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 BOARD OF DIRECTORS 

 

BOARD COMMUNICATION PROTOCOLS 

 

Effective communication is essential for building trust, collaboration, and transparency. These protocols are intended to 

guide how board members engage in communication, both internally within the district and externally with the community 

and partner organizations. These are not intended to restrict communication but to ensure appropriate channels, 

responsibilities, and follow-up processes are clear.  

 

I. Open Public Meetings Act Requirements  

Board members will ensure that they are complying with the Open Public Meetings Act (the “OPMA”) when they 

communicate with one another. Any time a quorum of the board discusses or considers official district business, 

that constitutes a meeting under the OPMA and must comply with its requirements, including being open to the 

public. For example, a meeting could occur if a quorum of the board exchanges emails or texts with one another 

about official business. Accordingly, board members must be painstakingly vigilant about their communications 

with one another to ensure compliance with the OPMA.   

 

Board members who have questions about what communications are permissible under the OPMA should contact 

the Superintendent or the district’s legal counsel. 

 

II. Communication Procedures 

Board members are expected to follow the communication procedures described in Policy 1620P (The Board-

Superintendent Relationship). Those procedures are reproduced here for convenience: 

 

a. Staff Communications to the Board: All communications or reports to the board or individual board 

members from principals, supervisors, teachers, or other staff members shall be submitted through the 

superintendent. This will not deny any staff member’s right to appeal to the board regarding administrative 

decisions, provided that the superintendent will have been notified of the forthcoming appeal and that it is 

processed according to the applicable procedures on complaints and grievances. 

 

b. Board Communications to Staff: All official communications, policies, and directives of staff interest and 

concern will be communicated to staff members through the superintendent. The superintendent will employ 

all such media as are appropriate to keep staff fully informed of the board’s priorities, concerns and actions. 

 

c. Visits to Schools: Individual board members interested in visiting schools or classrooms will make 

arrangements for visitations through the principals of the various schools. Such visits will be regarded as 

expressions of interest in school affairs and not as "inspections" or visits for supervisory or administrative 

purposes. Official visits by board members will be carried on only under board authorization and with the 

full knowledge of staff, including the superintendent, principals and other supervisors. 

 

d. Social Interaction: Staff and board members share a keen interest in the schools and in education. When 

they meet at social affairs and other functions, informal discussion on such matters as educational trends, 

issues, and innovations can be anticipated. Discussions of personalities or staff grievances are not 

appropriate. 
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III. Internal Communication Protocols 

 

Issue Type Initial Point of 

Contact 

Next Level (if 

unresolved) 

Final Level 

1. Complaints The district has adopted several complaint procedures. Some of those include the 

following:  

• 3205/P Sexual Harassment of Students Prohibited 

• 3207/P Prohibition of Harassment, Intimidation and Bullying of Students 

• 3210/P Non-Discrimination 

• 3211/P Gender-Inclusive Schools 

• 3241/P Student Discipline 

• 4220/P Complaints Concerning Staff or Programs 

• 5010/P Non-Discrimination and Affirmative Action 

• 5011/P Sex Discrimination and Sex-Based Harassment of Staff Prohibited 

• 5270/P Resolution of Staff Complaints  

• 5271/P Reporting Improper Governmental Action 

 

Policies and Procedures can be found at: 

https://app2.boardontrack.com/public/t6gNEZ/documents?categoryId=49252  

 

Staff, administrators, and board members are expected to follow the complaint 

procedures described in district polices and procedures. Not all complaints will fall 

within an established complaint procedure. In those instances when a complaint 

doesn’t fall within an established complaint procedure, the board expects 

administrators to use their professional judgment to address those complaints 

 

If a board member receives a complaint or criticism about district personnel, the 

information is to be referred to the superintendent. (Policy 1101 and the 

superintendent contract) 

 

As a reminder, if the board receives a complaint in executive session, any personnel 

action that it takes in response to the complaint must be made in open session. 

 

If there is a complaint against a school board member, file a written complaint with 

the district superintendent. If not resolved, file a written citizen’s complaint with 

the Washington Office of Superintendent of Public Instruction (OSPI).  

 

2. Concerns  

(Building-level) 

Building Administrator Superintendent or 

designee 

A building administrator or 

the superintendent can 

address almost all building-

level concerns. The Board 

will only address these 

concerns if necessary. 

 

2. Concerns  

(District-level) 

Superintendent or 

designee 

N/A Board Chair & Board Policy 

Representative (if needed 

for policy-level concern) 

 

The superintendent should 

be allowed to address 

district-level concerns. The 

Board will only address 

https://app2.boardontrack.com/public/t6gNEZ/documents?categoryId=49252
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these concerns if necessary. 

