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SECRETARY 
 
It shall be the responsibility of the board to annually appoint a board secretary.  The 
secretary shall take the oath of office. 
 
A board secretary may be appointed from employees, from the public or from among 
board members at the annual board organizational meeting.  The salary for the Secretary 
shall be set at the May meeting for the ensuing year beginning July 1 and ending June 30 
of the following year. 
 
It shall be the responsibility of the board secretary, or the board secretary’s designee, as 
custodian of school district records, to preserve and maintain the records and documents 
pertaining to the business of the board; to keep complete minutes of special and regular 
board meetings; to cause the meeting minutes and a list of all approved claims to be 
published; to keep a record of the results of regular and special elections; to keep an 
accurate account of school funds; to sign warrants drawn on the school funds after board 
approval; and to complete and maintain the annual school census.  The board secretary is 
also responsible for filing the required reports with the Nebraska Department of 
Education and obtaining bond as described in policy 203.05 Treasurer. 
 
The treasurer and secretary shall do one of the following within ten days after elections to 
the positions: 

1. Give bond in an amount set by the board of not less than $500 and not more than 
double the amount of money to come into his/her hands as treasurer at any one 
time. 

2. Give evidence of an equal amount of insurance coverage by the district. 
 
The cost of the bond or insurance coverage will be paid by the school district 
 
Legal Reference:  Neb. Statute 79-528 
              79-564 
              79-576 to 580                
 
Cross Reference:  104.01 Annual School Census 
    201.01 Board Powers and Responsibilities 
    204.11 Meeting Minutes 
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