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Bylaws 
 

SUBJECT: DUTIES OF THE CLERK OF THE BOARD 

a) The Clerk of the Southern Westchester Board of Cooperative Educational Services
(“SWBOCES”) shall be appointed by the Board at its annual Reorganizational Meeting and shall
perform the duties prescribed by Education Law and the Regulations of the Commissioner of
Education.

b) All official records and proceedings of the Board of SWBOCES shall be recorded and kept by the
Clerk of the Board.

c) The Clerk shall, in addition:

1. Attend all meetings of the SWBOCES Board and make available copies of minutes within a
reasonable time to each member of the SWBOCES Board, the District Superintendent,
Treasurer, Attorney for the Board, Presidents of the various Bargaining Units, and to such
other persons as the Board shall direct;

2. Be responsible for full and accurate minutes of the meetings of the Board;

3. Be a Notary Public;

4. Verify and sign official documents;

5. Give notice of all special meetings of the Board;

6. Post and publish notices required by law in designated locations for the required period of
time;

7. Make arrangements for and be responsible for the details of the Annual Meeting;

8. Conduct the Reorganizational Meeting until a President and Vice President are sworn in;

9. Upon direction from the SWBOCES Board, countersign on behalf of the Board all formal
documents required to be countersigned by law or custom;

10. Give official notice to persons duly elected or appointed to office;

11. Maintain the Policy Manual of the Board and update the electronic Policy Manual after
Board action;

12. Keep and file all information regarding special committees of the Board;
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SUBJECT: DUTIES OF THE CLERK OF THE BOARD  (Cont'd.) 

13. Act as a secretarial liaison between the SWBOCES Board, component boards and component
districts and the surrounding communities;

14. Prepare and arrange publication of legal notices;

15. Transcribe Board minutes of executive sessions as recorded by the District Superintendent;
and

16. Perform any other work requested by the Board or the District Superintendent.

The Clerk of the Board shall serve for a period of one (1) year, and serves at the pleasure of the
Board. 

Education Law Sections 1950(4)(j) and 2130 
Public Officers Law Section 104 

Adoption Date: 12/13/2022




