LA PUENTE VALLEY REGIONAL OCCUPATIONAL PROGRAM

JOINT BOARD POLICIES

DUTIES  OF  THE  SECRETARY  TO  THE  

JOINT  BOARD  OF  TRUSTEES

First Reading 
01-18-77

Adopted 

02-01-77

Revised 

11-12-91

Revised 

06-30-92

Revised 

05-07-96






BP 
2015


The Superintendent shall serve as Secretary to the Joint Board and shall perform functions required by law.  He/she shall be charged particularly with the following responsibilities and authority:


1.
Records of the Board:


Keep accurate records of the proceedings of the Board; maintain a classified index of documents of meetings; take charge of all books and documents; and prepare and maintain a classified record of all board policies.


2.
Issuance of Orders:


Issue all orders of the Board.


3.
Correspondence:


Conduct the official correspondence of the Board.


4.
Signing of Documents:


Sign and execute all warrants, contracts, and official papers in the name of the Board in accordance with law.


5.
Other Responsibilities and Authority:


Discuss issues before the Board.  Notify the Board with regard to special, adjourned, executive session, and study session meetings.  Perform such other duties as the Board may require.

When necessary, in the absence of the Secretary, the Director of Educational Services will serve as acting Secretary to the Board.

Reference:
Ed. Code, Sections 35026, 35025, 35250

