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How to Conduct a School District Meeting.

[nstructions from the State Superintendent to School Officers of Wisconsin.

The school district board must meet on the Satur-
day preceding the date of the Annual Meeting for
the purpose of examining the accounts of the
treasurer and making an itemized report of all school
rectipts and expenditures since the last regular
annual meeting. This report must be made in writ-
ing, placed in the hands of the district clerk after it
is read, and then recorded in the clerk’s record book
as a part of the minutes of the meeting.

e it

Outline for Conducting School District Meetings.

1. Elect a chairman. The person so elected need
not be a member of the school board.

2. The district clerk must keep a full record of
the proceedings of the meeting and the business
transacted. If the clerk is not present appoint
someone to act in his place. The business trans-
acted must appear upon the minutes and should be
made a matter of permanent record.

3. The minutes of the last annual meeting and
all intervening special meetings, if any, must be
read and approved; if corrections are necessary,
have them made.

+. The reports of the clerk and treasurer of the
board are mnext in order. These reports must be
itemized. The report should show the amount of
money reccived by the district since the last report
and also the amount of money paid out. The bal-
ance should show the amount of money actually in
the treasury at the time of the school meeting.

(If the school meeting is held the first Monday in
June and the school has not already closed, the
board can easily estimate the expenditure necessary
for tie remainder of the year up to June 30th.

. Fhis estimate should not be a part of the regular
Areport-but simply serve as data in estimating the

amount of money needed to be raised by the dis-
trict for the ensuing year.)

5. Hear report of the audit committee.

6. Determine the lemgth of time school shall be
taught during the coming year. The law requires
2t least eight months and state graded schools must
maintain at least nine months of school.

7. Vote to raise an amount of money by tax to
enable the board to properly maintain the school for
the ensuing ycar. It is recommended that the school
board at the board meeting required to be held on
the Saturday previous to the Monday fixed for the

annual meeting shall reach a satisfactory conclusion
as to the sum that is needed for the different pur-
poses. Remember that no teacher can be legally
hired for less than forty dollars per month without
forfeiting the right to share in the distribution of
school moneys.

8. Appropriate sums of money for repairs to the
fences, outbuildings, grounds, schoolhouses, for ad-
ditional furniture, for proper heating and ventila-
tion, for repairing, or furnishing new, blackboards,
for the purchase of library books, ete.

#

11. Elect oflicers. All elections of school officers
must be by ballot. The law requires this.

12. Appoint a committee of three taxpayers to
make a report to the next annual meeting upon the
correctiiess of the business transactions of the school
board.

13. 1f money is to be borrowed by the district
remember the following:

a. Money may be borrowed from some bank or
individual or from the state trust fund.

b. The resolution authorizing the board to make
the loan must be clear in its directions as to source
from which the money is to be borrowed.

c. The maximum amouunt must be named.

d. The maximum rate of interest should be named.

e. 1f borrowed from the trust fund the only rate
is four per cent. The time can not exceed fifteen
years and the amount cannot exceed $25,000.

(For forms of resolution, method of procedure,
see ‘BORROWING MONEY’ in your copy of
school code. Read with care the directions given
under “Be Sure You are Right, Then Go Ahead.”
1t may be a good plan to get the blank forms and
circulars from the Land Office, Madison, Wis., be-
fore the meeting in case a loan is contemplated.)

f. TFollow directions strictly. ‘‘Short cuts’’ lead
to trouble.

g. If money is to be borrowed the members of
the school board should, before the meeting get
together and carefully censider the amount, the
purpose and the length of time for which the loan
should be made.

h. A loan from the trust funds may be made for
the following purposes:

(1) To build a school house.

(2) To refund district indebtedness.

14. The electors may vote a certain fee for tuition




shar, : ance of non-
per month to bo charged for attenda

resident children. The fee for attendance upon a
one-room schoo! cannot be more than a dollar per

month, and for attendance upon state graded schools
and grades below the high schools, not more than
$1.75 per month. In case the electors do not vote
on the matter of tuition, the fee is determined by
the school board.

15. Take a vote upon the question of closing the
district school for one or more terms or for the en-
tire year. If the district school is closed authority
must be given to the school board to pay tuition and
transportation to adjoining districts, in accordance
with Section 430—1 to 430—8, and Section 496q to
496t of the statutes. These Sections will be found
in the school code of 1911, pages 69, 71, 216, 218.
When the provisions of Section 496q are complied
with the district is entitled to receive $150 of special
aid from the state, in addition to the regular school
money apportionment. Be sure to have the school
laws with you at the meeting.

16. Determine whether or not the electors of the
district are in favor of authorizing the school board
to enter into a contract with parents or guardians
for transporting children to and from school. (For
further information read Sections 430—1, -}Qﬁq’
496r, 4963, school code 1911.)

