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Introduction

POLICIES AND REGULATIONS
OF THE
CADDO PARISH SCHOOL SYSTEM
SHREVEPORT, LOUISIANA
This manual contains the policies of the Caddo Parish School Board; the major administrative
regulations intended to implement policy; and certain reference or "exhibit" documents that
relate to policies and/or regulations.
Policy development in a modern, forward-looking system is a dynamic, ongoing process. New
problems, issues and needs give rise to the continuing need to develop new policies or to
revise existing ones. This is why the Board employs the looseleaf format for this manual. It

is easy to keep up to date.

Each person holding a copy of this manual should make a diligent effort to keep it up to date
as new policies, regulations, and exhibits are distributed by the central office.

How to Use This Manual.

The Caddo Parish Schools operate according to policies established by the Caddo Parish School
Board. The Board, which represents the state and local community, develops the policies
after careful deliberation, and the school administration implements them through specific
rules and regulations. The Board then appraises the effects of its policies and makes
revisions as necessary.

In the interests of harmony, efficiency, uniformity of interpretation, coordination of
effort, and in fairness to all concerned, the Board makes this manual available to all who
are affected by its policies.

Please note: All copies of this manual are the property of the Caddo Parish School System.



How the manual is organized. The manual is organized according to the classification system
developed by the Educational Policies Service of the National School Boards Association. The
system provides an efficient means of coding, filing, and finding policies, administrative
rules and other documents.

There are 12 major classifications, each bearing an alphabetical
code:

A--FOUNDATIONS AND BASIC COMMITMENTS
B--SCHOOL BOARD GOVERNANCE AND OPERATIONS
C--GENERAL SCHOOL ADMINISTRATION
D--FISCAL MANAGEMENT

E-SUPPORT SERVICES

F--FACILITIES DEVELOPMENT
G--PERSONNEL

H--NEGOTIATIONS

I--INSTRUCTIONAL PROGRAM

J--STUDENTS

K--SCHOOL-COMMUNITY RELATIONS
L-EDUCATION AGENCY RELATIONS

Sub classification under each heading is based on logical sequence and alphabetical sub
coding. For an example of the sub coding system, examine the bordered white page immediately
following the tab for Section A--FOUNDATIONS AND BASIC COMMITMENTS.

The bordered white pages which follow the tab for each major section present the
classification system, section by section, and serve as the tables of contents for each
section or "chapter" of this manual.

How to find a policy. There are two ways to find a policy (or regulation) in the manual:

1. Consider where the policy would be filed among the 12 major classifications.
Turn to the table of contents for that section and glance down the listing until
you find the term that most likely fits the topic you are seeking. Use the code
letters given for the term to locate the sheet which will appear in alphabetical
order within the particular section. (All pages of the manual are coded in the
upper right-hand corner.)

2. Turn to the Code Finder Index at the end of the manual. The code finder is an
alphabetical index of all terms used in the classification system. It also
includes other terms commonly used in education. Look up your topic as in any
index, find the code, and use the code to locate the sheet in the manual.

What if you can't find the term you are seeking? The code finder lists more than
1,800 terms, but no index of useful size could include every possibility. If the
term you are seeking is not included, look up a synonym or a more general or
specific term appropriate to the topic.

What if you can find the term and code, but there is no policy or regulation? This
probably means that the school system has no written policy or important regulations
in the particular area. All terms used in the classification system appear in the
sectional tables of contents and code finder to accommodate the coding, insertion,
and finding of policies or regulations that may be issued later. But there is one
other possibility. A brief statement related to the policy you are seeking may be
incorporated in a superior" policy which covers the area generally. This "superior"
policy will be coded under a more general term. To find it, read up the
classification system. For example, a policy statement which relates to all
meetings of the Board of Trustees might be filed under "School Board Meetings" (BD)
rather than "Regular Board Meetings" (BDA). Note: In the classification system and
code finder read "Board of Trustees" for "School Board.'
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Anyone who knows the ABC's can quickly learn the logic of the letter system. for it is no
more complicated than the alphabet. For example, look at the list of descriptors at the
beginning of Sections A and B. Except for the governing letter for each section (A for
Foundations and Basic Commitments" and 0 for "School Board Governance and Operations"), the
code letters in the left hand columns appear in alphabetical order.

AA School District Legal Status BA Board Operational Goals
AS The People and Their School District BB School Board Legal Status
AC Nondiscrimination BC Organization of the Board

Where subcategories appear under broader terms, the alphabetic order begins anew.
Consider for example, the broad term "School Board Meetings" and its subcategories:

BD School Board Meetings

BDA Regular Board Meetings

BDB Special Board Meetings

BDC Executive Sessions

BDD Board Meeting Procedures

BDDA Notification of Board Meetings

BDDB Agenda Format

BDDC Agenda Preparation and Dissemination

Now cover that list of eight "BD" codes above with your hand and look at the descriptors
only. You'll see that they are presented in the form of a simple outline which arranges the
terms in logical groups and subgroups. Despite this use of subcategories for display
purposes. these descriptors have roughly equal value-and all suggest the need for separate
and self-contained policy statements of their own.*

And the principle of equal value applies, for the most part, to the system as a whole.
Except for Section A-the "accountability" chapter-there is no particular priority implied in
the order in which sections or descriptors are presented on the classification pages. There
are 614 descriptors which appear once and once only as line items in the system and an
additional 21 which appear twice. Counting the duplicates, there are then, a total of 656
line item terms. The duplicates are identified by the "Also" reference which appears after
the descriptor title. For example:

ABA Community Involvement in Decisionmaking (Also KC)

KC Community Involvement in Decisionmaking (Also ABA)

This means that the identical descriptor (and policy) "belongs" in Section A-and it also
"belongs" with equal logic in Section K. The limited use of this double-entry bookkeeping in
the system is necessary to keep certain terms in proper context.

How to find the descriptor you're looking for. One way is to scan all 25 white pages that
comprise the classification system. And that should be done in order to obtain an overview
and a sense of the logic of the system. But the quickest way to find a term is to use The
Code Finder Index which appears at the back of the binder.

Speaking of the index, it's a good idea to use EIPS/NSBA terminology correctly. The
classification system is not the index; the index is not the classification system. The
system suggests a way to organize a policy manual, and the index is just that-a how-to-find-
it guide.

*The average school district will employ from 300 to 350 of the 656 descriptors available in
the system. Some of the descriptors may not be relevant in certain states or communities:
others will not be used because the policy matter will be accommodated either in a broad form
descriptor or by its subcategories. For example a policy on BD, School Board Meetings may
absorb the content of the BDA and BDB descriptors: or, a policy on BDD, Board Meeting
Procedures may not be necessary if ail or most of the BDD Subcategory descriptors (BDDA,
BDDB, etc.) are used.
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Why the looseleaf format. The three-ring binder is used purposely because a policy

manual must be considered a "living book--a book that never ends. for Policy

development is indeed a never-ending process. New problems, issues, needs, laws, court
decisions-and opportunities for improving policy make it necessary that a policy manual be
kept open-ended. As new policies are written or existing ones reviewed or reassessed, it is
important that the policy manual have the flexibility of a ring binder in which new pages may
be put in and old ones removed. Bound, stitched. or stapled book-type policy manuals are
almost invariably out-of-date as soon as they are delivered by the printer.

Provide your own foreword to this binder. Because your policy manual will be distributed
widely throughout your school community, it should have its own, locally-developed foreword
or introduction. Your district may use the information contained in this "temporary
foreword" for this purpose. In addition, sample copies of forewords and introductions of
other school board policy manuals are available upon request from the EPS/NSBA Policy
Information Clearinghouse, 1055 Thomas Jefferson St., N.W., Washington, D.C. 20007. And
should your policies outgrow the confines of this binder, additional empty, matching binders
are available from EPS/NSBA for volume 2 use.

In summary, this Binder B with its policy classification system is an important part of your
district's membership in EPS/NSBA. We hope it serves you well as a management tool to help
yvou and your Board develop the kind of policies that the times require and that serve cause
of good schools in your community.
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Using the signs and symbols. Various signs and symbols are used in connection with the

classification. They are for your use in locating and/or in examining policies. Included
are the following:

SN:

Also:

Dates:

Scope Note. These notes appear following certain entries in the
sectional tables of contents to clarify or limit the use of the term.

Certain policies bear two codes in the upper right-hand corner. The
second is in parentheses and is preceded by "Also." This means that the
identical policy (or regulation) is filed under both codes.

This symbol following a code indicates that the statement is an
administrative regulation, not a Board policy.

Exhibit. This symbol following a code indicates that the statement is a
reference document, such as a calendar, application form, etc., rather
than a policy.

An asterisk following a code indicates that the EPS/NSBA classification
system has been expanded to include a distinctively local policy and
term. Note: A listing of all local terms which have been added to the
system is provided on the sheet preceding the Code Finder Index.

