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HOUSTON INDEPENDENT SCHOOL DISTRICT

BOARD OF TRUSTEES
OPERATING PROCEDURES

Overview

The purpose of this manual is to formalize the general practices of the Houston ISD Board of
Trustees. This document was adopted by the Board at a regularly scheduled meeting and may
be modified by a majority vote of the Board. The manual is divided into four (4) sections, Board
Relationships, Work of the Board, Board Operations, and New Board Member Orientation.

The Board’s responsibility is to define the District’s policies and goals that shall reflect the
district’s advocacy for all students. Board Members serve as advocates for all students by
providing leadership at the local, state and national level. The policies set by the Board

will ensure that the mission and goals are achieved. It is the Board’s responsibility to hire a
Superintendent, who then implements the policies and goals adopted by the Board. The Board
shall hire the Superintendent and the Chief Audit Executive and evaluate their performance
using the evaluation instruments adopted by the board. The superintendent’s evaluation

is aligned with the Board’s Continuous Improvement Process- the Lone Star Governance
Framework (See Addendum A- Superintendent Evaluation and Chief Audit Executive
Evaluation). These operating procedures will be reviewed annually by the Board.

The Houston ISD Board of Trustees began implementing the Lone Star Governance model
in 2016. These procedures align with the Texas Framework for School Board Development:
« Vision - The board ensures creation of a shared vision that promotes enhanced student achievement.
« Structure - The board provides guidance and direction for accomplishing the vision.
« Accountability - The board measures and communicates how well the vision is being accomplished.
« Advocacy - The board promotes the vision.
 Unity - The board works with the superintendent to lead the district toward the vision.

The Houston ISD Board of Education wants to recognize the Hurst-Euless-Bedford Board of

Education in this work as their board operating procedures manual served as an exemplar
reference in the creation of our customized board operating procedures manual.
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HOUSTON INDEPENDENT SCHOOL DISTRICT

BOARD RELATIONSHIPS

A. Board Members

Board Members may use mail, email, voice mail, text messaging, fax, phone, or personal contact

to communicate with each other under circumstances that do not conflict with or circumvent the
requirements of the Texas Open Meetings Act; however, Board Members shall never meet, talk, text
or e-mail in a group large enough to constitute an official meeting, typically five (5) or more or engage
in serial communications prohibited by the Texas Open Meetings Act, unless notice has been posted.
In email or text messaging, “Reply to All” should be avoided (See Addendum B- Overview of the
Texas Open Meeting Act and Addendum C- Board Member Record Retention Requirements).

B. Superintendent

1. Board Members will keep the Superintendent informed of critical or urgent concerns,
ideally within 72 hours. It is the Superintendent’s job to take action and resolve situations.
Board Members should not violate the chain of command, causing disrespect and unclear
expectations between Staff, Superintendent, and Board. Board members should directly
communicate concerns with the Superintendent and/or Chief Audit Executive.

2. The Superintendent will communicate information to all Board Members in a timely manner.

3. Information shared by Superintendent to Board in executive session will be kept confidential
until the Superintendent notifies the Board that information is public.

C. Chief Audit Executive (CAE)

Every year, trustees will have the opportunity to provide input concerning the audit plan.
The CAE will reach out to trustees individually to schedule a 1:1 meeting and, occasionally,
other members from the Audit team and external auditors may reach out to trustees to
inform risk assessments. The Audit Plan is approved by the full board annually. Should
trustees have questions or concerns outside of the scope of the audit plan, they can
directly contact the Chief Audit Executive.
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D. District Staff

1. Board Services, under the direction of the Superintendent, may provide personal
assistance and services to Board members directly related to their responsibilities
as Trustees. (See Addendum D - Policy BB Regulation)

2. Board Members are encouraged to visit with staff members and learn more about their
responsibilities with the District but are never to give staff members orders.

3. Board Members are encouraged to visit campuses while at the same time Board Members
must ensure the visits do not impede the delivery of instruction in the classroom or disrupt
the normal school environment. If a Board Member wishes to initiate a visit to a campus or
campuses, Board Members should notify the Superintendent and work with his or her designee
to schedule the visit within 5 school days of the requested visit. Board Members may also visit
campuses upon invitation from a campus principal. As a courtesy to the administration, Board
Members should notify the Superintendent, Board Services, and the Principal at least 48 hours
in advance when accepting an invitation from the campus principal.

While visiting a campus, Board Members should observe the following guidelines:

+ The Board Member will check in at the principal’s office upon arrival at the school.

« While on campus the Board Member should be escorted by a staff member designated
by the principal.

« Visits to individual classrooms during instructional time shall be permitted only with
the principal’s approval.

« Board members will not assume a supervisory role with staff or students.

+ Board members will not participate in staff activities unless specifically requested
to do so by a campus administrator.

+ Board members attending school events as private citizens (for example public events or
events for family members) should be mindful that they continue in their official role.

E. Community

Trustees are encouraged to interact with community members through community meetings.
Trustees interacting with community members may take one of the three actions to address
concerns: 1) refer the individual to the school or department so the concern can be addressed
directly with them or 2) refer the concern or complaint to Board Services to be entered as a Board
Referral or 3) ask Board Services to enter the concern or complaint as a Superintendent Referral.

The differences between a Board and a Superintendent referral is who is included in the response.
In a Board referral both the individual with the concern and all the trustees receive notification of
closure along with the response. In a Superintendent referral, the communication or resolution

is with the individual bringing forth the concern. With this in mind, it is best practice to assign
parent, student, employee and community concerns as Superintendent referrals and reserve
Board referrals for trustees.

Board Referral: A Board referral is any verbal or written communication received from a

Board member requesting information or resolution of an issue. Referrals may be the result
of questions or concerns from parents, employees, and community members and may
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include complaints, grievances, or dissatisfaction with the District, its services, practices,
programs, or employees. Since referrals are designed to show resolution, trustees should
request board referrals when they would like to see how an issue was resolved, and send a
superintendent referral, when they are alerting administration to a concern. The director
of Board Services, assigns the referral to the appropriate direct report to the Superintendent.
The direct report to the Superintendent must forward a written response to the director,
Board Services, or designee via hard copy or electronic mail within ten working days of
receipt of the referral. The director, Board Services, provides Board members with a weekly
report concerning the status of referrals. (See Board Regulation BBE2.)

Superintendent Referrals: A Superintendent referral is any written communication received
from a parent or community member requesting information or resolution of an issue and
may include complaints or dissatisfaction with the District, its services, practices, programs,
or employees. The Chief of Staff assigns the referral to the appropriate direct report to

the Superintendent. The direct report to the Superintendent must address the request or
concern within ten working days of receipt of the referral. After the request or concern is
addressed, the direct report to the Superintendent records all information and action taken
on the referral before it is closed.

The following flowcharts illustrate these processes.

REFERRAL PROCESS

SUPERINTENDENT
REFERRAL PROCESS

BOARD REFERRAL PROCESS

STEP 1 STEP 1

— Trustee receives referral

or places request

=== | Superintendent or designee

receives referral or request

STEP 2
Board Services receives
referral or request

STEP 3
Referral is entered
for tracking

STEP 2
Chief of Staff Office receives
referral or request

STEP 4
Referral assigned to
Administration (Chief)

STEP 3
Referral is entered
for tracking

STEP 5
Chief or designee provides
response within 10 days

STEP 4
Referral assigned to
Administration (Chief)

STEP 6
Board Services
communicates with Trustee
and/or constituent/parent,
if applicable

STEP 5
Chief or designee provides
response within 10 days

STEP 6
Chief or designee
communicates with
constituent/parent
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F. Other Elected Officials and Advocacy

Relationships with other elected officials are critical to ensure the School District can achieve
all its goals. Board Members are encouraged to meet with and visit City Council members and
State Legislators. Annually, the Board of Trustees should invite City Council members,

City of Houston Director of Education, and Legislators to a Community forum to discuss
education policy and other issues that affect the School District (For recommended
communication scripts see Addendum E- Communication Scripts).

G. Board Concerns

Board Members are expected to conduct themselves in a professional manner when
representing the district, treating all parties with dignity and respect. It is important to note,
as an elected official there are few moments when the public will not associate your personal
behavior with behavior representing the district. Should issues occur with inappropriate
behavior of a board member, the following guideline is available.

1. If a Board Member is concerned that another Board Member has violated the Board Member
Ethics (See Addendum F- HISD Policy BBF Local- Board Member Ethics), Rules of Order for
Board Meetings, and/or any of the Board’s Operating Procedures, it is the responsibility of
the concerned Board Member to discuss the alleged violation with the other Board Member
in private prior to taking any other action, unless the nature of the allegation requires
immediate escalation to the Board President.

2. If, after the concerned Board Member has privately discussed the alleged violation with the
other Board Member, the concerned Board Member may request a conference with the Board
President and alleged Board Member. If the Board President is involved in the allegation, the
concerned Board Member may instead make the request to the Board First Vice President or
the next most senior Board Member not involved in the allegation.

3. The Board Members involved will conference to discuss the alleged violation, [unless it
would constitute a quorum of the Board, in which case the issue will be posted for discussion
at a specially called meeting or the next regularly scheduled meeting of the Board].

All parties are strongly encouraged not to allow any further escalation of these procedures.

If, after the conference, the concerned Board Member remains unsatisfied that the alleged
violation has been addressed, the Board President will allow time for discussion during
executive session at the next scheduled meeting. If, after the executive session discussion,
the Board determines that additional consideration of the alleged violation is warranted,
the Board President may call upon Board Counsel or external legal advisor to investigate
the nature of the allegations. Once findings are determined results of the investigation
will be presented during a future closed session of the Board.
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H. Social Media

1. Board Members who participate in social media such as, but not limited to, Facebook,
LinkedIn, Instagram, or Twitter should be careful to avoid online conversations that
could be construed as speaking for the Board or constituting an online Board meeting.

2. In using social media to communicate about school district business, a school board
member should:

« Clarify that he or she is communicating as an individual member of the board, and not
an official district spokesperson.

« Avoid deliberating school district business with a quorum of the board. In addition to the
risk of violating the Open Meetings Act, such communications undermine good working
relationships and the purpose of open meetings.

+ Direct complaints or concerns presented online to the appropriate administrator.

« Avoid posting content that indicates you have already formed an opinion on pending matters.

+ Ask for community input to be provided through appropriate channels, but not allow the
social network to direct his or her decisions as a trustee.

« Post only content that the district has already released to the public. A person commits
an offense if the person distributes information considered confidential by law.

« When attempting to restate what happened at a previous board meeting, clarify that
the posting is not an official record of the board meeting and share information only
from the open portions of the meeting.

« Conduct himself or herself online in a manner that reflects well on the district;
avoid posting information that has not been verified and made public by the district;
and never post anonymously about school business.

« Immediately report harassing or defamatory communications to the superintendent if
they involve school officials, staff, students, or district business.

+ Retain electronic records—including your own posts and content others post to your
account—when required to do so by the district’s records retention policy.

+ Immediately report to the district any potential security breach if you lose control
or possession of a district-issued or personal electronic device on which confidential
district records could be accessed.

« Comply with the district’s acceptable use policy when using district-issued devices
or technology resources, including district Internet access on a personal device.

