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What a School Business Official Needs to Know 

• The role and authority of the school board 
 
• Roles of the superintendent and business manager 
 
• What is your superintendent’s preference 
 
• Your relationship with the school board 

 
• Resolutions 
  
• Making presentations 

 
• Resources 

 

 



 
What Authority Does a School Board Have? 

 

School boards were created by the legislature to formulate 
policies for the operation of local school districts to ensure 
compliance with the state constitution and state laws 

 

School boards are considered agents of the state charged 
with governance functions delegated by the legislature 



What Authority Does a School Board Have? 

In general, boards have three types of power 

 

• That which is provided by the legislature 

 

• That which is necessary to carry out what the legislature 
authorizes 

 

• That which improves public school programs or improves 
the administration of school districts 

 



The Role of the School Board Member 

A school board member has no power or authority except that 
which comes from participation in decisions and actions of the 
board in an official meeting 

 

A school board member is elected to represent the entire school 
district and the best interests of all students 

 



General Responsibilities of a School Board 

• Hire (or dismiss) the superintendent 

• Set priorities and adopting the budget that determines 
how federal, state, and local dollars are spent 

• Set goals for student achievement and  for evaluating the 
progress to the achievement of those goals 

• How attendance boundaries are drawn and whether new 
schools are constructed or existing schools are closed 

• Setting the policies that determine which courses and 
programs are offered and what texts, tools, and 
technology are purchased 

 



General Responsibilities of a School Board 

• The school board establishes goals and priorities that 
provide a framework for the budget 

• The superintendent works with staff to draft a budget that 
meets board objectives, follows laws and regulations, and 
stays within available district financial resources 

• The board adopts a school district budget after a public 
hearing 

• The superintendent is responsible for administering and 
living within the budget limits and for seeking board 
approval for expenditures 

• State law requires that the superintendent present a 
budget status report at regularly scheduled monthly board 
meeting 

 



The Role of the School Board 

• What is the relationship between an individual staff member 
and the board? 

 

– The board (as a body) is responsible for adopting policies, 
rules and regulations which define the responsibilities of 
staff and for approving all employment contracts 

 

– Individual school board members should treat staff with 
respect and must not direct the activities or work of staff 

 

– Similarly, if requests are made of individual board 
members by staff, the board member should listen and 
then refer the information or request to the 
superintendent 

 



Challenges for School Board Members 

• Learning to acknowledge publicly that they have no power and 
authority as an individual board member 

 

• Recognizing the difference between setting policy (the board’s 
job)  and administering the schools (the superintendent’s job) 

 

• Accepting that they must sometimes support board decisions 
that are contrary to their own beliefs 

 

• How to respond appropriately to the complaints and concerns 
of citizens, administrators and staff 

 

• Recognizing the importance of confidentiality 



The School Board Must Follow the Law 

• School districts are highly regulated by state legislature, regulatory 
agencies, and congress 

 

• Laws regulate how to conduct board meetings; when to elect board 
officers; when to form director districts and fill vacant positions 

 

• The law gives taxing powers to the district, but closely regulates how it 
may be used 

 

• The laws governing districts are three kinds: statutes (RCW), regulations 
(WAC), and court decisions (county, state, federal) 



Legal Advice 

• Generally, each district has an ongoing relationship with one or more 
attorneys 

 

• Individual board members do not ordinarily deal directly with the attorney 

 

• The superintendent is usually the person in contact with the attorney 

 

• For personal legal concerns that put a school director in conflict with the 
school district, the director should retain his or her own attorney because 
the school attorney represents the board 



The Role of the Superintendent 

• Generally, a superintendent is responsible for the 
administration and operation of the school district 

 

• The superintendent administers the policies adopted by the 
board and develops procedures to be followed in the 
implementation of those policies 

 

• The superintendent develops his/her administrative team and 
(with the board approving all contracts) determines the best 
candidate to fill an administrative position 

 



The Superintendent Negotiates 

• The superintendent represents the district in the bargaining process with 
staff 

 

• The board’s role is to set the district’s bargaining parameters for 
negotiations 

 

• The superintendent keeps the board informed of developments during the 
negotiation process 



RCW 28A.400.030 Superintendent's Duties 

In addition to such other duties as a district school board shall prescribe the school 
district superintendent shall: 
 
     (1) Attend all meetings of the board of directors and cause to have made a record 
as to the proceedings thereof. 
 
