Instructions for BOH Meeting Minutes

I. Purpose

This template was developed by the Re-Accreditation Preparation (QI) Project Team to enhance local health department effectiveness and consistency in documenting Board of Health meeting minutes reflective of Robert’s Rules of Order Newly Revised (RONR).  This will serve to assist in evidence collection during preparations for initial and re-accreditation, and for maintaining compliance with Robert’s Rules of Order Newly Revised (RONR). 

II. Definitions

· Meeting Types

· Regular – meetings that occur on a continual basis according to the Board of Health Operating Procedures.

· Special – meetings called to discuss specific or emergent matters 
III. How do I use this template?

· When transcribing by hand or recorder, use this template as a checklist or guide to ensure accreditation reporting standards are met.

· Transfer handwritten or recorded minutes to this template in order to ensure compliance.

· Follow the prompts provided in the shaded fields (i.e. click once in shaded field to type required information.)

· To mark the check box…

· Double-click on the check box

· Go to “Default Value”

· Click in the circle next to “Checked”

· Click on “OK”

· To remove the mark in a check box…

· Double-click on the check box

· Go to “Default Value”

· Click in the circle next to “Not Checked”

· Click on “OK”

IV. Helpful Hints…

· Be sure to mark the checkbox noting which type of meeting (i.e. Regular or Special)

· Be sure to attach or reference appropriate report/presentation/documentation

· Attach sign-in sheet to minutes, if applicable

· If a vote is taken, be sure to note the results under the appropriate section. For easy reference bold the voting results.

· In the case of a nay vote detail ayes and nays by voting members:

· Example Vote: Aye: John Smith, Jane Jones; Nay: John Doe, Jane Doe 
· When a motion is made, be sure to include exact wording of the motion

· Be sure to include all discussions in meeting minutes.

· To ease evidence collection and accreditation preparations, be sure to document applicable benchmark activity number(s) under the appropriate section.
· For example:  when conducting the annual report to board of health on local disease incidence and trends, you would reference “(Benchmark Activity 2.4)” under the Clinic Report section before the report summary.

· Be sure to have the secretary sign and date the minutes once approved. The secretary is the individual defined by the Board of Health Operating procedures. This may be the Health Director or a designee.
<click once to type...Agency Title> Board of Health
Minutes
 FORMCHECKBOX 
 Regular Meeting
 FORMCHECKBOX 
 Special Meeting

<click once to type...Date and Time>
<click once to type...Location - including address>
I. Call to Order and Introductions

<Click once to type...be sure to include time meeting was called to order and by whom>
	Members Present
	<Click once to type...include member names and BOH title ESPECIALLY Chair and Secretary>

	Members Absent
	<Click once to type...include member names and BOH title>

	Staff Members Present
	<Click once to type...include staff member names and title in attendance>

	Others Present
	<Click once to type...include other attendees including name, subject matter/agency>


<Click once to type...be sure to note if a quorom was present or not>
II. Approval of Meeting Agenda
<Click once to type...note edits to the agenda and first motion>
III. Approval of Minutes
<Click once to type...note date of minutes to be approved, if they were approved or corrected, and who made the motion and secondary motion>
IV. Public Comments

<Click once to type...public comment may be opened later in the meeting depending on the agenda. Include name and brief summary of comment/discussion and any action>
V. Old Business

<Click once to type...insert any old or unfinished business. Be sure to include name, title, summary and any action taken>
VI. Reports <Meeting may contain reports from any or all of the below groups>
	A. Health Director
	<Click once to type...include name and title of presenter, any action taken, brief summary and attach any documentation>

	B. Finance/Budget
	<Click once to type...include name and title of presenter, any action taken, brief summary and attach any documentation>

	C. Program 
	<Click once to type...include name and title of presenter, any action taken, brief summary and attach any documentation>

	D. Annual 
	<Click once to type...include name and title of presenter, any action taken, brief summary and attach any documentation>

	E. Other
	<Click once to type...include name and title of presenter, any action taken, brief summary and attach any documentation>


VII. New Business
<Click once to type...insert any new business. Be sure to include name, title, summary and any action taken>
VIII. Other 

<Click once to type...insert summary of any other actions, assignments, deadlines, resolutions, recommendations including names, titles>
IX. Next Meeting Date

<Click once to type...include date, time, and location of next scheduled meeting>
X. Adjournment

<Click once to type...include time of adjournment AND name and title of person motioning and seconding adjournment>
Respectfully submitted:    





Secretary









Signature


      

         Date