3. The Board President shall act as the official spokesman for the Board to the media concerning
board actions. Other Board Members may speak to the media, but all remarks should be
clarified as their personal opinion. A board member who chooses to speak to the media should
clarify at the beginning of the statement or interview that the member is speaking only as an
individual and not as an authorized representative of the Board of Trustees.
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WORK OF THE BOARD

A. Meetings

a. During the course of board work several types of meetings may occur:

« Regular Meetings- The Board of Trustees usually takes action and conducts student
outcome goal monitoring during Regular Meetings. Community members may register
to address the board at Regular Meetings.

Agenda Review Meetings- At agenda review meetings, the Board of Trustees may discuss
or ask questions about regular meeting agenda items and may conduct student outcome
goal monitoring. Community members may register to address the board regarding
posted agenda items at Agenda Review Meetings.

Board Retreats- Board Retreats bring the board together periodically to engage in

(1) team building, (2) board training, and (3) deep dives into student outcome goals.
Special Meetings-The Board President shall call special meetings at the Board President’s
discretion or on request by three members of the Board. Special meetings include but are
not limited to Hearings and Workshops. Hearings are usually held on the third Thursday
of each month beginning at 8:30am.

Emergency Meetings -An emergency meeting may be called only if immediate action is
required of a governmental body because of an imminent threat to public health and safety;
or a reasonably unforeseeable situation. (Texas Government Code, Section 551.045)
Hearing Meetings- Hearing Meetings are held on the third Thursday of each month in the
Board Auditorium. Hearings include student and employee grievances, student expulsion
hearings, and employee separations (non-renewals and terminations). All nonstudent
hearings are open to the public unless otherwise requested by the parties being grieved.
Ordinarily, all student hearings are closed to the public unless otherwise requested by
the parent or legal guardian. Hearing transcripts are prepared by Board Services in
conjunction with Employee Relations.

The Board will meet the first Thursday of the month for an Agenda Review and the second
Thursday of the month to hold the Regular Board Public Meeting to conduct the business of
the Board which includes discussing student outcome data, providing committee reports,
discussing and voting upon other trustee and superintendent items/reports and items
requiring approval from the board in order to ensure the business of the District continues.
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The start time of the meeting will be determined by the Board. The meeting date may be
changed if voted on by the board (See Board Policies BE, BEC, and BED). No regular meetings
of the board will be scheduled in July as outlined in BE (Local). In an effort to celebrate
achievements across HISD over the course of the scholastic year, each trustee is assigned

a month to celebrate accomplishments. Trustees may use three (3) minutes during a Board
Meeting to announce an identified achievement during their assigned month. The Board
recognizes by proclamation the following months:

« February: Black History Month

« April: National Arab American Heritage Month

« May: Asian and Pacific Islander Heritage Month

« June: PRIDE Month

« September 15-October 15: Hispanic Heritage Month
+ November: Native American Heritage Month

B. Developing Board Meeting Agendas

+ The meeting agenda is the vehicle through which the Board informs the community of
the items it will be discussing at the meeting so that members of the public can decide
if they wish to be present for the meeting. As a consequence and given the complexity of
District business in an organization of the District’s size, preparation of the agenda must
be carefully planned, following regular protocols in its construction and posting.

*The Board adheres to the following with regard to its agendas (See Addendum G- Board
Agenda Development Calendar):

>For each Regular Meeting, the administration will prepare a Q&A Document providing
answers to board member questions about agenda items. The Q&A Document will be
posted publicly online.

> In consultation with the Board President, the Superintendent shall prepare the agenda
for all Board meetings. The board president shall ensure all board members are notified
as to any agenda items he or she withdrew, at the time of the withdrawal request and
no later than 24 hours prior to the meeting posting, to allow adequate time for board
members to respond to withdrawn items.

« In reviewing the agenda before posting, the president shall ensure that any topics the
board, or at least three members of the board, have requested to be addressed are either on
the agenda for the first regular meeting that is at least seven calendar days after the date
the president receives the request, or on the agenda for a special or emergency meeting if
the president determines that the item requires immediate consideration and should be
communicated to the public in accordance with state law, Government Code 551.043(b).

« The deadline for submission of proposed agenda items to the Office of Board Services
for inclusion on an upcoming agenda is 5:00 p.m. 17 calendar days before the Regular
Meeting, unless circumstances (such as a holiday) make that date unavailable. To
document a request to add an agenda item, three board members should send a written
request to the Board President, while copying Board Counsel and the Chief of Staff, in
accordance to the time specifications outlined above. Any items not provided in full with
all attachments present to the board of trustees at least 16 days in advance of a Regular
Meeting are moved to the following month’s agenda.
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+ The superintendent or designee will ensure that all necessary information is supplied to
each board member to allow for informed discussion. It is the responsibility of each board
member to review this information in advance and to prepare for meetings.

+ Once the agenda is available, trustees should submit questions about agenda items for
administrative response in a Q&A Document to the Chief of Staff. At Agenda Review,
trustees may request clarification to these answers or engage in further discussion on an
item. Immediately following Agenda Review, trustees may submit additional questions
for response in an updated to the Q&A Document. Questions submitted through the
Q&A process should be focused on helping trustees make a decision about how to vote on
agenda items. Other questions should be submitted through the regular referral process.

The agenda will be posted for public information in accordance with Texas law.

1. Some items are restricted from the agenda as per Texas Education Code and may only be
considered in Executive Session.

2. All Board meetings will observe Robert’s Rules of Order; Newly Revised Edition- except
as otherwise provided in board procedural rules or law.

3. If a special committee is formed, oral reports will be presented at the Regular Board Meeting
and a written account filed in the Regular Board Meeting minutes.

4. All Board Members have an equal vote on all action items. In the case of a tie vote, the item fails.

5. Community Members may address the Board at Agenda Reviews and Regular Board Meetings.
Community members may address agenda items during both agenda reviews and regular
board meetings. During hearing of the community, which is held at regular board meetings,
non-agenda items addressed. During these sections of the agenda the Board is assembled
only to gather input from community members and not respond to concerns or suggestions;
however the Board can only offer factual information, quote Board policy. Speakers will be
limited to two (2) minutes and time may be adjusted by the Board President based upon the
number of requests to address the board (See Board Policy BE Local and Regulation).

C. Committees/Appointments

1. Board work shall be done as a committee of the whole. However, from time to time, that
work might be more efficiently prepared through an ad hoc or special committee. Ad
Hoc/Special committees will be assigned as needed by the board president or board. The
assignments will include a specific scope of work and deliverable, as well as a deadline by
which that deliverable will be provided to the full board at a regular board meeting. The
committee shall select an ad hoc committee chair to oversee the work and ensure it meets
the timeline given. Notice of ad hoc committee meetings shall be publicly posted on the
District’s website. Meeting minutes shall be prepared and approved for the record by the
committee and posted on the District’s website. An ad hoc committee will be discontinued
when the deadline for that ad hoc committee has been met or upon vote of the Board. Ad
hoc committees do not have decision-making authority and will not take on additional work
beyond what was originally outlined.
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Board committees currently in place are the legislative and the audit committees. The Board
Legislative Committee chairperson shall have the responsibility of being the liaison between
the Board and local, regional, state, and federal government bodies.

Audit Committee Meetings- Audit Committee Meetings are scheduled by the Chair of the
Committee. Notice of Audit Committee Meetings shall be publicly posted on the District’s
website. The Chair will establish the agenda for Audit Committee meetings in consultation
with Audit Committee members, senior management, and the Chief Audit Executive.
Meeting agendas will be provided in advance to members, along with appropriate briefing
materials. The committee will invite members of management, auditors or others to attend
meetings and provide pertinent information, as necessary. A portion of each meeting shall
be set aside for a private session with the independent and/or internal auditors for items
that fall within the executive session provisions of the Texas Open Meetings Act. Minutes
will be prepared and approved for the record for the open session portion of the meeting,
and a certified agenda shall be prepared for the executive session portion of the meeting.
When requested, the Chief Audit Executive will facilitate and coordinate meetings as well as
provide ancillary support to the committee, as time and resources permit.

2. Internal and External Organizations- Trustees also serve on, or appoint community
members to serve on, several internal and external organizations for the purpose of
representing the interests of the Houston Independent School District. These organizations
range from professional organizations to joint projects with other governmental entities.

A listing of external and internal organizations on which board members or community
members serve on the District’s behalf, along with the selection process for those
organizations, follows on the two charts below:
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APPOINTMENTS BY HISD TRUSTEES TO EXTERNAL AND INTERNAL ORGANIZATIONS'

Tax Increment
Reinvestment Zones
(TIRZs)

by a City or County to attract
new investment in an area.
These zones help finance costs
of redevelopment and promote
growth in areas that would
otherwise not attract sufficient
market development in a timely
manner.

Each school district, county, or
city, other than the city or county
that created the zone, that levies
taxes on real property in the

zone may appoint one member of
the board if the school dis-trict,
county, or city has ap-proved the
payment of all or part of the tax
increment produced by the unit
into the tax increment fund.

HISD currently participates in 12
zones.

« TIRZ 1 (St. George Place) -Term Expires
December 2020 (Trustee District 7)

« TIRZ 2 (Midtown) — Term Expires
December 2019 (Trustee District 4)

« TIRZ 3 (Main St/Market Square) - Term
Expires December 2020 (Trustee District 8)

« TIRZ 7 (OST/Almeda Corridor) - Term
Expires May 2020 (Trustee District 4)

« TIRZ 8 (Gulfgate) - Term Expires December
2020 (Trustee District 3)

« TIRZ 9 (South Post Oak) - Term Expires
December 2020 (Trustee District 9)

« TIRZ 12 (City Park) — Term Expires
December 2021 (Trustee District 7)

« TIRZ 13 (Old Sixth Ward) -Term Expires
December 2019 (Trustee District 8)

« TIRZ 14 (Fourth Ward) — Term Expires June
2018 (Trustee District 8)

+ TIRZ 15 (East Downtown) -Term Expires
July 2020 (Trustee District 8)

+ TIRZ 16 (Uptown) - Term Expires July 2020
(Trustee District 7)

« TIRZ 18 (Fifth Ward) -Term Expires July
2022 (Trustee District 2)

ORGANIZATION PURPOSE LENGTH OF TERM HISD
APPOINTMENT
METHOD
City of Houston TIRZs are special zones created Two-Year Terms Recommendation

of Trustee whose
geographic district the
TIRZ primarily falls in.

Houston Land
Bank or LARA [The
Land Assemblage
Redevelopment
Authority]

Organized to assist the City of
Houston with the acquisition,
management, marketing,
redevelopment, and disposition
of properties acquired by the
City through foreclosure due to
delinquent taxes.

Two-Year Terms

Positions 8, 9 and 10 on the Board - Term
Expires December 2020

Recommendation

of Trustee whose
geographic district the
HLB project(s) is in.
HLB properties within
HISD are currently
primarily located in
Trustee Districts 2
and 4.

This chart outlines the Board process for selecting community members for service on external organizations.
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APPOINTMENTS OF HISD TRUSTEES TO EXTERNAL ORGANIZATIONS?

