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BOARD MINUTES 

 

 

Minutes shall be kept at all open meetings of the School Board and meetings held by 
any committee or subcommittee appointed by the School Board. 

 
A. Contents. The minutes of the meetings of the Board shall include: 

 
1. The type (regular, special, recessed, etc.), date, time, and place of meeting; 

 
2. The call to order, time, person presiding, and person's office; 

 
3. The record of the board members present or absent, including the board 

members present by electronic participation; 
 

4. A record of any corrections to the minutes of the previous meeting and the 
action approving them; 

 
5. A record of each motion placed before the Board including the member 

making the motion and member seconding, if any; 
 

6. A summary of the discussion on matters proposed, deliberated or decided; 
 

7. A record of the votes taken on any motion, including the names of each 
member casting a vote, whether such member voted aye or nay, the name of each member 
who abstains from voting and the name of each member not present at the time the vote 
was taken; and 

 
8. A record of all persons making presentations and the subject of such 

presentations shall be noted. 
 
B. Form. 

1. The minutes should contain a record of what was done at the meeting, and 
shall otherwise be brief and simple as possible. 

2. The Clerk and/or Deputy Clerk shall record the minutes of all open meetings 
of the School Board. The minutes when approved, shall be signed by the Chair and the 
Clerk. A staff designee shall record minutes of open meetings of committees or 
subcommittees, and when approved, minutes shall be signed by the chair of the committee. 
Approved minutes of all open meetings shall be posted on the LCPS website within seven 
working days of their final approval. 

 
3. The minutes shall be retained permanently and indexed for reference 

purposes. 
 

4. Written documents requiring Board action, and other voluminous written 
documents, may be made a part of the minutes by reference. When this is done, the 
documents shall be placed in the Board file as a permanent record. Resolutions, 
agreements, or similar formal documents shall be reproduced as a part of the minutes or as 
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attachments thereto. 
 

5. Minutes, including draft minutes, and all other records of open meetings, 
including audio or audio/visual records shall be deemed public records and subject to the 
Virginia Freedom of Information Act. All such records, including the minutes and draft 
minutes, must be maintained permanently, as required by the retention schedules of the 
Library of Virginia and by the Virginia Public Records Act. 

 
C. Recordings. Except when in a closed meeting, all board meetings, including 

meetings of the full board, standing, and select committees, should be electronically 
recorded. The electronic records shall be stored on the LCPS website for a period of at 
least 24 months. The recordings shall be made available for public access. Closed 
meetings shall not be recorded via audio and/or video recordings. 

 
[Former Policy 2-25] 
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Legal Ref: Code of Virginia, 1950, as amended, § 22.1-74, 22.1-77, 2.2-3707, 2.2-3712 

 
Cross Ref: Policy 2310, Committees of the Board 

http://lis.virginia.gov/cgi-bin/legp604.exe?000%2Bcod%2B22.1-74
http://lis.virginia.gov/cgi-bin/legp604.exe?000%2Bcod%2B22.1-77
http://lis.virginia.gov/cgi-bin/legp604.exe?000%2Bcod%2B2.2-3707
https://law.lis.virginia.gov/vacode/title2.2/chapter37/section2.2-3712/
https://go.boarddocs.com/vsba/loudoun/Board.nsf/goto?open&id=A3PVQU705B78

