STATE OF NEW JERSEY
o DEPARTMENT OF EDUCATION

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

/J;;:‘ State oF NEw JERsEY
\_/ DeparTMENT OF EDUCATION

School Ethics Commission

List of School Officials Sign-In
Board Secretaries and Charter School Designees must submit the annual list of names of those school | iyt codger
officials who require the filing of the 20xX Personal/Relative and Financial Disclosure Statements, pursuant | ' '
to N.JS.A 18A:12-25 and 26. ; I:I
Usemame: !
+ To establish an account and to obtain a username/password, contact your District's Homerclom. I:l
Administrator to establish an account. The NJDOE does not provide this service. ' Password: '
Please reference this Administrator list to determine your District's Homeroom Administrator. l:l
For assistance other than username and password, please contact schoolsthics@doe state.nj.us. : '

Districts with established accounts may proceed to Sign-In.

Assistance with locating login/password: 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 Ethic Commission's List of Schoal Officials.

NJDOE Homeroom hitp://homeroom.state njusr ~—— TTTTTTIIIIITIIImAIAA s

School Ethics Commission
MJ Department of Education
PO Box 500

Trenton, NJ 08625-0500
(609) 954-6941
schoolethics@doe state nius



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

A
i\_f) D
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School Ethics Commission

List of School Officials sign out
District: Washington Township

County: CAMDEN

The School Ethics Act requires all school officials to file annual Personal/Relative and Financial Disclosure Statements. N.J.S.A. 18A:12-
25 and 26. These disclosure statements must be filed by April 30, or within 30 days after election or appointment of the school official. In
order to comply with the filing requirement, each local District Board Secretary or Charter School Designee shall annually, on or before
February 1. file with the Executive County Superintendent, a wrtten list of names of those school officials, by office and position, whose
responsibilities would require the filing of the Financial and Personal/Relative Disclosure Statements pursuant to the criteria contained in
NS A 18A:12-21 et seq. by April 30th or within 30 days of election or appointment.

Guidance about who must file disclosure statements. along with the process for collection of these statements, is available on the School
Ethics Commission's website at http-/fwww. nj goweducationfethics/fds/index _html.

List of School Officials

Collection Due Date Collection Status Submission to NJDOE
June 1. 2014 (valid for June-December 2014) active not submitted
February 12014 active not submitted
June 1. 2013 {valid for May-December 2013) active not submitted
February 1. 2013 archive not submitted
June 1. 2012 (valid for June-December 2012) archive not submitted
February 12012 archive not submitted
June 1. 2011 archive not submitted
February 1. 2011 archive not submitted

School Ethice Commission

MJ Department of Education
PO Box 500

Trenton, NJ 023525-0500
(509} 984-6941
schoolethicsi@doe state.nj.us




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.

{-": ?.;". Stare oF New Jersey
o) DeparTMENT OF EDUCATION

=4

School Ethics Commission
List of School Officials masn page | Sign out

District: Washington Township
County: CAMDEN

This is a completely new list of ALL school officials who are in your district for 2014, This is not simply an update.

Add official to list

First Hame: Jahn Last Hame: Doe

Position: Board Secretary @ Board Member School Administrator

Status: New Board Member® @ New Administrator™ ©  Retumning Board Member or Administrator @
Only Board Secrelary's Phone # (777 3 777 - 7777 et 12M

E-mail- john doeEwashingbon net

This OMMcial &5 on approved leave
End date of approved leave: Manth v Day * ; Year =

Public remarks will be published with disclosure forms on NJDOE rebsits ~]

[z= Click 1o Add a Name|

"Disclosure statements required to be completed within 30 days.



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.”

This is a completely new list of ALL school officials whs are in your districr . This is not simply an update.

Add official ta list

First Mame Last Masmee:
Fosition: Board Secrefary Board Member School Administrator

Status: Mew Board Member™ Hew Administrator™ Retuming Board Member or Adminisirabor

Oniy Boand Secrefany’s Phone & ¥ - ext
E=-mail

This OfMcial is on approved leave
End date of approved leave: hanth = ; Day = ; Year ~

Public remmarks will b published with disclesure forms on NIDOE website. (afers aooicable)

[>> Click 1o Add a Name]

“Disclosure statements required to be completed within 30 days.