Where possible the original date of adoption/issuance appears

immediately following each policy/regulation. In other instances an
approximate date or reapproval date is used.
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LEGAL REF.: Pertinent legal references are given to tell the reader where in state
law he may find certain statutes that relate to a policy. Unless
otherwise noted. all references direct the reader to the Louisiana
Revised Statutes. It is important to mention here that additional laws
and/or court decisions may also be applicable to a particular policy.

CROSS REF.: Certain policies/regulations relate to others. Cross references are
provided following many statements to help the reader find all of the
related information he seeks.

About Board Policies.

Generally, the role of a School Board is to set up policy and the role of the administration
is to execute it. Here is the basic distinction as set forth by the National School Boards
Association:

Policies are principles adopted by the board to chart a course of action. They
tell what is wanted and may include also why and how much. They are broad
enough to indicate a line of action to be taken by the administration in
meeting a number of day after day problems; they need to be narrow enough to
give the administration clear guidance.

Rules are the detailed directions developed by the administration to put the
policy into practice. They tell how, by whom, where, and when things are to be
done.

These definitions are serviceable most of the time. They reflect sound
theory of governance and administration. But the real world does not always
conform. For example:

Often the state and federal governments confuse the distinction and require
School Boards to make detailed rules; and many regulations are established by
law or by the state department of education.

Additionally, the public may demand that the Board itself, not the
administrator, establish the specific rules and procedures in certain sensitive

areas.

Thus the separation of policies and administrative regulations in this manual follows several
rules of thumb in addition to "basic theory":

1. All edicts of the State (even though regulations) are considered
mandated Board policy.

Page 4 of 5



2. Where the Board has written regulations, in particularly sensitive areas, and
has incorporated them into policy, the entire statement is presented as policy.

3. Where the Board has adopted rules and regulations concerning its own procedures
(as how it conducts meetings), these statements concerning operations of the
Committee appear as policy.

As long as the administration operates within the guidelines of a general policy adopted by
the Board, it may change administrative regulations without prior approval of the Board--
unless the Board has specifically asked that a particular regulation be given prior Board
approval. However, only the Board may adopt new policies or revise old ones.

Is the Manual Complete?

No. The manual contains all of the current written policies of the Caddo Parish School Board
to date. But continually, the need for putting additional policies in writing, for adopting
new ones, and revising old ones becomes apparent. Additionally, state law and State Board
regulations change. No matter how well conceived and well developed, a policy manual can
never be 100% complete and

100% up to date. Policy development is a continuing process. So from time to time, new
policies, regulations, and reference documents will be developed, coded according to the
classification system, and issued for insertion in the manual.

Order of precedence. Caddo Parish School Board policies and administrative regulations must
be read and interpreted in the light of the Louisiana Revised Statutes and State Board
regulations. Wherever inconsistencies of interpretation arise, the law and state regulations
shall prevail.

Terminology: To avoid problems of wording, masculine pronouns used in this manual refer to
both sexes.

* k k Kk x

It is the hope of the Caddo Parish School Board that this collection of policies and
regulations will make a greater harmony and efficiency possible in all areas of school
operations. This will enable the Board to devote more time to its primary duty--the
development of long-range policies and planning for the future of the school system.

Caddo Parish School Board

Date:

Page 5 of 5



AA
AB
ABA
ABB
ABC
ABCA
ABCB
ABCC
ABCDA
ABCE
ABCF
ABE
AC
AD
ADA
AE
AEA
AF

INDEX
CADDO PARISH SCHOOL BOARD POLICY MANUAL
Section A — Foundations and Basic Commitments

School District Legal Status

School Board Legal Status
Authority

Powers and Responsibilities

Board Members Legal Status
Number

Qualifications for School Board Members
Term of Office

Unexpired Term Fulfillment
Resignation

Board Member Removal from Office
School Superintendent Legal Status
School District Organization

School Attendance Districts

School Census

School Year

School Calendar

School Day



FILE: AA
Cf: AB

SCHOOL DISTRICT LEGAL STATUS

The Constitution of the State of Louisiana requires the Legislature to provide for the
education of the people of the state through the establishment and maintenance of a
public educational system. The Constitution also requires the Legislature to create
School Boards. Thus the Caddo Parish School Board is an instrument of the State,
created by the Legislature.

School Boards, in turn, have been empowered by the Legislature to create a school
district or school districts within the parish and, in keeping with procedures established
by law, to delineate and amend district boundaries and to consolidate districts within the
area of the parish.

No public election shall be required in the creation of any school district. Every school
district so created shall be a political subdivision of the state and may issue bonds and
vote special taxes up to the full amounts permitted by the Constitution of Louisiana,
regardless of whether such school district may lie within the boundaries of a
consolidated school district or a school district comprising all of the territory of a parish,
and regardless of whether such school district may contain within its boundaries one or
more other school districts.

School districts shall be under the exclusive control and management of the respective
School Boards, unless otherwise provided for by state law. Through action taken on
April 6, 1949, the Caddo Parish School Board established the Parishwide School
District of Caddo Parish, Louisiana, with the intention of including all land lying within
the boundaries of Caddo Parish, Louisiana.

Approved: February 23, 2016

Ref: U.S. Constitution, Amend. X; U.S. Constitution, Amend XIV, Sec. 1; Constitution
of Louisiana, Art. VIIl, Sec. 1, Sec. 9; La. Rev. Stat. Ann. ''17:51, 17:72,
17:1371, 17:1732, 17:1733; Wisconsin v. Yoder, 92 S. Ct. 1526 (1972); Milliken
v. Bradley, 94 S. Ct. 3112 (1974); Dayton Board of Education v. Brinkman, 97 S.
Ct. 2755 (1977); Hawthorne v. Jackson Parish School Board, 5 La. App. 508
(1927); Board minutes, 4-6-49, 4-16-02.

Caddo Parish SchoolBoard



FILE: AB
Cf: ABC

SCHOOL BOARD LEGAL STATUS

The Caddo Parish School Board derives its legal status from the State Legislature,
which is subject to the Constitutions of the State of Louisiana and the United States.
The Legislature has been granted authority for creation of school boards by Article VI,
Section 9 of the Louisiana Constitution of 1974 which states: "...The legislature shall
create parish school boards and provide for the election of their members..."

The Caddo Parish School Board has been established as a body corporate charged
with the establishment, maintenance, development and operation of an efficient public
school program within the school district. State and federal courts have held that the
Board is vested with a broad range of administrative and supervisory authority
commensurate with the aforementioned prescribed educational responsibilities.

Members of the Caddo Parish School Board are officers of the state. The School
Board is the agency through which the school district acts in regard to school matters.
Board members have authority only when functioning as a body or group in a legally
called regular or special meeting. The powers of the School Board are delegated only
to the Board as a body. No authority is granted to members acting as individuals.

The School Board is cognizant that all actions must be taken in good faith, with
reasonable prudence, and sincerity. Board action must be based on the belief that
such actions are correct and in the best interests of the school district in accordance
with the statutes and pertinent judicial precedents.

In suits against the Caddo Parish School Board, citation shall be served on the
President of the School Board, and in his/her absence, on the Vice-President.

DOMICILE
The official domicile of the Caddo Parish School Board is Caddo Parish School Board

Central Office located at 1961 Midway Avenue, Shreveport, Louisiana.

Approved: February 23, 2016

Ref: Constitution of Louisiana, Art. VI, Sec 44, Art. VIIl, Sec. 9, 10, 13, Art. Xll, Sec.
10; La. Rev. Stat. Ann. ''17:51, 17:61; Hawthorne v. Jackson Parish School
Board, 5 La. App. 508 (1927).

Caddo Parish SchoolBoard



FILE: ABA
Cf: AB, ABB, ABC

AUTHORITY

The Caddo Parish School Board is a legislative, evaluative and judicial body and is
responsible for the operation and improvement of public education within Caddo Parish.
As a creation of the Louisiana Legislature, the School Board’s authority is delegated,
and the Board may perform only those functions for which it has been delegated such
authority. This authority may be expressly stated or implied in statutes or established
through regulations of the Louisiana Board of Elementary and Secondary Education.

As a legislative body, the School Board has the authority to determine and establish
written policies and to evaluate their effectiveness. It also evaluates and acts on
recommendations concerning the progress and improvement of the schools. The
function of the School Board is not to operate the schools, but to see that they are
operated for the best interest of the children and taxpayers within the provisions of
Louisiana law.

In addition to powers expressly granted by law, the School Board also has implied or
additional powers necessarily incidental to the performance of its statutory duties. The
School Board may also make recommendations and regulations for its own government
not inconsistent with state or federal law or with the regulations of the Louisiana Board
of Elementary and Secondary Education, as it may deem proper.

Members of the School Board have authority only when acting as a School Board when
called legally into session. The School Board shall not be bound in any way by any

statement or action on the part of any individual Board member except when such
statement or action is pursuant to specific instructions of the Board.

