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Each official will receive an individual email from the School Ethics 
Commission. The official must click on the blue link to the School 
Ethics Commission’s online application to access the Disclosure 
Statement. 



The official must sign-in to begin the Disclosure 
Statements by clicking the sign-in button. The 
authorization code should already be included. 



The Application will open to the main page. The main page 
includes links to instructions, definitions, and frequently asked 
questions (FAQs). 



The Instructions can be found by clicking on the 
“Instructions” link on the main page shown on the 
previous slide.



The Definitions can be found by clicking on the 
“Definitions” link on the main page.



Detailed information about Disclosure Statements can be 
found by clicking on the FAQs link found on the main page.



The Instructions on the main page will lead the official through the 
requirements of the Disclosure Statements. The highlighted section 
indicates where the official must click. 



The official must complete the Personal Disclosure Statement that  
requests the school address and information about the 
spouse/domestic partner if applicable.  



The main page highlights instructions for the official 
to complete the Relative Disclosure Statement. 



The official must complete the Relative Disclosure section that  
requests information about relatives. "Relative" is defined as 
the spouse, natural or adopted child, parent or sibling of a 
school official. 



The second question pertains to the Relative 
Disclosure Statement. 

2. Are you or is any person related to you or related to you by marriage, a party to a 
contract with your school district or charter school? If you are an employee of the NJSBA, 
are you or is any person so related to you, a party to a contract with any school district? If 
yes, please provide the information requested below. If no so certify.



The third and final question, pertaining to the Relative 
Disclosure Statement, asks whether the official has a relative 
who has a relationship or receives compensation from the 
district or charter where the official serves. 

3. Do you or does any relative receive compensation from or have any interest in any 
business which is a party to a contract with the school district or charter school in which you 
hold office or are employed? If you are an employee of the NJSBA, do you or does any relative 
receive compensation from or hold an interest in any business which is a party to a contract with 
any district? If yes, provide the name of each business and if applicable, school district. If no so 
certify.



After the official answers all of the questions the official 
must move forward by clicking “Return to Menu.”



The main page highlights instructions for the official 
to complete the Financial Disclosure Statement. 



This is the Financial Disclosure Statement. All questions for the Financial Disclosure 
Statement are based on your financial information for calendar year 2019. In this section 
the official must list the name and address of each source of income, earned or unearned, 
for 2019 from which you or a member of your immediate family received in excess of 
$2,000. "Member of immediate family" is defined as the spouse or dependent child of a 
school official residing in the same household. 



This is question two pertaining to the Financial 
Disclosure Statement. 

2. List the name and address of each source of fees/honorariums or gifts/reimbursements or 
prepaid expenses having an aggregate amount exceeding $250 from any single source, 
excluding relatives, received by you or an immediate family member. Be sure to list any 
reimbursement received from the district or charter school for such things as conference 
attendance, tuition/dues reimbursement, personal appearances, speeches, or writing.



This is the third and final question pertaining to the Financial Disclosure 
Statement. School officials must list the name and address of each business 
organization in which the official or a member of the official’s immediate 
family held an interest. This includes unpaid/volunteer relationships.



After the official responds to all of the questions the official 
must move forward by clicking “Return to Menu.”



The official must complete the Certification in order to 
successfully file the Disclosure Statements.



The official must complete the Certification in order to successfully 
file the Disclosure Statements. If the official has been assisted with 
filing, the name of the person who has assisted must be typed as the 
name of the preparer. The official must click “Submit Certification.”



The official will receive immediate confirmation that the Disclosure 
Statements are in review by the Board Secretary and County Office. 



To protect the Disclosure Statements click the “sign-out” link. The
Disclosure Statements must be approved by the Board Secretary and
the County Office of Education. For information about the status of
the Disclosure Statements, the official should make an inquiry to the
Board Secretary.



The Disclosure Statements will be reviewed by the Board Secretary 
and the County Office of Education. If a Disclosure Statement is 
returned for correction, the official will receive an email allowing for 
correction of the Disclosure Statements.



The new email will ask for correction. When the official signs in to the 
Disclosure Statements, the areas that require correction will be identified in 
red. The official must return to any area requiring correction. The official 
must re-certify to submit corrected Disclosure Statements. 



Below is an example of an area identified as requiring correction.  
Once the question is corrected, the official must click on “Return to 
Menu.”



The official must re-certify the Disclosure Statements.



The official must complete the Certification in order to successfully 
file the Disclosure Statements. If assisted with filing, the name of the 
person, who assisted, must be typed as the name of the preparer. 
Click “Submit Certification.”



The Disclosure Statements will now again be in review by the Board 
Secretary and the County Office. For information about the status of 
the Disclosure Statements, the official should contact the Board 
Secretary.



To finalize the Disclosure Statements click 
the button “return to sign in page.”
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