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DUTIES OF OFFICERS Policy Code: 2210 
 
 
 
The designated officers of the Board will be the chairperson, vice-chairperson, chairperson pro 
tempore and secretary. 
 
The officers of the Board will perform all duties and exercise the authority imposed or conferred 
upon them by the statutes of the State of North Carolina and by the State Board of Education. 
 
A. DUTIES OF THE CHAIRPERSON 
 

1. The chairperson has the following duties: 
 

a. preside at all meetings of the Board; 
 
b. preserve order at all times; 
 
c. appoint committee members and chairpersons;  
 
d. serve as ex-officio member of all committees;  
 
e. call special meetings; and 
 
f. sign official system documents. 

 
The chairperson will perform all duties required of the office by law and execute 
all documents on behalf of the Board. 

 
2. In order to address the Board, a member must be recognized by the chairperson.  

The chairperson has the following powers: 
 

a. to rule motions in or out of order, including the right to rule out of order 
any motions patently offered for obstructive or dilatory purposes; 

 
b. to determine whether a speaker has gone beyond reasonable standards of 

courtesy in his or her remarks; 
 
c. to entertain and rule on questions of parliamentary procedure; 
 
d. to call a brief recess at any time; and 
 
e. to adjourn in an emergency. 

 
3. The chairperson will have a vote on all matters for which a motion is made and 

will serve as spokesperson of the Board for communicating the Board's position 
to the public.   
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B. DUTIES OF THE VICE-CHAIRPERSON 
 

In the absence of the chairperson, the vice-chairperson of the Board will assume all the 
rights and responsibilities of the chairperson and will perform other duties assigned by 
the chairperson. 
 

C. DUTIES OF THE CHAIRPERSON PRO TEMPORE 
 

In the absence of both the chairperson and vice-chairperson, the Board may elect a 
chairperson pro tempore for that meeting only, and the appointment of such temporary 
officer will be noted in the minutes.  While so serving, a chairperson pro tempore 
performs the regular duties of the chairperson. 

 
D. DUTIES OF THE BOARD SECRETARY 
 

The superintendent shall serve as ex-officio secretary to the Board.  The superintendent 
shall keep the minutes of the meetings of the Board but shall have no vote.  In the event 
of a vacancy in the superintendency, or if the superintendent is excluded for a closed 
session, the board may elect one of its members to serve temporarily as secretary to the 
Board. 

 
As secretary to the board, the superintendent shall: 

 
1. record all proceedings of the Board; 
 
2. issue all notices and orders that may be made by the Board; 
 
3. ensure that the minutes of the meetings of the Board are promptly and accurately 

recorded in the minutes book, which must be kept in the office of the 
superintendent and be open to public inspection during regular business hours; 

 
4. manage all correspondence on behalf of the Board, unless the board directs 

otherwise; 
 
5. prepare and distribute copies of the agenda as required by law and Board policy; 
 
6. maintain Board members' manuals of policies and administrative regulations in 

current status; 
 
7. advise the Board of policies previously adopted that affect items on the agenda 

requiring policy consideration; 
 
8. in the absence of the chairperson and vice-chairperson, call the Board meeting to 

order and conduct the election of a chairperson pro tempore; and 
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9. perform other duties as required by state law or Board policy. 
 
Legal References:  G.S. 115C-41(a), -276(b) 
 
Cross References: 
 
Adopted: 
 

File: BCBD Agendas 

The secretary of the Hickory Administrative School Unit Board of Education shall be 
responsible for the preparation of the agenda for all regular board meetings.  Any board member 
desiring items placed on the agenda shall give them to the Superintendent four working days 
before the meeting.  The agenda will be mailed to board members and to others entitled to notice 
at least three working days before the meeting. 

The first item of business in regular meetings shall be the adoption of the written agenda subject 
to the following: 

1. Items that the superintendent or any board member desires considered for placement on the 
agenda after the mailing of the agenda shall be given to the Board Chairman in writing before 
the beginning of the meeting. 

These items will be introduced for consideration by the Board for placement on the agenda at 
the time the Board considers the agenda. 

2. The Board may adjust the order of the agenda or vote to go into executive session at any 
time during the meeting by a vote of the majority of those voting members present. 

3. The Board can add items for discussion by a majority of the voting members present. 

4. Items requiring a vote of the Board may only be added to an agenda with the approval of a 
majority of the full Board. 