ORGANIZATION LENGTH OF TERM HISD APPOINTMENT
METHOD
Harris County Appraisal Two Years Board President Recommendation?
District (HCAD)
TASB Board of Directors Three Years Board President Recommendation
TASB Delegate Not stated in bylaws — appears to be at discretion of Board President Recommendation
member district.

TASB Alternate Not stated in bylaws — appears to be at discretion of Board President Recommendation

member district.

Gulf Coast Area Assn of School
Boards

Member - appears to be at discretion of member district
Officer - one year

Board President Recommendation

Mexican-American School
Board Assn Board of Directors

Two years (unless elected as Director for another region,
in which case, one year)

Board President Recommendation

Council of Great City Schools

Undefined - Appears to be at the discretion of the
member district.

Board President Recommendation

HISD Foundation One year Board President Recommendation
HISD Public Facility This is 3-member board. The term is three years. Board President Recommendation
Corporation

HISD School Safety and Security
Committee

Two years

State law provides that the Board President and
one other board member shall be members of the
Committee. See TEX. EDUC. CODE § 37.109

Board President Recommendation

2The chart outlines the Board process for selecting Board Members to serve on external/internal organizations.
3Selections are made/renewed annually in January/February following reorganization of the Board. The newly installed
Board President makes the nominations for approval by the Board.

D. Hiring and Evaluating the Superintendent

Note that this section will be revised and will reflect updated policy regarding the
superintendent evaluation process.

1. Hiring the superintendent is one of the primary duties of the board and is conducted
in accordance to state law.

2. Evaluating the Superintendent- (See Addendum A- Superintendent Evaluation)-

a. Because Superintendent performance is considered indistinguishable from school system
performance, the Superintendent’s evaluation is simply the amalgam of all monthly
monitoring reports. A student outcome goal or constraint is considered met if:

> the goal/constraint actual results meet or exceed the targets or

> at least two thirds of the respective goal progress measure (GPM) / constraint progress
measure (CPM) actual results meet or exceed the targets.

> Overall Superintendent performance is met if at least 75% of the goals and
constraints are met.
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b. On an annual basis, the Board of Trustees will conduct a review of the Superintendent’s
performance using the Lone Star Governance evaluation instrument and a qualitive
survey tool. The superintendent’s evaluation ratings shall be based solely on performance
on the evaluation instrument. The survey scores will be used to provide feedback to
the Superintendent during the summative conference but shall not count towards the
superintendent’s evaluation ratings.

c. The Lone Star Governance evaluation instrument assesses the Superintendent’s
performance on District goals and constraints. The Superintendent’s performance on
District goals shall constitute at least fifty percent of the summative evaluation rating
under the Lone Star Governance system.

d. The following process and timeline shall be used to evaluate the Superintendent’s
performance:

e. Superintendent Evaluation Pre-Conference (Beginning-of-the-Year):

The Board President shall:
> Ensure the September Beginning of the Year Conference has been calendared
> Ensure that Board members and the Superintendent discuss the evaluation metrics and
evaluation goals and constraints at the conference.

f. Middle-of-the-Year Conference- The Board President shall:

> Ensure the March Middle of the Year Conference has been calendared.

> Ensure that the date affords the Superintendent sufficient time to gather the data and
present findings during executive closed session.

> Ensure that the Board and the Superintendent discuss goal and constraint progress at
the conference.

g. Summative Conference (End-of the-Year)- The Board President shall:

> Ensure the September Summative Conference has been calendared.

> Ensure that the date affords the Superintendent sufficient time to gather the data and
present findings during executive closed session.

> Ensure that board members and the Superintendent complete the evaluation tool
and the survey.

h. At the summative conference, Board Members will review Superintendent evaluation data,
without the superintendent present, during in Executive Session.

i. When the evaluation review is completed, the Board President will bring the
Superintendent into the session and address the evaluation. Board members will decide on
questions and structure of the Summative conversation This conversation will afford the
Superintendent the opportunity to respond to any Board Member concerns or address any
Board Member questions.

j. The Board will return to Open Session to vote on the superintendent’s evaluation.

k. The completed, dated evaluation will be signed by all the Board Trustees and the
Superintendent.

1. As part of the summative process, the Board will also make a recommendation regarding
any raise deemed appropriate for the Superintendent, considering the Superintendent’s
performance, the District’s financial condition, and the raises being recommended for
other staff. The Board may also recommend extension of the Superintendent’s contract.
Though proposed changes may be discussed in Executive Session, the Board must make
any motions and take any votes regarding these changes in Open Session (See Board
Policy BJCD Legal, Local and Exhibit).
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E. Approving the District Budget

The Board of Trustees is responsible for approving the Annual Budget for the District aligned
to the Lone Star Governance Framework by June 30. Trustees are responsible for adopting

a budget that aligns to board goals and constraints. The superintendent shall illustrate how
budgetary resources are allocated to achieve the board adopted goals and constraints.

This can occur through budget workshops, board meeting presentations or budget memos.

Trustees are encouraged to attend budget training provided by external resources such
as TASB and review “B” and “C” series policies related to school board budgets.

F. Board’s Responsibility Regarding Policy Review

The District’s policy manual is organized into seven sections, each devoted to a separate
area of District governance:

A — Basic District Foundations

B — Local Governance

C — Business and Support Services

D — Personnel

E — Instruction

F — Students

G — Community and Governmental Relations

Each policy in the manual is assigned an alphabetical code consisting of two to four letters.
The first letter is always the letter of the governance section the policy falls under. Legally
referenced “(LEGAL)” policies track the language of the U.S. and Texas Constitutions;
federal and state statutes, including the Texas Education Code; attorney general opinions;
the Texas Administrative Code, including Commissioner’s and State Board of Education
rules; and other sources of authority defining the legal context for local school

district governance and management.

All legally referenced policies have the designation “(LEGAL)” in the upper right corner
of each page directly below the alphabetical code, and again in the lower left corner.

Legal policies are NOT adopted by the Board. These documents are snapshots of often rapidly
evolving law and are intended to inform decision-makers, and others, of the legal context in
which a school district conducts business. Some lag will occur between the enactment of new
law and its reflection in the manual. Current law will supersede any out-of-date (LEGAL) policy
as outlined in Board Policy BF(LOCAL).

Local policies are identified by the designation (LOCAL) directly below the alphabetical code,
in the upper right corner of each page and again in the lower left corner. Local policies that are
preceded by a (LEGAL) policy in the same code generally expand on, or qualify the directives
or options provided in the associated legal policy. Other (LOCAL) policies stand alone,
reflecting the Board’s intentions in areas not otherwise addressed by law.
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Administrative Regulations assist in implementation of policy and are developed by

the administration. These documents are identified by the designation (REGULATION)
directly below the code in the upper right corner. Regulations are not adopted by the Board.
Regulations can provide detailed guidelines, descriptions, practices, and/or procedures

for district operation.

Exhibits can be forms to be completed by district students, parents, staff or the public;

or charts, tables, or illustrations that accompany policies or regulations. Some exhibits are
promulgated by legal authority. While not adopted by the Board, they are included in the
district’s policy manual to assist in the implementation of policy. Exhibits have the designation
(EXHIBIT) directly below the code, in the upper right corner. Multiple exhibits under the same
code are usually preceded by a cover page listing the various exhibits.

The usual sequence of materials, should all four documents be found at a given code, is
(LEGAL), followed by (LOCAL), followed by (REGULATION), and then by (EXHIBIT).

HISD subscribes to the policy services offered by the Texas Association of School Boards
(TASB). This service provides the district with at least quarterly updates of recommended legal
policy changes based on the changes in laws in regulations.

In addition, the Board shall encourage the superintendent to authorize a formal review of district
policies every five (5) years to identify outdated policies or policies which have been transcended
by newer policies. This may be done in an established process which cycles through the policies
so that different sections are up for review at different times in whatever manner seems to be
most efficient for the administration. Board members who note needed changes in policies based
on actual practice should bring those items to the administration’s attention (See Board Policy
A18 Legal).

G. Board Goals, Superintendent Goal Progress Measures, Superintendent
Constraints, Superintendent Constraint Progress Measures, and
Board Self- Constraints

a. Utilizing the Lone Star Governance Framework, the board will adopt no less than
three and no more than five Student Outcome Goals. Goals are intended to provide
the superintendent with the vision and values representing the community in terms of
student outcomes. Each goal will identify the population, measurement tool, the baseline,
the target, the deadline as well as annual targets for the duration of the goal. The board
will also identify annual targets and deadline targets for all subpopulations applicable to
the goal. It is recommended the board goals last no more than a five-year period.

b. To assist the superintendent in the operational management of the district while working to
achieve the Board outcome goals, Board Members will develop one to three Superintendent
constraints outlining specifically what the board does not want to allow to happen during
the implementation process. Superintendent constraints are written as:

« The Superintendent shall not..........
« The superintendent will develop constraint progress measures and report to the board
progress for each a minimum of one time per year.
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c. Finally, Board members will also develop (a minimum of one not more than three) Board
Self- Constraints. These constraints goals will align with the board goals and will be
written in a format similar to that of Superintendent Constraint:

+ The board shall not.......

+ Board Self-Constraints will be reviewed annually,
prior to the Superintendent’s summative evaluation.

d. To provide feedback regularly to the board towards the superintendents’ progress
in achieving the board student outcome goals and superintendent constraints, the
superintendent will:

« Develop one to three Goal Progress Measures for each Board Student Outcome Goal
and one to Three Constraint progress Measures for each Board Constraint. Both
progress measures must include the population, measurement tool, baseline, target,
and deadline. The Superintendent will also identify annual targets and deadline
targets for all subpopulations applicable to the goal or constraint.

« Develop a 3-5-year monitoring calendar to inform the board which months the
superintendent will report their progress for each goal, constraint, goal progress
measure, constraint progress measures, as well as board self-evaluation timelines, and
superintendent evaluation timelines (See Addendum G- Sample Monitoring Calendar
and Monitoring Report).

« Develop a systematic monitoring report showing the following
(See Addendum H- Sample Monitoring Calendar and Monitoring Report):

> The goal or constraint being monitored
> The Goal Progress Measure or Constraint Progress Measure being monitored to include:
- previous three reporting periods,
- the current reporting period,
- annual targets and
- deadline target.
> Superintendents evaluation of each goal and constraint progress measure, and
> Superintendent next steps
(See Board Policy AE Local)

Emergency/Crisis Constraints
During an emergency or crisis resulting in the disruption of normal operations of the district
(over a three-month period), the board may:

« Suspend all operations related to the developed Student Outcome Goals, progress
monitoring calendar, and reports.

+ Develop emergency constraints to guide the superintendent and the superintendent may
develop and report on emergency progress measures.

« In the event regular progress monitoring is suspended, the board will set up a meeting with
the Superintendent within 30 days to discuss student data, the impact on the evaluation,
and how the emergency goals and constraints will be weighed in the Superintendent’s
Evaluation Tool.

19 | Board Operating Procedures



HOUSTON INDEPENDENT SCHOOL DISTRICT

H. Board Member Training

All board members must annually satisfy the training requirements required by the State of
Texas. These requirements are outlined in Board Policy BBD (Legal) (See Addendum I- Board
Member Training)

Additionally, the entire Board, including all Board members, must participate with the
Superintendent in team-building sessions as follows:
« Annually in January, or no later than the second regular Board meeting of the calendar year;
« Within 30 days of any change in Board membership or hiring a new Superintendent; and
« At any time determined by the Board.

