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October 2024 2:110

School Board
Qualifications, Term, and Duties of Board Officers 1

The School Board officers are: President, Vice President, Secretary, and Treasurer.2 These officers are 
elected or appointed by the Board at its organizational meeting.

President 3

The Board elects a President from its members for a two-year term. The duties of the President are to:
1. Preside at all meetings;
2. Focus the Board meeting agendas on appropriate content;
3. Make all Board committee appointments, unless specifically stated otherwise; 4
4. Attend and observe any Board committee meeting at his or her discretion; 5
5. Represent the Board on other boards or agencies;
6. Sign official District documents requiring the President’s signature, including Board minutes 

and Certificate of Tax Levy;
7. Call special meetings of the Board;
8. Serve as the head of the public body for purposes of the Open Meetings Act (OMA) and 

Freedom of Information Act; 6

1 State law controls this policy’s content. Selection of officers must be in open session. 5 ILCS 120/2. Board officer 
vacancies are discussed in Answers to FAQs: Vacancies on the Board of Education, Ill. Council of School Attorneys, 
www.iasb.com/law/vacancies.cfm.

2 Districts governed by a board of directors have three officers: a president, clerk, and treasurer. The president and clerk 
must be board members. 105 ILCS 5/10-5. While there is no prohibition on a board member simultaneously serving in two 
officer positions, doing so may create either the appearance of impropriety or a compliance issue for purposes of fraud 
protocols. Consult the board attorney for further guidance and/or request that the board member consult his or her own 
attorney.

3 105 ILCS 5/10-13. The board, by resolution may decrease to one year the term of office for the president. 
Of the listed duties, only the following are imposed by law: #1, preside at meetings (Id.); #6, sign minutes (105 ILCS 

5/10-7) and sign certificate of tax levy (105 ILCS 5/17-11); #7, call special meetings (105 ILCS 5/10-16); and #8, serve as 
head of the public body for Open Meetings Act (OMA) and Freedom of Information Act (FOIA) purposes (5 ILCS 120/7(e)(2) 
and 140/2(e)).

4 Alternatively, strike the “unless” clause and substitute: “subject to Board approval.” Be sure this treatment is consistent 
with policy 2:150, Committees.

5 Optional. A board that wants the president to participate in committee meetings may use the following alternative: “Be 
a member of all Board committees.” Using this alternative, the president would be counted to determine the number of 
members that constitutes a quorum for each board committee meeting. If a board would like the superintendent to attend any 
or all meetings of a board committee, it should consider asking the superintendent to be a committee resource person (or other 
such title) rather than an ex-officio member of the board committee itself. That way, the superintendent will not count to 
determine the number of committee members that constitutes a quorum.

6 The head of the public body or its attorney may request an advisory opinion from the Ill. Atty. Gen. Public Access 
Counselor (PAC) concerning compliance with OMA or FOIA. 5 ILCS 120/3.5(h) and 5 ILCS 140/9.5(h). FOIA defines head 
of the public body to mean president or “such person’s duly authorized designee.” 5 ILCS 140/2(e). Preliminary drafts, notes, 
recommendations, memoranda, and other records in which opinions are expressed, or policies are formulated, lose this 
exemption from disclosure if a relevant portion of a requested record is publicly cited and identified by the head of the public 
body. 5 ILCS 140/7(1)(f).

https://www.iasb.com/policy-services-and-school-law/guidance-and-resources/vacancies-on-the-board/
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9. Ensure that a quorum of the Board is physically present at all Board meetings, except as 
otherwise provided by OMA; 7

10. Administer the oath of office to new Board members; 8
11. Serve as or appoint the Board’s official spokesperson to the media; 9
12. Except when the Board President is the subject of a complaint of sexual harassment, a witness, 

or otherwise conflicted, appoint a qualified outside investigator to conduct an independent 
review of allegations of sexual harassment made against a Board member by another Board 
member or elected official; and 10

13. Ensure that all fingerprint-based criminal history records information checks, screenings, and 
sexual misconduct related employment history reviews (EHRs) required by State law and 
policy 5:30, Hiring Process and Criteria, are completed for the Superintendent. 11

The President is permitted to participate in all Board meetings in a manner equal to all other Board 
members, including the ability to make and second motions.
The Vice President fills a vacancy in the Presidency. 12

Vice President 13

The Board elects a Vice President from its members for a two-year term. The Vice President performs 
the duties of the President if:

1. The office of President is vacant;
2. The President is absent; or
3. The President is unable to perform the office’s duties.

A vacancy in the Vice Presidency is filled by a special Board election.

7 Optional. Requiring the president to monitor the presence of a quorum assists compliance with OMA’s mandate that a 
quorum be physically present at all board meetings, except as otherwise provided by OMA. 5 ILCS 120/7.

8 Optional. Omit this duty if policy 2:80, Board Member Oath and Conduct, provides that the board member oath is 
given by other means.

