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Bylaws of the Board
Duties of the Secretary
The secretary shall have the following duties and responsibilities:

1.
Perform the functions of the Chairperson in the absences of both the Chairperson and the Vice-Chairperson.

2.
Keep the minutes of the meeting in the absence of the Board of Education Clerk.

3.
Conduct correspondence referred to him/her by the Board of Education and provide copies to the Board of Education Clerk and the Superintendent of Schools.

4.
To provide copies of Board of Education policies to new members.

5.
Perform other responsibilities as directed by the Board of Education or Chair.
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