Part 3: Notice and agenda requirements for
meetings

Regular Meetings
The board must determine the time and place for all regular meetings
by “ordinance, resolution, or by-laws.” (Govt. Code section 54954(a))
 The board may adopt a resolution or bylaw provision that states
the board meets “every first Tuesday of the month at 7 PM at its
principal offices.”
 Second, the board may adopt a resolution at its annual meeting
setting the time and place of all regular meetings for the upcoming
school year.

Regular Meetings
Agenda and Notice Requirements for Regular Meetings
Agendas for regular meetings must be posted 72 hours prior to the meeting,
and the agenda must include a brief general description of each item to be
discussed or transacted at the meeting, including items to be discussed in
closed session. (Govt. Code section 54954.2(a))
The purpose is to inform the public about the subject matter of the action or
discussion so that they can determine whether to monitor or participate in the
meeting.
Govt. Code section 54954.2 provides that the “brief general description”
generally need not exceed 20 words in length.

Regular Meetings
Agenda Must Be Accessible 24 Hours
Agenda must be accessible 24 hours a day for the 72 hours prior to the meeting.
(78 Ops.Cal.Atty.Gen. 327, 331-332 (1995))
Deliberation and Discussion of Non-Agendized Items
The board may ask questions of their own initiative or in response to a question
from the public to receive clarification from school staff. And board members
may also make brief announcements or reports on his or her own activities.
(Govt. Code section 54954.2(a)) Also, members of the board may provide
request school staff to provide a report back to the board at a subsequent
meeting concerning any matter, or take action to direct staff to place a matter of
business on a future agenda. (Govt. Code section 54954.2(a))

Regular Meetings
Three Exceptions to the Notice Requirement
 An “emergency” item if a majority votes to declare the item an emergency
pursuant to Govt. Code section 54956.5. (Govt. Code section 54954.2(b)(1))
 An item that the board determines requires “immediate action which
cannot reasonably wait.” (Govt. Code section 54954.2(b)(2)
 An item that was continued to a subsequent meeting that is held within five
days of the original meeting for which the item was properly posted. (Govt.
Code section 54954.2(b)(3))

Special Meetings
The “presiding officer” (e.g., the President) or a majority of the board may call a
special meeting.
Notice Requirements
 Special meeting agendas must be posted 24 hours in advance of the
meeting to the entire board (and to all media outlets who have requested
notification). (Govt. Code section 54956) in a location freely accessible to the
public 24 hours a day. (53 Ops.Cal.Atty.Gen. 245, 246 (1970)
 Notice must indicate that it is a “special meeting” and must include the
time, place, and agenda items to be discussed or decided on at the meeting.
Notice is required even if the meeting is conducted in closed session, and,
even if no action is taken.
 No other business shall be considered at the special meeting

Special Meetings
Waiver of Notice
A board member may waive failure to receive notice of a special meeting by
filing a written waiver prior to the meeting or by simply being present.
Public Testimony
The public has a right to comment on any item described in the agenda before
or during consideration of that item. (Govt. Code section 54954.3(a))
Also, the special meeting notice must describe the public’s rights to provide
public testimony on any item. (Govt. Code section 54954.3(a))

Emergency Meetings
Emergency meetings may be called with little or no notice.
The requirements to call an emergency meeting:
 A majority of the board must determine that an “emergency situation”
exists. (Govt. Code section 54956.5.) The Brown Act defines an “emergency
situation” as a crippling activity, a work stoppage or an activity that
severely impairs public health and/or safety or both. (Govt. Code section
54956.5(a)(1))
 Unless the emergency is dire, the board must provide telephonic notice to
any media outlets that have requested that they receive notice of any
special meetings called pursuant to Govt. Code section 54956 at least one
hour prior to the meeting. (Govt. Code section 54956.5(b).)

Emergency Meetings
 A “dire emergency” is as a crippling disaster, mass destruction, terrorist
act, or threatened terrorist activity. Determined by a majority of the board
(Govt. Code section 54956.5(a)(2))
 Except for the 24-hour notice requirement, follow special meetings
provisions. The minutes, a list of persons who the board notified or
attempted to notify, a copy of the rollcall vote, and any actions taken must
be posted for a minimum of 10 days in a public place as soon as possible.
(Govt. Code section 54956.5(e))
 A board cannot meet in closed session during an emergency meeting unless
the board is consulting with law enforcement or security officials pursuant
to Govt. Code section 54957. Closed session must be approved by a twothirds vote of the members of the board who are present OR by a
unanimous vote of the members present if less than two-thirds are present.
(Govt. Code section 54956.5(c))

Closed Sessions
Whenever your board decides to hold a closed session, you should know that
there three types of “notice” obligations that must be met.
 Each item to be transacted or discussed in a closed session must be briefly
described on an agenda. (Govt. Code section 54954.2(a))
 Prior to adjourning into closed session, a representative of the legislative
body must orally announce the items to be discussed in closed session.
(Govt. Code section 54957.7(a))
 Once the closed session has been completed, the board must reconvene in
open session and may be required to report votes and actions taken in
closed session depending on the nature of the matter being discussed.
(Govt. Code section 54957.1)

Adjournments and Continuances
At times, it will be necessary to “adjourn” or continue a meeting. Only regular
and special meetings may be adjourned to a future date. (Govt. Code §54955)
If the adjourned meeting is held within five (5) days of the original meeting,
any matter properly placed on the agenda for the original meeting may be
considered at the subsequent meeting. (Govt. Code §54954.2(b)(3))
However, if the subsequent meeting is held more than five (5) days from the
original meeting, then a new agenda must be prepared and posted.

Adjournments and Continuances
When a meeting is adjourned within the 5 day time period, you must
“conspicuously” post a notice of the adjournment on or near the door of the
place where the meeting was held within 24 hours after the time of the
adjournment. The word “conspicuously” is important. This word means that
the notice must be clearly visible to any person who can see the door.

Location of Meetings
Generally speaking, regular and special meetings must be held within the
boundaries of the territory over which the board has jurisdiction. (Govt. Code
section 54954(b)). For charter schools, this can be generally understood as the
same jurisdiction as the authorizing school district.

