AMSA Board of Trustees

Policy for Formulation of Policies

Background

The Board of Trustees of AMSA develops written policies to serve as guidelines for the operation and
successful functioning of the Board.

A policy is a broad principle adopted by the Board that sets a framework for standards and procedures
for actions. It indicates the intent of the Board regarding its operation to the School’s administration,
faculty and staff as well as the general public.

Process of Policy Development

e Policies are consistent with all state and federal laws as well as the Massachusetts Department
of Elementary and Secondary Education and AMSA’s own charter and By-Laws

e Policy proposals may originate with any individual Trustee, any Board Subcommittee or the
Executive Director

e The Governance Subcommittee of the Board conducts the research necessary to develop a
policy and will develop written drafts of all policies

e The Board will discuss all proposed policies at regular meetings of the Board and will allow
public comment prior to a vote

Process of Policy Adoption

The Board of Trustees reserves for itself the final authority on policy adoption. The formal adoption of a
policy is recorded in the Board meeting minutes. Each policy adopted will be assigned a policy number
and included in the Board Policy Manual. Each policy adopted will supersede any existing policies that
may be in conflict.

Policy Number A-100
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AMSA Board of Trustees
Agendas for Board Meetings

Policy A-101

Background

A written agenda for all business for Board meetings is always prepared. Agendas are made available to

the public in advance of all meetings in accordance with Massachusetts Open Meeting Law.

Process of Agenda Development

At the end of the previous meeting, the Chair solicits requests for topics known at the time to be
addressed in the future and the Chair, in consultation with the Executive Director, agree on
advance topics that will be added to the agenda for future meetings.
All Sub-Committee Chairs send requests for agenda topics to the Chair advance of the scheduled
Board meeting allowing for reasonable time prior to the posting notice deadline of 48 hours, in
accordance with Massachusetts Open Meeting Law.
The Chair develops a draft agenda and submits it to all Board members in advance of the
scheduled Board meeting allowing for reasonable time prior to the posting notice deadline
of 48 hours, in accordance with Massachusetts Open Meeting Law.
All Board members, including non-voting members, may request additions to the agenda in
advance of the posting deadline. The Chair and the Executive Director will work together to
formulate the finalagenda.
The agenda includes the items listed below plus any other business that may legally come
before the Board, such as policy development and grant acceptance:

0 Public Comment
Action on Minutes
Review of Outstanding Action Items
Executive Director’s Report
Subcommittee Reports
Old Business

©O O 0O 0O 0 O

New Business

The Chair may alter the order of the agenda, especially if guest speakers or participants are
scheduled.

Process for Agenda and Supplementary Documents Distribution

The Chair and Executive Director will distribute the agenda to all Board members within a
reasonable time to allow for review and the Director of Accountability will post for the public in
all municipalities of the regional school district as well as on the AMSA website in accordance with
Massachusetts Open Meeting Law.

If the Board plans to hold an executive session before, during, or after an open session, the
agenda will state the purpose.

The Secretary and the Director of Accountability will compile all supplementary documents.



Board Subcommittee representatives and individual Trustees tasked with agenda items will
send all supplementary documents to the Secretary and/or the Director of Accountability
within a reasonable time prior to the meeting.

* The Secretary and/or Director of Accountability will deliver supplementary documents to all
Board members prior to a meeting, providing a reasonable time for review. All Board
members are responsible for reviewing all supplementary documents in advance and arrive
at the meeting prepared for discussion.

* Any additional supplementary documents that are distributed at the Board meeting must be
submitted to the Secretary and the Director or Accountability the day after the meeting.

*  Within five business days of the meeting, the Director of Accountability will post supplementary
documents on the AMSA website.

Policy Number | A-101

Adopted June 13, 2013

Amended October 24, 2013

Amended May 28, 2020




AMSA Board of Trustees

Minutes Policy A-102

Background

A written record for all Board meetings is always prepared and filed with the Director of Accountability.
The minutes for all Board meetings shall adhere to AMSA Board of Trustees Bylaws and Massachusetts
Open Meeting Law.

Process for Minutes of Regular and Special Board Meetings

A draft version of the minutes will be made available to a subset of the Trustees by the Director of
Accountability within seven days after the meeting for initial review. All edits will be sent to the Secretary
for necessary revisions within seven days of receiving the minutes.

A reviewed draft of the minutes will be made available to all Trustees seven days in advance of the meeting
at which the minutes are to be approved. This will allow proper review and discussion of minutes at the
next board meeting.

Minutes are reviewed, revised if needed, and approved at the Board meeting. The approved version will
be sent to the Director of Accountability for archival and publication to the AMSA website within seven
days of the board meeting.

Process for Minutes of Committee Meetings

A draft of the minutes will be made available to all committee members seven days after the meeting. All
edits (e.g.: typos, grammar) will be sent to the Committee Chair within seven days of receipt.

Final minutes will be sent to the Director of Accountability by the Committee Chair for archival and
publication to the AMSA website within seven days after the committee meeting.

Process for Minutes of Executive Session Meetings

The Secretary will send a draft of the Executive Session minutes to the Board Chair within seven days after
the meeting. After review and approval by the Board Chair, the Secretary will send the approved version
to the Director of Accountability for archival. Executive Session minutes that have not disclosed will be
clearly designated as confidential. The Board will review the Executive Session Meeting minutes for
disclosure in compliance with Open Meeting Law on the schedule stated in the Board calendar.

