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 UNEXPIRED TERM FULFILLMENT/VACANCIES 
 (Application for a Vacated Board Position) 
 
The Board of Education is required by law to fill vacancies on the Board created when a Board 
member leaves his or her office prior to the end of the elected term.  The Board is responsible for 
appointing an eligible person to fill the vacancy until the next April election, at which time a 
candidate will be elected to fill the remainder of the term, if any, or the new term.  This application 
will serve as written notice that you are eligible and wish to be considered for the current Board 
vacancy.  If selected, your service will begin immediately after you are sworn in and will continue 
until the person elected in the April 6, 2027, election is sworn in.  You are, of course, welcome to 
sign up to be a candidate in the April election as well when candidate filing begins in December. 
 
To be eligible to serve on the Board you must: 
 
1. Be a citizen of the United States of America. 
 
2. Be a resident taxpayer of the district. 
 
3. Have resided in Missouri for a minimum of one year immediately preceding your 

appointment, if appointed. 
 
4. Be at least 24 years of age. 
 
5. Be eligible to hold office in accordance with Missouri law, including ' 561.021, RSMo.   
 
6. Not be serving a sentence or period of probation for a felony in Missouri or a crime that 

would be a felony if committed in Missouri. 
 
7. Never have pled guilty or nolo contendere nor been convicted under Missouri law or the 

law of another jurisdiction of a felony connected with the exercise of the right of suffrage. 
 
8. Not be registered or required to be registered as a sex offender under Missouri law, 

'' 589.400 - .425, RSMo. 
 
9. Have filed all required campaign disclosure reports for all previous elections in which you 

were a candidate and paid any fees assessed against you by the Missouri Ethics 
Commission, if applicable. 

Upon completion and submission of this application, you will be provided: 
 
1. A copy of the Board policy for filling Board vacancies (BBE). 
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2. Notice of your potential obligation to file a personal financial disclosure statement with the 
Missouri Ethics Commission within 30 days of your appointment to the position (BBE-
AF2). 

 
3. A summary of the laws the Missouri Ethics Commission enforces. 
 
4. A copy of the Board conflict of interest policy (BBFA). 
 
5. A copy of the Board ethics policy (BBF). 
 
Please complete the following.  Attach additional sheets if necessary.  All information provided 
will be subject to public disclosure under the Missouri Sunshine Law. 
 
Name:   
Address:   
Phone:                                                                            Mobile:   
E-mail:   
 
How long have you lived in the district?   
 
Why do you want to serve on the Board of Education?   
  
  
  
 
Please describe your current and past involvement with the district or any of its schools (for 
example, PTO activities, committees, booster clubs, etc.):   
  
  
 
Please describe your current and past involvement with any nonschool-related civic, nonprofit or 
community organizations:   
  
  
Please list skills you have that you believe would be an asset to the district's leadership team: 
  
  
  
 
In one or two sentences, describe your vision for this district:   
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In one or two sentences, explain the proper role of the Board of Education:    
  
  
  
 
The Board meets on the 3rd Thursday prior to the 20th of the month.   In addition to Board meetings, 
you will be expected to allocate time to adequately prepare for meetings, perform committee work 
and attend training sessions both in and occasionally outside the district.  Your estimated weekly 
time commitment is about 2 hours per week. 
 
In addition, all newly elected or appointed Board members are required to attend a 16-hour training 
program within one year of their election or appointment. 
 
Are you aware of any conflicts that would regularly interfere with your ability to commit to this 
amount of time?   ___ Yes   ___ No 
 
Are you aware of any conflicts of interest you may have in serving on the Board?   __ Yes   __ 
No 
 
A conflict of interest might be having ownership in a business that does business with the district, 
having a relative employed by the district, or serving on another board of directors or in another 
elected office.  A conflict of interest does not necessarily disqualify you from Board service, but 
may require certain procedures and disclosures to be used.  If you have possible conflicts, please 
describe them:   
  
  
  
 
 * * * * * * *
Note: The reader is encouraged to review policies and/or procedures for related information 

in this administrative area. 
 