The annual January team-building session must be:
1. Facilitated by a regional education service center or any registered provider; and
2. At least three hours in length, as provided by state law. [See BBD (LEGAL)]

The Board shall annually assess the need for additional teambuilding sessions at the first team-
building session of the calendar year and prepare a calendar of sessions based on this assessment.
Team-building sessions occur at special board meetings designated for that purpose.

In addition to the continuing education required by the State of Texas, new board members will
attend required training on the Lone Star Governance Continuous Improvement Framework.

The cost of the training of the Board will follow the guidelines detailed under Board
Operations, “D”, Board Budget, in this manual.

All Board Members while attending HISD reimbursed/paid conferences or training sessions are
encouraged to attend as many of the available continuing education opportunities as possible
(See Board Policy BBD Legal, Local and Exhibit).
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Regularly occurring training opportunities available for board members include:

MONTH EVENT WEBSITE
JANUARY
FEBRUARY Mexican American School https://masbatx.org/
Boards Association (MASBA) https://www.tabse.net/
Texas Association of Black
School Educators (TABSE)
MARCH
APRIL National School Board https://www.nsba.org/
Association (NSBA) https://www.nsba.org/Events/
Council of Urban Boards of CUBE-Annual-Conference
Education (CUBE)
National Association of Black https://www.nabse.org/
School Educators (NABSE)
MAY
JUNE Texas Association of School https://www.tasb.org/
Boards (TASB) Summer
Leadership Institute
JUNE
JULY
AUGUST
SEPTEMBER
OCTOBER Gulf Coast Association of School | https://www.cges.org/
Boards (GCASB) domain/16
Texas Association of School https://www.tasb.org/
Board (TASB) home.aspx
Council of Great City
Schools (CGCS) https://www.cges.org/
NOVEMBER
AS SCHEDULED | Center for Reform of School http://crss.org/
Systems (CRSS)
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BOARD OPERATIONS

A. Board Member Officer Elections

At the first regular meeting each January, the Board shall reorganize, electing its officers for one-year
terms. The officers of the Board consist of a President, a First Vice President, a Second Vice President,
a Secretary, and an Assistant Secretary who shall be members of the Board. Officers shall be elected
by majority vote of the members present and voting at the meeting. A vacancy among officers of the
Board shall be filled by majority action of the Board. Board officers shall serve for a term of one year
or until a successor is elected. Officers may succeed themselves in office. Each officer shall perform
any legal duties of the office and other duties as required by action of the Board.

Election of Board Officers is governed by Board Policies BDAA (Legal) and BDAA (Local), and shall
adhere to the following process:

+ The January Board Meeting will include a provision during executive/closed session for
the purpose of reconstituting the officers of the Board.

« During the executive/closed session, the Board will deliberate the duties and qualifications
of the board officer positions. At this time, board members can express their interest to
serve in an officer position.

« When reconvened in open session, in compliance with the Texas Open Meetings Act, the Board
President will entertain nominations of members for officers. A nomination requires a second.
The Board will vote for each office in turn, beginning with the Board President. If there is more
than one nominee for a position, candidates will be voted on in the order of their nomination.

+ The current Board President will preside over the election of the Board President.
Following the election of the Board President, the newly elected Board President will
officiate the election process for the remaining officer positions.

+ Newly elected officers will assume responsibility for their office immediately upon
election to the Board Office (See Board Policy BDAA Legal and Local).
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B. Role and Authority of Officers

In addition to the duties required by law, the President of the Board shall:
1. Preside at all Board meetings unless unable to attend.

2. Have the right to discuss, make motions and resolutions, and vote on all matters
coming before the Board.

3. Secure the resolution of complaints concerning Board members.

4. Maintain order at meetings and inform the audience that no demonstrations shall
be permitted; recess any meeting to clear the Boardroom at any time if necessary,
to maintain order.

5. Oversee and report to the Board on the Superintendent’s compliance with the
monitoring system found in policy AF (LOCAL) hot link here.

The First Vice President of the Board shall:

1. Act in the capacity and perform the duties of the President of the Board in the event of
the absence or incapacity of the President.

2. Become President only upon being elected to the position.

The Second Vice President of the Board shall:

1. Act in the capacity and perform the duties of the First Vice President of the Board in the
event of the absence or incapacity of the First Vice President.

2. Become First Vice President only upon being elected to the position.

The Secretary of the Board shall:
1. Ensure that an accurate record is kept of the proceedings of each Board meeting.
2. Ensure that notices of Board meetings are posted and sent as required by law.

3. In the absence of the President and Vice President, call the meeting to order and act
as presiding officer.

4. Sign or countersign documents as directed by action of the Board.

The Assistant Secretary shall act as the Secretary in the absence of the Secretary and shall
perform all duties and exercise all functions of the Secretary (See Board Policy BDAA Legal
and Local). The Secretary and Assistant Secretary will share responsibility for time-tracking
following Lone-Star Governance protocol.

C. Board Member Replacement

Vacancies on the Board may and do occur at other times than at term-end. Trustee
vacancies may occur if a Trustee moves out of the School District, moves out of his/

her geographic single-member district, resigns for personal reasons, encounters sudden
death or illness, or presents some other valid reason to resign. Notification of resignation
must be in writing and submitted to the Board President. The Board President shall place
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the resignation on the agenda of the next scheduled meeting of the Board, or a special
meeting, for acceptance by the Board. A vacancy occurs on the date a Board member’s
resignation is accepted by the Board or on the eighth day after the date of its receipt
by the Board, whichever is earlier.

When a board member resigns from office with time remaining in his /her term, the remaining
members have two options:

1) Fill the vacancy by appointment until the next regular school board election, or

2) Fill the vacancy by special election for the unexpired term.

If the Board decides to fill the vacancy by appointment, the Board must do so not later than 30
days after the creation of the vacancy. The appointee serves until the next regular election of
the Board, at which time the board must hold a special election for any unexpired term. If the
Board decides to fill the vacancy by special election, the special election must be conducted
not later than 90 days after the creation of the vacancy on an authorized uniform election date
occurring within the 90-day time period. If no uniform date falls within the 90-day time period,
the Board must fill the vacancy by appointment within the 30-day deadline (Article 2774b,
Vernon's Annotated Texas Civil Statutes).

D. Board Budget and Travel

1. The individual Trustee food and travel budgets are maintained in the Board Services Budget
that will cover the cost of training and education of the Board of Trustees, memberships for
education related entities, and other necessary expenses.

2. Board Services will coordinate meeting registration, hotel, travel to and from destination,
ground transportation, food, and incidentals costs associated with training opportunities
covered within the board budget. All personal costs will be the responsibility of Board
Members. (See Policy BBG Local and Regulation)
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Fhf '
NEW BOARD MEMBER ORIENTATION

1. The Superintendent will meet with each new board member or groups of board members,
less than a quorum, as soon as practical after joining the Board. The Superintendent will
review the on- boarding process that has been developed in accordance and alignment with
board goals and the strategic priorities.

2. The purpose of the onboarding process is to orient each new trustee to the core departments
and initiatives of our district, to provide relevant district context to inform trustee work
as stewards for Houston ISD and to develop a greater understanding of the scope of the
district’s current work and the Superintendent’s supervisory responsibilities. A printed copy
of this Board Operating Procedures Manual and Exhibits will be provided to new trustees. If
any edits are made based upon annual review, each trustee will receive an updated printed
copy. A current copy of the manual will also be available on the HISD website.

a. Topics included in the On-Boarding process are: Academics (Curriculum and Instruction,
Special Populations, Digital Learning, Teacher and Administrator Appraisals and
Professional Development), Strategy and Innovation, Finance, Human Resources,
Business Operations, Technology and Legal Services, Internal Audit and Ethics and
Compliance.

b. The Superintendent will arrange for new board members to meet with them and key staff
members to engage in the on-boarding process.
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HOUSTON INDEPENDENT SCHOOL DISTRICT

Houston ISD
101912

SUPERINTENDENT BJCD
EVALUATION (LEGAL)

Employment and The board shall adopt a policy providing for the employment and

Evaluation duties of district personnel. The employment policy must provide
that the board employs and evaluates the superintendent. Educa-
tion Code 11.1513(a)(1) [See DC]

Appraisal Process A board shall appraise a superintendent annually using either:

1. The commissioner of education’s recommended appraisal
process and criteria; or

2. An appraisal process and performance criteria that are:

a. Developed by the district in consultation with the district-
and campus-level committees; and

b. Adopted by the board.
Education Code 21.354(c)

In addition to other procedures and criteria determined by the
board, the commissioner's recommended appraisal process and
criteria shall include, at a minimum, an annual evaluation of the su-
perintendent and a student performance domain. Completion of the
Lone Star Governance superintendent evaluation may satisfy
these requirements. 19 TAC 150.1031(b)—(c)

Annual The information in the annual report describing the educational
Performance Report  performance of a district [see AIB] shall be a primary consideration
of the board in evaluating the superintendent. Education Code

39.307(3)(C)
Penalty for Funds of the district may not be used to pay a superintendent who
Noncompliance has not been appraised in the preceding 15 months. Education
Code 21.354(d)
Confidentiality A document evaluating the performance of a superintendent is con-

fidential and is not subject to disclosure under the Public Infor-
mation Act, Government Code Chapter 552. [See GBA]

A district may give the Texas Education Agency (TEA) a document
evaluating the performance of a superintendent employed by the
district for purposes of an investigation conducted by TEA. A docu-
ment provided to TEA remains confidential unless the document
becomes part of the record in a contested case under the Adminis-
trative Procedure Act, Government Code Chapter 2001.

Except as provided by a court order prohibiting disclosure, a docu-
ment provided to TEA may be used in a disciplinary proceeding
against a superintendent if the document may be admitted under
rules of evidence applicable to a contested case under Govern-
ment Code 2001.081.

Education Code 21.355

DATE ISSUED: 6/13/2019 1 of 1
UPDATE 113
BJCD(LEGAL)-P
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Houston ISD

101912

SUPERINTENDENT BJCD
EVALUATION (LOCAL)
EVALUATION The instrument used to evaluate the Superintendent shall be based
INSTRUMENT on the Superintendent’s job description [see BJA(LOCAL)] and per-

formance goals and shall be adopted by the Board.

WRITTEN EVALUATION  The Board shall prepare a written evaluation of the Superintendent
annually or at more frequent intervals.

The Board shall furnish the Superintendent with a copy of the
completed evaluation and shall discuss its conclusions with the
Superintendent in closed meeting.

OBJECTIVES The Board shall strive to accomplish the following objectives in
conducting the Superintendent’s written evaluation:

1.  Clarify to the Superintendent his or her role, as seen by the
Board.

2. Clarify to Board members the Superintendent’s role, accord-
ing to the Board’s written criteria, as expressed in the Super-
intendent’s job description and the District’'s goals and objec-
tives.

3. Foster an early understanding among new Board members of
the evaluation process and the Superintendent’s current per-
formance objectives and priorities.

4. Develop and sustain a harmonious working relationship be-
tween the Board and the Superintendent.

5.  Ensure administrative leadership for excellence in the District.

SELF-EVALUATION The Superintendent shall also complete a self-evaluation using the
Superintendent’s appraisal instrument.

