Positive Behavior Support Communication

1. All PBS Network master documents, agenda items and training information will be located at the PCHS office.  Information will be maintained and distributed by assigned PCHS staff.

This includes but is not limited to the following items:
· Strategic plans: including updates

· Annual reports
· Master Member contract form
· Signed member contracts

· Current Bylaws

· Mission, Vision and Values statement

· Training feedbacks

· Fidelity tool form
· Fidelity tool: completed assessments

· Program budget

· Board notes/agenda

· Quality outcome data and reports

2. There are times when approvals need to be made prior to or outside scheduled monthly Board meetings.  
· The person requesting the approval will email the President of the Board outlining the request for decision (as specifically as possible).

· The President of the Board will determine if the decision needs to be made outside or prior to the next regular Board meeting by consulting with the Chair of the Leadership Committee.

· If the decision does need to be made outside or prior to the next meeting, the Board President will contact the other Board members and PCHS representative to schedule a time to meet and make a decision.

· Once a decision is reached, the Board President will notify the person making the request.

3. Summary of discussions from Board meeting.
· The Secretary of the Board will type up Board minutes and email to the members of the Board within one week of the meeting.  

· Board minutes will be approved at the following month’s Board meeting.

4. Notes from Quarterly membership meetings 

· The Secretary of the Board will type notes and bring them to the next Board meeting for approval.

5. Academy staff will submit training agenda and notes to PCHS staff for filing. 
6. Board agenda list of “to do” items for reference.

· The monthly board agenda document will include a “to do list”.  This list serves as a Board reminder of upcoming agenda items.

7. The Board agenda will be created in collaboration between the Board President and the Board Secretary, referencing previous Board meeting minutes, Quarterly membership meeting notes, and the Strategic Plan to ensure the agenda is thorough and forward-focused.
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