General Process for Minutes
All drafts will be clearly designated as such with a watermark or labeled as DRAFT, approved versions will

be labeled as APPROVED. Approved minutes for release will be in PDF format for distribution and posting
to the AMSA website.

Policy Number | A-102
Adopted June 13, 2013
Amended May 28, 2020




AMSA Board of Trustees

Meeting Schedules for Standing & Special Committees
Policy A-103

Background

Standing Committees are permanent Board committees, established by the AMSA Board bylaws, which
meet on a regular basis to conduct ongoing governance of AMSA.

Special (ad-hoc) Committees are created for specific purposes and meet on an as needed basis and are
subject to Open Meeting Law.

Process for Meeting Schedule Development

1. Standing Committees will meet no less than quarterly.

2. Standing Committee meeting schedules will be published at the start of the school yearalong

with regular meetings.

3. Meeting agendas will be distributed to Committee members within a reasonable time prior to
meetings allowing for review and meeting the public posting deadline in accordance with
Massachusetts Open Meeting Law.

4. Written minutes of all committee meetings shall be adopted and kept in accordance with the

Open Meeting Law and AMSA Board of Trustees Minutes policy (A-102).

Policy Number | A-103
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Amended May 28, 2020




AMSA Board of Trustees
Evaluation Policy

Background
The Board will evaluate the Executive Director annually. The evaluation shall be:

e To promote professional excellence and improve the skills of the Executive Director
e To improve the quality of the education received by AMSA students
e To improve the basis for the review of the job performance of the Executive Director

The Board has developed this process for annual review of the Executive Director’s performance based
upon the evaluation tool available through charter school governance specialist, Board OnTrack. The
final evaluation report of the Executive Director will guide compensation decisions and goal
development for the following school year.

Process for Evaluating the Executive Director (ED)
Phase 1: Annual Goal Development

Board Input: The Board identifies key areas of focus based on the prior year’s evaluation and AMSA’s
overall goals and strategic plan. A list of areas of focus is provided to the ED for review and reflection.

ED Goal Development: Based on the prior year ED’s assessment, the ED identifies at least two goals to
propose to the Board: one related to improving his or her own professional practice and one related to
improving student learning and achievement.

Phase 2: Analysis, Goal Setting, and Plan Development

The Governance Committee reviews the ED’s proposed goals, key strategies, and benchmarks of
progress. In consultation with the ED and with the objective of achieving mutual agreement, the
committee revises, as needed, and adopts at least one professional practice and one student learning
goal.

Once adopted by the Board, the professional practice, student learning, and other goals—with their key
strategies and benchmarks of progress—become the ED’s Annual Plan. The plan serves as a basis for
assessing the ED’s performance.

Phase 3: ED Plan Implementation and Collection of Evidence

The ED implements the Annual Plan, with assistance from the Board, as appropriate; Board members
and the ED individually collect evidence of progress on goals and performance.



Phase 4: Mid-Cycle Goals Review

At a mid-cycle review, the ED reports on progress being made on the goals in the ED’s Annual Plan. The
Governance Committee reviews the report, offers feedback, and discusses progress and possible mid-
cycle adjustments with the ED.

Mid-cycle adjustments and progress report are presented to the full Board.
Phase 5: End-of-Cycle and Summative Evaluation Report

The ED prepares and submits an End-of-Cycle Report on progress toward each goal in the ED Annual
Plan.

The Board agrees on a third-party evaluation survey (e.g., Board OnTrack’s “CEO Evaluation” tool) and
all Board members complete the survey. The survey will evaluate the following:

e ED’s ability to manage, lead, make decisions, communicate

e ED’s use of physical and financial resources in a judicious manner

e ED’s demonstration of broad knowledge of matters that aid in the effective management of
AMSA

Board members will have at least one week to complete their individual evaluations and submit to the
third-party evaluation survey company. Board members must be objective in their assessments and
evaluate the ED based upon evidence observed throughout the year and information provided by AMSA
stakeholders. The Board may agree to seek additional input (e.g., from the ED’s direct reports, other
specific constituencies).

The Chair appoints a task force comprised of three members to summarize all feedback into an
evaluation summary memo. The memo will be based on all feedback received, including but not limited
to the results of the third-party evaluation survey, results of stakeholder surveys and evidence provided
by the ED. The task force will present the summary memo to the Board for discussion during open
session.

Policy Number | A-104

Adopted November 21, 2013
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6. When feasible, the Chair or, in the Chair’s absence, the person chairing the meeting, shall
distribute to remote participants, in advance of the meeting, copies of any documents or
exhibits that he or she reasonably anticipates will be used during the meeting.

7. All votes taken in theneeting must be roll call ves and recorded in thminutes.

Remote participation meeting minutes requirements
When amember participated remotelythe minutesshall reflect the following:

Means by which reme participation was delivered

Beginning time for remote padipation

Technical difficultiesoted

Interruption in the remote prticipation, if applicable

Time of interruption or disconnection of remmparticipation, if applicable

aprwbdE

At the Chair’s discretion, discussion may be suspended in the event of any technical difficulties or
disconnection by the remote participation of member(s).

Executive session requirements
A member participating remotely may participate in an executive session, but shall sthtestart of
any such session that no other person is present and/or able to hear the discussion at the remote

location, unless presence of that person is approved by a simple majority vote of the public body.

Legal Ref.: 940 CMR 29.10; M.G.L. Chaptér Gbapter 39: Section 23A and 23B

Policy Number| A-108

Adopted August 18, 2016
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