9 See sample policy 8:10, Connection with the Community, and its f/ns 1, 3, and 4, regarding the board president's role 
as the board's official spokesperson.

10 See sample policy 2:105, Ethics and Gift Ban, Complaints of Sexual Harassment Made Against Board Members 
by Elected Officials subhead. 5 ILCS 430/70-5(a) requires school districts to amend their sexual harassment policies “to 
provide for a mechanism for reporting and independent review of allegations of sexual harassment made against an elected 
official of the governmental unit by another elected official of a governmental unit.” If the board has chosen to have the 
Superintendent appoint an outside investigator in these cases (see sample policy 2:105, Ethics and Gift Ban, at f/n 12), remove 
item 12 from the list of board president duties and delete the Cross Reference to policy 2:105, Ethics and Gift Ban.

11 See the subhead entitled Screening in sample policy 4:175, Convicted Child Sex Offender; Screening; Notifications, 
and the subheads entitled Investigations and Sexual Misconduct Related Employment History Review in sample policy 
5:30, Hiring Process and Criteria.

12 105 ILCS 5/10-13.1 states that the “vice-president shall perform the duties of the president if there is a vacancy in the 
office of president or in case of the president’s absence or inability to act ….” However, an earlier enacted statute calls for the 
appointment of a president pro tempore if the president is absent from any meeting or refuses to perform his or her duties, and 
specifies that the “vice-president, if the board elects such officer, shall be appointed the president pro tempore.” 105 ILCS 
5/10-13. This policy resolves any confusion by implementing the latter enacted statute and stating that the vice president fills 
a vacancy in the presidency.

13 105 ILCS 5/10-13.1. The board by resolution may decrease to one year the term of office for the vice president.
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Secretary 14

The Board elects a Secretary for a two-year term. The Secretary may be, but is not required to be, a 
Board member. The Secretary may receive reasonable compensation as determined by the Board before 
appointment. However, if the Secretary is a Board member, the compensation shall not exceed $500 
per year, as fixed by the Board at least 180 days before the beginning of the term.15 The duties of the 
Secretary are to:

1. Keep minutes for all Board meetings, and keep the verbatim record for all closed Board 
meetings;

2. Mail meeting notification and agenda to news media who have officially requested copies;
3. Keep records of the Board’s official acts, and sign them, along with the President, before 

submitting them to the Treasurer at such times as the Treasurer may require;
4. Report to the Treasurer on or before July 7, annually, such information as the Treasurer is 

required to include in the Treasurer’s report to the Regional Superintendent;
5. Act as the local election official for the District;
6. Arrange public inspection of the budget before adoption;
7. Publish required notices;
8. Sign official District documents requiring the Secretary’s signature; and
9. Maintain Board policy and such other official documents as directed by the Board.

The Secretary may delegate some or all of these duties, except when State law prohibits the delegation. 
The Board appoints a secretary pro tempore, who may or may not be a Board member, if the Secretary 
is absent from any meeting or refuses to perform the duties of the office. A permanent vacancy in the 
office of Secretary is filled by special Board election.

Recording Secretary 16

The Board may appoint a Recording Secretary who is a staff member. The Recording Secretary shall:
1. Assist the Secretary by taking the minutes for all open Board meetings;
2. Assemble Board meeting material and provide it, along with prior meeting minutes, to Board 

members before the next meeting; and
3. Perform the Secretary’s duties, as assigned, except when State law prohibits the delegation.

In addition, the Recording Secretary or Superintendent receives notification from Board members who 
desire to attend a Board meeting by video or audio means. 17

14 105 ILCS 5/10-14. The board by resolution may decrease to one year the term of office for the secretary. In districts 
governed by a board of directors, a clerk who is a board member performs these duties. 105 ILCS 5/10-5. The policy’s 
provisions regarding compensation are required by 105 ILCS 5/10-14 (governs secretaries who are board members and non-
board members) and by 50 ILCS 145/2 (governs secretaries who are board members).

Of the listed duties, only the following are imposed by law: #1, board meeting minutes (105 ILCS 5/10-7; see sample 
policy 2:220, School Board Meeting Procedure, for the requirements for minutes); #3, records board’s official acts and submits 
them to the treasurer (105 ILCS 5/10-7); #4, treasurer’s report (105 ILCS 5/10-8); #5, local election official (see f/ns 2 and 7 
of sample policy 2:30, School District Elections); #6, public inspection of the budget (105 ILCS 5/17-1).

Use this alternative for districts in suburban Cook County: replace “Regional Superintendent” in item #4 with 
“appropriate Intermediate Service Center Executive Director.”

15 105 ILCS 5/10-14 and 50 ILCS 145/2.
16 This section is optional.
17 To allow attendance by video or audio means, a board must adopt policy language conforming to the restrictions in 

OMA. 5 ILCS 120/2.01 and 120/7. See subhead Quorum and Participation by Audio or Video Means in sample policy 
2:220, School Board Meeting Procedure, and its f/n 31.



