group may make a representation 
or delegation on any subject pertinent to Board business, provided all information has 
been provided to the Board prior to the meeting, and the item has been placed on an 
Agenda. 

11.1.2 Requests to present will be made in writing to the Secretary Treasurer or designate 
seven (7) days prior to a board meeting. In order to assist delegations with their 
presentations, “Guidelines for Delegations”, will be made available at the time the 
request to present is made. Delegations may be referred to a Committee of the Whole 
or a Closed meeting if necessary.  

11.1.3 The delegation must identify a contact and spokesperson to present the information to 
the Board. 

http://www.bclaws.ca/EPLibraries/bclaws_new/document/ID/freeside/96412_00
http://www.bced.gov.bc.ca/legislation/schoollaw/revisedstatutescontents.pdf
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11.1.4 Regular meeting delegations and presentations will be limited to ten (10) minutes.  
Information presentations greater than ten (10) minutes will be scheduled for a 
Committee of the Whole meeting.  

11.1.5 Any presentations will be taken under advisement.  The Board may take action after due 
deliberation, refer the item to the Committee of the Whole, an advisory committee, or to 
staff for review or action. 

11.1.6 At the discretion of the Board, an individual or group may appear before the Board at a 
Regular meeting without prior notice 

11.1.7 The Board or Committee reserves the right to limit the number of delegations appearing 
at a particular meeting. 

11.1.8 A delegation may be terminated if disrespectful, culturally unsafe, or if it is  being used 
to create a political platform. 

11.2 Questions 

11.2.1 Questions may be asked by members of the public and the media. 
11.2.2 Questions must relate to the Regular meeting Agenda items.  
11.2.3 The person asking the question must state their name and the organization they 

represent, if representing an organization.  
11.2.4 Questions will be restricted to questions only – statements and debate will not be 

permitted.  
11.2.5 Questions must not be used as a political platform. 
11.2.6 Questions will be limited to one (1) minute per person.  
11.2.7 At the discretion of the Board Chair: 

11.2.7.1 questions may be answered or referred to staff for review and response.   
11.2.7.2 questions may be terminated if disrespectful, culturally unsafe, or being 

used to create a political platform. 
11.2.8 The Board will not debate questions. 

11.3 Committees 

11.3.1 Committee meetings are less formal meetings designed to facilitate greater public 
participation and discussion on important issues. The meeting Chair will manage the 
conduct of the committee meetings to support public participation in the discussions. 

12 Minutes 
12.1 The Board will maintain and preserve a record of its proceedings and resolutions. The recording 

of minutes will include: 
12.1.1 Date, time and place of meeting; 

12.1.2 Type of meeting (Regular, Special, Closed, Committee of the Whole or Advisory 
Committee); 

12.1.3 Name of meeting Chair; 
12.1.4 Names of those Trustees and District Education Office staff in attendance; 



 

Mission Public Schools – Board Meeting Procedures Policy 10 

Corporate Policy  

12.1.5 Approval of preceding minutes; 
12.1.6 Resolutions, recommendations, and a brief summary of the issue; 
12.1.7 Points of order and appeals; 
12.1.8 Summary of Board liaison appointment reports;  
12.1.9 Review of committee minutes and reports; 
12.1.10 Summary of Information and Correspondence received; and 
12.1.11 Trustee declaration pursuant to section 56, 57, or 58 of the School Act. 

12.2 The minutes will: 
12.2.1 Be prepared as directed by the Secretary Treasurer; 

12.2.2 Be considered an unofficial record of proceedings until such time as adopted by a 
resolution of the Board; and 

12.2.3 Be the official and sole record of the Board’s business, upon adoption by the Board. 
12.3 The Secretary Treasurer will: 

12.3.1 Ensure, upon acceptance by the Board, that appropriate signatures are affixed to the 
concluding page of the minutes; 

12.3.2 Establish and maintain a file of all Board minutes and maintain a record of all motions. 
12.4 All committees of the Board, unless otherwise directed, will prepare and submit minutes to the 

Board. 
12.5 Upon adoption by the Board, the minutes will be open to public scrutiny at the Board office at 

all reasonable times. 
12.6 Copies of the minutes adopted by the Board will be added to the School District website. 

 
Date of Board Approval:   December 13, 2016 
Date Amended:   November 17, 2020 
    January 18, 2022 
    May 17, 2022 
    November 21, 2023 
    May 21, 2024 
 
Legal Reference:    School Act, Sections 65 – 72 
    Human Rights Code 
    Canadian Charter of Rights and Freedoms 
 
 
Cross Reference  Roberts Rules of Order 

District Administration: Equity, Diversity, and Inclusion Policy 
Governance:  Trustee Code of Ethical Conduct Policy  
Governance: Guidelines for Delegations Procedure 
Human Resources: Safe, Caring, and Respectful Workplaces Policy 
School Administration: Safe, Caring, and Respectful Schools Policy 
 

http://www.bclaws.ca/EPLibraries/bclaws_new/document/ID/freeside/96412_00