Approved: February 23, 2016

Ref: Constitution of Louisiana, Art. VI, Sec. 29, 30, 31, 32, 33, 35, 44, Art. VIII, Sec.
10; La. Rev. Stat. Ann. ' '17:51, 17:81; Board minutes, 2-5-64.

Caddo Parish SchoolBoard



FILE: ABB
Cf: ABA, BBBA

POWERS AND RESPONSIBILITIES

The Caddo Parish School Board is vested with the responsibility and authority to
establish policies for the administration and management of the schools in the school
district. Any policy not specifically spelled out in the School Board’s Policy Manual
remains the prerogative of the School Board. The School Board shall act as a
legislative body in the determination of policies for the control, operation, maintenance
and improvement of the school system in keeping with the needs of the community and
applicable state laws. On certain occasions the School Board shall also serve as a
judicial body to hear complaints and appeals of administrative decisions for employees,
publics and/or patrons.

The School Board, through the operation of the public schools, shall make every effort,
within the limitations imposed by staff, physical plant, and finances to provide an
educational program designed to meet the individual needs of children according to
their ages, mental abilities, and vocational or professional interests.

The School Board shall be responsible for carrying out all mandatory laws pertaining to
education and shall consider, accept or reject provisions of permissive legislation where
discretion is so authorized. In all cases where constitutional mandates, federal and/or
state statutes, judicial precedents or regulations of duly recognized governmental
agencies do not otherwise provide or prohibit, the School Board shall consider itself the
agent responsible for establishing and appraising the educational activities of the
school district.

The specific duties of the School Board shall include, but not be limited to the following:
1 To select the person to serve as the chief executive officer/
Superintendent of the school district and support such person in the

discharge of his/her duties;

2 To establish, approve and evaluate policies relating to the direction of the
school district and the operation of the public schools;

3 To adopt a calendar of school events for each ensuing year, which shall
be distributed to the teachers and others as deemed necessary;

4. To consider, modify, and adopt the annual budget, and approve
expenditures of funds as recommended by the Superintendent;

5. To require and/or consider reports of transacted business and its relation
to the financial status of the system;

6. To delegate to the Superintendent hiring and placement functions of

Caddo Parish School Board lof2
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Approved:

FILE: ABB
Cf: ABA, BBBA

school based personnel and other personnel as determined by board
policy.

To determine salary schedules for all employees;

To consider reports of the Superintendent on the progress of the schools
and advise him/her on recommended changes in the educational
program;

To provide adequate buildings and facilities, consider plans for necessary
improvements, and determine the means to finance any construction or
improvements; and

To inform the citizens of the parish and the Legislature of the needs of the
schools.

February 23, 2016

Ref: La. Rev. Stat. Ann. ''17:51, 17:54, 17:81, 17:84, 17:88, 17:95, 17:97, 17:104.1,
17:105, 17:105.1, 17:106, 17:108, 17:109, 17:111, 17:112, 17:158, 17:221,
17:441, 17:442, 17:443, 17:444, 17:1373, 38:2211, 38:2212, 38:2212.1; Board
minutes, 12-13-72, 11-27-01.

Caddo Parish School Board 20f 2



FILE: ABC
Cf: ABCA, BE

BOARD MEMBERS LEGAL STATUS

The legal status of each duly appointed or elected member of the Caddo Parish School
Board is that of a public official who cannot be removed from his/her office except as
provided by state law. The legal obligations pursuant to each School Board member
shall not commence until he/she has been duly elected or appointed and officially taken
office. His/her official capacity as a Board member shall continue until the expiration of
his/her term in office, unless otherwise vacated.

Such status does not authorize said member to act for or bind the School Board
individually. The powers and duties vested in the School Board shall only be exercised
by action of the School Board as a whole at duly called and organized meetings. In this
respect, no motion or resolution shall be declared adopted without the concurrence of a
simple majority of the Board present and voting, unless otherwise stipulated.

While School Board members may enjoy a degree of immunity from damage suits,
individual School Board members are not absolutely free from liability. The members
may not be immune from liability, especially civil rights cases, if actions taken were
presumed to be legal and resulted in deprivation of rights, or if they knew or reasonably
should have known that their actions taken were unconstitutional, or if such actions
were taken with malicious intent to cause a deprivation of rights. Moreover, liability may
be equally applicable, not just from policies, ordinances, regulations, or decisions
officially adopted by the School Board, but also for a custom or standard practice or
procedure, even though such a custom, practice or procedure has not received formal
School Board approval.

OATH OF OFFICE

Each member of the Caddo Parish School Board shall take the oath of office as
prescribed by the state constitution at the time of his/her election or as soon thereafter,
but not later than thirty (30) days after receipt of his/her commission certificate. The
person administering the oath shall certify said commission. Said oath shall be
deposited and recorded in the office of the Louisiana Secretary of State. Said oath
shall also be recorded in the Caddo Parish Clerk of Court’s office.

Approved: February 23, 2016

Ref: Constitution of Louisiana, Art. VIII, Sec. 9; La. Rev. Stat. Ann. 8817:51, 17:52,
17:61, 17:81; Wood v. Strickland, 95 S. Ct. 992 (1975); Monell v. Department of
Social Services of New York, 98 S. Ct. 2018, 2035-36 (1978); Owen v. City of
Independence, No., 98 S. Ct. 3318 (1978).

Caddo Parish School Board



FILE: ABCA
Cf: ABCB, ABCDA

NUMBER

The Caddo Parish School Board shall be composed of twelve (12) members, each
elected by qualified voters residing within each of the respective special election
districts within its jurisdictional boundaries of Caddo Parish. Each election district shall
encompass the geographic and demographic areas fixed by the Caddo Parish School
Board for school board member election purposes. An official map showing each
election district shall be made available for viewing during normal business hours at the
School Board office.

Every candidate for election must be a resident and qualified voter of the election
district from which said candidate shall seek election at the time of qualifying for
election to such position and, if elected, must remain a resident of the election district
during the term of office.

The Caddo Parish School Board shall reapportion itself every ten (10) years, using the
federal census, so that each member shall represent as nearly as possible the same
number of persons.

Approved: February 23, 2016

Ref: La. Rev. Stat. Ann. ''17:52,17:61,17:71.1,17:71.2,17:71.3,17:71.4, 17:71.5,
17:71.6, 17:71.7; 18:1, 18:602.

Caddo Parish School Board



FILE: ABCB
Cf: ABCA

QUALIFICATIONS FOR SCHOOL BOARD MEMBERS
Persons eligible to serve as members of the Caddo Parish School Board shall have the
following minimum qualifications:
1. A Board member shall have attained the age of eighteen (18).

2. A Board member shall be a resident of the election district for the
preceding year.

3. A Board member shall have resided in the state for the preceding two (2)
years.

4. A Board member shall be able to read and write.

5. A Board member shall not be serving on certain other boards specified in

the Constitution of Louisiana.
6. A Board member shall have affirmed to the prescribed oath.

Should any member of the School Board move his/her residence from the election
district from which such member was elected, the seat held by said member shall be
declared vacant, and such vacant seat shall be filled in accordance with applicable law
of the State of Louisiana.

It is desirable that members of the School Board have a genuine interest in and
devotion to public education; a willingness to give time and effort to the work; a capacity
for understanding people; and the ability to work cooperatively with others.

Each School Board member should recognize that he/she is a public official charged
with an important responsibility. In view of the fact that School Board members are
elected to their position, each member has a responsibility to the voters who have
elected him/her; however, representation should serve the best interest of the school
system as a whole rather than that of a single district.

Approved: February 23, 2016

Ref: Constitution of Louisiana, Art. VIll, Sec. 8(a); La. Rev. Stat. Ann. 8817:52,
17:61,17.71.2, 17:71.3, 42:141; Board minutes, 4-16-02.

Caddo Parish School Board



FILE: ABCC
TERM OF OFFICE
All members of the Caddo Parish School Board shall serve for four-year concurrent
terms. School Board members shall be elected at the same time as members of the
United States Congress are elected to office.
The term of each member shall begin on January 1, following his/her election and
expire on December 31, four (4) years later. Each member of the School Board elected

after January 1, 2014 shall be limited to serve no more than three (3) consecutive four-
year terms.

Approved: February 23, 2016

Ref: La. Rev. Stat. Ann. 8817:52, 17:60.4, 17:71.2, 17.71.3.

Caddo Parish School Board



FILE: ABCDA
Cf: ABCA

UNEXPIRED TERM FULFILLMENT

Vacancies in the membership of the Caddo Parish School Board caused by death,
resignation, or otherwise, shall be filled within twenty (20) days by the remaining
members of the Board, by appointment of a qualified person for the unexpired term. If
the Board does not fill the vacancy within the allotted time, the governor shall appoint a
person to fill the vacancy.

