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Board Services Coordinator

jbatchelder@washoeschools.net
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• Ensure chiefs and department leaders 
are using the most recent template
– Will be available on the Secretaries Corner 

section of the website
– Any updates will be provided to everyone 

through Leadership Team
• Send to others in your offices and 

departments

Staff Reports
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• What are you asking the Board of Trustees to do; is 
another party involved; the cost of the item; and 
length

• Title is in all CAPS
– (FOR POSSIBLE ACTION)
– (FOR PRESENTATION/INFORMATION AND DISCUSSION 

ONLY)

• New language for items under Presentation & 
Action
– Presentation, Discussion, and Possible Action to 

Consider Approval, and/or Amend…

Titles
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• From
– List only the Chief

• Presenters & Time or Consent
– Consent Agenda 

• Items of routine nature that occurs with 1 
action

– Committee Appointments
– Grant Applications
– Memorandums of Agreement/Understanding
– Award of Bid/Request for Proposal
– Independent Contractor Agreements

• If an item is on Consent, no staff is listed here

From & Presenters/Consent
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• Committee Appointment Example
– APPROVAL OF THE APPOINTMENT OF SHELLEY BUCHANAN, 

AT-LARGE REPRESENTATIVE, TO THE STUDENT ATTENDANCE 
ADVISORY COMMITTEE FOR A 2-YEAR TERM ENDING JUNE 30, 
2024 (FOR POSSIBLE ACTION)

• Purchasing Example
– AWARD OF BID #22-128-B-05-DA, REPLACEMENT OF CLOSED-

CIRCUIT TELEVISION (CCTV) (PTZ) CAMERAS AT 6 WASHOE 
COUNTY SCHOOL DISTRICT SCHOOLS, TO POWERCOMM
SOLUTIONS, INC. FOR $124,532.53 (FOR POSSIBLE ACTION)

Consent Agenda Example Titles
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• Human Resources Example
– POSSIBLE ACTION TO APPROVE A 1-YEAR AGREEMENT 

WITH SPECIALTY HEALTH FOR THE 2022 WELLNESS 
SCREENINGS FOR ALL INSURED ACTIVE/RETIREES AND 
COVERED SPOUSES FOR $155,580 (FOR POSSIBLE ACTION)

• Grants Example
– APPROVAL OF THE NEVADA DEPARTMENT OF EDUCATION 

COMPETITIVE AMERICAN RESCUE PLAN AND ELEMENTARY 
AND SECONDARY SCHOOLS EMERGENCY RELIEF FUND 
COLLEGE AND CAREER READINESS SUPPORTS GRANT FOR 
$797,073.62 (FOR POSSIBLE ACTION)

Consent Agenda Example Titles
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• Presenters & Times/Consent (cont.)
– Presenters

• Who will be presenting the information to the 
Board and community

• How long is the presentation
– Presentations should be limited to 5-7 minutes and 

no more than 8 slides is recommended
– Add 5-10 minutes to the initial time to allow for 

questions and discussion by the Board of Trustees

• Date Report Written

Presenters/Consent & Date Report 
Written
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• Purpose/Summary
– What is the purpose of this item

• Provide as much information as possible here and as part of 
the “Background” section

• Additional information included on the staff report template
• If for Consent, include why the item is on the Consent 

Agenda

– Do not use acronyms
• Elementary and Secondary School Emergency Relief (ESSER)

– Use full school names
• Alice Maxwell Elementary School instead of Maxwell 

Elementary School

Purpose/Summary
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• Financial
– Cost of the item
– Is it included in the current budget

• Which budget are the funds coming out of

– Check with Business & Finance to ensure 
the item has been approved by the Financial 
Resource Committee (FRC)

• Background Information
– Include additional information on the 

agenda item

Financial & Background Information
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• List prior actions taken by the Board of 
Trustees 
– Only need to go back 2 years at the most
– List most recent action first

• Committee Actions
– If the item is a recommendation from a 

committee, list that action

• Searching in BoardDocs for prior 
actions & linking

Previous Actions
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• The name of the attachment should 
match what is listed on the staff report
– Always PDF the documents
– Label attachments as appropriate