5. Agendas for special and emergency meetings may not be amended. 

Source: Board of Education action 
Date: April 1, 1980 

File: BCB Board Meetings 

(Code: 2300) 

The Board, as a corporate body, may transact business only at official meetings of the Board.  An 
individual Board member has no authority to act absent the delegation of authority by the Board 
at an official meeting. 
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As defined by law, an official meeting of the Board includes any meeting, assembly or gathering 
together at any time or place or the simultaneous communication by conference telephone or 
other electronic means of a majority of the members of a public body for the purpose of 
conducting hearings, participating in deliberations, or voting upon or otherwise transacting the 
public business of the public body.  However, a social meeting or other informal assembly or 
gathering together of the members of a public body does not constitute an official meeting. 

The Chairperson shall preside at all meetings of the Board and have a vote on all matters for 
which a motion is made.  In the absence of the Chairperson, the Vice Chairperson will assume all 
the rights and responsibilities of the Chairperson.  In the absence of both the Chairperson and 
Vice Chairperson, the Board may elect a chairperson pro tempore for that meeting only. 

Regular meetings of the Board will be held at a predetermined time and place to conduct the 
business of the Board.  In addition, the Board may hold emergency meetings, work sessions, 
retreats, or other special meetings as it deems necessary to act in a timely manner.  The 
superintendent shall keep on file the schedule of regular meetings of the Board with the 
predetermined time and place.  The schedule will be revised only in accordance with legal 
requirements for notice. 

An emergency or special meeting may be called in order to address generally unexpected 
circumstances that require immediate consideration by the Board.  Retreats and workshops are 
special meetings that may be scheduled in order to give the Board more time to deliberate or 
evaluate issues. 

The Chairperson and the Superintendent will prepare an agenda for each Board meeting.  A 
request to have an item of business placed on the agenda must be received at least two weeks 
prior to the date of the scheduled meeting.  Prior to regularly scheduled meetings, each Board 
member will receive a copy of the proposed agenda and the agenda will be available for public 
inspection and/or distribution when it is distributed to Board members.  At the meeting, the 
Board may, by a majority vote, amend the agenda by the addition or deletion of items or 
adjusting the order of the agenda.  The agenda for a special or emergency meeting may not be 
amended. 

In order to conduct official business at a regular, emergency, or special meeting of the Board, a 
quorum of the Board must be present.  A quorum is defined as one more than half of the 
members of the Board.  If a quorum is not present at any meeting, the Chairperson will postpone 
the meeting until such time as a quorum can be present.  Proxy voting will not be recognized by 
the Board. 

Voting will be by voice vote on all matters coming before the Board for action.  However, the 
Chairperson may call for a vote by show of hands.  In either event, the minutes will reflect the 
vote of each member voting and the abstention of any member present but not voting.   A 
member must vote on all issues unless there is a conflict of interest which should be stated before 
the vote is taken and the reason recorded in the minutes.  No secret ballots are permitted. 
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Except as otherwise provided by law or by the policies of the Board, meetings of the Board will 
be conducted in accordance with Robert's Rules of Order. 

The Board will comply with the open meetings law, including notice of meetings. 

Legal References:  G.S. 143-318.9, -318.14 

Adopted: June 16, 1980 

Revised: August 23, 2010 

 
File: BCBH Minutes 

 

Generally 
 

The Superintendent will  keep, or cause to be kept, full and accurate 
minutes of meetings of the Board. These minutes will include: 

 

(a) A record of all actions taken by the Board, including a record of the 
vote on an issue, unless the vote  is unanimous. 

 
(b) Resolutions and motions in full; reports and documents relating to 
a formal motion may be omitted if they  are referred to and identified 
by title and date. 

 

(c)  A record of the disposition of all matte rs which the Board 
considered, but  did not take action upon. 

 

Copies  of the minutes will be sent  to all Board members prior to the 
meeting at which the minutes are to be approved. Approved minutes must  
be signed by the Chairperson and the Superintendent. 

 

Once adopted,the minutes become public and permanent records of the 
Board. They will remain in the custody of the Superintendent who  will 
make them  available to the public on the dates and hours that  the 
Superintendent's office is open  for business. 

 

Closed  Session Minutes 
 

The Board shall keep full and accurate minutes of any closed session held  
pursuant to G.S. 
143- 318.11 and shall do so in the same manner and to the same extent it 
keeps minutes of open  sessions.  Minutes of a closed session  conducted in 
compliance with law are not  open to public inspection unless and until  a 
majority of the Board votes  to make them public or 
a court of competent jurisdiction orders them open for inspection. 

 

Minutes of closed sessions will be distributed only  to Board  members 
prior to the meeting at which they are to be approved. Approval will be 
by reference only  unless there  is a question or objection to those  

http://redirector.microscribepub.com/?cat=stat&loc=nc&id=143&spec=318.9
http://redirector.microscribepub.com/?cat=stat&loc=nc&id=143&spec=318.14
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minutes, at which time  the Board  may go into  closed session to discuss  
and confer. A motion to go into  closed session must  be duly  made  in 
accordance with law and Board policy. At the  conclusion of the Board  
meetings, the 
Superintendent will collect all minutes of closed sessions from Board 
members and destroy all extra  copies. The Superintendent is responsible 
for keeping the  original copy  of closed session minutes in a secure  place. 

