
School Ethics Commission
Electronic Reporting of 

Personal/Relative and Financial 
Disclosure Statements

Creation of the
Online List of School Officials by 

the Board Secretary

https://education.state.nj.us/sec/


January/February 

By February 3 each district/charter school Board 
Secretary must submit online a complete List of 
all school officials required to file disclosure 
statements as well as individual email addresses 
for each official. 

Board Secretary website  
https://homeroom5.doe.state.nj.us/sec/

Each district/charter school has a username/password for this 
website assigned by their Homeroom Administrator.

https://homeroom5.doe.state.nj.us/sec/


Board Secretary must log in to the Main 
Sign-In using username and password



How to retrieve an unknown district 
username and password

The School Ethics Commission cannot assist with 
missing usernames or passwords.

The Board Secretary must contact the district’s 
Homeroom Administrator who can look on 
Homeroom for the  login/password chosen 
previously by the Homeroom Administrator for the 
corresponding School Ethics Commission’s List of 
School Officials.

NJDOE Homeroom
https://homeroom5.doe.state.nj.us/sec/

http://www.google.com/url?q=http://homeroom.state.nj.us/&sa=U&ei=S9mcUvyiOYfmkAfunIC4Ag&ved=0CB4QFjAA&usg=AFQjCNF7hwKZPenlcNPJLEwynF0W7cIfMg


Districts/Charters must log in to the corresponding List for the 
month/year



The Board Secretary should add himself/herself to the List with a corresponding phone number 
and email address and indicate if this is a new official, then click “Click to Add a Name.” 
A phone number is necessary only for the Board Secretary.



The Board Secretary must add the name and email address of each official, indicate if a 
returning or new official or administrator and click on “Click to Add a Name.”



When all officials have been added to the List the Board Secretary must “Click to Send List.”  



1. The Board Secretary must submit the List to the Department 
of Education. The List will lock to protect the names entered 
by the district/charter school but can be reopened at any time 
to make edits or additions by sending an email request to the 
School Ethics Commission at the link in the application.

2. Upon receipt, the county office will generate emails to any 
official whose name appears on the List. 



The Board Secretary may request additional 
emails to be sent to the school official at 
any time by making an email request to 
your County Office or the School Ethics 
Commission schoolethics@doe.nj.gov

mailto:schoolethics@doe.nj.gov


If the List has been successfully submitted you will receive immediate 
confirmation from the School Ethics Commission that the List has been 
submitted and received. 



The Board Secretary may click on the corresponding List to review the 
status of disclosure statements and for approval. The List below 
reflects which Lists have been submitted by the district.



The Board Secretary may review the List for the filing status of each individual official. 
The red arrow indicates a statement that is ready for Board Secretary review.



District’s/Charter’s obligation to inform 
School Official to file Disclosure Statement 
by email from School Ethics Commission

The Board Secretary must inform school officials to expect an email from 
the School Ethics Commission that allows for the electronic reporting of 
Disclosure Statements. School Officials should be advised that these 
emails potentially may be diverted into the “junk” mail folder if perceived 
as “spam”. If officials are unable to receive emails at the email address 
provided by the district, the Board Secretary may elect to edit the email 
address (see following slide for edit process). The district is advised that 
all emails shall be protected by the district and the district shall never 
distribute email addresses provided to the School Ethics Commission to 
anyone outside of the County Office of Education or the Commission.  



Making changes to the List. The Board Secretary must email the Commission to 
request that the List be reopened in order to add to the List, edit the name, email or 
the status of an official on the List. The Board Secretary must explain in the email the 
reason for the edit. The Commission will only reopen the List upon a specific request. 

No Names May Ever Be Deleted From The List.



Officials Are Never Deleted From The 
List.

The names of officials who leave the district or 
charter remain on the List. The public has the 
opportunity to review the statements of all 
officials, even those who are no longer in the 
district or charter.

Officials whose names are on the list must file 
Disclosure Statements even if they leave the 
district or charter. 



The Board Secretary can see when the Commission has reopened the List to make it 
available for edits or additions. The notation indicates that the List has been 
reopened. See below. An open List allows the Board Secretary to add names or edit 
the List but it will not allow the review of Disclosure Statements on the List. 



The District must click on the edit button that corresponds to the name of the 
official that requires an edit.



The Board Secretary must identify the item to edit, such as the email address 
below, then make the edit and then click on “submit edit.”



The Board Secretary must again “Click to Send List” in order to view the List 
and to review or read the Disclosure Statements of School Officials on the 
List.



The Board Secretary must protect the email addresses of all officials. District and charter 
schools must not release email addresses provided to the Commission to anyone outside of 
the County Office or Commission. There is a specific tab to click for an OPRA request (see 
below). A list printed from the online application will not contain any email addresses. 



As school officials complete their Disclosure Statements, the Board Secretary must re-
enter the School Ethics Commissions online Application in its locked state to review 
the statements. For instructions on reviewing Disclosure Statements, See the  
presentation “Board Secretary Review of School Ethics Commission’s Disclosure 
Statements.”
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