INFORMAL The Board may at any time conduct and communicate oral evalua-

EVALUATION tions to augment its written evaluations.

DATE ISSUED: 7/15/2010 ADOPTED: 1 of 1

LDU 2010.08

BJCD(LOCAL)-X
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Houston ISD

101912

SUPERINTENDENT BJCD
EVALUATION (EXHIBIT)

PROCEDURES FOR APPRAISAL OF SUPERINTENDENT
RECOMMENDED BY THE COMMISSIONER

Note: The following procedures, which are recommended but not required by the Com-
missioner, may be used in whole or in part for the Superintendent’s evaluation.

The Board shall establish an annual calendar providing for the following activities, in which
both the Board and the Superintendent shall participate:

1. Procedures for setting goals that define expectations and set priorities for the Superin-
tendent.

2. Formative conference.
3. Summative conference.

The Superintendent shall be involved in developing, selecting, or revising the appraisal in-
strument and process.

19 TAC 150.1022

Student performance shall be a part of locally developed appraisal instruments for Superin-
tendents as specified in Education Code 39.054. 19 TAC 150.1022(e)

A student performance domain shall be included in the appraisal of the Superintendent as
follows: “The Superintendent promotes improvement of the performance of students in the
District through activities such as comparing disaggregated student performance results to
state accountability standards and to prior year performance.”

The domains and descriptors used to evaluate the Superintendent may also include:
1. Instructional management.

School or organization morale.

School or organization improvement.

Personnel management.

Management of administrative, fiscal, and facilities functions.

Student management.

School or community relations.

Professional growth and development.

© © N o g M 0 DN

Student achievement indicators and campus performance objectives.

-
©

Board relations.

DATE ISSUED: 2/1/2010 10f2
UPDATE 87
BJCD(EXHIBIT)-P
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Houston ISD

101912

SUPERINTENDENT BJCD
EVALUATION (EXHIBIT)

In developing the appraisal instrument, the Board shall use the Superintendent’s job descrip-
tion as applicable.

19 TAC 150.1021

The Board may implement a process for collecting staff input for evaluating the Superinten-
dent. If such a process is implemented for use in the Superintendent’s evaluation, staff input
shall not be anonymous.

Before conducting the Superintendent’s appraisal, Board members shall have evidence of
training in appropriate personnel evaluation skills related to the locally established criteria
and process.

The District, with the approval of the Board, may select the Commissioner-recommended
student performance domain for Superintendents or may develop an alternative process in
consultation with the District- and campus-level committees and adopted by the Board. If the
District uses the Commissioner-recommended student performance domain, it shall meet the
following requirements:

1. The Superintendent shall be required to attend an orientation approved by the Commis-
sioner;

2. The results on the Commissioner-recommended student performance domain shall be
incorporated into the local appraisal instrument;

3. The results on the Commissioner-recommended student performance domain shall be
a primary consideration of the Board in evaluating the Superintendent;

4. For a Superintendent new to the District, the results from the Commissioner-
recommended student performance domain shall be on a “report only” basis during the
first year. Dropout and attendance data for the Superintendent shall be on a “report on-
ly” basis for the first two years.

19 TAC 150.1022

DATE ISSUED: 2/1/2010 20f2
UPDATE 87
BJCD(EXHIBIT)-P
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ADDENDUM C

Board Records Retention Requirements

As officers of Houston ISD, trustees are expected to comply with requirements of the Texas
Public Information Act (“TPIA” or “Act”), and to assist the District with its responsibilities
under the Act. The TPIA is the Texas version of the federal Freedom of Information Act. The
purpose of the TPIA is to give the public full and complete information regarding the affairs of
government and official acts of those who represent them, referred to as “public information”
under the Act. Public information is any information that is collected, assembled, and
maintained by the district under law or ordinance or “in connection with the transaction of
official business”. Public information includes:

« Information maintained by a private entity on behalf of the district.

« Iinformation of which the district has ownership or right to access (constructive custody).

« Books, papers, letters, documents, e-mails, Internet posting, text messages, instant
messages, other electronic communications, printouts, photographs, film, tape, microfiche,
microfilm, photostat copies, sound recordings, maps and drawings, and voice, data, or
video representations held in computer memory.

Information is “in connection with the transaction of official business” if the information is
created by, transmitted by, received by, or maintained by an officer or employee of the school
district in the officer’s or employee’s official capacity.

Notes that may at first seem personal may, in fact, be subject to the PIA. Some examples include:
« Public employee’s appointment calendar including personal entries (ORD 635-1995).
« Handwritten notes taken during an interview by a promotion board (ORD 626-1994).
« Handwritten notes taken by an appraiser while observing a teacher’s classroom (ORD 450-1986).

The definition of public information also applies to and includes any electronic
communication created, transmitted, received, or maintained on any device if the
communication is in connection with the transaction of official business. This includes emails
on district email accounts as well as on personal email accounts if the content of the email
deals with district business. It is the content of the email, not who has possession of it or the
owner of the account, that will determine whether it is subject to the TPIA.

Under the Act, officers and employees who, in the transaction of official business, create or
receive public information that has not been provided to the district’s public information
officer become the temporary custodian of the information, even if the officer or employee is
no longer associated with the District. Temporary custodians who maintain public information
on a privately owned devices must: (1) forward or transfer the public information to the school
district or the school district’s server or (2) preserve the public information in its original form
in a backup or archive and on the privately owned device for the time specified by the Act.

Public information that is the subject of an audit, TPIA request, or litigation must be preserved

until the completion of the litigation, audit, or TPIA request. Additionally, there are state
record retention schedules that apply to public information. These schedules identify public
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information by its content, not the medium in which it is stored. Therefore, there is no schedule
that applies to all emails or all text messages; rather, it is the substance of the email or text
message that determines how long each one must be maintained The required retention
length could vary from “as long as administratively valuable” to 10 or more years depending
on the content of the communication. Trustees should refer to state record retention schedule
GR - Records Common to all Local Governments, and schedule SD- Records for Public School
Districts, located at https://www.HoustonISD.org/Page/31617, for additional information
concerning record retention requirements for specific documents.

If the District receives a request for public information involving information maintained,
created, or received by trustees, including emails or text messages, the District’s Public
Information Officer and Board Counsel will inform trustees of the nature of the request and
the deadline for compliance. If responsive information is maintained on District servers,
the information will be downloaded and assembled for trustee review by the District

prior to release of the information to the requestor. If the request concerns information
maintained by trustees on private devices, trustees must provide all responsive information
to the District’s Public Information Officer and/or Board Counsel by the deadline provided.
The District’s Public Information Officer Board Counsel will work with trustees to filter
responsive information from non-responsive information and to determine whether certain
information may fall within a category of information excepted from disclosure under the Act
(i.e., attorney-client privileged information, confidential personnel information, personally
identifiable student information, etc.).

A person commits an offense if the person willfully destroys, mutilates, removes without
permission, or alters public information, including information maintained on private devices
which has not been transferred to district servers. An offense under these facts is punishable
by a fine of not less than $25 or more than $4,000; or confinement in the county jail for not less
than three days or more than three months; or both.

Additionally, an officer for public information, or the officer’s agent, commits an offense if,
with criminal negligence, the officer or agent fails or refuses to give access to, or to permit or
provide copying of, public information to a requestor.

An officer or employee of a school district commits a Class A misdemeanor if he or she
knowingly or intentionally destroys or alienates a school district record. An officer or employee
also commits a Class A misdemeanor, and under certain factual circumstances a third-degree
felony, if he or she intentionally destroys, conceals, removes or otherwise impairs the verity,
legibility, or availability of a school district record.
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HOUSTON INDEPENDENT SCHOOL DISTRICT

Policy BB Regulation

Houston ISD
101912

BOARD MEMBERS BB
(REGULATION)

BOARD SERVICES 1. In addition to the assigned responsibilities related to the func-

OFFICE tion and duties of the Houston Independent School District
(HISD) Board of Education as a governing body, the manager,
Board Services, with support staff members will provide the fol-
lowing personal assistance and services to Board members in
the conduct of business directly related to their responsibilities
as officials of the Board.

SCHEDULES a. Board Services staff members schedule routine meetings
(i.e., Board meetings, agenda review, workshops, hear-
ings, special meetings, etc.); make logistical arrangements
for out-of-town Board member travel to conferences (i.e.,
registration, airline bookings, car rental, and hotel reserva-
tions); respond to invitations; and maintain a master ca-
lendar of Board member activities. Additionally, individual
Trustee district meetings are scheduled on a regular basis,
as requested. Fall open house schedules, spring gradua-
tion schedules, and the annual Board awards schedules
are also provided to Board members. The Board presi-
dent, with the assistance of the Board Services manager,
schedules retreats and other special meetings.

BOARD REFERRALS b.  ABoard referral is any verbal or written communication re-
ceived from a Board member requesting information or
resolution of an issue. Referrals may be the result of
questions or concerns from parents, employees, and
community members and may include complaints, griev-
ances, or dissatisfaction with the District, its services,
practices, programs, or employees. The manager, Board
Services, assigns the referral to the appropriate direct re-
port to the Superintendent. The direct report to the Super-
intendent must forward a written response to the manager,
Board Services, or designee via hard copy or electronic
mail within five working days of receipt of the referral. See
Reference (h). The manager, Board Services, provides
Board members with a weekly report concerning the status
of referrals. See Reference (g).

CONSTITUENT c. To effectively serve the community, Board Services serves

CONCERNS as a liaison between Board members and their constitu-
ents. The community liaison staff member is responsible
for bringing written and verbal concerns to the attention of
Board members via an established referral process. See
Reference (g). The referral process ensures that constitu-
ent concerns are reviewed and responded to accordingly.
A written status report on all constituent concerns is distri-
buted to Board members on a weekly basis.

DATE ISSUED: 12/14/2009 10f3
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HOUSTON INDEPENDENT SCHOOL DISTRICT

Houston ISD
101912

BOARD MEMBERS BB
(REGULATION)

CALENDAR d. Board Services maintains and provides a calendar of
Board workshops and meetings that is distributed to the
Board and senior administrative staff members. Also pro-
vided is a weekly calendar of District and community
events that Board members will be attending. See Refer-
ence (e).

WRITING SERVICES e. The Board Services staff writer provides professional writ-
ing services to support Board members in their duties.
Writing assignments include: speech-writing, Board greet-
ings, Board commendations, position papers, editorial ar-
ticles, contest entries, brochures, preparing Power Point
presentations, and general business correspondence.
Additionally, Board Services maintains an active Board of
Education Web site at www.houstonisd.org (Department
locator, Board Services).

TRUSTEE f.  The Board consists of nine members elected from single-

ELECTIONS member districts who serve for a period of four years.
Elections are held every two years. Board Services pro-
vides candidates with information and documents neces-
sary to run a campaign. Board Services also collects filing
fees, reminds candidates of report due dates, publishes
Notice of School Trustee Election(s) in local newspapers,
and assists Governmental Relations with coordinating the
election process with city and county officials. Every can-
didate and office holder is required to file semiannual re-
ports of contributions and expenditures by January 15 and
July 15 of each year. Candidates and office holders must
file semiannual reports, even if there is no activity to report
during the period covered. See References (a), (b), (c),
and (d).