     (2) Keep such records and reports and in such form as the district board of directors 
require or as otherwise required by law or rule or regulation of higher administrative 
agencies and turn the same over to his or her successor. 
 
     (3) Keep accurate and detailed accounts of all receipts and expenditures of school 
money. At each annual school meeting the superintendent must present his or her 
record book of board proceedings for public inspection, and shall make a statement of 
the financial condition of the district and such record book must always be open for 
public inspection. 
 
     (4) Give such notice of all annual or special elections as otherwise required by law; 
also give notice of the regular and special meetings of the board of directors. 
 
     (5) Sign all orders for warrants ordered to be issued by the board of directors. 
 
     (6) Carry out all orders of the board of directors made at any regular or special 
meeting. 

 



RCW 28A.330.050 Secretary to the Board 

In addition to the duties as prescribed in RCW 28A.400.030, the 
school district superintendent, as secretary of the board, may 
be authorized by the board to act as business manager, 
purchasing agent, and/or superintendent of buildings and 
janitors, and charged with the special care of school buildings 
and other property of the district, and he or she shall perform 
other duties as the board may direct. 

http://apps.leg.wa.gov/rcw/default.aspx?cite=28A.400.030


Just Who do YOU Work For? 

• As a school district business official, you work for the 
superintendent 

 

• You may directly report to the superintendent or you may 
report to another administrator such as assistant 
superintendent, deputy superintendent, chief financial officer, 
etc. 

 

• You do not report directly to the school board and should not 
respond to individual school board members’ demands 
without discussing the request with your immediate 
supervisor 

 



WAC 392-123-115 Monthly Budget Status Reports 

A monthly budget status report for each fund shall be prepared by the 
administration of each school district; and a copy of the most current budget 
status reports shall be provided to each member of the board of directors of the 
district at the board's regular monthly meeting. The report shall contain the 
most current approved budget amounts by summary level accounts and the fund 
balance at the beginning and end of the period being analyzed. State Form F-
198, which is entitled "budget status report," is an example of the type and level 
of information necessary for this report. Also, as a part of the budget status 
report, the administration shall provide each member of the board of directors 
with a brief written explanation of any significant deviations in revenue and/or 
expenditure projections that may affect the financial status of the district. If 
deemed necessary by the superintendent of public instruction, and upon written 
notice to the district by the superintendent of public instruction, a monthly 
budget status report for one or more funds along with other financial 
information shall be filed with either the educational service district 
superintendent or the superintendent of public instruction or both for the 
period of time set forth in such notice. 



Superintendent’s Preference 

• Understanding your superintendent’s preference for responding to board 
member requests is critical for your relationship 

 

– Does he/she want to know every time a board member asked you a 
question? 

 

– Is he/she comfortable with you answering board member questions 
without letting him/her know?  

 

– Where is the boundary for you? (board agenda items vs. a principal’s 
use of resources) 

 

 



Email 

• Does the superintendent want copies of any board 
communication/ emails? 

 

• Remember that your emails are subject to public record 
requests 

 

• Certain subjects are better communicated verbally 



Tip #1 – No Surprises 

• If you provide information to one board member,  provide 
it to all board members, your supervisor and the 
superintendent 

 
• If an individual board member shares concerns with you, 

listen and let them know that you will share his/her 
concerns with the superintendent and appropriate 
administrator 
 

• If an individual board member attempts to direct your 
work activities or the activities of your staff, let them know 
that you will discuss the request with the superintendent, 
but that any official request should be made by the BOARD 
via the superintendent 
 



Tip #2 – Be Respectful and Professional 

• The importance of professionalism, courtesy, respect, and 
consistency in your relations with board members and the 
board is important 
 

• Understand that board dynamics are likely to change every 
two years 
 

• Understand that board members believe they understand 
education 
 

• Understand that you will have a board which has members 
with different levels of understanding  
 

• Respond at the level at which the questions was asked 

 



Tip #3 – Listen Before You Speak 

• Concentrate on the speaker – don’t interrupt 

 

• Control your emotions – reserve your judgment and don’t get 
your buttons pushed 

 

• Question carefully – asking clarifying questions can often 
enhance understanding 

 

• Listen responsively – let the board member know you are 
listening 

 

• Evaluate what you hear and listen between the lines for what 
isn’t being said 

 



