
 
 
ADOPTED: FEBRUARY 1, 2013 REVISED: AUGUST 19, 2025  

Jefferson Fire District Policies                   Page 1 of 2 

POLICY 4.6     MINUTES OF MEETINGS 

 
A. WRITTEN MINUTES 

Written minutes shall be taken at every meeting of the district.  Minutes do not need 
to be a verbatim transcript of the proceedings but should accurately reflect the matters 
discussed and views of the participants.  The board secretary is responsible for 
ensuring that accurate minutes are transcribed and distributed to board members and 
available to the public within a reasonable time after the meeting.  The secretary shall 
also keep official copies of properly authenticated minutes, in chronological order, on 
file with the district permanently. 

 
Tape or video recordings of meetings are not required, but may be utilized at the 
board’s discretion, and will be subject to the same permanent retention requirement.  
Minutes of an executive session will be kept in the form of a tape recording or written 
minutes, and such minutes are generally not considered public records.  Executive 
session minutes shall be labeled and stored separately from public meeting minutes to 
avoid inadvertent disclosure. 
 
Meeting minutes shall comply with ORS 192.650 and at minimum contain the 
following: 

 
1. Name of the Board members and staff present; 

 
2. All motions, proposals, resolutions, orders, ordinances and measures proposed 

and their disposition. 
 

3. Results of all votes, including the vote of each member by name and how they 
voted; 
 

4. The substance of any discussion on any matter; and 
 

5. Reference to any document discussed at the meeting. 
 

Meeting minutes may be amended as necessary.  Upon receipt and review of the 
minutes, board members may submit any corrections or additions to the clerk so that a 
corrected copy may be issued to the board and public prior to the next meeting for board 
approval.  The board must authorize any changes to the meeting minutes. 

 
 
B. MINUTES OF EXECUTIVE SESSIONS 

Minutes of executive sessions shall be kept separately from minutes of public 
meetings. Minutes of executive sessions may be kept either in writing, in the same 
manner as minutes of public sessions, or by audio recording. If minutes of an 
executive session are kept by audio recording, written minutes are not required, 
unless otherwise provided by law. ORS 192.650(2). 
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POLICY 4.6     MINUTES OF MEETINGS 

C. DISCLOSURE OF EXECUTIVE SESSION MINUTES 
If disclosure of material in the executive session minutes would be inconsistent with 
the purpose for which the executive session was held, the material may be withheld 
from disclosure.  No executive session minutes may be disclosed without prior 
authorization of the Board ORS 192.650(2).   

 
D. RETENTION 

Any tape recordings or written minutes of public Board meetings or executive 
sessions shall be retained by the District until such time as their disposal is authorized 
by the State Archivist pursuant to ORS 192.105. 

 
E. AVAILABILITY TO THE PUBLIC 

Written minutes of public sessions shall be made available to the public within a 
reasonable time after the meeting ORS 192.650(2).   