MEETING MINUTES g. Minutes are prepared by the meeting coordinator for all
regular meetings, special meetings, hearings, and work-
shops. Copies of the minutes are maintained in Board
Services and are available to the public upon request.

SECRETARIAL h. Board Services provides secretarial assistance for individ-
ASSISTANCE ual Board members and assists with correspondence and
other administrative tasks.

OFFICE SUPPLIES i. Board Services provides personally identifiable stationery
and necessary office supplies for each Board member.

PRINTING, MAILING, - Board Services provides printing, mailing and graphic de-
AND GRAPHIC sign assistance through HISD Printing Services, HISD De-
DESIGN sign Department, and the District Post Office through a

DATE ISSUED: 12/14/2009 20f3
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HOUSTON INDEPENDENT SCHOOL DISTRICT

Houston I1SD
101912
BOARD MEMBERS BB
(REGULATION)
fee-for-service plan to facilitate the distribution of informa-
tion to constituents. See Reference (f).

TRAVEL k. Board Services facilitates travel arrangements for out-of-

ARRANGEMENTS district events. Travel arrangements include booking air-
line reservations, reserving hotel accommodations, car
rental, and etc. In addition, Board Services arranges for
transportation to and from the airport, if needed, and
transportation for in-district events in an emergency or un-
usual circumstance.

ACCOMMODATIONS . Board Services provides refreshments for lengthy Board
meetings and food when meetings extend beyond the
meal hour. Additionally, receptions are planned for out-
going Board members and/or incoming newly elected
Board members.

CONTINUING m. Board members are required, by policy, to obtain a certain

EDUCATION AND amount of continuing education requirements annually.

TRAINING The meeting coordinator retains course credit receipts and
provides a summary update twice per year to all Board
members indicating whether or not they have met their
annual education requirements.

OTHER SERVICES n. Board Services will provide any other service that is prac-
ticable and falls within the purview of the laws governing
expenditures.

CONSULTATION 2. This regulation does not require consultation.
MAINTENANCE 3. The chief of staff is responsible for maintenance of this regula-
RESPONSIBILITY tion.

REFERENCES:

(a) Board Policy BBB(LEGAL)

(b) Board Policy BBB(LOCAL)

(c) Board Policy BBFA(LOCAL)

(d) Board Policy BBG(LOCAL)

(e) BBA1(REGULATION)

() BBG1(REGULATION)

(g) BBE2(REGULATION)

(h) BED1(REGULATION)
DATE ISSUED: 12/14/2009 REVIEWED: 30f3
LDU 2009.09
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HOUSTON INDEPENDENT SCHOOL DISTRICT

ADDENDUME

Communications Scripts

1. Recommended Script 1
For Asking for the Appointment to Meet Legislator for the First Time
(Ask for the person directly; sometimes you’ll get through.)

“Good morning/afternoon, can I speak to <Legislator>?”
Ifyou get to talk to the Legislator directly...

“Hi, <Legislator>, this is <Your Name>, Houston ISD Board Trustee. I would love to have an
opportunity to meet with you face-to-face and quickly go over our Legislative Agenda. Is
there a good time for us to get together? I will be in your area on <this date> or <this date>. Do
either of those dates work for you? Great! What time on that date are you available?”

“Finally, please consider me a source if you have any questions or want to know any thoughts
about how a bill or piece of legislation will affect the School District. I will seek out and
provide any data or feedback that you need. I can be reached at <Your Cell Phone Number>.
*pause” Thank you so much for taking my call. I look forward to our meeting.”

If they are not available, then say...

“Not a problem, <Staff Member>, can I leave a message with you, then? Excellent! The
purpose of my call is to put 10-15 minutes on his/her schedule in the future.

*pause® My name is <Your Name>,Houston ISD Board Trustee. I would love to have an
opportunity to meet with <Legislator> face-to-face and quickly go over our Legislative
Agenda. Is there a good time for us to get together? I will be in your area on <this date> or
<this date>. Do either of those dates work for <Legislator>? Great! What time on that date is
<Legislator> available?”

“Finally, please consider me a source if you have any questions or want to know any thoughts
about how a bill or piece of legislation will affect the School District. I will seek out and

provide any data or feedback that you need. I can be reached at <Your Cell Phone Number>.

*pause* Thank you so much for taking my call. I look forward to connecting with
<Legislator> in the future.”
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Thoughts on 2nd and Subsequent Calls

Invite them to the next School District function of interest. Whether it be them or their
Staff Member, invite them to football games, school visits, anything. Always thank them
for taking your call, attending the School District event, etc. Always invite them to another
School District function. Ask them personal questions, such as:

Where did you go to high school? What was your favorite part about school? What
information do you want me to pass back to the Board? What are you communicating lately
to your constituents that you want me to share with the School District? What legislation is
coming that may be of interest to the School District?

2. Recommended Email Script For Asking for the Appointment to Meet Legislator for the First Time
This is very similar to the phone script and should not be a substitute, but could be an
additional reminder. You should ALWAYS start with a phone call, followed by an email.
Otherwise, emails tend to get lost.

Dear Legislator,

It was a pleasure talking with <Staff Member> on <the date you spoke with Staff Member>.
This is just a quick follow up from that call.

My purpose was threefold:

1) To see if there was a time on <this date> or <this date> to get on your schedule for 10 or
15 minutes to update you on the Houston ISD Legislative Agenda

2) Invite you out to <Name of School District Event> on <Date of School District Event>.
There’s going to be close to <Number> students (and/or families, whichever is more
applicable) in attendance

3) Give you my cell phone number and email address, should you need the School District
to provide you with any facts, indings or data to help you in crafting or voting on bills

I look forward to talking and meeting with you in the very near future. And hey, feel free to
call me at <Your Cell Phone Number>. Thanks for all you do for the students of Houston ISD.

Cordially,

Your Name
Houston ISD Board Trustee
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3. Recommended Agenda For First Meeting (with Legislator or Staff Member)
Should you get an appointment, take it very seriously. Be conscious of their time and realize
it is in flux and that the appointment may shift or even be canceled at the last minute.
“Thank you so much for meeting with me/us today. I am...”
“I/We know your time is precious. Do you mind if I share our Legislative Agenda with you?
I'will also leave a few copies with you. I am not going to read this to you, but there is one item
on the Legislative Agenda that I do want to point out...”
“What can the School District do to help you?”
“What issues are you running across that may be of interest to the School District?”

“Finally, I/we would love to invite you or your staff to X.”

As you leave, “I/We want to develop an ongoing relationship with you, so feel free to reach out
to me/us for any reason.” Leave card(s).
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HOUSTON INDEPENDENT SCHOOL DISTRICT

HISD Policy BBF Local- Board Member Ethics

Houston ISD
101912

BOARD MEMBERS BBF
ETHICS (LOCAL)

CODE OF ETHICS As a member of the Board, | shall promote the best interests of the
District as a whole, and, to that end, | shall adhere to the following
educational and ethical standards:

1. I shall be fair, just, and impartial in all my decisions and ac-
tions.

2. | shall avoid the appearance of conflict of interest and the ap-
pearance of impropriety. [See CAA(LOCAL)]

3. I shall be accountable to the public by representing District
policies, programs, priorities, and progress accurately.

4. | shall base my actions around the foundation of the District’s
legal and ethical policies and procedures, including bringing
about desired changes through legal and ethical means, con-
sistently upholding and enforcing all laws, State Board of Ed-
ucation rules, and court orders pertaining to schools and the
District.

5. | shall make decisions in terms of what is best for the educa-
tional welfare of all students in the District, regardless of an
individual's age, race, color, ancestry, national origin, sex,
handicap or disability, marital status, religion, veteran status,
political affiliation, sexual orientation, gender identity, and/or
gender expression.

6. | shall recognize that decisions must be made by the Board
as a whole and make no personal promise or take private ac-
tion that may compromise the Board, the District, my perfor-
mance, or my responsibilities.

7. | shall focus my attention on fulfilling the Board’s responsibili-
ties of policy making, goal setting, planning, and evaluation,
and shall insist on regular and impartial evaluation of all staff
members.

8. | shall support and protect school personnel in the proper per-
formance of their duties who are acting in accordance with
federal, state and local laws, Board policy, or other applicable
criteria.

9. | shall hold confidential all matters that, if disclosed, may
needlessly injure the District, individuals, or the schools, and
respect the confidentiality of information that is privileged un-
der applicable law.

10. | shall diligently prepare for and attend all regularly scheduled
Board meetings insofar as possible and shall ensure | be-

DATE ISSUED: 12/20/2012 10of2
LDU 2012.12
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Houston ISD
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BOARD MEMBERS BBF
ETHICS (LOCAL)

come informed concerning the issues to be considered at
those meetings.

11. | shall avoid personal involvement in activities the Board has
delegated to the Superintendent.

12. | shall endeavor to make decisions only after full discussion at
publicly held Board meetings, rendering all decisions based
on the available facts rather than supposition, opinion, or pub-
lic favor. | shall share my views while working for consensus.

13. | shall refuse to surrender my judgment to individuals or spe-
cial groups.

14. 1 shall encourage the free expression of opinion by all Board
members and shall be responsive to the community by seek-
ing its involvement in District affairs and by communicating
the priorities and concerns of students, staff members, par-
ents, teachers, and all elements of the community.

15. | shall truthfully communicate to Board members and the Su-
perintendent, at appropriate times, expressions of public reac-
tion to Board policies and school programs.

16. | shall seek continuing education that will enhance my ability
to fulfill my duties effectively; including becoming informed
about current educational issues by individual study and
through participation in programs providing needed infor-
mation, such as those sponsored by state and national school
board associations.

17. 1 shall refrain from using my Board position for personal or
partisan gain.

18. As a Board member, | shall remember always that | must re-
main focused on the educational welfare of all the students at-
tending the public schools, and the prudent and accountable
use of District resources.

Board member agreement to the standards herein shall be docu-
mented and agreed upon by his or her signing of BBF(EXHIBIT).