If the unexpired portion is more than one (1) year, however, a special election shall be
called in accordance with and on a date stipulated by state law. If a special election is
called, the appointed member shall serve until a successor is elected and has taken the
prescribed oath of office.

In addition to the above, a vacancy shall be deemed to have occurred when a member
becomes domiciled outside or changes his or her domicile from the district he/she
represents.

Multiple vacancies shall be filled according to state statutory provisions.

Approved: February 23, 2016

Ref: Constitution of Louisiana, Art. VI, Sec. 13; La. Rev. Stat. Ann. ' '18:402, 18:581,
18:602.

Caddo Parish School Board



FILE: ABCE
Cf: ABC, ABCB, ABCDA

++RESIGNATION

A member of the Caddo Parish School Board may resign by submitting a letter of
resignation to the Louisiana Secretary of State. A resignation shall be in writing, shall
be dated, may specify a prospective date on which the resignation is to be effective,
and shall be signed by the official and duly acknowledged by him or her before an
officer authorized to administer oaths.

The notice of resignation shall not be effective until the original notice of resignation has
been received by the Secretary of State and shall become irrevocable upon such
receipt by the Secretary of State. The Secretary of State shall then immediately
transmit notice of such resignation to the School Board and the School Board shall
proceed to fill the vacancy in accordance with School Board policy and state statutory
provisions.

Approved: February 23, 2016

Ref: La. Rev. Stat. Ann. §818:581, 18:652, 18:653, 18:654.
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++RESIGNATION

A member of the Caddo Parish School Board may resign by submitting a letter of
resignation to the Louisiana Secretary of State. A resignation shall be in writing, shall
be dated, may specify a prospective date on which the resignation is to be effective,
and shall be signed by the official and duly acknowledged by him or her before an
officer authorized to administer oaths.

The notice of resignation shall not be effective until the original notice of resignation has
been received by the Secretary of State and shall become irrevocable upon such
receipt by the Secretary of State. The Secretary of State shall then immediately
transmit notice of such resignation to the School Board and the School Board shall
proceed to fill the vacancy in accordance with School Board policy and state statutory
provisions.

Approved: February 23, 2016

Ref: La. Rev. Stat. Ann. §818:581, 18:652, 18:653, 18:654.
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BOARD MEMBER REMOVAL FROM OFFICE

The President, Treasurer, or any member of the Caddo Parish School Board, or any
person who signs, executes, causes, authorizes, or contributes in any manner to the
borrowing of money in excess of the amount properly budgeted, for current operation,
or beyond the limits and conditions herein prescribed, shall be fined and removed from
office in the manner prescribed by the constitution and state laws. Any sums borrowed
shall not aggregate more than one-half (2) of its expected revenue receipts for current
operation.

A public officer shall be removed from office for conviction, during his/her term of office,
of a felony. The conviction for a felony of a public officer shall automatically suspend
that individual from his/her public office without compensation. Suspension from public
office shall continue until the conviction is final and all appellate review of the original
trial court proceedings is exhausted. During the period of suspension, the public official
shall not perform any official act, duty, or function nor shall he/she receive any
compensation, pay, allowance, emolument, or privilege of office.

Approved: February 23, 2016

Ref: La. Rev. Stat. Ann. ' '17:89, 39:572, 42:1411.
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SCHOOL SUPERINTENDENT LEGAL STATUS

The Superintendent of the Caddo Parish School Board is a constitutional school officer
as provided in the Constitution and laws of the State of Louisiana. As such, he/she has
certain authorities and functions which are provided for by law.

The Superintendent shall be the chief executive officer and secretary and treasurer of
the Caddo Parish School Board. He/she shall be responsible to the School Board for
the efficient administration of the school district according to the laws governing the
school district and the policies which are adopted by the Louisiana Board of Elementary
and Secondary Education (BESE) and the Caddo Parish School Board. As the
instructional leader of the school district and its chief executive officer, he/she shall
have primary responsibility for personnel actions in the district, as may be outlined in
state law and/or School Board policy.

As secretary, he/she shall keep, or cause to be kept, an accurate copy of all minutes in
an official minute book reflecting all business of the School Board conducted at regular
or special meetings. As secretary of the School Board, the Superintendent shall see
that copies of all minutes are provided to all School Board members and that the official
School Board minutes are made available for public examination in accordance with
state law.

As treasurer, the Superintendent shall have the authority to co-sign and execute any
and all documents associated with all transactions duly approved by the School Board.
He/she shall also be designated as the official custodian of all funds to which the
School Board is entitled by law and shall be responsible for the proper safeguarding
and accounting for all such funds.

The Superintendent shall sign each teacher contract issued.

Approved: February 23, 2016

Ref: Constitution of Louisiana, Art. VIII, Sec 9; La. Rev. Stat. Ann. ''17:54, 17:81,
17:83, 17:91.
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SCHOOL DISTRICT ORGANIZATION

The schools within the jurisdictional boundaries of the Caddo Parish public school
district shall be organized into an arrangement that will provide all children in the district
an opportunity to develop their educational potential to the maximum extent possible.
The Caddo Parish School Board shall require the educational organization of the
schools to remain flexible so that new patterns of organization may be implemented as
may become necessary to suit community needs and resources.

The School Board is authorized to reorganize schools and to determine and fix the
number of grades to be taught at each school, taking into consideration the dictates of
the public and best interests of the students of the district, in accordance with
applicable provisions of any court-ordered judgment.

Currently, the administrative structure for schools is as follows:

Elementary Schools Grades K-3, K-4, and K5
Elementary/Middle Schools Grades K-6, 4-6, 5-8, and K-8
Middle Schools Grades 6-8 and 7-8
Middle/High Schools Grades 7-12

High School Grades 9-12

February 23, 2016

Ref: La. Rev. Stat. Ann. ''17:81, 17:151, 17:151.1; Louisiana Handbook for School
Administrators, Bulletin 741, Louisiana Department of Education; Board minutes,
6-4-75, 11-17-76, 6-18-02.
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SCHOOL ATTENDANCE DISTRICTS

School attendance boundaries shall be approved by the Caddo Parish School Board. If
applicable, boundaries and changes thereof shall comply with applicable federal court
decisions and/or mandates. Prior to the adoption of school boundaries, the School
Board shall conduct public hearings for the purpose of receiving input regarding
proposed boundary changes. Official notice of these hearings shall be published in the
official journal of the School Board and other appropriate publications.

Established attendance boundaries shall be disseminated throughout the school
system by means of boundary maps and written boundaries. All School Board
personnel charged with admission of students shall admit only those students who
reside within assigned school attendance areas and those with transfer permits from
the attendance office.

Approved: February 23, 2016

Ref: La. Rev. Stat. Ann. ''17:81, 17:104.1, 17:151, 17:1371, 17:1371.1, 17:1371.2,
17:1372,17:1373.
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SCHOOL CENSUS

The Caddo Parish School Board shall require an annual school census of school-age
children based on the information obtained from the public schools under the
jurisdiction of the School Board. A base student membership count shall be conducted
in accordance with Louisiana Board of Elementary and Secondary Education (BESE)
guidelines on such student count dates designated in the annually adopted Minimum
Foundation Program Formula.

All students included for membership in school shall be identified with the following
required identification elements: state identification number, full legal name, date of
birth, sex, race, district and school code, entry date, and grade placement. Principals
shall be responsible for assuring the data submitted on each student enrolled in school
is accurate and up-to-date.

Approved: February 23, 2016

Ref: Louisiana Handbook for School Administrators, Bulletin 741, Louisiana
Department of Education, Louisiana Administrative Code, Title 28-Education
(BESE), 81107.

Caddo Parish School Board



FILE: AE
Cf: AEA

SCHOOL YEAR

The Caddo Parish School Board shall annually adopt a school calendar calling for a
minimum of 63,720 insturctional minutes per year. Semesters shall be of similar length
and defined by the adopted school calendar. The School Board may authorize some or
all of its schools to modify the number of instructional days per year provided the total
number of instructional minutes per year is no less than a total of 63,720 instructional
minutes. The School Board may designate certain days for staff development, parent-
teacher conferences, emergencies, faculty studies, and other activities which the Board
deems appropriate and necessary.

Should the number of days a school is closed result in less than the minimum number
of instructional minutes required by the Louisiana Department of Education, the School
Board reserves the right to make up the minutes missed or to request that the
Louisiana Board of Elementary and Secondary Education (BESE) make an exception to
the minimum number of minutes of school attendance required.

Approved: February 23, 2016

Ref: La. Rev. Stat. Ann. ''17:154, 17:154.1, 17:154.3, 17:154.4; Louisiana
Handbook for School Administrators, Bulletin 741, Louisiana Department of
Education.
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SCHOOL CALENDAR

The school calendar for the ensuing school year shall be prepared by the
Superintendent and presented for Caddo Parish School Board approval no later than
the end of February.

