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Questions and Answers for the Council Secretary
Forms
Which forms should be submitted annually?

What is the Email Notification Agreement Form?

The following forms are due to the School-Based Decision Making (SBDM) Office, via email to
shawna.stenton@jefferson.kyschools.us, no later than
September 30:

This is an optional form to be completed by council
members who would like to be notified of special-called
meetings and other council notifications through email.
If council members do not elect to agree to receive
council information through email, then all notifications must be in writing. This form remains with the
council, and a copy is required to be on file in the SBDM
Office. The form is located at https://www.jefferson.
kyschools.us/file/1353.

• Schedule of Regular Meetings
• Council Member Training Verification
• Proof of Receipt (confirmation of receipt of The
Kentucky Open Records and Open Meetings Acts
and Managing Government Records)
The most recent copies of these forms are available at
www.jefferson.kyschools.us/node/2008.

Should the original forms be sent to the SBDM
Office?
Original forms should be retained in the school and a
copy sent to the SBDM Office via email.

If a member signed the Proof of Receipt Form last
year, do they have to sign another one this year?
Yes, each council member must complete the Proof of
Receipt Form annually.

On the Proof of Receipt Form, what agency do we
use?
Use the school name and address when filling out the
Proof of Receipt Form.

Should the Proof of Receipt Forms be held until
all have been collected before sending them to the
SBDM Office?
It is best to send all of them in at the same time, but
that may not be possible. Please send in all completed
forms by September 30, and forward the rest as soon
as possible.

What if some council members have not completed
their training and/or been elected by September 30?
The Training Verification process should be completed
by September 30—even if it is incomplete. For
example, many council members wait until October
or November to complete their training. In this case,
their name and other available information would be
completed while the training portion of the form would
be kept blank. If elections have not yet been held,
notify the SBDM Office (485-3056 or 485-3059) of the
approximate election dates and submit all requested
information after the elections have been held.

Why is it so important to have the Schedule of
Regular Meetings Form in by the end of September?
The dates need to be on the Jefferson County Public
Schools (JCPS) SBDM website (https://www.jefferson.
kyschools.us/calendar/grid?title=&field_event_type_
target_id=16) so that the public, including the media,
has notification of the meeting dates and times.

What is a Media Advisory, and when is it necessary?
A Media Advisory Form is used to let the public know
that the council is having a special-called meeting
(any meeting at a time and/or a date not specified on
the Schedule of Regular Meetings Form). The council
chairperson or his/her designee must give council
members at least a 24-hour written notice of the
special-called meeting. Additionally, the media must
be notified of the special-called meeting through the
SBDM Office at least 24 hours prior to the special-called
meeting. This notification occurs through email and is
time-stamped.

How do I send a Media Advisory?
Send an email attachment to shawna.stenton@jefferson
.kyschools.us. Please remember to allow time for the
SBDM Office to forward the notice to the media.

Should the Media Advisory Form be used for
notification of a regular meeting?
No, if it is already listed on the Schedule of Regular
Meetings Form, there is no reason to send another
notice.

What is about Video Teleconference Meetings?  
Refer to KDE’s Video Teleconferencing Guidance:
https://drive.google.com/file/d/1ePm_3BcJvQwezZLJf7
fqiODrJCLMXV2h/view?usp=sharing.
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Minutes and Agendas
What information should be included in the council
minutes?
•
•
•
•
•
•
•
•
•

Council (school) name
Date of meeting
Those in attendance
Decisions made
Recording secretary’s name
Time meeting began and ended
Major points discussed
Names of people presenting reports
Attachments of documents relevant to the group
discussions

What information should not be included in the
council minutes?
• Point-by-point accounts of discussions
• Specifics of who made each statement in a
discussion
• Sidebar or off-track discussion
• Items that could embarrass someone
• Names of individuals interviewed but not offered
the position
• Items discussed in closed session

What should the agenda include?
•
•
•
•

Council (school) name
Date and start time of meeting
List of agenda topics to be covered
Meeting location

Is it necessary to send original minutes, agendas,
and documentation to the SBDM Office?
Originals should be retained at the school. One copy of all
agendas, minutes, and any supporting documents should
be sent via email to shawna.stenton@jefferson
.kyschools.us in the SBDM Office once approved by the
council.

What are supporting documents?
Supporting documents are any documents distributed at the council meeting. Additional guidance may be found at https://drive.google.com/
file/d/1D8eqXUyPr5l35-UdDlNItbYB5yyFICej/
view?usp=sharing.

How should minutes and agendas be submitted to
the SBDM Office?
Please forward an electronic copy of the meeting agenda, approved minutes, and all supporting documents to
shawna.stenton@jefferson.kyschools.us. Supporting
documents could include, but not be limited to, the following:
• Sign-in sheets
• Committee minutes
• Activity account reports (and any other budget
documents)
• Policies (approved or draft)
• School plans

When should agendas, minutes, and supporting
documents be sent to the SBDM Office?
Agendas should be sent prior to the meeting. Minutes
should be approved for accuracy at the beginning of
each regular meeting and sent to the SBDM Office after
the meeting in which they were approved. For example,
April council minutes are approved during the May
meeting and are then sent in to be placed on the website.