DATE ISSUED: 12/20/2012 ADOPTED: 20f2
LDU 2012.12
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Board Agenda Calendar

Agenda Preparation: Significant Dates For Board
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12/15/20 12/17/20 12/18/20 1/6/21 1/7/21 1/8/21 1/11/21 1/14/21
1/26/21 1/28/21 1/29/21 2/3/21 2/4/21 2/5/21 2/8/21 2/11/21
2/23/21 2/25/21 2/26/21 3/3/21 3/4/21 3/5/21 3/8/21 3/11/21
3/23/21 3/25/21 3/26/21 3/31/21 4/1/21 4/5/21 4/6/21 4/8/21
4/27/21 4/29/21 4/30/21 5/5/21 5/6/21 5/7/21 5/10/21 5/13/21
5/25/21 5/27/21 5/28/21 6/2/21 6/3/21 6/4/21 6/7/21 6/10/21
7/27/21 7/29/21 7/30/21 8/4/21 8/5/21 8/6/21 8/9/21 8/12/21

Issued June 23, 2020
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ADDENDUMH

Sample Monitoring Calendar and Monitoring Report

School Board Monitoring Calendar

Goal / Progress Measure Evaluations / Other Business Trainings

August Goal 3: Progress Measure 3.1 Board Quarterly Evaluation
September Goal 1: Progress Measure 1.1 Summative Superintendent Evaluation
Goal 2: Progress Measure 2.1 TAPR Report
October Goal 1: Progress Measure 1.2 Digital Safety & Security
November Goal 2: Progress Measure 2.2 Board Quarterly Evaluation
December Goal 3: Progress Measure 3.2
January Goal 1: Progress Measure 1.1 &1.2
Goal 3: Progress Measure 3.2
February Goal 2: Progress Measure 2.1 & 2.2 Board Quarterly Evaluation
March Mid-year Superintendent Evaluation
April Goal 3: Progress Measure 3.2
May Goal 1: Progress Measure 1.1 &1.2 Board Quarterly Evaluation
lune Goal 2: Progress Measure 2.1 & 2.2 Budget Adoption Human Trafficking / Child Abuse
Goal 3: Progress Measure 3.3 Tax Rate Hearing
July EISO /Teambuilding

Board Progress Monitoring Report

Goal 1: The score of 3™ grade students that score meets grade level or above on
STAAR Reading will increase from 43% to 55% by June 2024.

Goal Progress Measure 1.2: The percent of K students that score on “on track” on TX-KEA will increase
from 54% to 68% by June 2024.

This section describes the current status of the progress e

measure providing graphable data in comparison to the yearly 70
targets and a break down of data showing the progress of each

studenﬂgroup represented in the closing the gaps domain. e
2019 Current 2020 2021 2022 2023 2024
Board Outcome Goal 2: Closing the Gaps Student Groups Yearly Targets
African Hispanic White American Asian Pacific Two or Special Ed Eco. Special Ed EL Cont. Non-Cont.
American Indian Islander Mare Disadv. (Former} Enrolled Enrolled
Races
2020 xx% xx% xx% xx% xx% xx% % xx% xx% xx% xx% xx% xx%
current [ o6 | ods [ wo [ wds [t | w0 [ et | w06 | w6 | w6 o w6
e O
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ADDENDUMI

Board Member Training

The following continuing education requirements are defined in SBOE rule Texas
Administrative Code (TAC) §61.1 and Texas Government Code sections 551.005 and 552.012.

TYPE OF
CONTINUING
EDUCATION

FIRST YEAR
BOARD
MEMBERS

EXPERIENCED
BOARD
MEMBERS

PROVIDER

Local District Orientation

3 hours within
first 120 days

Not required

Local District

Orientation to the Texas Education Code

3 hours within
first 120 days

Not required

Education Service
Center

Update to the Texas Education Code

Not required

Of sufficient length to
address major changes

Any registered provider

based on assessed need and
Framework for School
Board Development

Evaluating & Improving Student 3 hours Every 2 years Any authorized provider,
Outcomes including LSG Coaches
Team-building Session and 3 hours 3 hours annually Any registered provider
Assessment of Continuing

Education Needs of the

Board-Superintendent Team

Additional Continuing Education, 10 hours 5 hours annually Any registered provider

Open Meetings Training

1 hour within
first 9o days

Attorney General’s
Office or other
approved provider

Public Information Act Training

Check local district policy for
board requirements

From TEA’s website at

https://tea.texas.gov/Texas_Schools/School_Boards/School_Board_Member_Training,

visited on January 28, 2020.
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Board Training Requirements

Tier 1 Tier 3 Tier 47
Orientation/ Teambuilding | Additional, based on Student
assessed needs c
Updates Achievement
New Lopal Orientation 10 hours
Orientation to the first year 3 hours
Texas Education . every two years
Open Meetings**
Code 3 hOUfS Public Information**
) o each year
Experienced Legislative Update 5 hours 3 hours
After legislative
session each year every two years
:*Added;f:]2013 raining is required of all elected officials and is no
@ speoc'\i/fIQ to (;Bpg\Ettrainir?g ruleqs for(icrzogl bloatrddm;fmbe!rs. ‘ ' © 2019 Texas Association of School Boards, Inc. All rights reservec
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Houston ISD

101912

BOARD MEMBERS BBG
COMPENSATION AND EXPENSES (LEGAL)

Board members serve without compensation. Education Code
11.061(d)

MEMBERS’ EXPENSES  Local funds and state funds not designated for a specific purpose
may be used for purposes necessary in the conduct of the public
schools determined by the board. Reimbursement of travel ex-
penses for school board members is not illegal if the reimburse-
ment is determined to be necessary in the conduct of the school
and to serve a proper public purpose. Education Code 45.105(c);
Atty. Gen. Op. H-133 (1973)

NONMEMBERS' A board may not pay the travel expenses of spouses and other

EXPENSES persons who have no responsibilities or duties to perform for the
board when they accompany board members to board-related ac-
tivities. Atty. Gen. Op. MW-93 (1979)

TRAVEL SERVICES An officer of a school district who is engaged in official business
may participate in the comptroller’s contract for travel services.
Gov't Code 2171.055(f); 34 TAC 20.406(b)(2)(F)

Note: For guidance regarding board member expense reim-
bursement and income tax issues, see the TEA Financial
Accountability System Resource Guide, Section 1.9.2.2
Employee/Board Member Travel and Business Expens-
es.

DATE ISSUED: 6/9/2017 1 of 1
UPDATE 108
BBG(LEGAL)-P
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Houston I1SD
101912
BOARD MEMBERS BBG
COMPENSATION AND EXPENSES (LOCAL)
BOARD TRAVEL Education-related meetings, functions, and activities of, or spon-
sored by, the following entities are approved for travel at the ex-
pense of the District:
1. National School Board Association
2. Texas Association of School Boards
3. National Organization for Legal Problems of Education
4. International Baccalaureate of North America
5. American Personnel and Guidance Association
6. Houston ISD
7. Council of Great City Schools
8. Texas Business Education Coalition
9. Congressional Black Caucus
10. National Alliance of Black School Educators
11. Legislature-related activities in Austin
12. Texas Alliance of Black School Educators
13. International Reading Association
14. Association for Supervision and Curriculum Development
15. American Association of School Administrators
16. National Association of Bilingual Educators
17. Texas Association of Bilingual Educators
18. Texas Computer Education Association
19. American Association of School Personnel Administrators
20. Council for Exceptional Children
21. National Association of Latino Elected Officials
22. National Coalition of Essential Schools
23. Council of Urban Boards of Education (CUBE)
24. National Organization of Black School Board Members
25. Texas Association of Partners in Education
26. Congressional Hispanic Caucus
DATE ISSUED: 10/3/2005 10of3
LDU-40-05

BBG(LOCAL)-X
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Houston ISD
101912

BOARD MEMBERS BBG
COMPENSATION AND EXPENSES (LOCAL)

Other travel may be approved by the President of the Board. The
Vice-President shall be responsible for approving other travel re-
quested by the President. The Board shall have final responsibility
in determining compliance with this policy.

EXPENSE Travel for the Board of Education shall adhere to the following
REIMBURSEMENT guidelines:

1. Annually, a travel budget for the Board shall be established as
part of the budget planning process and shall be budgeted in
the General Fund as part of the Board Services Board Trus-
tee travel account.

2. The Board travel budget established as part of the budget
planning process shall be divided equally among the Board.
The travel allocation for each Board Trustee shall reimburse
all out-of-District travel expenditures, including airfare, regis-
tration fees, mileage reimbursement, car rental, hotel
charges, meal reimbursement, telephone calls, and airport
parking. For all travel taken, Board Trustees shall file a travel
statement with receipts accounting for travel amounts actually
expended. The travel allocation may be also used for in-
District travel expenditures.

3.  All costs due to cancellation of trips, which cannot be re-
funded, or additional costs associated with the change of
travel arrangements shall be charged to the Board Trustee
unless deemed an emergency by the Board President.

4. The following travel costs shall be budgeted separately and
shall not be allocated against the Board’s annual travel alloca-
tion:

a. Travel costs incurred on trips for state and federal legis-
lative matters;

b. Meetings with TEA;

c. Travel costs incurred in representing the District as the
Board-appointed delegate representative to TASB; and

d. Other designated representation approved by the Board
President.

5.  Travel accounts shall be maintained by the Chief Financial
Officer who will submit quarterly travel reports to the Board.

6. Unused funds at the end of the fiscal year shall revert to the
District’s General Fund undesignated fund balance. Ex-
penses exceeding an individual Trustee’s share of the travel
budget shall be borne by that Trustee individually.

DATE ISSUED: 10/3/2005 20f3

LDU-40-05
BBG(LOCAL)-X
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Houston ISD

101912

BOARD MEMBERS BBG
COMPENSATION AND EXPENSES (LOCAL)

The Board President shall have the use of a national credit card for
expenses incurred in accordance with this policy.

ACCOMMODATIONS The District shall furnish the Board a place to hold regular and
special meetings. The Board shall determine the seating arrange-
ments, times, dates, and structure of the meetings at the first regu-
lar meeting in January of each year.

Each Trustee shall be furnished with a desk, telephone, and a
gathering place to meet with others, as well as a parking space at
the Central Administration Office.

The Supervisor of the Board Services Office shall report directly to
the Board through the Board President on all assigned responsibili-
ties and duties related to the functions of the Board as a govern-
mental body.

The Supervisor of the Board Services Office shall provide reason-
able personal assistance and services to Board members in the
conduct of business directly related to their responsibilities and ob-
ligations as District officials. In all matters related to administrative
functions, the Supervisor of the Board Services Office shall report
to the Superintendent’s designee.

DATE ISSUED: 10/3/2005 ADOPTED: 30f3
LDU-40-05
BBG(LOCAL)-X
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Houston ISD

101912

BOARD MEMBERS BBG
COMPENSATION AND EXPENSES (REGULATION)

The following regulations are provided at this code:

BBG1(REGULATION): Guidelines and Procedures Regarding Board of Education
Member Printing, Graphic Design, and Mailing Services

BBG2(REGULATION): Guidelines Regarding the Board of Trustees Travel

BBG3(REGULATION): Description of Equipment and Facilities Provided to the Hou-

ston Independent School District Board of Education

DATE ISSUED: 12/14/2009 1of 1
LDU 2009.09
BBG(REGULATION)-X
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New Board Member Training

Houston ISD
101912
BOARD MEMBERS BBD
TRAINING AND ORIENTATION (LOCAL)
Public Information The Superintendent or designee shall fulfill the responsibilities of
Coordinator the public information coordinator and shall receive, on behalf of
Board members, the training specified by Government Code
552.012. [ See GBAA]
Team Building The entire Board, including all Board members, must participate
with the Superintendent in team-building sessions as follows:
e Annually in January, or no later than the second regular Board
meeting of the calendar year;
. Within 30 days of any change in Board membership or hiring
a new Superintendent; and
e Atany time determined by the Board.
The annual January team-building session must be:
1.  Facilitated by a regional education service center or any reg-
istered provider; and
2. Atleast three hours in length, as provided by state law. [See
BBD (LEGAL)]
The Board shall annually assess the need for additional team-
building sessions at the first team-building session of the calendar
year and prepare a calendar of sessions based on this assess-
ment.
Reporting The Board President shall announce the status of each Board
Continuing member’s continuing education credit. The announcement shall be
Education Credit made annually at the last regular Board meeting before the Dis-
trict’s uniform election date, whether or not an election is held. The
announcement shall be reflected in the meeting minutes and, when
necessary, posted on the District’s website in accordance with law.
Effective Date This policy shall be effective as of the adoption date.
DATE ISSUED: 5/6/2019 ADOPTED: 1 of 1
LDU 2019.01

BBD(LOCAL)-X
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Houston ISD

101912

BOARD MEMBERS BBD
TRAINING AND ORIENTATION (LEGAL)

Open Meetings Act Not later than the 90th day after taking the oath of office, each

Training board member shall complete training of not less than one and not
more than two hours regarding the responsibilities of the board and
its members under Government Code Chapter 551 (Texas Open
Meetings Act).