• Top righthand corner OR bottom righthand 
corner depending on page orientation

• Use Tahoma 12 font and Dark Red as color
– If a darker color is the background of the 

document, the font may be in white

Attachments
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• Strategic Plan
– Response to Recovery

• Include at least the Goal
• Add Objective if known

• Board Policy
– wcsdpolicy.net

• Board Policy
• Get Link
• Use 2nd link (TRUE) link

Strategic Plan & Board Policy
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https://www.wcsdpolicy.net/


• Nevada Revised Statutes
– https://www.leg.state.nv.us/Division/Legal/La

wLibrary/NRS/index.html

• Nevada Administrative Code
– https://www.leg.state.nv.us/Division/Legal/La

wLibrary/NAC/Chapters.html

• Federal
– Google the title
– Use a link to a federal government site

• i.e. congress.gov, doe.gov

Legal
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https://www.leg.state.nv.us/Division/Legal/LawLibrary/NRS/index.html
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• Community Involvement
– Opportunities for the community to 

participate in the decision-making process

• Alternatives
– Are there viable alternatives the Board can 

consider
– What is the impact if the item is not 

approved

Community Involvement & Alternatives
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• Non-action items
– This item is for presentation/information 

and discussion only

• Action items
– Should be similar to the title

• What is the Board approving, accepting, 
appointing, or acknowledging

• Timeframe 
• Cost

Superintendent’s Recommendation
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• Use full school names throughout the 
entire staff report

• Do not use acronyms in the Title or 
Superintendent’s Recommendation
– Okay to use in Purpose/Summary after 

you have 1st used the full title

• Double check links
• Double check titles of Board Policies

Staff Report – Quick Tips
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• What is BoardDocs
• Where to find BoardDocs

– District website
– https://go.boarddocs.com/nv/washoe/Bo

ard.nsf/

• Public site vs. Authenticate

BoardDocs
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https://go.boarddocs.com/nv/washoe/Board.nsf/


• Search feature

– District information vs. META

– Ensure ONLY “Meetings” is checked

Previous Board Actions
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Previous Board Actions
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Previous Board Actions
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BoardDocs
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BoardDocs
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BoardDocs
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BoardDocs
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From: BoardDocs Notification <noreply@boarddocs.com> 
Sent: Friday, July 29, 2022 1:35 PM 
To: Batchelder, Jennifer 
Subject: [EXTERNAL] [BoardDocs] Your item was approved. 

 

Jennifer Batchelder, 

Your item was approved. 

Item: 2.11 APPROVAL, PURSUANT TO NEVADA REVISED STATUTE (NRS) 386.390 (ACCEPTANCE OF GIFTS BY BOARD OF 
TRUSTEES), OF INFORMATION REGARDING DONATIONS MADE BY THE DUFFIELD FOUNDATION, WHO HAS DONATED 
$100,000 OR MORE TO THE SCHOOL DISTRICT DURING FISCAL YEAR 2022‐23 (FOR POSSIBLE ACTION) 



Deadline Calendars

25



Department Deadline Calendars
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2022-23 BOT Deadlines Calendar 
(version 1 – 04-29-2022) 

Meeting 
Date & Type 

Final Staff 
Report and 

Attachments 
due to 

Chief/Director 

Final Staff 
Report and 

Attachments due 
in BoardDocs 

Board 
Services 
Review 

Business/OGC 
Review 

Superintendent/Deputy 
Superintendent Review 

(no later than) 

BOT Counsel 
Review 

(no later than) 

Board President 
Review 

(no later than) 

Agenda and 
Meeting Posted 

no later than 
9:00 a.m. 