Implemented: March 13, 2014 
 
Revised:  
 
Richwoods R-VII School District, Richwoods, MO 
 



Policy BBE-1: SCHOOL BOARD VACANCIES Status: ADOPTED

Original Adopted Date: 12/18/2014 | Last Revised Date: 01/16/2020 | Last Reviewed Date: 01/16/2020

If a vacancy occurs on the board of education, the remaining members shall appoint a person to serve until the next
school board election when a director shall be elected for the unexpired term. In a case of resignation, a vacancy
shall be declared to exist when the resignation letter is officially presented to the board at a board meeting. In a case
of removal from office for excessive absences, a vacancy shall be declared to exist when the secretary of the board
certifies to the board that a board member has missed three consecutive board meetings, and the board has not
excused the absences.

If there are more than two vacancies at any one time, the county commission, upon receiving written notice of the
vacancies from the board secretary, shall fill the vacancies by appointment. If the district is located in a county
without a county commission, the county executive, upon receiving written notice of the vacancies, shall fill the
vacancies by appointment, with the advice and consent of the county council. The persons appointed shall hold
office until the next school board election, when directors shall be elected for the unexpired terms.

When it is the board's responsibility to fill a vacancy, the following process will be used unless the board votes to use
a different process due to the timing of the vacancy or other relevant reasons:

1. Notification Process – The vacancy will be announced at a board meeting, and the district will notify local
newspapers and advertise the vacancy on the district's website. The superintendent or designee is directed to
advertise the vacancy in other effective ways, such as sending e-mails or other electronic communication to
the community or posting notice in district buildings or publications. Residents who wish to be appointed to
the vacancy must apply as directed in the notification(s). The district will allow residents a minimum of two
weeks from the date the district publicizes the vacancy on its website to apply for the vacant position.
 

2. Review/Interview Process – The board will review all applications at a regularly scheduled board meeting or at a
special meeting called for that purpose. The board may select final candidates to interview in open session, or
the board may decide not to interview candidates and make a final selection from the applications. The board
will discuss applications and interview candidates in open session.
 

3. Selection Process – The board will make appointments in an open session board meeting through a formal
motion that is seconded and confirmed with an affirmative vote by a majority of the board. A board member
who is resigning from or otherwise leaving the board shall not participate in choosing a successor.
 

4. Swearing In – Once appointed, a person becomes a board member by taking and signing the oath of office.
 

5. Notification of Legal Responsibilities – All appointed board members will receive a notice of their obligation to
file a personal financial disclosure statement and will be notified of the requirement to complete state-
mandated training.
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Policy BBFA: BOARD MEMBER CONFLICT OF INTEREST AND FINANCIAL
DISCLOSURE

Status: ADOPTED

Original Adopted Date: 12/18/2014 | Last Revised Date: 07/17/2025 | Last Reviewed Date: 07/17/2025

All directors of the Richwoods R-VII School District Board of Education shall adhere to the laws regarding conflict of
interest and avoid situations where their decisions or actions in their capacity as board members conflict with the
mission of the district.

Purchases Involving Federal Funds

In addition to the requirements of this policy, Board members must follow the provisions of policy DJFA and related
procedures and are also subject to the conflict of interest provisions of federal law.

Definitions

Business with Which a Board Member Is Associated – For the purposes of this policy:

1. A sole proprietorship owned by the board member, his or her spouse or any dependent children in the board
member's custody;
 

2. A partnership or joint venture in which the board member or his or her spouse is a partner, other than as a
limited partner of a limited partnership, and any corporation or limited partnership in which the board member
is an officer or director or of which the board member or his or her spouse or dependent children in the board
member's custody, whether singularly or collectively, own more than ten percent of the outstanding shares of
any class of stock or partnership units; or
 

3. Any trust in which the board member is the trustee or settlor or in which the board member or his or her
spouse or dependent children in his or her custody, whether singularly or collectively, are beneficiaries or
holders of a reversionary interest of ten percent or more of the corpus of the trust.