The calendar shall set forth the days that schools shall be in session, holidays, and

vacation periods, in-service days, and days marking the beginning and end of reporting
periods at elementary and secondary levels.

Approved: February 23, 2016

Ref: La. Rev. Stat. Ann. '17:154; Louisiana Handbook for School Administrators,
Bulletin 741, Louisiana Department of Education.
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SCHOOL DAY

The Caddo Parish School Board shall require every school under its jurisdiction to
conduct instructional sessions in accordance with the school calendar and instructional
minutes approved by the Caddo Parish School Board in order to meet or exceed the
minimum number of instructional minutes approved by BESE, exclusive of all recesses,
provided that this shall not be construed as to prevent half-day sessions where the
school accommodations are insufficient for all pupils of the system in a whole day
session. Two (2) or more partial days may be combined to meet the minimum required
instructional time. The class schedule shall be altered to assure all classes are
conducted during partial days.

The school day shall include, by definition, the daily period of time established by the

School Board as the official operating hours of the school for administrative and
instructional purposes, as well as co-curricular activities.

Approved: February 23, 2016

Ref: La. Rev. Stat. Ann. ''17:154, 17:154.1, 17:154.3; Louisiana Handbook for
School Administrators, Bulletin 741, Louisiana Department of Education.
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OFFICERS OF THE SCHOOL BOARD

PRESIDENT/ FIRST VICE PRESIDENT/SECOND VICE PRESIDENT

The President shall preside at all meetings of the Caddo Parish School Board and shall
call special meetings when required. He/she shall sign with the Superintendent, the
minutes and other official documents, including Board resolutions, which require the
signature of the President. He/she shall perform other duties as prescribed by law or
School Board policy. In the absence of the President or in the event of his or her death,
or his or her inability or failure to act, the First Vice-President shall perform the duties of
the President and, when so acting, shall have all the powers of the President. In the
absence of the President and First Vice-President, or in the event of both of them being
able to act, the Second Vice-President shall act and shall have all the powers of the
President.

SECRETARY/TREASURER

The Superintendent shall serve as the secretary and treasurer of the School Board. As
secretary, he/she shall conduct all correspondence of the School Board, keep and
preserve all its records, receive all reports required by the School Board, and see that
such reports are in proper form, complete and accurate. He/she shall announce all
meetings, prepare the agenda of all meetings, and attend all meetings of the School
Board and of its committees. In case the Secretary is absent, the School Board may
appoint another member of the Board, or other school personnel under the jurisdiction
of the School Board to act as secretary.

As treasurer, the Superintendent shall have the authority to sign and execute any and
all documents associated with all transactions duly approved by the School Board.
He/she shall also be designated as the official custodian of all funds to which the
School Board is entitled by law and shall be responsible for the proper safeguarding
and accounting for all such funds.

The treasurer shall issue a receipt for any monies coming into his or her hands and
deposit such monies in accordance with the laws governing the deposit of public funds.
He/she shall issue such warrants in payment of expenses lawfully incurred on behalf of
the School Board.

ELECTION OF OFFICERS

At the last meeting in December of each year, the School Board shall elect one of its
members to serve as President, one to serve as First Vice-President, and one to serve
as Second Vice-President for a term of one (1) year, beginning in January. In those
years where elections have been held, resulting in newly elected School Board
members, the election of officers shall occur at the first meeting in January following the
seating of the new members.
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FILLING OF VACANCIES IN SCHOOL BOARD OFFICERS

A vacancy in the office of President, First Vice-President or Second Vice-President shall
be filled by election at the next regular or special meeting called for that purpose. All
persons so elected shall serve for the remainder of the term of the officer he/she is
succeeding.

Approved: February 23, 2016

Ref: Constitution of Louisiana, Art. X, Sec. 30; La. Rev. Stat. Ann. ''17:54, 17:55,
17:56, 17:83, 17:91, 17:94, 17:95, 18:603, 42:52, 42:141, 42:161, 42:162,
42:163; Board minutes, 2-5-64, 9-2-81, 1-2-85, 11-20-91, 11-27-01, 1-20-09, 2-
12-09.
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DUTIES OF SCHOOL BOARD MEMBERS

The members of the Caddo Parish School Board shall have authority only when acting
as a School Board legally in session. The School Board shall not be bound in any way
by any action or statement on the part of any individual Board member except when
such statement or action is in pursuance of specific instructions from the School Board.

No Board member, by virtue of his/her office, shall exercise any administrative
responsibility with respect to the schools or as an individual command the services of
any employee of the School Board.

The general duties and obligations of an individual School Board member may be
enumerated as follows:

1

To familiarize himself/herself with school law, regulations of the Louisiana
Department of Education, School Board policies and administrative
regulations and procedures;

To have a general knowledge of educational philosophy, aims and
objectives of the system;

To work harmoniously with other School Board members without trying to
either dominate the School Board or neglect his/her share of the work;

To vote and act in the School Board meetings impatrtially for the good of
the district;

To accept the will of the majority vote in all cases and give wholehearted
support to the resulting policy;

To represent the School Board and the School District to the public in
such a way as to promote both interest and support;

To refer complaints to the proper school authorities and to abstain from
individual counsel and action;

To act ethically in all matters at all times thereby representing the School
Board and School District to the best of one's ability; and

To evaluate the Superintendent annually.

Adopted: February 23, 2016
Ref: La. Rev. Stat. Ann. §817:54, 17:81.
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NEW MEMBER ORIENTATION

The Caddo Parish School Board realizes the importance of a functional orientation
program for new School Board members. Under the guidance and directions of
experienced School Board members and the Superintendent, orientation shall be
provided new School Board members to allow the members to become fully informed
about the School Board’s functions, policies, procedures and problems. They shall be
invited to all public meetings and functions of the School Board and receive all reports
and non-confidential communications normally sent to School Board members. New
members shall also be provided with a copy of the School Board’s Policy Manual.

Attendance at orientation programs for new School Board members shall also be
encouraged.

Adopted: February 23, 2016
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SCHOOL BOARD MEMBER CONTINUING EDUCATION

SCHOOL BOARD MEMBER TRAINING

Each Caddo Parish School Board member shall be required to receive a minimum of
six (6) hours of training and instruction annually. Training and instruction shall address
such topics as the school laws of this state, laws governing the powers, duties and
responsibilities of school boards, the Open Meetings law, the Ethics laws, the Public Bid
laws, and in educational trends, research, and policy. Training and instruction shall
also include education policy issues, such as the minimum foundation program and
formula, leadership development, dropout prevention, and school discipline. In a
school district with a school(s) identified as academically unacceptable or in need of
academic assistance, at least two (2) of the required hours shall focus on the
improvement of schools identified as failing schools.

Training and instruction may be received from a post-secondary education institution in
this state, from instruction sponsored by the Louisiana Department of Education, from
an in-service training program conducted by a school board central office or the
Louisiana School Boards Association (LSBA), provided that the instruction and method
for demonstrating attendance has been pre-approved by the LSBA, or training and
instruction received at any conference presented by the National School Boards
Association or by the Council of the Great City Schools, provided that verification of
attendance by the School Board members at any such training is obtained. Each
School Board’s member’s attendance shall be reported by the instructor to the LSBA.

Distinguished School Board Member

A School Board member who has received a certificate of completion for a minimum of
sixteen (16) hours of training and instruction during his/her first year of service on the
Board and has also received an annual certificate of completion of the required training
for the subsequent three (3) consecutive years shall receive the designation of
Distinguished School Board Member.

Verification And Disclosure Of Training

The Superintendent shall be responsible for verifying that any of the training or
instruction received by the School Board member meets statutory requirements. The
provider of any School Board member training and instruction shall issue a certificate of
completion annually to those members who complete the required instruction. A copy
of the certificate shall be entered into the minutes of the School Board.
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At least annually, the Superintendent shall transmit to the School Board’s official journal
a press release detailing the training and instruction received by each School Board
member, as well as information on each School Board member who has been
designated a Distinguished School Board Member.

ETHICS EDUCATION AND TRAINING

Each School Board member is required to receive a minimum of one (1) hour of
education and training on the Louisiana Code of Governmental Ethics during each year
of his/her office. All newly elected School Board members shall receive the required
one (1) hour of education training within the first ninety (90) days after taking the oath of
office. This required ethics educational training is separate and apart from the six (6)
hours of the annual continuing education requirements stated above.

Adopted: February 23, 2016

Ref: La. Rev. Stat. Ann. ''17:53, 42:1170.
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BONDED MEMBERS

The Caddo Parish School Board shall require the Superintendent and School Board
President, and all other appropriate designated personnel, who are authorized to sign
checks written against school funds, to furnish a surety bond in an amount set by the
School Board, but shall not be less than fifteen thousand dollars, for the faithful
performance of their duties. In addition, the Superintendent, as treasurer of the Board,
shall furnish an indemnity bond, made in favor of the governor and the School Board in
an amount to be set by the Board. The School Board shall pay the premiums of such
bonds.