Hobe: scroll down 10 see names on kst

Submit District List
Send compleled or edited distnct list to NUIDOE

District List
Mo namses hapee been enlersd



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

T i & comrpbelely raw al of ALL dchend oiTicials wivd S in pous desiricl Thid il resl sirngply & pcebe.
A offcial to kst
First Masme: Lasd Mam

Stmhrs Masw Boand Lsmter” P Sdminesirwior” Faluming Board Memiber of Adminssiuion
Only Boand Sscowirg’s Phone 8 | i = i
E -l

Thia Ofcind i o BpSron e i
Ered date ol approved leaws: Monh = F Dy = Tla

Fubisc remanics will ba pubdshwd wilh Sisdosre s on BIDOE websilo . | sopicabia)

"Dischosairs slalaments reguired 1o B wplabad wilhen 30 days.
Kol ool oawms B S PV O lisl

Buberil Deslrict List
Sl crrmgdobed or odied dsimaol bsd o MIDOE

Deassict List
Mawrme Poaibion

1Ll’:b- drw wnfr-‘:l‘nl i | el
.l -r

Fh Do olwy  Flossd Seod oy =i | et
Featurrmnsg Board Mambel of Sdminstnsor

X)) Dioan, Mark  Seffwrol Sclmarmlindod i | e
B oard Mmbar or Admi ot

Ajdon jane  Schod Adverveiior i | deiste




Message from webpage

ATTENTION: Once submitted you must contact the School Ethics
¥ Commission to make any additions or changes of the list. Click
CAMCEL to recheck your list. Click OK to continue.

| Cancel ‘

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.

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.

L/fl'? ;\-.I STaTE OF NEW JERSEY
"/ DerArRTMENT OF EDUCATION

School Ethics Commission

List of School Officials main page | sign out
District: Washington Township

County: CAMDEN

Thank you

Your district's information has been submitted to the New Jersey Department of
Education For assistance please contact schoolethics@doe state nj us

»>=>¢lick here to retum to the main page.

School Ethica Commission

M) Department of Educaton
PO Bax 500

Trentan, N 08625-0500
(505 984-6541
schookethics@dos state njus



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.

{[‘_?_‘;?\ STATE OF NEW JERSEY
J DerarTMENT OF EDUCATION

School Ethics Commission

List of School Officials sign out
District: Washington Township

County: CAMDEN

The School Ethics Act requires all school officials to file annual Personal/Relative and Financial Disclosure Statements. N.J.S.A. 18A:12-
25 and 26. These disclosure statements must be filed by April 30, or within 30 days of assuming office or position. In order to comply with
the filing requirement, each local District Board Secretary or Charter School Designee shall annually, on or before February 1, file with
the Executive County Superintendent, a written list of names of those school officials, by office and position, whose responsibilities would
require the filing of the Financial and Personal/Relative Disclosure Statements pursuant to the criteria contained in N.J.S.A 18A:12-21 et
seq. by April 30th or within 30 days of assuming office or position. Failure of an official to file a statement by the deadline may subject the
official to disciplinary action up to and including removal pursuant to N.J.S.A. 18A:12-25.

Guidance about who must file disclosure statements, along with the process for collection of these statements, is available on the School
Ethics Commission’s website at http://www.nj. gow/education/ethics/fds/index.html.

List of School Officials

Collection Due Date Collection Status Submission to NJDOE
June 1. 2014 (valid for June-December 2014) active not submitted
February 1. 2014 active 12/03/2013 14:49
June 1. 2013 (valid for May-December 2013 active not submitted
February 1. 2013 active not submitted
June 1. 2012 (valid for June-December 2012) archive not submitted
February 1. 2012 archive not submitted
June 1. 2011 archive not submitted
February 1. 2011 archive not submitted

School Ethics Commission

NJ Department of Education
PO Box 500

Trenton, NJ 08625-0500
(609) 984-6941
schoolethics@doe. state.njus



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.

Board Secretary Report and Certification

These forms must be submitted by the Board Secretary/Charter School Designee 1o the executive county office by May 10 and again by
Movember 15, for new board members and new administrators who take office after April 30.