Fourth Degree of Consanguinity or Affinity – Includes parents, grandparents, great-grandparents, great-great-
grandparents, spouse, children, siblings, grandchildren, great-grandchildren, great-great-grandchildren, nieces,
nephews, grand-nieces, grand-nephews, aunts, uncles, great-aunts, great-uncles, and first cousins by virtue of a blood
relationship or marriage.

Special Monetary Benefit – Being materially affected in a substantially different manner or degree than the manner or
degree in which the public in general will be affected or, if the matter affects only a special class of persons, then
affected in a substantially different manner or degree than the manner or degree in which such class will be affected.

Substantial Interest – A substantial interest exists when the board member or his or her spouse or dependent children
in his or her custody, either singularly or collectively, directly or indirectly:

1. Own(s) ten percent or more of any business entity; or
 

2. Own(s) an interest having a value of $10,000 or more in any business entity; or
 

3. Receive(s) a salary, gratuity or other compensation or remuneration of $5,000 or more from any individual,
partnership, organization or association within any calendar year.

Sale, Rental, or Lease of Personal Property (Property Other Than Real Estate)

No elected or appointed official of the district shall sell, rent or lease any personal property to the school district for
consideration in excess of five hundred dollars' value per transaction or five thousand dollars' value per year to him
or her, to his or her spouse, to a dependent child in his or her custody or to any business with which he or she is
associated unless the transaction is made pursuant to an award on a contract let or sale made after public notice and
competitive bidding, provided that the bid or offer accepted is the lowest received.

Sale, Rental, or Lease of Real Property (Real Estate)

No elected or appointed official of the district shall perform a service or sell, rent or lease any real property to the
school district for consideration in excess of five hundred dollars' value per transaction or five thousand dollars' value
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per year to him or her, to his or her spouse, to a dependent child in his or her custody or to any business with which
he or she is associated unless the transaction is made pursuant to an award on a contract let or sale made after
public notice.

Employment

The district shall not employ board members for compensation even on a substitute or part-time basis. The district
will not accept applications of employment from board members, consider board members for employment or decide
to employ board members while they remain on the school board. Board members may provide services on a
volunteer basis.

Independent Contractor Services

No elected or appointed official of the district shall perform service as an independent contractor for consideration
in excess of five hundred dollars' value per transaction or five thousand dollars' value per year to him or her, to his or
her spouse, to a dependent child in his or her custody or to any business with which he or she is associated unless
the transaction is made pursuant to an award on a contract let or sale made after public notice and competitive
bidding, provided that the bid or offer accepted is the lowest received.

Businesses That Employ Board Members

A board member may participate in discussions and vote on motions for the district to do business with entities that
employ the board member as long as the business is not owned by the board member and the board member will not
receive any financial benefit from the transaction. The board member may need to submit a statement of interest as
described below.

Statement of Interest

Before voting, board members who have a substantial personal or private interest in a decision before the board shall
provide a written report of the nature of the interest to the board secretary. The written statement will be recorded
in the minutes. Board members who have disclosed the interest in a financial interest statement filed or amended
prior to the vote will be in compliance with this requirement.

Self-Dealing

1. Board members may not act or refrain from acting by reason of any payment, offer to pay, promise to pay or
receipt of anything of actual pecuniary value, whether received or not, to themselves or any third person. This
includes a gift or campaign contribution made or received in relationship to or as a condition of the
performance of an official act.
 

2. Board members shall not favorably act on any matter that is specifically designed to provide a special
monetary benefit to them, their spouses or dependent children in their custody.
 

3. Board members will not use their decision-making authority for the purpose of obtaining a financial gain that
materially enriches them, their spouses or dependent children in their custody by acting or refraining from
acting for the purpose of coercing or extorting anything of actual pecuniary value.
 