How soon are the minutes posted to the SBDM website?
Daily entries are made of SBDM minutes and agendas
as well as standing committee minutes and agendas.

Do we need to send a message or call the SBDM
Office if a meeting is canceled?
Yes, please send an email to shawna.stenton
@jefferson.kyschools.us indicating that the meeting
will be or was canceled and the reason why.

What is the process for submitting the annual
SBDM surveys?
This information is emailed to the principal, who then
forwards it to council members.

How long do I have to keep SBDM records
(minutes, agendas, policies, and ballots)?
It depends on the item. For the Records Retention
Schedule, please go to the SBDM website and look
under Principal Resources.

How can our council make SBDM documents easily
accessible to our stakeholders?
Please keep a copy of all minutes from the current year, as
well as all bylaws and policies, in a location that is easily
accessible to all interested stakeholders. Most schools opt
to keep a copy of these documents in a binder in the school
library and/or to link to them on their school’s website.
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Training
Once a member is elected, what is the process for
training?
KRS 160.345 requires that:
School council members elected for the first time
shall complete a minimum of six (6) clock hours of
face-to-face training in the process of school-based
decision making, no later than thirty (30) days after
the beginning of the service year for which they are
elected to serve. School council members who have
served on a school council at least one (1) year shall
complete a minimum of three (3) clock hours of online
or face-to-face training in the process of school-based
decision making no later than one hundred twenty
(120) days after the beginning of the service year for
which they are elected to serve. Experienced members
may participate in the training for new members to
fulfill their training requirement. School council training
required under this subsection shall be conducted by
trainers endorsed by the Department of Education.
JCPS employees may register for the training on
pdCentral. Parents may either email kalai.annadurai
@jefferson .kyschools.us or call the SBDM Office at
485-3059 to register.

Where and when are these trainings?
Trainings are held online and at various locations
throughout Jefferson County approximately every
six weeks and are available to parents, teachers, and
administrators unless otherwise indicated. Training
dates can be found on the SBDM website at www.
jefferson.kyschools.us/node/1333.

What training is required of experienced council
members?
Experienced council members—those individuals
who have served on a council within the previous
three years and have completed the initial six hours
of training—must complete three hours of additional
training each year they are on the council.
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How does an experienced member update training?
An experienced member may either complete the faceto-face training or complete training online at
https://www.jefferson.kyschools.us/node/155727.

Are there any other requirements of parent council
members?
All parent SBDM members are legally required to have
a fingerprint-supported criminal history check. If you
completed your fingerprinting last year and have been
reelected to another term this year, you are not required to be fingerprinted again. However, if there is a
break in your time on the Council, you must be fingerprinted again.
NEW: Beginning December 8, 2020, JCPS will no longer
be able to transmit fingerprint scans at the Welcome
Center. Individuals will have to go to one of the IdentoGo locations to have their background checks completed. Under this new process, each individual must pay
for their background check directly to IdentoGo. Your
school will then reimburse you for this cost. Here is the
Service Code Form and How to Register information.
Child Abuse/Neglect (CAN) Checks: In addition to the
state and national fingerprint-supported criminal history background as required by KRS 160.380, the parent
Council member shall provide a letter from the Cabinet
for Health and Family Services stating that there are
no findings of substantiated child abuse or neglect on
record. Receipt of notice or verification of a finding of
neglect or abuse shall subject the parent Council member to removal under KRS 160.347. This can be done
through the school secretary.

Questions and Answers for the Council Secretary
Tidbits and Tips From Council Secretarieson.
• Type the full date (including the year) and the name
of the school on all SBDM documents.
• List all meeting dates for the year at the bottom of
the agenda and the minutes as a reminder to council members.
• If you use the same format for your agendas and
minutes, don’t forget to rename or title the document correctly for quick access.
• Special-Called Media Notices do not need to be
submitted for regular meetings.
• Copy minutes and agendas on school letterhead for
easy identification.
• Copy standing committee meeting minutes on a
different color paper for easy identification.
• Number policies for easy reference.
• List the names of SBDM members at the top of
your minutes, and then check them off if the members are present at the meeting.

• Have a box marked “approved” or “pending
approval” at the top of the minutes for easy differentiation.
• File policies in order with the efficiency review
spreadsheet, and use it as your contents page
for your file or binder.
• Make a template for your minutes and agendas,
and then fill in the new information and “save
as” with a new title.
• Double-check the SBDM website to ensure that
your minutes and agendas have been submitted
electronically. Consider reviewing other council minutes for ideas on both organization and
agenda items.
• Send an electronic copy of the meeting agenda,
approved minutes, and all supporting documents via email to shawna.stenton@jefferson.
kyschools.us. One copy is sufficient; there is no
need to Pony mail the same documents.

To schedule an SBDM secretary training session, please contact kalai.annadurai@jefferson.kyschools.us.

good
idea!
If you have a tidbit or tip you would like to share, please email it to kalai.annadurai@jefferson.kyschools.us.
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