17. It authorized to pay for transportation or
tuition, or both, have tax levied if necessary for the
purpose of providing money to meet the expense.

18. The question of furnishing free textbooks

Sam bR SHt 2

must be voted upon at this meeting. The only way

by which the district can furnish free text-books s
for the electors to adopt the plan by a majority vote,

19. Call attention of the electors to the question
of consolidation of school districts. Reaq Sections

419b, 419h, school code 1911.) It may be profit.

able to organize a state graded school. A two-
department state graded school receives the usual
aid based upon the number of children residing

therein, and a special aid of $200 a Year,and a three.
department state graded school will receive $300.
*

21. Any other matters relating to the manage-
ment of the affairs of the district may be brought
up at this time.

2. If the business of the district has been satis-
factorily completed for the year, and there does not
appear to be any occasion or necessity for another
meeting, adjourn sine die — without day. If the
business has not been satisfactorily completed, and
there appears a probable necessity for other meetings
of the electors, the meeting should be adjourned to
some definite later day. This adjournment will
avoid the trouble incident to calling a special meet-
ing. As many adjourned meetings as are necessary
to complete the business of the district may be held.
All the business that can be transacted at the annual
meeting may be transacted at an adjourned meeting,
except election of officers.

€. P. Cary,
State Superintendent,
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Section 446, page 269, code of 1915.

|
|
It shall be the duty of the Clerk:

; 1. 'To report the name and postoffice address of each officer of his
district to the town clerk and to the town treasurer, or if a joint district {7
g o the clerk and treasurer of each town in which his district is situated, e
" within ten days after the election or appointment of such officer,
: 8. To notity auny person of his election or appointmeut to a district
office within five days thereafter, )

Section 431, page 258, code of 1915.

The officers of the district shall be a director, treasurer and clerk, who

f
l
|
/| r shall be residents of the district and hold their respective oflices for three :
; years aud until their successors have been elected or appoiunted, but not g
| beyond ten days beyond the expiration of thelr term of oflhce without
i being again elected or appointed ; provided, that at the first election ol

!
such officers in any newly organized district, the Clerk shall be chosen
for one year, the Treasurer for two years, and the Director for three
years; and thereafter each ofiicer shall be chosen for three years.
o at which he shall be elected one of

l ] Any person preseut at a meeting
{he board shall be deemed to be notified thereof ; and any person so eleat-
ed and not present shall be notilied thereof by the clerk of said meeting
' within five days thereafter: and unless each pearson elected and notified

his election nle with the clerk his refusal in ‘
cepled the same.

shall within ten days afcer
writing to accept the ofiice he shall be deemed Lo have ac

Section 433, page 259, code of 1915.

The board may fill by appointment any vacancy that may occur i‘u
vacancy shall occur; and if

—
e )

\ . ! their number within ten days after such

| ! such vacancy shail mot be so filled the town or village clerk, and in the
k case of a joint district the alerk of the town or village in which the

) ~choolhouse is situated, shall fill such vaeancy by appointment, Amy per-

ointment shall be deemed to have ac-

| g cepted the same unless within five days therealter he shall iile with the
| clerk or director a written refusal to serve; and any person so appointed

A
shall fill such vacancy for the unexpired terml.

son upon being notitied of his api

Section 433a, page 259, code of 1915.

treasurer shall be and remain absent from

o
When the clerk, director or ; : ‘
elected for a period exceeding sixty days

the district for which he was
his oflice shall be deemed vacant,

: 3 ¥ : |

.




Minutes off the
District Board.

Section 432, page 259, code of 1915.

The director, treasurer and clerk shall constitute the district board,
Meetings of the board may be called by any two members thereof by
serving on the other member a written notice of the time and place of
such meeting at least twenty-four hours before such meeting is to take
place. No act authorized to be done by the board shall be valid unless
voted at its meeting. No formal notice of a meeting will be required
where all members are present and comsent to consider matters relating
to the distriet,

Section 446, page 269, paragraph 3, code of 1915.

It shall be the duty of the clerk to enter in the record book provided

by the board the minutes of its meetings. orders. resolutions amd other
proceedings,

board Meetings.
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Record of ©rders
on Treasurer

| Section 446, page 269, code of 1915. " 4

It shall be the duty of the clerk {0 muake « record in some suitable |
book of all orders drawn on the Treasurer, !

Nore: Use these pages for eutering the complete record of each order
drawn on the Treasurer; that is, the date, to whom payable, amount, etec. |
Immdiately after making the entry here, turn to the Summary of Re- f
ceipts and llrpenditures and enter simply the number of the order and !
the amount under the proper heading, The reccipts and payments are
thus itemized as you go along; amd this will facilitate the making of
the financial paxt of the Annual Report of the District Clerk to the

County Superintendent, i
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No. of Order DATE TO WHOM PAYABLE AMOUNT FUND Itemized PURPOSE
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