4. Board members shall not offer, promote or advocate for a political appointment in exchange for anything of
value to any political subdivision.
 

5. A board member will not attempt to directly or indirectly influence or vote on a decision when the board
member knows the result of the decision may be the acceptance by the district of a service or the sale, rental
or lease of property to the district and the board member, his or her spouse, dependent children in his or her
custody or any business with which the board member is associated will benefit financially. If such a
transaction is presented to the board, the board member will abstain and leave the room during any
deliberation.

Gifts and Gratuities

Board members and others who are subject to this policy are prohibited from accepting gifts or gratuities in excess
of the amount established by the board from any vendor, vendor's representative or person who does or is
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attempting to do business with the district. Gifts and gratuities include, but are not limited to, money, personal
property, free meals, tickets to events, travel expenditures and games of golf. Door prizes and other randomly
awarded prizes, such as those awarded from raffles or other fundraising events, are not considered a gift or gratuity.

Use of Confidential Information

Board members shall not use or disclose confidential information obtained in the course of or by reason of their
official capacities in any manner with intent to result in financial gain for themselves, their spouses, dependent
children in their custody, any business with which the board member is associated or any other person.

Even when there is no financial gain involved, failure to keep information confidential violates board ethics and board
policy and could also violate state and federal law.

Nepotism

Board members shall not vote to employ or appoint any person who is related to them within the fourth degree by
consanguinity or affinity. In the event that an individual is recommended for employment or appointment and the
individual is related within the fourth degree to a board member, the related board member shall abstain from voting
and shall leave the room during consideration of the question and the vote, unless the motion is part of a consent
agenda and there is no discussion, in which case, the member need not leave the room but will refrain from voting.

For the purposes of this section, to "employ" includes hiring persons to be employees of the district and approving
independent contractors who provide services to the district.

Financial Interest Statements

The Richwoods R-VII School District Board of Education hereby adopts a policy establishing and making public its
own method of disclosing financial interests of board members, candidates and specified administrators, in
accordance with law. Financial interest statements (also known as personal financial disclosure statements) as
described below shall be filed with the Missouri Ethics Commission (MEC) and the Richwoods R-VII School District
Board of Education on or before May 1 for the preceding calendar year, unless the person filing is a board candidate.
Candidates must file their reports within 14 days after the last day to file for office. The reports will be made
available for public inspection and copying during normal business hours.

This portion of the policy dealing with the financial interest statement will be adopted in an open meeting at least
once every other year by September 15. A certified copy of this policy shall be sent to the MEC within ten days of
adoption.

Board Member Disclosure

All school board members and candidates for school board will file the short-form version of the MEC's financial
interest statement each year. This form is also known as the "Financial Disclosure Statement for Political
Subdivisions." School board members and candidates will report the following transactions if they occurred during
the previous calendar year. If no such transactions occurred, the board member or candidate will still file, but will
mark the items as not applicable.

1. Each transaction in excess of $500 per year between the district and the individual or any person related
within the first degree by consanguinity or affinity to the individual. The statement does not need to include
compensation received as an employee or payment of any tax, fee or penalty due the district and other
transfers for no consideration to the district. The statement shall include the dates and identities of the parties
in the transaction.

"First degree of consanguinity or affinity" includes parents, spouse or children by virtue of a blood relationship
or marriage.
 

2. Each transaction in excess of $500 between the district and any business entity in which the individual has a
substantial interest. The statement does not need to include any payment of tax, fee or penalty due the district
or payment for providing utility service to the district and other transfers for no consideration to the district.
The statement shall include the dates and identities of the parties in the transactions.

Superintendent, Chief Purchasing Officer and General Counsel Disclosure
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The superintendent, chief purchasing officer and general counsel, if employed full-time, will file the short-form
version of the MEC's financial interest statement each year. This form is also known as the "Financial Disclosure
Statement for Political Subdivisions." These employees will report the following transactions if they occurred during
the previous calendar year. If no such transactions occurred, these employees will still file, but will mark the items as
not applicable.