 

Legal reference: G.S. 143-318-10 
 

Adopted: October 24, 1994 
 

File: BCBD Agendas 

The secretary of the Hickory Administrative School Unit Board of Education shall be 
responsible for the preparation of the agenda for all regular board meetings.  Any board member 
desiring items placed on the agenda shall give them to the Superintendent four working days 
before the meeting.  The agenda will be mailed to board members and to others entitled to notice 
at least three working days before the meeting. 

The first item of business in regular meetings shall be the adoption of the written agenda subject 
to the following: 

1. Items that the superintendent or any board member desires considered for placement on the 
agenda after the mailing of the agenda shall be given to the Board Chairman in writing before 
the beginning of the meeting. 

These items will be introduced for consideration by the Board for placement on the agenda at 
the time the Board considers the agenda. 

2. The Board may adjust the order of the agenda or vote to go into executive session at any 
time during the meeting by a vote of the majority of those voting members present. 

3. The Board can add items for discussion by a majority of the voting members present. 

4. Items requiring a vote of the Board may only be added to an agenda with the approval of a 
majority of the full Board. 

5. Agendas for special and emergency meetings may not be amended. 

Source: Board of Education action 
Date: April 1, 1980 

File: BCB Board Meetings 

(Code: 2300) 

The Board, as a corporate body, may transact business only at official meetings of the Board.  An 
individual Board member has no authority to act absent the delegation of authority by the Board 
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at an official meeting. 

As defined by law, an official meeting of the Board includes any meeting, assembly or gathering 
together at any time or place or the simultaneous communication by conference telephone or 
other electronic means of a majority of the members of a public body for the purpose of 
conducting hearings, participating in deliberations, or voting upon or otherwise transacting the 
public business of the public body.  However, a social meeting or other informal assembly or 
gathering together of the members of a public body does not constitute an official meeting. 

The Chairperson shall preside at all meetings of the Board and have a vote on all matters for 
which a motion is made.  In the absence of the Chairperson, the Vice Chairperson will assume all 
the rights and responsibilities of the Chairperson.  In the absence of both the Chairperson and 
Vice Chairperson, the Board may elect a chairperson pro tempore for that meeting only. 

Regular meetings of the Board will be held at a predetermined time and place to conduct the 
business of the Board.  In addition, the Board may hold emergency meetings, work sessions, 
retreats, or other special meetings as it deems necessary to act in a timely manner.  The 
superintendent shall keep on file the schedule of regular meetings of the Board with the 
predetermined time and place.  The schedule will be revised only in accordance with legal 
requirements for notice. 

An emergency or special meeting may be called in order to address generally unexpected 
circumstances that require immediate consideration by the Board.  Retreats and workshops are 
special meetings that may be scheduled in order to give the Board more time to deliberate or 
evaluate issues. 

The Chairperson and the Superintendent will prepare an agenda for each Board meeting.  A 
request to have an item of business placed on the agenda must be received at least two weeks 
prior to the date of the scheduled meeting.  Prior to regularly scheduled meetings, each Board 
member will receive a copy of the proposed agenda and the agenda will be available for public 
inspection and/or distribution when it is distributed to Board members.  At the meeting, the 
Board may, by a majority vote, amend the agenda by the addition or deletion of items or 
adjusting the order of the agenda.  The agenda for a special or emergency meeting may not be 
amended. 

In order to conduct official business at a regular, emergency, or special meeting of the Board, a 
quorum of the Board must be present.  A quorum is defined as one more than half of the 
members of the Board.  If a quorum is not present at any meeting, the Chairperson will postpone 
the meeting until such time as a quorum can be present.  Proxy voting will not be recognized by 
the Board. 

Voting will be by voice vote on all matters coming before the Board for action.  However, the 
Chairperson may call for a vote by show of hands.  In either event, the minutes will reflect the 
vote of each member voting and the abstention of any member present but not voting.   A 
member must vote on all issues unless there is a conflict of interest which should be stated before 
the vote is taken and the reason recorded in the minutes.  No secret ballots are permitted. 
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Except as otherwise provided by law or by the policies of the Board, meetings of the Board will 
be conducted in accordance with Robert's Rules of Order. 

The Board will comply with the open meetings law, including notice of meetings. 

Legal References:  G.S. 143-318.9, -318.14 

Adopted: June 16, 1980 

Revised: August 23, 2010 

 

http://redirector.microscribepub.com/?cat=stat&loc=nc&id=143&spec=318.9
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