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POWERS AND DUTIES OF THE BOARD OF EDUCATION 01.412 

Duties and Responsibilities of the Secretary 

RECORDS 
The secretary shall keep the records of the Board and perform other duties imposed by the Board. 
All orders of the Board must be signed by the secretary and countersigned by the chairperson of 
the Board. The secretary shall be custodian of all securities, documents, title papers, and other 
papers of the Board under such conditions as the Board may direct. The secretary, when other than 
the Superintendent, shall make all records of the Board available to the Superintendent and the 
Board at any time upon request of the Superintendent or the Board.1 
MEETINGS 
The secretary shall be present at the meetings of the Board except when the tenure, salary, or the 
administration of the office is under consideration and shall record in a book provided for that 
purpose all its official proceedings, which shall be a public record open to inspection unless 
otherwise exempted from inspection by law.2 

DESIGNATION OF SECRETARY 
The secretary shall not be a member of the Board. The Board may appoint the Superintendent as 
secretary. However, if appointed secretary by the Board, the Superintendent shall not receive 
compensation in addition to that received for serving as Superintendent. If a person other than the 
Superintendent is appointed, the Board may fix a reasonable salary for the secretary. 

The secretary may be appointed to a term ranging from one to four (1-4) years. 
REFERENCES: 

1KRS 160.440 
2KRS 160.270 
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