The attorney general may provide the training and may also ap-
prove other acceptable sources of training.

The board shall maintain and make available for public inspection
the record of its members’ completion of the training. The failure of
one or more members of the board to complete the training does
not affect the validity of an action taken by the board.

Gov't Code 551.005

Public Information Not later than the 90th day after taking the oath of office, each

Act Training board member shall complete training of not less than one and not
more than two hours regarding the responsibilities of the board and
its officers and employees under Government Code Chapter 552
(Public Information Act). A board member may designate a public
information coordinator to satisfy the training for the board member
if the public information coordinator is primarily responsible for ad-
ministering the responsibilities of the board member or board under
the Public Information Act. [See GBAA regarding public information
coordinator training] Gov't Code 552.012

SBOE-Required A trustee must complete any training required by the State Board
Training of Education (SBOE). Education Code 11.159

The continuing education required under Education Code 11.159
applies to each member of the board and consists of orientation
sessions, an annual team-building session with the board and the
superintendent, and specified hours of continuing education based
on identified needs. To the extent possible, an entire board shall
participate in continuing education programs together. 19 TAC
61.1(b), (i)

The SBOE'’s framework for governance leadership [see
BBD(EXHIBIT)] shall be distributed annually by the board president
to all current board members and the superintendent. 19 TAC
61.1(a)

No continuing education shall take place during a board meeting
unless that meeting is called for the delivery of board member con-
tinuing education. Continuing education may take place before or
after a legally called board meeting in accordance with Govern-
ment Code 551.001(4) (definition of “meeting”). 19 TAC 61.1(c)

DATE ISSUED: 7/23/2018 10f5
UPDATE 111
BBD(LEGAL)-P
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Houston ISD
101912

BOARD MEMBERS BBD
TRAINING AND ORIENTATION (LEGAL)

Annually, the SBOE shall commend those board-superintendent
teams that receive at least eight hours of continuing education in
the continuing education specified at Team Building and Annual
Continuing Education below as an entire board-superintendent
team.

Annually, the SBOE shall commend those board-superintendent

teams that effectively implement the commissioner of education’s
trustee improvement and evaluation tool developed under Educa-
tion Code 11.182 or any other tool approved by the commissioner.

19 TAC 61.1(k), (1)

Reporting At the last regular board meeting before an election of trustees, the
board president shall announce the name of each board member
who has completed the required continuing education, who has
exceeded the required hours of continuing education, and who is
deficient in meeting the required continuing education as of the an-
niversary of the date of each board member’s election or appoint-
ment to the board. The announcement shall state that completing
the required continuing education is a basic obligation and expec-
tation of any board member under SBOE rule. The minutes of the
last regular board meeting held before an election of trustees must
reflect whether each trustee has met or is deficient in meeting the
training required for the trustee as of the first anniversary of the
date of the trustee’s election or appointment. The president shall
cause the minutes to reflect the announcement and, if the minutes
reflect that a trustee is deficient in training as of the anniversary of
his or her joining the board, the district shall post the minutes on
the district’s Internet website within ten business days of the meet-
ing and maintain the posting until the trustee meets the require-
ments. 19 TAC 61.1(j); Education Code 11.159(b)

Orientation Each new board member shall participate in a local district orienta-
Local District tion session within one year before or 120 days after the board
Orientation member’s election or appointment. The purpose of this orientation

is to familiarize new board members with local board policies and
procedures and district goals and priorities. The orientation shall be
at least three hours in length for each new board member and, in
addition to topics chosen by the district, shall address local district
practices in curriculum and instruction, business and finance oper-
ations, district operations, superintendent evaluation, and board
member roles and responsibilities.

Any sitting board member may attend or participate in the local dis-
trict orientation.

19 TAC 61.1(b)(1)(A)

DATE ISSUED: 7/23/2018 20f5
UPDATE 111
BBD(LEGAL)-P
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Houston ISD

101912

BOARD MEMBERS BBD
TRAINING AND ORIENTATION (LEGAL)

Education Code A sitting board member shall receive a basic orientation to the Ed-

Orientation ucation Code and relevant legal obligations. The orientation shall
have special but not exclusive emphasis on statutory provisions
related to governing Texas school districts. The orientation shall be
delivered by regional education service centers and shall be no
less than three hours in length. Topics shall include Chapter 26
(Parental Rights and Responsibilities) and Education Code 28.004
(Local School Health Advisory Council and Health Education In-

struction).
New Members A newly elected or appointed board member shall receive the Edu-
cation Code orientation within the first 120 days of service.
Current The Education Code orientation shall be open to any sitting board
Members member who chooses to attend.

19 TAC 61.1 (b)(1)(B)

Legislative Updates  After each session of the Texas Legislature, each board member
shall receive an update to the basic orientation to the Education
Code from a regional education service center or any registered
provider. A board member who has attended a basic orientation
session given by a service center that incorporates the most recent
legislative changes is not required to attend an update. 19 TAC
61.1(b)(1)(C)

Team Building Annually, the entire board, including all board members, shall par-
ticipate with their superintendent in a team-building session facili-
tated by a regional education service center or any registered pro-
vider. The team-building session shall be at least three hours in
length.

The purpose of the team-building session is to enhance the effec-
tiveness of the board-superintendent team and to assess the con-
tinuing education needs of the board-superintendent team. The
session shall include a review of the roles, rights, and responsibili-
ties of the board as outlined in the framework for governance lead-
ership. The assessment of needs shall be based on the framework
for governance leadership [see BBD(EXHIBIT)] and shall be used
to plan continuing education activities for the governance leader-
ship team for the year.

19 TAC 61.1(b)(2)

Annual Continuing In addition to the continuing education requirements at Orientation

Education and Team Building above, each board member shall receive addi-
tional continuing education on an annual basis in fulfillment of as-
sessed needs and based on the framework for governance leader-
ship. [See BBD(EXHIBIT)] The continuing education may be

DATE ISSUED: 7/23/2018 30f5
UPDATE 111
BBD(LEGAL)-P
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Houston ISD
101912

BOARD MEMBERS BBD
TRAINING AND ORIENTATION (LEGAL)

provided by a regional education service center or other registered
provider. 19 TAC 61.1(b)(3)

At least 50 percent of the continuing education shall be designed
and delivered by persons not employed or affiliated with a board
member’s school district. No more than one hour of the required
continuing education that is delivered by the district may use self-
instructional materials. 19 TAC 61.1(h)

First Year In the first year of service, a board member shall receive at least
ten hours of continuing education in fulfillment of assessed needs.
Up to five of the required ten hours may be fulfilled through online
instruction, provided the training is designed and offered by a regis-
tered provider, incorporates interactive activities that assess learn-
ing and provide feedback to the learner, and offers an opportunity
for interaction with the instructor. 19 TAC 61.1(b)(3)(A)

Subsequent After the first year of service, a board member shall receive at least

Years five hours of continuing education annually in fulfillment of as-
sessed needs. A board member may fulfill the five hours of continu-
ing education through online instruction, provided that the training
is designed and offered by a registered provider, incorporates in-
teractive activities that assess learning and provide feedback to the
learner, and offers an opportunity for interaction with the instructor.
19 TAC 61.1(b)(3)(B)

Board President A board president shall receive continuing education related to
leadership duties of the board president as some portion of the an-
nual requirement. 19 TAC 61.1(b)(3)(C)

Evaluating Student Each board member shall complete continuing education every two
Academic years on evaluating student academic performance.

Performance L . )
The purpose of the training is to provide research-based infor-

mation to board members that is designed to support the oversight
role of the board of trustees outlined in Education Code 11.1515.
[See BAA]

19 TAC 61.1(b)(4)

Authorized A trustee or candidate may complete the training at a regional edu-
Provider cation service center or through another authorized provider. Edu-
cation Code 11.159(d)

An authorized provider for training on evaluating student academic
performance is a provider who is registered pursuant to 19 Admin-
istrative Code 61.1(f) and has demonstrated proficiency in the con-
tent required [see Contents, below]. 19 TAC 61.1(b)(4)(C)

DATE ISSUED: 7/23/2018 40f5
UPDATE 111
BBD(LEGAL)-P
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Houston ISD
101912

BOARD MEMBERS BBD
TRAINING AND ORIENTATION (LEGAL)

Time for A candidate may complete the training up to one year before the
Completion candidate is elected.

If a newly elected or appointed board member did not complete
this training in the year preceding the member's election, the mem-
ber must complete the training within 120 days after election or ap-
pointment.

A returning board member shall complete the training by the sec-
ond anniversary of the completion of the trustee's previous training.

Contents The training on evaluating student academic performance shall be
at least three hours in length and include, at a minimum, the follow-

ing:

1. Instruction in school board behaviors correlated to improved
student outcomes with emphasis on inputs, outcomes, and
collaborative student outcome goal setting;

2. Instruction in progress monitoring to improve student out-
comes with emphasis on progress monitoring practices, form-
ative assessments, interim assessments, and summative as-
sessments; and

3. Instruction in state accountability with emphasis on the Texas
Essential Knowledge and Skills, state assessment instru-
ments administered under the Education Code Chapter 39,
and the state accountability rating system.

If the training is attended by an entire board and its superintendent,
includes a review of local school district data on student achieve-
ment, and otherwise meets the requirements described at Team
Building above, the training may serve to meet a board member's
obligation to receive training described at Team Building and at
Evaluating Student Academic Performance, above, as long as the
training complies with the Texas Open Meetings Act.

19 TAC 61.1(b)(4)

DATE ISSUED: 7/23/2018 50f5
UPDATE 111
BBD(LEGAL)-P
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New Board Member Orientation

1. The Superintendent will meet with each new board member or groups of board members,
less than a quorum, as soon as practical after joining the Board. The Superintendent will
review the on- boarding process that has been developed in accordance and alignment with
board goals and the strategic priorities.

2. The purpose of the onboarding process is to orient each new trustee to the core departments
and initiatives of our district, to provide relevant district context to inform trustee work
as stewards for Houston ISD and to develop a greater understanding of the scope of the
district’s current work and the Superintendent’s supervisory responsibilities.

a. Topics included in the On-Boarding process are:
Academics (Curriculum and Instruction,
Special Populations, Digital Learning,
Teacher and Administrator Appraisals
and Professional Development),
Strategy and Innovation, Finance,
Human Resources, Business Operations,
Technology and Legal Services.

b. The Superintendent will arrange for new board members
to meet with her/him and key staff members to engage
in the on-boarding process.
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