2:110 Page 4 of 5
©2024 Policy Reference Education Subscription Service

Illinois Association of School Boards. All Rights Reserved.
Please review this material with your school board attorney before use.

Treasurer 18

The Treasurer of the Board shall be either a member of the Board who serves a one-year term or a non-
Board member who serves at the Board’s pleasure.19 A Treasurer who is a Board member may not be 
compensated.20 A Treasurer who is not a Board member may be compensated provided it is established 
before the appointment.21 The Treasurer must: 22

1. Be at least 21 years old;
2. Not be a member of the County Board of School Trustees; and
3. Have a financial background or related experience, or 12 credit hours of college-level 

accounting.
The Treasurer shall: 23

1. Furnish a bond, which shall be approved by a majority of the full Board;
2. Maintain custody of school funds;
3. Maintain records of school funds and balances;
4. Prepare a monthly reconciliation report for the Superintendent and Board; and
5. Receive, hold, and expend District funds only upon the order of the Board.

A vacancy in the Treasurer’s office is filled by Board appointment.

18 This section is for: (1) districts in a Class I county (all counties except Cook Co.), or (2) a Class II county (Cook Co.) 
district that has withdrawn from the authority of the township treasurer or is located in a township in which the office of 
township treasurer was abolished. 105 ILCS 5/5-1(a) defines Class I county school units as districts in counties with less than 
2,000,000 inhabitants. A board that withdraws from the authority of the township treasurer may appoint a township treasurer 
to serve as its school treasurer, and it may enter into a contractual or intergovernmental agreement with an appointed school 
treasurer for school treasurer services. 105 ILCS 5/5-1(d), added by P.A. 103-790. Those districts in Cook Co. (Class II county) 
under the authority of the trustees of schools of the township and the township treasurers should use this alternative: 
“Qualifications, appointment, and duties of the Treasurer for the School District shall be as provided in the School Code.” See 
105 ILCS 5/8-1(a), amended by P.A. 103-790, for how the township treasurer is appointed and the term of office; duties are 
found in 105 ILCS 5/8-2, 5/8-5, 5/8-6, 5/8-7, 5/8-16, and 5/8-17. For districts in a Class II county, in the Legal References 
insert “5/8-5” before “5/8-6” and insert “5/8-7” after “5/8-6.”

19 105 ILCS 5/8-1(b). The treasurer’s term of office is two years if the district is located in a Class II county (Cook Co.) 
that was under the jurisdiction and authority of the township treasurer and township trustees of schools at the time those offices 
were abolished. 105 ILCS 5/8-1(c). Those boards should use the following alternative:

The Treasurer of the Board shall serve a two-year term beginning and ending on the first day of July.
20 105 ILCS 5/8-1(b) and (c).
21 105 ILCS 5/8-3.
22 Qualification #1 is required for treasurers in a Class I county or Class II county (Cook Co.) that withdrew from the 

authority of the township treasurer and township trustees of schools. 105 ILCS 5/8-1(b). This sample policy makes it applicable 
to Class II county (Cook Co.) districts that were under the authority of the township treasurer and township trustees of schools 
at the time those offices were abolished.

Qualification #2 is required for treasurers in a Class I county or Class II county (Cook Co.) that withdrew from the 
authority of the township treasurer and township trustees of schools. 105 ILCS 5/8-1(b). Districts in a Class II county (Cook 
Co.) that were under the authority of the township treasurer and township trustees of schools at the time those offices were 
abolished should replace this qualification as follows: “2. Not be the District Superintendent.” 105 ILCS 5/8-1(c).

Qualification #3 is required for treasurers in a Class I county. 105 ILCS 5/8-1(d). This qualification should be replaced 
by the following for districts in a Class II county (Cook Co.): “Upon being appointed for his or her first term, be a certified 
public accountant or a certified chief school business official as defined in the School Code; experience as a township treasurer 
in a Class II county school before July 1, 1989 is deemed equivalent.” 105 ILCS 5/8-1(e).

23 105 ILCS 5/8-2, amended by P.A. 103-49, 5/8-6, 5/8-7, and 5/8-16.
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LEGAL REF.: 105 ILCS 5/8-1, 5/8-2, 5/8-3, 5/8-6, 5/8-16, 5/8-17, 5/10-1, 5/10-5, 5/10-7, 5/10-8, 
5/10-13, 5/10-13.1, 5/10-14, 5/10-16.5, 5/10-21.9, 5/17-1, 5/21B-85, and 5/22-
94.

5 ILCS 120/7, Open Meetings Act.
5 ILCS 420/4A-106, Ill. Governmental Ethics Act.

CROSS REF.: 2:80 (Board Member Oath and Conduct), 2:105 (Ethics and Gift Ban), 2:150 
(Committees), 2:210 (Organizational School Board Meeting), 2:220 (School 
Board Meeting Procedure), 5:30 (Hiring Process and Criteria)
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