Contact the School Ethics Commission at schoolethicsi@dos state njpus to make additions, deletions or changes of the list

Collection: February 1
Submitted to NJDOE: 12/05/20xx

For requests under NJ's Open Public Records Act (OPRA): CLICK HERE FOR PRINTABLE LIST

District List

Name Position -mail Forms Status Filed
1. Doe, Jane School Administrator jane_doe@washington.nat Online forms not completed
2. Doe, John Board Secretary johndosi@ school_net Online forms not completed
3 Doe, Mark School Administrator mark_doei@doe. state. nj.us Oinline forms not completed

- 4 doe_jane School Administrator jane_doe@doe state _us Forms ready for 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.

/‘,‘*\
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School Ethics Commission

List of School Officials sign out
District: Washington Township

County: CAMDEN

The School Ethics Act requires all school officials to file annual Personal/Relative and Financial Disclosure Statements. N.J.S.A. 18A:12-
25 and 26. These disclosure statements must be filed by April 30, or within 30 days of assuming office or position. In order to comply with
the filing requirement, each local District Board Secretary or Charter School Designee shall annually, on or before February 1, file with
the Executive County Superintendent, a written list of names of those school officials, by office and position, whose responsibilities would
require the filing of the Financial and Personal/Relative Disclosure Statements pursuant to the criteria contained in N.J.S.A 18A:12-21 et
seq. by April 30th or within 30 days of assuming office or position. Failure of an official to file a statement by the deadline may subject the
official to disciplinary action up to and including removal pursuant to N.J.S.A. 18A:12-25.

Guidance about who must file disclosure statements, along with the process for collection of these statements, is available on the School
Ethics Commission’s website at http://www.nj. gow/education/ethics/fds/index.html.

List of School Officials

Collection Due Date Collection Status Submission to NJDOE
June 1. 2014 (valid for June-December 2014) active not submitted
February 1. 2014 active 12/03/2013 14:49
June 1. 2013 (valid for May-December 2013 active not submitted
February 1. 2013 active not submitted
June 1. 2012 (valid for June-December 2012) archive not submitted
February 1. 2012 archive not submitted
June 1. 2011 archive not submitted
February 1. 2011 archive not submitted

School Ethics Commission

NJ Department of Education
PO Box 500

Trenton, NJ 08625-0500
(609) 984-6941
schoolethics@doe. state.njus



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.

/‘,“-\
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School Ethics Commission

List of School Officials sign out
District: Washington Township

County: CAMDEN

The School Ethics Act requires all school officials to file annual Personal/Relative and Financial Disclosure Statements. N.J.S.A. 18A:12-
25 and 26. These disclosure statements must be filed by April 30, or within 30 days of assuming office or position. In order to comply with
the filing requirement, each local District Board Secretary or Charter School Designee shall annually, on or before February 1, file with
the Executive County Superintendent, a written list of names of those school officials, by office and position, whose responsibilities would
require the filing of the Financial and Personal/Relative Disclosure Statements pursuant to the criteria contained in N.J.S.A. 18A:12-21 et
seq. by April 30th or within 30 days of assuming office or position. Failure of an official to file a statement by the deadline may subject the
official to disciplinary action up to and including removal pursuant to N.JL.S.A. 18A:12-25.

Guidance about who must file disclosure statements, along with the process for collection of these statements, is available on the School
Ethics Commission's website at http.//www.n].gov/education/ethics/fds/index.html.

List of School Officials

Collection Due Date Collection Status Submission tr,
June 1. 2014 (valid for June-December 2014) active not submitt:

JDOE

February 1. 2014 active opened

June 1. 2013 (valid for May-December 2013) active not submitt.
February 1. 2013 active not submittec
June 1. 2012 (valid for June-December 2012) archive not submitted
February 1. 2012 archive not submitted
June 1, 2011 archive not submitted
February 1. 2011 archive not submitted

School Ethics Commission
NJ Department of Education
PO Box 500

Trenton, NJ 08525-0500
(509) 584-5941



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

[C] This Official is on approved leave.
End date of approved leave: Month > [ Day ¥  Year *

Public remarks will be published with disclosure forms on MJDOE website. (where applicable):

[>> Click to Add a Namel|

*Disclosure statements required to be completed within 30 days.

Note: scroll down to see names on list.

Submit District List

Send completed or edited district list to NJDOE.
[>> Click to Send List]

District List
Name Position E-mail

1.) Doe, Jane  School Administrator  jane.doe@washington.net

3.) Doe, Mark  School Administrator mark.doe@doe.state_nj.us dit | delete




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.”