All bonds shall be purchased by the Board from a company licensed to do business in
Louisiana. In addition, all bonds purchased by the School Board on its employees shall
include coverage against loss sustained by the School Board through fraudulent or
dishonest acts committed by any of the bonded employees or persons.

Adopted: February 23, 2016

Ref: La. Rev. Stat. Ann. §817:95, 17:97.
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SCHOOL BOARD MEMBER COMPENSATION AND EXPENSES

The Caddo Parish School Board shall provide a monthly expense allowance for its
members in accordance with state law and at a rate set by the School Board. Each
member of the School Board shall receive $800.00 per month, and the President shall
receive $900.00 per month, which shall include a $50.00 per diem for attending one
Executive Committee meeting per month on a day other than when a School Board
meeting or Board Committee meeting is held and an additional $50.00 per diem per
month for discharging his/her duties as President.

Board members shall also be authorized to receive reimbursement for mileage going to
and from meetings as well as reimbursement for actual travel and related expenses
outside the jurisdictional boundaries of the School Board while on official School Board
business, all in accordance with School Board policy.

A School Board member who does not attend regular or special meetings of the School
Board, including committee meetings, may be required to forfeit up to one-third of their
expense allowance for each nonattendance without reasonable excuse, the amount of
said forfeiture to be determined by the School Board.

Any action decreasing the compensation for School Board members shall not take
effect during the term for which they were elected. Any action increasing the
compensation for School Board members shall require a two-thirds vote of the total
membership. Before any action is taken, however, the School Board shall advertise in
the official journal of the School Board the time and place of a meeting to consider the
expense allowance. The advertisement shall appear on at least two (2) separate days
during the fifteen (15) days immediately preceding such meeting.

Members of the Executive Committee shall receive an additional $50.00 per diem per
month for attendance at one Executive Committee meeting during the month on a day
other than when a School Board meeting is held.

TRAVEL EXPENSES

The School Board recognizes the value of attendance at the Louisiana and National
School Boards Conventions. School Board members may attend up to one (1) out of
state conference during the fiscal year. The administrative staff may be represented by
the Superintendent or a person designated by him/her at such conventions. The
School Board President shall be authorized to approve additional attendees within the
approved School Board budget.
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The President of the School Board shall authorize in writing individual School Board
members to attend hearings, meetings, seminars or workshops that in the President’s
opinion are beneficial to the Caddo Parish School Board. School Board members shall
submit their requests to the President prior to attending the conference.

Policies and administrative regulations governing reimbursement for expense
reimbursements for employees shall also apply to School Board members. Total trip
expense and reimbursement by personal car should not exceed the amount that total
expense would have been if traveling by plane. However, the President of the School
Board may make exceptions concerning travel arrangements. The President shall sign
the authorization for reimbursement of travel expenses for School Board members.

Adopted: February 23, 2016

Ref: Constitution of Louisiana, Art. VI, Sec. 12, VI, Sec. 8, Art. X, Section 23; La.
Rev. Stat. Ann. ' '17:56, 17:61; Board minutes, 3-17-76, 3-2-77, 11-15-78, 6-20-
84, 7-10-85, 1-16-85, 11-27-01, 8-16-11.
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BOARD AND STAFF COMMUNICATIONS

The Caddo Parish School Board is committed to the concept of One Board/One Voice
in order to advance the ideals of a quality education system in the Parish of Caddo.
The intent is to provide appropriate comments to the public regarding matters of interest
involving the Caddo Parish School System. The only way the concept of One Board/
One Voice will be successful is if the School Board and staff utilizes a system of
communication that builds confidence in the School Board as well as staff. This
concept is premised on the fact that no single School Board member has authority to
act on behalf of the School Board and cannot bind the Caddo Parish School Board.
Furthermore no individual employee may make a comment on behalf of the school
system without appropriate authority.

GUIDELINES

As to School Board matters:

1 The School Board President and/or designee shall be the official
spokesperson regarding actions of the School Board and all requests for
comments shall be referred to the President of the School Board;

2. All actions of the School Board regardless to whether a Board member
voted for the item or not, shall be an official action of the School Board
and should not be attacked by individual members;

3. School Board members shall be expected to use appropriate decorum
before, during and after School Board meetings since actions of individual
School Board members may portray a negative image to the public which
would be considered detrimental to the School Board as a whole;

4, Whenever in doubt as to whether comment should or should not be made,
a School Board members shall contact the School Board President and/or
the Superintendent who may or may not refer the matter to the
communications department; and

5. This policy is not intended to prohibit School Board members from making
individual comments regarding matters of interest to the public; however,
individual Board member comments shall not be considered comments of
the School Board.
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As to Staff requests for comments:

1 The Superintendent and the Communications Department shall be the
official spokespersons for school system related matters and staff shall be
expected to follow the appropriate chain of command for comment.

2. If a request for comment is made to a school or other administrative site,
the site administrator shall contact the appropriate director prior to
comment; the director shall contact the Communications Department
and/or the Superintendent prior to an official comment being made. The
Superintendent shall have final authority as to the comment and as to
whether or not comment should be made.

New policy: March 17, 2014

Ref: Board minutes, 3-17-14.
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SCHOOL BOARD COMMITTEES

The Caddo Parish School Board shall create standing committees from its membership.
The duties of standing committees shall be delegated to the committees by the School
Board as a whole.

The President shall appoint the committee member and assign a person to chair each
standing committee. If the chair is unable to attend a scheduled meeting the chair may
appoint another member of the committee to preside over the committee. The President
may also appoint ad hoc committees.

The President and First Vice-President shall be ex-officio members of all committees, and
the Superintendent shall serve as advisor to all committees.

Committees shall have deliberative and recommending powers only unless the School
Board by formal action grants the committee the right and responsibility to act on certain
specified matters. A committee shall consider only those items referred to it by the
President of the School Board, by the Superintendent and/or designee, or by formal
School Board action. The President of the School Board has authority to refer any matter
to a committee unless a majority of the School Board votes against the referral to
committee.

The School Board shall maintain the following standing committees:

Audit Committee

Building, Grounds and Security Committee
Insurance and Finance Committee

Long Term Planning and Development Committee
Transportation Committee

Policy Committee

Ok wON =

In addition, the President will appoint the following:
1. Legislative Liaison

2. Member of the Discipline Review Committee
3. PTA Liaison

SPECIAL COMMITTEES

Other special committees may from time to time be appointed by the School Board to
study specific issues. The membership of any special committees need not be restricted
to members of the School Board, but shall include such persons who may have
knowledge or interest in the subject studied.
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COMMITTEE MEETINGS

Meetings of School Board standing committees shall be scheduled periodically, provided
that the President, Superintendent, or committee chairpersons shall have the authority
to call special meetings should the need arise.

Announcement of committee meetings, the time and place of the meetings and the
agenda items shall be posted at the central office and distributed by mail and/or e-mail
to all members of the School Board and the media at least twenty-four (24) hours prior
to the committee meeting.

The agenda, time and date of committee meetings shall be tentatively set by the
committee chairperson, pending discussion with and approval by both the
Superintendent and School Board President of any proposed agenda items and meeting
date. Once approved, the committee chairperson shall be notified prior to notification of
other members.

All committee meetings shall be advertised according to state statutes and shall be open
to the public, except in those instances allowed as provided by state law. A majority of
the committee membership shall constitute a quorum for purposes of making
recommendations or taking any action that has been previously authorized. Ex-officio
members of a committee shall not count towards a quorum and shall not vote on issues.

Minutes shall be taken of the proceedings of all committee meetings. All items brought
before committees shall be presented to the School Board with a recommendation from
the committee.

If an item is not favorably recommended by the committee to the School Board for action,
a two-third vote of the members present at the board meeting is required in order to add
the item to the School Board's agenda.

Adopted: February 23, 2016

Revised: January 17, 2017
Revised: January 17, 2023

Ref: La. Rev. Stat. Ann. '§17:55, 17:81, 42:19; Board meetings, 1-22-86, 2-5-92, 2-16-
00, 11-27-01, 3-20-07, 1-17-17, 1-17-23.
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DISCIPLINE POLICY REVIEW COMMITTEE
The Caddo Parish School Board shall establish a Discipline Policy Review committee
composed of sixteen members as follows:

1. Five classroom teachers to be elected by their peers with at least one
teacher each representing an elementary, middle, and high school.

2. One special education teacher to be elected by his/her peers.
3. Two guidance counselors to be elected by their peers.
4, Two principals to be elected by their peers, one representing an

elementary or middle school and one representing a high school.

5. One school bus operator to be elected by his/her peers.

6. One child welfare and attendance supervisor to be elected by his/her
peers.

7. One School Board member to be elected by his/her peers.

8. The Superintendent or his/her designee.

9. Two parents to be appointed by a method as provided by the rules and
regulations adopted by the State Board of Elementary and Secondary
Education.