 

3. Resource Requests 

(Supplies/Materials) 

Building Administrator 

Asst. Superintendent 

and/or Applicable 

Program Director 

Superintendent & 

Finance Director 

Applicable District 

Committee Discussion.  If 

needed, a Program Report 

can be provided at a Regular 

Board meeting 

 

4. Program/Facilities 

Needs/Improvements 

Building Administrator 

Asst. Superintendent 

and/or Applicable 

Program Director 

Superintendent and 

Finance Director (if 

applicable) 

Applicable District 

Committee Discussion.  If 

needed, a Program Report 

can be provided at a Regular 

Board meeting  

 

5. Advocacy – Internal 

(Gov’t relations, 

legislative) 

Board Chair N/A Board Chair & 

Superintendent (to align 

with legislative priorities) 

 

6. Emergency (911 

calls, urgent 

situations) 

Staff follow district 

emergency protocols 

Superintendent is 

notified 

Board is notified by 

Superintendent or their 

designee 

 

 

IV. External Communication Protocols 

 

Communication with external stakeholders should reflect adopted board policy, district values, and the strategic 

direction established by the board and superintendent. 

 

Communication Type Protocols 

The president will be the official recipient of correspondence directed to the board and will provide, or cause to 

be provided to other board members and the superintendent, copies of the correspondence received on behalf 

of the board. (Policy 1220) 

 

In dealing with the media and with matters from the public in general directed to the board, the president or 

their designee will serve as the spokesperson of the board. The president is authorized to report and discuss the 

board’s past actions and decisions but will avoid discussion or speculation about the board’s potential future 

actions or decisions. (Policy 1220) 

 

Advocacy – External 

(Federal, State, Local) 

The legislative representative, board president, or other board designee will 

represent the board at WSSDA’s General Assembly conveying local views and 

concerns to that body. The legislative representative will monitor proposed school 

legislation, and provide legislative updates periodically at board meetings. (Policy 

1220) 

 

The legislative representative may also serve as the liaison between local 

government agencies and the board. 

 

Civic Organizations Board members are encouraged to attend and represent the district. Formal 

presentations or statements should be coordinated with the Board Chair or their 

designee and the Superintendent. 

 

Attending Events as Attend events to support school programs and strengthen community relationships. 
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School Board 

Representatives 

If speaking in an official capacity, coordinate remarks with the Board Chair or their 

designee and the Superintendent. Avoid discussion of confidential matters or items 

not yet before the board. 

 

Students, Families 

and Community 

Members 

Listen respectfully and encourage use of the appropriate communication, reporting 

or complaint processes outlined in board policies/procedures. Refer unresolved 

concerns as outlined in the internal communication protocols above. 

 

 

V. Two-Way Communication Protocols 

 

The Washington School Board Standards for Effective School Board Governance and WSSDA’s Guide for 

Effective School Board Members outline the best practices and expectations for school board directors. School 

board directors should actively listen to parents, students, and community members, and share input and feedback 

with the superintendent and other relevant parties. Here are ways the board can do that: 

 

1. Encourage active feedback and questions from the community, fostering open dialogue and collaboration. 

2. Make sure the community understands how and why decisions are made, while also inviting their input before 

finalizing major decisions. 

3. Ensure communication not only reaches but also engages all groups within the community. 

4. Anticipate issues that may concern the community and engage stakeholders early to collaboratively address 

potential challenges. 

 

Board Liaisons 

 

Board liaisons serve as a communication bridge between the board and specific stakeholder groups (e.g., schools, 

parent groups, district committees, civic organizations). 

 

Expectations for liaison two-way communication: 

1. Listening and gathering input: Attend liaison meetings to hear concerns, ideas, and questions. Remain neutral 

and avoid advocating personal positions. Be clear that the liaison role does not include decision-making 

authority. 

2. Information sharing: Share relevant district information, board decisions, and updates aligned with board 

policy and the district's strategic plan. Ensure information is accurate and up to date. 

3. Clarifying Governance Roles: Help stakeholders understand the distinction between board governance and 

administrative operations. Encourage concerns to be routed through the appropriate administrative channels. 

Avoid taking positions or making statements that suggest individual board authority. Board members only have 

authority when acting as part of the board at a legally convened meeting. 

4. Reporting Back: Summarize key input or themes and report to the full board and Superintendent as appropriate. 

Avoid attributing comments to individuals or disclosing confidential information.  

 

Liaisons Organization/Committee/School 

For school/district representative/committee appointments, please refer to the district website: 

https://www.pullmanschools.org/meet-board-members  

 

Local Civic Organizations: (List all that are assigned a board liaison) 

Kiwanis Club of Pullman  

Pullman Rotary Club  

Pullman Lions Club  

League of Women Voters  

Pullman Education Foundation  

WSU Center for Civic Engagement  

https://www.pullmanschools.org/meet-board-members
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Pullman Chamber of Commerce  

 

 

 

 

We, the members of, the Pullman School District Board of Directors hereby commit to these communication 

policies, procedures, and protocols: 
 

 

Board Member 
 

 

Board Member 
 

 

Board Member 
 

 

Board Member 
 

 

Board Member 
 

 

Superintendent 
 

 

 

 

Date 

 

 

 
Adopted by Board on August 27, 2025 

 


