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The information in this presentation is for educational purposes only and
does not constitute legal advice. No attorney-client relationship is created or
intended through this presentation or through receipt or review of these
materials. For advice on specific matters, please consult with your board
attorney or other legal counsel.

© This presentation is copyrighted by the North Carolina School Boards 
Association.  Unauthorized copying or distribution is prohibited.
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Sample Minutes Exercise

• Find at least three “problems” with the sample minutes, i.e., where 
the minutes fail to follow legal requirements and/or best practices. 

• Find at least three examples of good practices in the minutes.

• Work with a partner(s) if you like.
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What meetings require minutes?

• Board meetings
• Board committee meetings
• Board panel hearings

• Meetings of any committee or council appointed by the board to make recommendations 
to the board or to carry out any function of the board, e.g., advisory councils, ad hoc 
board committees

• School Improvement Team meetings
• NOT meetings comprised solely of the professional staff of the public body  
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Every public body shall keep full and accurate minutes 
of all official meetings, including any closed sessions 

held…

Such minutes may be in written form or, at the 
option of the public body, may be in the form of 

sound or video and sound recordings.

When a public body meets in closed session, it shall 
keep a general account of the closed session so that a 

person not in attendance would have a reasonable 
understanding of what transpired.

Such accounts may be a written narrative, or video 
or audio recordings.

What does State law say about minutes?

N.C. Gen. Stat. 143-318.10(e)

5

N.C. Gen. Stat. 
143-318.10(e)

• “Every public body shall keep full 
and accurate minutes of all official 
meetings, including any closed 
sessions held….”

What are “full and accurate” 
minutes?

6



4

• A public body’s minutes “‘should contain mainly a record of what was done at the 
meeting, not what was said by the members.’”

• Minutes should “reflect matters such as motions made, the movant, points of 
order, and appeals—not . . . show discussion or the absence of action.”

• The purpose of minutes is “to provide a record of the actions taken by a board 
and evidence that the actions were taken according to proper procedures.”

Maready v. City of Winston-Salem, 342 N.C. 708 
(1996)

What should be included in minutes, according 
to North Carolina courts? 
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What should be included in minutes, 
according to Robert’s? 

• Generally, “minutes should contain mainly a record of 
what was done at a meeting, not what was said by the 
members.”
• Minutes should not contain your personal opinion on 

anything said or done.

Robert’s Rules of Order, Newly Revised (11th ed.) 
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Per state officials, the following items are necessary to document in the minutes of public 
bodies

• Date of the meeting and time it was called to order*
• Names of meeting participants (plus any absentees), including indication of whether a
• quorum is present
• Corrections/amendments to previous meeting minutes
• Actions taken or agreed to be taken, including motions, voting, rationale, and next 

steps
• Attachments necessary for decision-making at the meeting
• Open discussion/public participation
• Time of adjournment and date and time of next meeting

Source: Minutes of Public Bodies, The G.S. 132 Files [official records management blog of the State Archives 
of N.C.] (Feb. 26, 2018)

* caveat:  best practice is to include type of meeting, too

What should be included in minutes, according to 
the State Archives of North Carolina (NCDNCR)?
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N.C. Gen. Stat. 
143-318.10(e)

• “When a public body meets in closed 
session, it shall keep a general account of 
the closed session so that a person not in 
attendance would have a reasonable 
understanding of what transpired.”

What is a “general account” and how 
is it different from “full and accurate” 
minutes?
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What should be included in general accounts of closed 
sessions? 

Both minutes and a general account of the closed session are required.  
They may be combined into a single “closed session minutes” record in 
this way: 
1. Document the subject matter of closed session discussion and say 

enough about the discussion to provide a person who was not 
present a reasonable understanding of what transpired. 

2. You may omit detailed accounts of what individual board members 
said about the matters under consideration.

3. Record any decisions or actions taken by the board. 
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What should be included in general accounts of closed 
sessions? 

(1) What was the board told 
and by whom?

(2) What discussion followed?

(3) What decisions or actions 
were taken, if any?
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(Example - Closed Meeting Minutes)
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Comparison

Open Session Minutes

• Must record all actions taken by 
the board but need not record 
discussions.
• Should also include any info 

needed to demonstrate that such 
actions were legally valid (e.g., 
evidence of a quorum).

Closed Session Minutes
• Actions taken
• Statute authorizing closed 

session/law making info 
confidential/parties to lawsuit
• A “narrative that describes in 

general terms the discussion that 
takes place so there is some 
record of the meeting even if no 
official action is taken.”
• Kept separately from open 

session  (typically  sealed).
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What should not or 
need not be included 

in the minutes?

Personal opinions, judgments, or interpretations of actions

Discussion (do include summary for closed session)

Motions that were withdrawn

Remarks of guest speakers

Reports to the board in detail (unless requested/required by 
board)
Name of person who seconded a motion

Flowery language

Transcripts of the meeting
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Who is responsible for keeping the minutes of 
the board?

• The superintendent is the “ex officio secretary” to the board, who “shall record all 
proceedings of the board” and “shall see that the minutes of the meetings of the 
board of education are promptly and accurately recorded in the minute book which 
shall be kept in the office of the board of education and open at all times to public 
inspection.” G.S. 115C-276(b)

• In practice, this role is almost always delegated to the board assistant.

• Principals or other staff may be designated to keep minutes for SITs and/or other 
school-level public bodies.
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Minutes checklist 
for board assistants
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What documents should be attached to 
the minutes?

• Attachments necessary for decision-
making

• Anything required by law or local policy

Examples:*
• Board policies adopted or revised
• Copies of executed employment 

contracts and/or amendments for 
Superintendent or 
Deputy/Associate/Assistant 
Superintendent(s)

• Other contracts voted on
• Budget Resolution

*See chart for more complete list of statutorily required minutes entries and 
entries required by PLS policies
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Approval of the Minutes

• Best practice – approve at the next meeting or as soon thereafter as possible. 
• “Official” when voted on by the public body.

• Typically dated and signed by chair and/or secretary (though not legally required).  

• Minutes can be corrected after approval through a “motion to amend something 
previously adopted.”   Unless notice is provided to the board in advance, this 
motion requires a 2/3 vote of members present or a majority of the full board.
• Minutes and general accounts are public records.  So are drafts of these. 
• BUT closed session minutes and accounts may be withheld from public inspection 

so long as public inspection would frustrate the purpose of a closed session. 
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Minutes must be retained in 
the board office permanently. 
• Traditionally via a 3-ring notebook 

kept in the Superintendent’s office

Minutes must also have a 
“preservation duplicate” 

How long should board 
meeting minutes be 
maintained?
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• NCDNCR has determined that preservation copies of minutes must be 
“human-readable.”  This means the only acceptable formats are 
paper or microfilm.

2021 General Records Schedule for Local Government Agencies, page iv

• NCDNCR provides microfilming services and storage with the State 
Archives  
• See handout for details

Preservation of Minutes
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NCSBA Legal/Policy Services
919.841.4040
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• Revisit the sample minutes….

• What problems did you find?

• What examples of good practices did you find?

• Did you learn anything that you need to change in your minutes 
practices going forward, or did you confirm you are on the right 
track? 

Wrap-Up
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