The Discipline Policy Review committee shall review all School Board discipline policies
and make recommendations to the School Board for appropriate revisions to such
policies. The committee shall review the discipline policies annually. Following a public
hearing on the recommendations of the discipline policy review committee, the policies
shall delineate the specific consistent actions to be taken by teachers and other
designated school employees to maintain order in the schools and on the school
grounds. In addition, such policies shall contain specific consistent penalties which shall
be imposed when pupils violate school discipline policies or state laws on school
discipline. Copies of School Board discipline policies shall be distributed to each school
every school year. The School Board shall provide each pupil and his parent, tutor, or
legal guardian with a copy of the School Board 's current discipline policy. In addition,
each school shall plan and conduct meetings necessary to fully inform all employees
and pupils of all such policies within the first week of each school year. Meetings shall
also be held throughout the school year as may be necessary to inform new employees
and new pupils of such policies.

Caddo Parish School Board lof2



FILE: BBCA
Cf: BBC, BBCA-R

The administrators, teachers, and parents at each school shall meet during the school
year and develop or review the discipline policy for their school and such policy shall be
reviewed at least annually thereafter. In all cases, a school's discipline policy shall be in
compliance with current state law and School Board policies.

Adopted: September 16, 2003

Ref: La. Rev. Stat. Ann. '817:81, 17:416.8; Board meetings, 9-16-03.
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DISCIPLINE POLICY REVIEW COMMITTEE ELECTION PROCESS

The following procedures shall be used to fill positions on the Caddo Parish School
Board Discipline Policy Review committee:

1.

School Board Member. A School Board member shall be elected by
majority vote by other members of the School Board.

Superintendent or designee. The Superintendent will serve on the
Committee or select a designee.

Classroom Teachers. Five (5) regular education teachers and one special
education teacher will be elected by their peers to serve on the
Committee. The superintendent or designee will contact the principals at
all elementary, middle, and high schools and notify them of vacancies on
the Committee. The principal will submit names of volunteers within two
(2) weeks following receipt of notification and submit the names to the
Superintendent or designee. A ballot will be prepared for each category
(special education, elementary, middle, and high school teachers).
Teachers throughout the District in their respective categories will be given
one vote for their representative on the Committee. The teachers
receiving the highest number of votes in the respective categories will
serve as the representatives on the Committee. The next two (2) teachers
receiving the highest number of votes from the elementary, middle, or high
school categories will fill the remaining vacancies.

School Bus Operator; Child Welfare and Attendance. The Superintendent
or designee will contact the director of the appropriate divisions to notify
employees of vacancies on the Committee. The director will notify eligible
employees interested in serving. The names must be submitted to the
director of the appropriate division within two (2) weeks of notification.
The director of the appropriate divisions will place the names of the
volunteers on a ballot to be elected by their peers in the appropriate
categories. The person receiving the highest number of votes will be
elected to serve on the committee.

Guidance Counselors. The Superintendent or designee will contact the
Supervisor of Counselors to notify employees of two counselor vacancies
on the Committee. The Supervisor of Counselors will notify eligible
employees interested in serving. The names must be submitted to the
Supervisor of Counselors within two (2) weeks of notification. The
Supervisor of Counselors will place the names of the volunteers on a
ballot to be elected by their peers.
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6. Principals. The Superintendent or designee will contact the School
Directors to notify employees of the two (2) principal vacancies on the
Committee. School Directors will notify eligible employees interested in
serving in the respective categories (one high school and one elementary
or middle school principal). The names must be submitted to the School
Directors within two (2) weeks of notification. School Directors will place
the names of the volunteers on a ballot to be elected by their peers. The
two principals (one high school and one elementary or middle school)
receiving the highest number of votes will be elected to serve on the
committee.

7. Parent Members. The Superintendent or designee will contact the District
President of the Caddo Parish Parent Teacher Association to fill the two
parent volunteer vacancies on the Committee. The names must be
submitted to the District President of the Caddo Parish Parent Teacher
Association within two (2) weeks of the notification. If more than two
parents volunteer, a lottery shall be used to determine the two parent
volunteers

8. Certification of Results. The supervisor of counselors, all principals, and
appropriate directors will submit a completed verification form validating
that proper procedures were followed and all ballots were returned to the
Superintendent or designee.

9. Election Results: Once all ballots have been received, the Superintendent
or designee will schedule a meeting to open, count, and validate them. A
representative from each of the following will be invited to attend: the
Caddo District Parent Teacher Association, teacher organization(s),
transportation organization, supervisor of counselors, as well as the
directors of special education, child welfare and attendance,
transportation, and elementary/ middle/high schools. In the event of a tie
for any committee representative, a lottery will be conducted during this
meeting. The Superintendent or designee will certify all election results
and notify all elected committee members within two (2) weeks of the
election.

10. Vacancies: In the event a committee member vacates the position for
which he/she has been elected, the superintendent will appoint an interim
pending the next election. Elections will be held every two (2) years.

Adopted: September 16, 2003
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Ref: La. Rev. Stat. Ann. '817:81, 17:416.8; Board meetings, 9-16-03.
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BOARD - SCHOOL SUPERINTENDENT RELATIONS

The Caddo Parish School Board recognizes the need for a clear delineation between its
responsibilities, duties and authority and those of the Superintendent.

The School Board is primarily a legislative body with ultimate responsibility for the
operation and improvement of public education in the Caddo Parish School District.

The School Board believes that the legislation of policies is the most important function
of a Board and that the execution of the policies should be the function of the
Superintendent. The function of the School Board is not to operate the schools but to
see that they are operated for the best interest of the children and taxpayers within the
provisions of Louisiana law. Board members have no individual authority except when
the School Board is in legal session.

The Superintendent shall serve as the School Board’s instructional leader and chief
executive officer. In the execution of his/her executive powers, the Superintendent
possess the freedom to manage the schools within the parameters of School Board
policies, to promulgate administrative regulations and procedures for the
implementation of School Board policies, which in turn allows the Board freedom to
devote its time to policymaking and appraisal functions. The Superintendent shall keep
the School Board informed about school operations and notify the School Board
promptly in times of emergency or other serious events which occur in the schools.

Adopted: February 23, 2016
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SCHOOL BOARD ATTORNEY

The Caddo Parish School Board recognizes that the increasing complexity of school
system operations frequently requires procurement of professional legal services. The
primary function of an attorney shall be to provide professional legal counsel and
representation to the School Board and Superintendent.

The Caddo Parish School Board, acting in accord with statutory provisions, may employ
its own attorney or general counsel. The School Board shall determine the
category/categories of legal services it wishes to engage. The School Board shall
pursue and select legal services through advertisement and request proposals for
selected legal services.

The attorneys/firm(s) retained as special counsel for the School Board shall be chosen
by the School Board and compensated within the guidelines adopted by the Attorney
General. As soon as practical after selection, the School Board shall submit a
resolution, setting forth the reasons special counsel is necessary pursuant to La. Rev.
Stat. Ann. 842:263.

Each and every firm selected to provide legal services to the School Board shall
maintain professional malpractice liability insurance and annually provide a certificate of
professional malpractice/liability insurance having liability coverage of at least 1 million
dollars per claim.

The School Board shall have the right to terminate the services of any attorney/firm by
providing fifteen (15) days notice.

The School Board may also employ additional legal assistance when special
circumstances warrant.

Approved: February 23, 2016

Ref: La. Rev. Stat. Ann. 8816:2, 42:261.1, 42:263; Board minutes, 7-2-69, 6-3-81, 11-
27-01, 2-19-02.
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MEETINGS

The Caddo Parish School Board has the authority to hold as many School Board
meetings per month as the Board deems necessary, but is required by state law to
conduct at least one meeting per month. Regular meetings of the School Board shall
be held on the third Tuesday of each month at 4:30 p.m., except when a meeting date
falls on a legal holiday, in which event the Board shall announce, in its regular meeting
prior to the holiday, the next meeting date. As circumstances may dictate, the time, the
date, and the place for regular meetings may be changed by the School Board.

At any regular or special meeting of the School Board, no business may be transacted
which does not come within the purpose or purposes set forth in the agenda for the
meeting, except upon unanimous approval of the members of the School Board
present at that meeting. The motion to add an item not on the agenda shall identify the
item with reasonable specificity, including the purpose for the proposed addition to the
agenda, and shall be entered into the minutes. In keeping with state law and School
Board policy, prior to any vote to add an item to the agenda, there shall be an opportunity
for public comment on the motion.

The public and news media shall be informed of the dates of all regular and special
meetings.

All meetings shall be open to the public except meetings that meet the criteria
described in Louisiana law for being closed meetings.

Official actions or decisions shall be made only in official meetings of the School Board.
No member of the Board, nor any committee of the School Board, shall have the power
to act in the name of the School Board outside of official School Board meetings unless
so designated by a majority of the School Board duly convened.

