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File: BEDB  - AGENDA FORMAT/PREPARATION AND DISSEMINATION 

An agenda shall be provided for all regular, special, adjourned and planning meetings. 

A tentative agenda for each regular meeting shall be determined by the chairperson in 

collaboration with the Superintendent. It shall be submitted to the administrative assistant of the 

Committee for preparation and delivery to the members, notice to the press, and posting online 

on bulletin boards of all schools. The agenda and supporting materials, as gathered by the 

Superintendent, shall be sent to Committee members two workdays preceding the School 

Committee meeting, no later than 4:00 p.m., except for emergencies. Any items received by the 

administrative assistant later than 4:00 p.m. two workdays preceding the School Committee 

meeting shall be held and heard the following meeting, except for emergencies. 

In addition, the administrative assistant shall provide the following to the Arlington Public 

Schools Direct of Technology to be posted on the website: 

•  School Committee agendas, posted with a disclaimer that the agenda is tentative and 

may be subject to change up until the time of the meeting 

•  School Committee minutes, motions and appropriate back up material 

•  Subcommittee agendas, posted with a disclaimer that the agenda is tentative and may 

be subject to change up until the time of the meeting 

•  Subcommittee minutes, motion and appropriate back up material 

The following shall be included, but not limited to, items of business to be considered at each 

regular meeting: 

•  Public Comment 

•  Consent Agenda 

•  Superintendent's report 

•  Report of subcommittees and announcements 

The Committee will follow the order of business established by the agenda except as it votes to 

rearrange the order for the convenience of visitors, individuals appearing before the committee, 

or to expedite committee business. 

Items of business may be suggested by any School Committee member, staff member, or citizen 

town resident. The inclusion of such items, however, will be at the discretion of the Chairperson 



of the Committee. A staff member who wishes to have a topic scheduled on the agenda should 

submit the request through the Superintendent. Citizens Individuals may submit such requests to 

the school committee chair through the Committee's administrative secretary. 

Copies of the final agenda shall be available to spectators at all open session meetings for which 

an agenda is required. 

School committee members are subject to the provisions of the Open Meeting Law, limiting 

opportunities for members to deliberate with each other. In order to facilitate deliberation 

and discussions, reports and presentations directed at the Committee shall not exceed 15 

minutes, unless the rules are suspended by a two-thirds vote of the members present. 

Written reports may be received by a vote of the Committee and entered into the record of 

the meeting, and shall not be read aloud at the meeting. All presentations shall be 

consistent with the high instructional standards of the Arlington Public Schools, and 

PowerPoints shall be crafted in a manner consistent with best practices. 

School committee members are subject to the provisions of the Open Meeting Law, limiting 
opportunities for members to deliberate with each other. In order to facilitate deliberation and 
discussions, reports and presentations directed at the Committee shall not exceed 15 minutes, 
unless the chair determines that scheduling a longer presentation is necessary. In addition, 
the rules may be suspended by a two-thirds vote of the members present. Written reports 
may be received by a vote of the Committee and entered into the record of the meeting, and 
shall not be read aloud at the meeting. All presentations shall be consistent with the high 
instructional 
standards of the Arlington Public Schools, and PowerPoints shall be crafted in a manner 
consistent with best practices. 
 

Whenever possible the materials for the meeting will be made available online to the public at 

the start of the meeting. 

All published agendas shall contain the following language: 

“Massachusetts law requires all open session meetings of public bodies to be 

accessible to members of the public, including those with disabilities. If you 

need reasonable accommodations in order to participate in the meeting, 

contact the Administrative Assistant to the Arlington School Committee 

[Insert Name/Contact Information]in advance of the meeting.” 

Consent Agenda 

Items that are considered to be routine shall be placed on the Consent Agenda and shall be 

enacted by one motion. The Agenda shall have an asterisk (*) next to each item placed on the 

Consent Agenda. There shall be no separate discussion of items placed on the Consent Agenda 

unless a member of the School Committee so requests, in which event the item shall be 

considered in its normal sequence on the agenda. Any one member of the committee may 

remove an item from the Consent Agenda for discussion. Items that may be placed on the 

consent Agenda may include but are not limited to the following: a) minutes of previous 
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meetings, b) changes to the policy manual (second reading), c) field trips, d) warrant approvals, 

and e) other items that deemed to be routine by the Chair. 

For the benefit of the public, the Chair will read the following paragraph and the list of items 

included in the Consent Agenda: 

"All items are considered to be routine and will be enacted by one motion. There will be no 

separate discussion of these items unless a member of the Committee so requests, in which event 

the item will be considered in its normal sequence on the agenda. " 

CONTRACT REFERENCE:  AEA (Unit A&B) 

CROSS REF:  BEDH, Public Participation Comment at School Committee Meetings 
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