07-26-2022 
Regular 
Meeting 

 

07-13-2022 07-14-2022 07-14-2022 &     
07-15-2022 

07-18-2022 
(Noon) 

07-19-2022 
(Noon) 

07-20-2022 
(Noon) 07-21-2022 

08-09-2022 
Regular 
Meeting 

 

07-27-2022 07-28-2022 

 
07-28-2022 &     
07-29-2022 

 

08-01-2022 
(Noon) 

08-02-2022 
(Noon) 

08-03-2022 
(Noon) 08-04-2022 

08-23-2022 
Regular 
Meeting 

 
08-10-2022 08-11-2022 08-11-2022 &     

08-12-2022 
08-15-2022 

(Noon) 
08-16-2022 

(Noon) 
08-17-2022 

(Noon) 08-18-2022 

09-13-2022 
Regular 
Meeting 

 08-30-2022 
(*early deadline 

due to Labor 
Day) 

08-31-2022 08-31-2022 &     
09-01-2022 

09-02-2022 
(Noon) 

09-06-2022 
(Noon) 

09-07-2022 
(Noon) 09-08-2022 

09-27-2022 
Regular 
Meeting 

 
09-14-2022 09-15-2022 09-15-2022 &    

09-16-2022 
09-19-2022 

(Noon) 
09-20-2022 

(Noon) 
09-21-2022 

(Noon) 09-22-2022 

10-11-2022 
Regular 
Meeting 

 
09-28-2022 09-29-2022 09-29-2022 &    

09-30-2022 

10-03-2022 
(Noon) 

(*Fall Break) 

10-04-2022 
(Noon) 

10-05-2022 
(Noon) 10-06-2022 

10-25-2022 
Regular 
Meeting 

 
10-12-2022 10-13-2022 10-13-2022 &      

10-14-2022 
10-17-2022 

(Noon) 
10-18-2022 

(Noon) 
10-19-2022 

(Noon) 10-20-2022 

11-08-2022 
Regular 
Meeting 

 10-25-2022 
(*early deadline 
due to Nevada 

Day) 

10-26-2022 10-26-2022 &     
10-27-2022 

10-31-2022 
(Noon) 

11-01-2022 
(Noon) 

11-02-2022 
(Noon) 11-03-2022 

11-22-2022 
Regular 
Meeting 

 11-08-2022 
(*early deadline 
due to Veterans 

Day) 

11-09-2022 11-09-2022 &      
11-10-2022 

11-14-2022 
(Noon) 

11-15-2022 
(Noon) 

11-16-2022 
(Noon) 11-17-2022 


		2022-23 BOT Deadlines Calendar

(version 1 – 04-29-2022)



		Meeting Date & Type

		Final Staff Report and Attachments due to Chief/Director

		Final Staff Report and Attachments due in BoardDocs

		Board Services Review

		Business/OGC Review

		Superintendent/Deputy Superintendent Review

(no later than)

		BOT Counsel Review

(no later than)

		Board President Review

(no later than)

		Agenda and Meeting Posted no later than 9:00 a.m.



		07-26-2022

Regular Meeting

		

		07-13-2022

		07-14-2022

		07-14-2022 &     07-15-2022

		07-18-2022

(Noon)

		07-19-2022

(Noon)

		07-20-2022

(Noon)

		07-21-2022



		08-09-2022

Regular Meeting

		

		07-27-2022

		07-28-2022

		

07-28-2022 &     07-29-2022



		08-01-2022

(Noon)

		08-02-2022

(Noon)

		08-03-2022

(Noon)

		08-04-2022



		08-23-2022

Regular Meeting

		

		08-10-2022

		08-11-2022

		08-11-2022 &     08-12-2022

		08-15-2022

(Noon)

		08-16-2022

(Noon)

		08-17-2022

(Noon)

		08-18-2022



		09-13-2022

Regular Meeting

		

		08-30-2022

(*early deadline due to Labor Day)

		08-31-2022

		08-31-2022 &     09-01-2022

		09-02-2022

(Noon)

		09-06-2022

(Noon)

		09-07-2022

(Noon)

		09-08-2022



		09-27-2022

Regular Meeting

		

		09-14-2022

		09-15-2022

		09-15-2022 &    09-16-2022

		09-19-2022

(Noon)

		09-20-2022

(Noon)

		09-21-2022

(Noon)

		09-22-2022



		10-11-2022

Regular Meeting

		

		09-28-2022

		09-29-2022

		09-29-2022 &    09-30-2022

		10-03-2022

(Noon)

(*Fall Break)

		10-04-2022

(Noon)

		10-05-2022

(Noon)

		10-06-2022



		10-25-2022

Regular Meeting

		