These employees will disclose in writing the information required in 1) and 2) above. In addition, these employees
will disclose the following information for themselves, their spouses and dependent children in their custody:

1. The name and address of each employer from whom income of $1,000 or more was received during the year
covered by the statement.
 

2. The name and address of each sole proprietorship the individual owned.
 

3. The name, address and general nature of business conducted by each general partnership or joint venture in
which he or she was a partner or participant.
 

4. The name and address of each partner or coparticipant in the partnership or joint venture unless the
information is already filed with the secretary of state.
 

5. The name, address and general nature of business of any closely held corporation or limited partnership in
which the individual owned ten percent or more of any class of the outstanding stock or limited partners' units.
 

6. The name of any publicly traded corporation or limited partnership that is listed on a regulated stock exchange
or automated quotation system in which the individual owned two percent or more of any class of outstanding
stock, limited partnership units or other equity interests.
 

7. The names and addresses of each corporation for which the individual served in the capacity of director,
officer or receiver.

 

 

Readopted:     11/15/2016; 11/20/2018; 09/17/2020; 08/18/2022; 07/11/2024; 07/17/2025
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Policy BBF: SCHOOL BOARD MEMBER ETHICS Status: ADOPTED

Original Adopted Date: 12/18/2014 | Last Revised Date: 08/17/2023 | Last Reviewed Date: 08/17/2023

Board members accept the fiduciary responsibilities of holding a public office for school district governance on
behalf of district residents and in accordance with the laws of Missouri and the United States.

The key principles to be observed in upholding these responsibilities are the duties of care, loyalty and public trust. 

Duty of Care – Board members will be attentive to the responsibilities of their office including, but not limited to,
those set out by law, board policy and board directive. They will act in good faith and in a reasonably prudent manner
after due consideration of all provided information. Under the duty of care, board members will prepare for meetings
by reading the provided information and contacting the superintendent for clarification. Board members will consider
the ideas and opinions of administrators, advisors and other board members as well as any input received from
district residents before casting a vote in meetings. Board members will effectively manage district assets, ensure
quality staffing and resources, monitor district processes and demonstrate accountability for decisions.

Duty of Loyalty – Board members will place the interests of the district and its students before personal interests. In
general, board members cannot use their positions of trust, confidence and inside knowledge to further their own
personal interests or those of their family and friends. Board members will avoid nepotism and conflicts of interest
and will take only those actions that will advance the district mission and vision. 

Duty of Public Trust – Board members will act in a manner that builds and maintains the community's confidence that
the board is acting legally, ethically, responsibly, transparently and in the best interest of the students and the
taxpayers. Board members will avoid even the appearance of impropriety. The duty of public trust includes, but is
not limited to, the obligation to follow the law, meaningfully engage the public, keep the public informed of board
decisions and admit and correct mistakes. Board members will interact professionally with other board members, the
superintendent, district staff and stakeholders.

No list can comprehensively capture all the decisions and actions required under the duties of care, loyalty and trust.
However, a board member adhering to the requirements of the office will: 

1. Remember that the first and greatest concern must be the educational welfare of the district's students.
 

2. Govern through board-adopted policies and follow board-adopted policies and directives.
 

3. Make every effort to attend all board meetings and arrive at meetings prepared to discuss the agenda items.
 

4. Avoid conflicts of interest or the appearance thereof and safeguard confidential information.
 

5. Recognize that the board acts only as a formally convened body and that individual board members have no
independent authority to speak or act on the board's behalf unless they are designated by the board to do so.
 

6. Delegate board policy administration and school operations to a qualified superintendent and maintain a
productive professional relationship with the superintendent and district staff.
 

7. Make employment decisions based on applicant qualifications and benefits to the district rather than personal
interest.

© 2023, Missouri School Boards' Association
Version BBF-C.1B (07/23)
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