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Servant of the Assembly:

Role of the Chair





INTRODUCTION

Servant of the Assembly

First Among Equals

Chief Volunteer



John Carver
Describes the job of Chair as one that: 

➢ “requires skilled handling of group process;

➢ an ability to lead a group fairly but firmly;

➢ an ability to confront and even to welcome 
diversity; and

➢ An ability to adhere to agreed-upon rules for 
board conduct.”

t 



More Than Presiding
➢ Takes Time

➢ Attention to Detail

➢ Leadership Skills

➢ Interpersonal Skills

➢ Communication Skills

➢ Knowledge of the Legal Obligations
➢ Open Meeting Law
➢ Collective Bargaining 

➢ Conflict of Interest



Chair Responsibilities

➢ Guide the Committee’s work

➢ Keep the Committee organized

➢ Focus on Mission, Vision and Goals

➢ Student Achievement

➢ Share leadership responsibilities

➢ Help the Committee be greater than 

     the sum of its parts



Before Meetings

➢ Developing & placing items on the agenda

➢ Maintain consistent agenda practices

➢ Getting questions answered before the meeting

➢ Receiving supporting material before the meeting

So…  Consider adopting Operating Protocols 



✓   A set of ground rules create, maintained and 

periodically revised by Committee members and the Superintendent

✓   Set of common preconditions that enable groups of people to work 

together civilly and productively

✓   A document that can be used for Committee self-evaluation

Operating Protocols Are:



Operating Protocols Are NOT:

A way to stifle dissent or disagreement 

   A way to suppress free speech

   A way for the majority to control the minority

   A way to  control information

   A way to limit communication beyond the Open Meeting Law 



❏  Statement of purpose and objectives

❏  Conduct of business

❏  Scope of responsibilities

❏  Standards of conduct

❏  Staying on track

Operating Protocols Should Include:



Considerations Around Communication Pathways:

❏  Emails to the Committee or to individual members

❏  Chain of Command (communication)

❏  Committee policy (spokesperson)

❏  Social media posts

❏  District vs. Non-district

❏  Personal postings

❏  Board member role in public

❏  Committee policy 



OP Next Steps:

❏  Announce that the Committee has adopted protocols following “best 

practice” for effective School Committees seeking to raise student 

achievement.

❏  Post protocols on the School Committee website and have them available 

for those attending Committee meetings.

❏  Do a protocol “check-in” several times a year. Answer the question, “Are we 

doing what we said we would?”

❏  Re-examine and re-commit to the protocols after each election. Be sure that 

new members understand and are included in the commitments.

❏  Remind one another when things get off track. The Chair can be made  

responsible for speaking to anyone violating these commitments.



Signed by all Members 

AND the Superintendent.



Agenda Best Practices:

❏  Establish consistent agenda process

❏  Be clear about timelines for requests and posting

❏  Create an informative and unified agenda template 
for all committee and subcommittee meetings



Agenda Format:  Must Haves
❏ Name of the Committee

❏ Date, and starting time of meeting

❏ Location of  meeting

❏ Remote access instructions as needed

❏ List of Topics the Chair reasonably anticipates will be discussed - must be a specific,  

itemized list so the public will understand what will be discussed and which items a 

vote is anticipated to be taken at the meeting.

❏ If the committee will be entering an executive session, the reason and whether the 

committee will return to public session.



Agenda Format:  Optional Items

➢ Consent agenda
➢ Time estimates
➢ Relationship to goals
➢ Subcommittee reports

Additionally, the Superintendent and Chair should 
discuss guidelines for student and staff presentations.



Linking agenda items to

Superintendent/Committee goals

keeps everyone focused and makes 

evaluations easier.



Clearly defined actions on 

agendas help stakeholders

know what is informational and 

what requires committee votes.



At the Meeting

➢ Committee room layout

➢ Length of meetings

➢ Public comment

➢ Staff presentations



At the Meeting
➢ Deliberations at meetings

➢ Springing surprise items or questions

➢ Bringing up new ideas

➢ Technology devices at meeting table

➢ Allowing majority to set direction for 

    the district



Between Meetings

➢ Individual members requesting information or action from 

the superintendent

➢ Individual members requesting information or action from 

staff

➢ SC/Superintendent communication between meetings

➢ SC member communication between meetings

➢ Balancing member responsibilities between meetings



Between Meetings

➢ Member role in public

➢ Handling complaints and communications from constituents

➢ Engaging the community

➢ Social media

➢ Chain of Communications

➢ Handling confidential information

➢ School visits



Additional things to consider:

➢ A Public Comment Statement

➢ Annual Operating Protocol discussion and adoption

➢ School Committee evaluation and goal setting

➢ Regular governance tune-up workshops
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