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Anatomy of NDSBA 
Policy Templates



Policy Services 
Templates

 Policy
 A policy is a general statement adopted by the board that 

provides guidance, structure, and vision for the district to 
chart a course of action. Policy should tell what is wanted 
or not wanted, why, or how much. 

 Board and Administrative Regulations
 Regulations are methods or steps for carrying out a 

policy. They are procedures used to put policy into 
practice indicating how, by whom, where, and when 
processes are to be achieved. When regulations are not 
approved by a board, they are termed administrative 
regulations (-AR) and are meant as a quick reference for 
administrators.

 Exhibits
 Exhibits are helpful tools, which may be used by 

administrators during policy implementation.  These 
quick reference tools may include forms, charts, 
checklists, laws, or other advisory documents. 



NDSBA 
Resource



Policy Notice



Policy 
Descriptors



Policy 
Categories

 Required policy
 Is this policy mandated by state or federal law?

 Recommended policy
 Even though not mandated by law, should this policy be 

adopted to protect the district from liability or litigation?

 Supplementary
 Will districts have a genuine need for this template?



NDSBA 
Resource



Policy Descriptor 
Codes



Policy 
Descriptor Code 

Definitions



NDSBA 
Resource



Bold and 
Bracketed 
Language



Complementary 
Documents



Adoption/
Implementation 

Date

POLICY AND BOARD REGULATION ADOPTION 
DATE

ADMINISTRATIVE REGULATION AND EXHIBIT 
IMPLEMENTATION DATE 



Updating District 
Policy Process



Steps to 
Updating Policy

 Retrieve policy

 Compare current and new policy templates

 Review bold or bracketed language

 Add policy to the board agenda

 Adopt policy

 Finalize policy

 Email updated policy to NDSBA (Maintenance 
Members) 

 Save policy

 Update board policy manuals, handbooks, website, etc. 



Step 1: Retrieve 
Policy

 Contact NDSBA office at 1-800-932-8791

 Complete Policy Request Form at 
https://policy.ndsba.org/?page_id=2366

 Download policy template from Policy Services website







Step 2: 
Compare Policy 

Templates



Step 2: 
Compare Policy 
Templates cont.



Step 2: 
Compare Policy 

Templates

 What if there are substantial edits to the policy?

 Compare policies by following step-by-step instructions

OR

 Board makes a motion to rescind the districts current 
policy and adopt the new policy

 Remember to rescind old policy!

 This can be done in  the same motion or two separate 
motions

 Policy Services Resource: Policy Motions for Substantive 
and Non-Substantive Changes



3: Review Bold 
or Bracketed 

Language

 Complete the bold and bracketed language prior to 
adopting or implementing 

 Failure to do this will prolong the adoption process



4: Add Policy to 
Board Agenda

 Superintendent works with Board President and 
Business Manager to add policies to board agenda

 NDSBA Policy: BCAA, Board Meeting Agenda and 
Pre-Meeting Preparation 

 Administrative regulations and exhibits generally do 
not get added to the Board agenda unless the Board has 
asked to previously review these



5: Adopt Policy

 Adopting, amending, reaffirming or rescinding new or 
existing polices or board regulations is the board’s sole 
responsibility

 Policy actions can only be executed by an affirmative 
roll call vote of the majority of the board

 NDSBA Policy: BDA, Procedure for Adopting Board 
Policy

 Policy BDA allows the Board to expediate the policy 
process and adopt or amend policy on first reading 
when the Board deems this action necessary

 Policy Services Resource: Sample Motions for Policy 
Adoption



5: Adopt Policy 
cont.

 Administrative regulations and exhibits should never 
be adopted by the board but may be reviewed

 These templates should always be implemented by the 
Superintendent

 Board does reserve the right to review and veto any 
administrative regulations or exhibits should they, in 
their judgment, be inconsistent with the policies 
adopted by the board

 Policy Services Resource: Sample Motions for Policy 
Adoption

 NDSBA Policy: CBAA, Administrative Regulations



6: Finalize 
Template

 Policy liaison will need to finalize the policy and accept 
all board approved changes

 Policy Services Resource: Policy Finalization Process 
video

 Remove watermark

 Make sure all bold and bracketed language is complete

 Update the adoption or implementation date 

 Best practice to include the month/day/year when the 
Board took final action on a policy or board regulation

 Administrative regulations or exhibits should include an 
implementation date



7: Maintenance 
Members Email 
Policy to NDSBA

 Maintenance Members must email all board approved 
policies and board regulations to Julie Steidler at 
julie.steidler@ndsba.org

 Changes can be shown via track changes or 
handwritten in template

 Send in board minutes (either unofficial or official) 
documenting the policy or board regulation approval

 Be punctual when sending in approved templates

 Julie will send you an updated, ADA compliant  policy

 NDSBA is not responsible for updating districts 
administrative regulations and exhibits or uploading 
them to the web, but districts may send updates to Julie 
to be included in the District’s policy file



8: Save Policy

 Save templates electronically in secure location

 Take precautions that the file(s) cannot be modified or 
deleted by anyone other than designated individuals

 NDSBA does maintain an electronic file of current 
policies for Maintenance Members



9: Update District 
Policy Manuals, 

Handbooks , 
Website, etc.

 Remember to update the District’s policy manuals, 
student and employee handbooks, and website with 
new or updated policies, regulations, or exhibits

 Students, teachers and parents should be made aware 
of changes to applicable policies especially when 
changed mid year

 Policy changes can be shared via email, website, inter-
office mail, or snail mail

 Some policies require notification of these policy 
updates; usually noted within the policy

 Policy Services Resource: Policy Dissemination Guide



Things to 
Remember

 Boards should always be mindful WHEN amending 
certain policies, particularly those policies pertaining 
to employees

 The Board should review policies at least once every 
few years. 

 Policies are not meant to take the place of your attorney 
nor can they address every potential situation that may 
arise.  NDSBA strongly encourages districts to contact 
their school attorney, our office, or other agency when 
additional guidance is needed.

 Remember to check out the NDSBA resources 
mentioned throughout presentation



Policy Services 
Membership

 Policy Services membership new year starts July 1

 Membership dues will be mailed out in mid June to 
district’s policy liaison

 Policy liaison complete SurveyMonkey form requesting 
contact information for those board members or 
employees you want to receive policy update 
notifications

 Include the contact information for administration, 
board members or business managers serving for the 
upcoming school year

 Contact rebecca.duben@ndsba.org if these names ever 
change during the school year

 Membership dues and district contact information due 
August 13



Questions



Rebecca Duben
Director of Policy Services, NDSBA

701-255-4127
1-800-932-8791

rebecca.duben@ndsba.org



NDSBA Lunch and 
Learn

2021 Legislative Session Recap

June 16 at 12 p.m. CT

https://zoom.us/webinar/register/6916165172
571/WN_5KgmnXwKQxy_aUWf3AnSJQ



Thank You
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