Tip #4 – Trust and Confidence are Earned 

 
• Make sure you understand all the pieces of the puzzle before you 

present information to the board – numbers that keep changing do 
not elicit trust and confidence 
 

• State your assumptions when delivering preliminary budget 
information 
 

• As assumptions change, state them clearly and explain why  
(important when building a budget with the legislature still in session) 
 

• Realize they do not understand the alphabet soup language 
commonly used in school districts 

 



Tip #5 – Follow Through 

• If you tell the Board you are going to do something – do it as soon as 
possible 

 

• If the task is too large to complete immediately, provide input on your 
progress 

• Most superintendent’s provide a written weekly update to their 
board that provides progress information – these updates are 
intended to keep the board informed between board meetings 
about important happenings or matters in the district 

 

• If you are not able to complete the task, let them know you haven’t 
forgotten or dismissed the request – information not available, inadequate 
staff, etc. 

 



Building Your Relationship with the Board 

Making presentations to your board 

• Make the presentation to the BOARD, not the audience-
unless directed otherwise by the board 

 

• Know how the chairman likes to be addressed 

 

• Keep it simple and clear – don’t use jargon 

 

• Make it flow – state what you are going to cover and then 
cover it 

 

• Don’t give your opinion or speculate 

 



Resolutions 

• Most district business can be conducted by the motion and vote process 
which is recorded in the board minutes 

 

• Resolutions are statements of policy 

 

– Apply to school district business and operations 

 

– Required by RCW, WAC, Accounting Manual for Public School Districts 

 

– The board may want a resolution for significant business and 
operations 

 

 

 



Sample Issues for Resolution  RCW28A 

• Redirection of basic education apportionment 
RCW28A.150.270 

 

• Issuing Bonds 28A.530.020 

 

• Issuing non-voted debt over $250,000 

 

• Required by school district statutes 

 

– Budget or budget extension adoption  RCW28A.505.060 
and 170 



Actions Requiring Resolution 

• Establishing procedures for small works roster 

 

• Cancel districts warrants once a year 

 

• Bid Requirements 

 

• Interfund transfers or loans 

 

• Accepting donated trust proceeds 

 

 



Resolution Requirements 

• Quorum majority vote – Directors and Secretary to Board 
should sign 

 

• Check for specific verbiage required 

 

• Open Public Meeting Act applies RCW 42.30.060 

– Prior publication for meeting 

 

 

 



Writing the Resolution 

• Samples are frequently available 

 

• WASBO, WSSDA, ABFR Manual, neighboring 
districts 

 

• Consult district attorney if sample unavailable 

 

• Read through sample carefully and make all 
adjustments for your district 



Presentations to the Board 

 
 

• Provide quality handouts in advance for board members 

 

• Provide quality handouts for the audience and the press 

 

• Let pictures and graphs do the talking when possible 

 

• Use a font size easy to read 14+ 

 

• Keep your presentation as short as possible to cover the topic 

 

• Know your presentation and handouts 

 



Presentations to the Board 

• Test technology ahead of time 

 

• Test your template to see how it looks on a large screen 

 

• Do not stand and read the slides – each bullet point should 
have substance behind it that comes from you 

 

• Allow time for questions  

–  If you don’t know – say so, don’t attempt to make it up as 
you go 

– Follow up on unanswered questions 

 



Where to Go for Help 

WA State School Directors’ Association (WSSDA) 

• Founded in 1922 

• 1,477 school board members from 295 school districts 

 

• “Ensuring school board members have the knowledge, tools, 
and services the need to effectively govern their districts and 
improve student learning” 

 

• Advocacy and policy support 

 

• Leadership development 

 

• Information  
 www.wssda.org 

 
 

http://www.wssda.org/


WSSDA Resources 

• Avoiding Conflicts of Interest 

• Open Public Meeting 

• The Basics of School Law: A Guide for School Board Members 

• Guide to Parliamentary Procedures 



Where to Go for Help 

WA Association of School Administrators (WASA) 

• Organization for professional administrators that is 
committed to leadership 

 

• Growth opportunities 

 

• Promotes community and legislative support for education 

 

• Mentorship 

 www.wasa-oly.org 
 

 

 

 

http://www.wasa-oly.org/
http://www.wasa-oly.org/
http://www.wasa-oly.org/
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