District List
Name Position E-mail

1.) Doe, Jane  School Administrator  jane.doe@washington.net  edit | delete

First Name:

Jane

Last Name:

Doe

Position:

_ Anard Secretary

Status:

*) New Bo:
© New e .
) Returning 2 Member or Administrator
E-mail:

[T Approved Leave
End date of approved leave: Month v j Day ¥/ Year ¥

District Tamarly

submit edit|| cancel

2.) Doe, John  Board Secretary Johndoe@school.net dit | delete

3.) Doe, Mark  School Administrator  mark.doe@doe.state nj.us dit | delete

4.) doe, jane  School Administrator  jane.doe@doe state_.us dit



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.

Collecticn: Febraary 1

This is & commplelely raw sl of ALL scheeol officials wiho e in your disiricl This s resl sisngly am upaate

A offciall to ks
First Hasme Last Masrmae:

Posigon  Boand Secretary Beoapred Lissrmadsin’ S ASTErERTar

Stubus. Morw Board Lismbssr® Marve B dminesirmior” Fsbueming Board Memiber or Adminisirion
Oy Board Sacrwlary’s Phons 8 | ] = [

E -l

This CoSCipd i o Bporoeesd v
Erd ant of Spfioved ledwe  Momh. - | Day = | Vomr w

Pubic remarics will be publshed wilth Ssccsurs foms on NIDOE webasile . {whevw appicabia)

> Tk iy A e

"Discloiyre slalemants reqared o b complabed withen 30 days
Hioia Sl SO B S FulTes oF el

Bukerit District List r
Fawnil craveboton of oohted drsiree kb b MUCHOE

= Lok o Gend Lt
Cuatrict Lin
Masme Pasibon
1) Daa ke Sciwol Adminmsiod
. Schosl Adwicisnbor i | etz
3§ Dhegen, Jcal el il | gt
3 Ehsard BB :5-_'




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.

Board Secretary Report and Certification

These farms must be submitted by the Board Secretary/Charter School Dasignee to the executive county office by May 10 and again by

Movember 15, for new board members and new administrators who take office after April 30.

- li
- m, minger L3

retary Repon - Cedification & Failure to File Form

Contact the School Ethics Commission at schoolethics@doe state njus to make additions, deletions or changes of the list

Collection: February 1
Submitted to NJDOE: 12/05/20 x x

For requests under NJ's Open Public Records Act (OPRA): CLICK HERE FOR PRINTABLE LIST

District List
Name Position
1. Doe, Jane Schoel Administrator
2. Doe, John Board Secretary
3 Doe, Mark Schoel Administrator
= 4 doe jane School Administrator

E-mail Forms Status
jane_doe@washington.net Online forms not completed
johndoa@school_net Giimneeronns not completad
mark_doe{@doe. state.nj.us Online forms not completed

jane_doe@doe state. .us Forms ready for review

Filed



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.”

I:ff?':‘ \  StaTE OF NEW JERSEY
\'/ DerarTMENT OF EDUCATION

School Ethics Commission
List of School Officials Sign-In

............................

Board Secretaries and Charter School Designees must submit the annual list of names of those school I picie e
officials who require the filing of the 20xx Personal/Relative and Financial Disclosure Statements, pursuant | ’
to N.J.S.A 18A:12-25 and 26. : I:I

, Usemame:
» To establish an account and to oblain a username/password, contact your District's Homeroom . |:|
Administrator to establish an account. The NJDOE does not provide this service. ' Password:

Please reference this Administrator list to determine your District's Homeroom Administrator.

Far assistance other than username and password, pleasa contact schoolethics@doe state.nj.us.
Districts with established accounts may proceed to Sign-In. :

Assistance with locating login/password: The Board Secretary must contact the District’s Homeroom ¢
Administrator, who can look on Homerocom for the login/password chosen previously by the .

Homeroom Administrator for the corresponding School Ethic Commission's List of School Officials.

NJOOE Homeroom http:/homeroom.state nj.us/

School Ethics Commission
MJ Department of Education
PO Box 500

Trenton, NJ 08625-0500
(609) 954-5941
schoolethics@doe stale ni.us
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