		10-12-2022

		10-13-2022

		10-13-2022 &      10-14-2022

		10-17-2022

(Noon)

		10-18-2022

(Noon)

		10-19-2022

(Noon)

		10-20-2022



		11-08-2022

Regular Meeting

		

		10-25-2022

(*early deadline due to Nevada Day)

		10-26-2022

		10-26-2022 &     10-27-2022

		10-31-2022

(Noon)

		11-01-2022

(Noon)

		11-02-2022

(Noon)

		11-03-2022



		11-22-2022

Regular Meeting

		

		11-08-2022

(*early deadline due to Veterans Day)

		11-09-2022

		11-09-2022 &      11-10-2022

		11-14-2022

(Noon)

		11-15-2022

(Noon)

		11-16-2022

(Noon)

		11-17-2022



		12-13-2022

Regular Meeting

		

		11-30-2022

		12-01-2022

		12-01-2022 &      12-02-2022

		12-05-2022

(Noon)

		12-06-2022

(Noon)

		12-07-2022

(Noon)

		12-08-2022



		01-10-2023

Regular Meeting

		

		12-27-2022

(*early deadline due to  New Years’ Day)

		12-28-2022

		12-28-2022 &      12-29-2022

		12-30-2022

(Noon)

		01-03-2023

(Noon)

		01-04-2023

(Noon)

		01-05-2023



		01-24-2023

Work Session and Regular Meeting

		

		01-10-2023

(*early deadline due to MLK Day)

		01-11-2023

		01-11-2023 &      01-12-2023

		01-13-2023

(Noon)

		01-17-2023

(Noon)

		01-18-2023

(Noon)

		01-19-2023



		02-14-2023

Regular Meeting

		

		02-01-2023

		02-02-2023

		02-02-2023 &    02-03-2023

		02-06-2023

(Noon)

		02-07-2023

(Noon)

		02-08-2023

(Noon)

		02-09-2023



		02-28-2023

Work Session and Regular Meeting

		

		02-14-2023

(*early deadline due to Presidents Day)

		02-15-2023

		02-15-2023 &     02-16-2023

		02-17-2023

(Noon)

		02-21-2023

(Noon)

		02-22-2023

(Noon)

		02-23-2023



		03-14-2023

Regular Meeting

		

		03-01-2023

		03-02-2023

		03-02-2023 &    03-03-2023

		03-06-2023

(Noon)

		03-07-2023

(Noon)

		03-08-2023

(Noon)

		03-09-2023



		04-11-2023

Work Session and Regular Meeting

		

		03-29-2023

		03-30-2023

		03-30-2023 &    03-31-2023

		04-03-2023

(Noon)

		04-04-2023

(Noon)

		04-05-2023

(Noon)

		04-06-2023



		04-25-2023

Regular Meeting

		

		04-12-2023

		04-13-2023

		04-13-2023 &    04-14-2023

		04-17-2023

(Noon)

		04-18-2023

(Noon)

		04-19-2023

(Noon)

		04-20-2023



		05-09-2023

Regular Meeting

		

		04-26-2023

		04-27-2023

		04-27-2023 &    04-28-2023

		05-01-2023

(Noon)

		05-02-2023

(Noon)

		05-03-2023

(Noon)

		05-04-2023



		05-23-2023

Work Session and Regular Meeting

		

		05-10-2023

		05-11-2023

		05-11-2023 &     05-12-2023

		05-15-2023

(Noon)

		05-16-2023

(Noon)

		05-17-2023

(Noon)

		05-18-2023



		06-13-2023

Regular Meeting

		

		05-31-2023

		06-01-2023

		06-01-2023 &     06-02-2023

		06-05-2023

(Noon)

		06-06-2023

(Noon)

		06-07-2023

(Noon)

		06-08-2023



		06-27-2023

Regular Meeting

		

		06-13-2023

(*early deadline due to Juneteenth Holiday)

		06-14-2023

		06-14-2023 &    06-15-2023

		06-16-2023

(Noon)

		06-20-2023

(Noon)

		06-21-2023

(Noon)

		06-22-2023



		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		









Questions???

Thank you!!!!
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