SPECIAL MEETINGS

Special meetings may be called by the President, and shall be called by the President
at the request, in writing, of the Superintendent, or the First Vice-President, or a
majority of the School Board membership, at the time and place designated. Such
written requests shall state the detailed purpose for the meeting. Notice of the time and
purpose for a special meeting shall be given each School Board member not less than
two (2) days in advance of such a meeting.
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QUORUM

A quorum for the transaction of official business shall consist of a majority (7) of the
members of the School Board. When a quorum of the School Board has convened and
neither the President nor the First Vice-President is present, the Second Vice-President
shall preside, or in the absence of the Second Vice-President, the members shall elect
one of their number to serve as President for that meeting.

A simple majority of School Board members present and voting may adopt any motion

or any policy and/or regulation; otherwise a majority of the full membership or more is
needed when specifically required by law or School Board policy.

Adopted: February 23, 2016

Ref: La. Rev. Stat. Ann. ''17:81, 42:12, 42:13, 42:14, 42:15, 42:16, 42:17, 42:19,
42:20, 42:24, 42:25; Board minutes, 2-5-64, 11-3-76, 8-3-77, 12-7-77, 1-2-85, 6-
4-87, 7-24-91, 2-5-92, 1-27-93, 1-22-97, 2-16-00, 11-27-01.
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TELECONFERENCE/REMOTE PARTICIPATION IN SCHOOL BOARD MEETINGS

The Caddo Parish School Board may conduct and its members may attend and
participate in a meeting via electronic means provided that all of the following conditions

are met:

1.

The Governor has declared a state of emergency or disaster involving a
geographic area within the jurisdiction of the School Board and the nature
of the emergency or disaster would cause a meeting of the School Board
conducted pursuant to the other provisions of this policy to be detrimental
to the health, safety, or welfare of the public.

The President of the School Board certifies on the notice of the meeting
that the agenda of the meeting is limited to one or more of the following:

A. Matters that are directly related to the School Board’s response to
the disaster or emergency and are critical to the health, safety, or
welfare of the public.

B. Matters that if they are delayed will cause curtailment of vital public
services or severe economic dislocation and hardship.

C. Matters that are critical to continuation of the business of the
School Board and that are not able to be postponed to a meeting
held in accordance with the other provisions of this policy due to a
legal requirement or other deadline that cannot be postponed or
delayed by the School Board.

D. Other matters that are critical or time-sensitive and that in the
determination of the presiding officer should not be delayed,
however, such maters shall not be considered at the meeting
unless the members of the School Board present at the meeting
approve the consideration of the matters by a two-thirds vote.

The School Board and its President comply with all of the requirements of
this policy.

No later than twenty-four (24) hours prior to a meeting conducted pursuant to the
provisions of this policy, the School Board shall provide for all of the following:

1.

The notice and agenda for the meeting, which shall be posted on the
School Board’s website, emailed to any member of the public or the news
media who requests notice of meetings of the School Board, and widely
distributed to every known news media outlet that broadcasts or publishes
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news within the geographic area within the jurisdiction of the School
Board.

2. Detailed information regarding how members of the public may participate
in the meeting and submit comments regarding matters on the agenda,
which information shall be posted on the School Board’'s website, emailed
to any member of the public or the news media who requests notice of
meetings of the School Board, and widely distributed to every known news
media outlet that broadcasts or publishes news within the geographic area
within the jurisdiction of the School Board.

For each meeting conducted with remote participation:

1. The School Board shall provide a mechanism to receive public comment
electronically both prior to and during the meeting.

2. The School Board shall properly identify and acknowledge all public
comments during the meeting and shall maintain those comments in its
record of the meeting.

3. The President of the School Board shall ensure that each person
participating in the meeting is properly identified.

4, The President shall ensure that all parts of the meeting, excluding any
matter discussed in executive session, are clear and audible to all
participants in the meeting including the public.

For the purposes of this policy, the following words and phrases shall have the following
meanings:

1. Meeting via electronic means shall mean a meeting occurring via
teleconference or video conference.

2. Teleconference shall mean a method of communication which enables
persons in different locations to participate in a meeting and to hear and
otherwise communicate with each other.

3. Video conference shall mean a method of communication which enables
persons in different locations to participate in a meeting and to see, hear,
and otherwise communicate with each other.

New policy: January 19, 2021

Ref: La. Rev. Stat. Ann. 8817:1, 17:81, 42:12, 42:13, 42:14, 42:15, 42:16, 42:17,
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42:19, 42:20, 42:24, 42:25; Board minutes, 1-19-21.
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SCHOOL BOARD MEETING PROCEDURES

It is the desire of the Caddo Parish School Board that meetings be formal enough for
orderly procedure, but informal enough to be natural, to encourage free discussion, and
to promote group thinking and action. In matters of procedures not covered by law,
School Board policy, or the Louisiana Board of Elementary and Secondary Education
(BESE), meetings of the School Board, including committee meetings shall be
governed by Robert's Rules of Order (Revised). The President shall be entitled to
discuss and vote on all matters before the Board.

The President of the School Board, or, in his or her absence, the First Vice-President,
shall conduct all meetings. In the absence of both, the Second Vice-President shall
preside. The presiding officer shall first recognize members based on the maker of the
motion and the member who seconds the motion. Thereafter, the presiding office will
recognize members of the School Board who wish to be heard in the order that they
request to speak utilizing the electronic system. No member of the School Board shall
speak without having first been recognized.

Each School Board member shall be given an opportunity to express without
interruption, his or her views on any agenda item. Each school board member shall limit
his/her comments to five (5) minutes. The President may stop any discussion which
does not apply to the motion last made. He/she may also stop the discussion of a
matter if the School Board has previously agreed to confine discussion to a definite
period of time, and that time period has been used.

Public participation in School Board meetings shall be permitted during the public
comment period on each item of the agenda on which a vote is to be taken. Members
of the public may ask that their comments be made at the time the item is called for
action. Other persons may be recognized in School Board meetings upon approval of
the School Board. The President of the School Board shall have complete authority to
remove any person(s) who willfully disrupts a meeting to the extent that orderly conduct
of the meeting cannot be maintained.

CONSIDERATION OF AGENDA ITEMS

Agenda items shall be considered and discussed in the following manner:

1. The President of the Board shall read aloud a description of the agenda item.

2. After introduction of the agenda item and before any discussion of the item by
School Board members, the public attending the meeting shall be given an

opportunity to speak on the agenda item in accordance with policy BCBI, Public
Participation in School Board Meetings.

Caddo Parish School Board l1of3



10.

11.

FILE: BCB
Cf: BBA, BCBI

The Superintendent shall briefly describe the agenda item and state whether the
Superintendent has any recommendation for the agenda item.

If any School Board member has requested the agenda item or has adopted or
is associated with the agenda item, the School Board President shall then
recognize that Board member first for the purpose of making a motion; in the
event that Board member declines to make a motion, then the School Board
President shall recognize any other member for the purpose of making a motion
on that agenda item.

If no School Board member has requested the agenda item or has adopted or
associated with the agenda item, the School Board President shall recognize any
Board member for the purpose of making a motion of that agenda item.

After a motion has been made and seconded, the School Board President shall
recognize the maker of the motion for the purpose of speaking to the merits of
the motion, after which the School Board President shall recognize the School
Board member who provided the second to the motion, for the purpose of
speaking to the merits of the motion.

The motion shall then be open for debate and discussion by the entire School
Board.

The School Board President shall make a reasonable attempt to call on School
Board members for the purpose of speaking to the merits of the motion in the
order in which each School Board member requests an opportunity to speak.

All discussion and argument on the motion shall be limited to the merits of the
motion. Board member comments shall be limited to five (5) minutes. Board
members shall not, at any time during the School Board meeting, question the
motivations or intentions of any School Board member or any motion agenda
item. The School Board President shall immediately admonish any School
Board member who begins to speak beyond the merits of any motion or any
School Board member who questions the motivations or intentions of any School
Board member of any motion or agenda item.

School Board members shall not speak to any individual motion more than two
(2) times, unless granted permission by the School Board. The two-time
speaking limitation shall not apply when a Board member is asking questions of
staff or a speaker.

If at any time a School Board member believes that these rules are not being
followed, the School Board member may call such to the attention of the School
Board President by making a “point of order” inquiry.
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All School Board members shall be respectful and display common courtesy to each
other in all their dealings with each other, School Board employees and the public.

All discussion and argument during meetings shall be addressed to the School Board
President, who shall be addressed as “Mr. President” or Madam President” as

whichever may be the case. School Board members shall refrain from addressing or
speaking to the School Board room audience when speaking to a motion.

Adopted: February 23, 2016

Ref: La. Rev. Stat. ' '17:81, 42:15; Board minutes, 2-5-64, 6-4-87, 10-87, 4-19-95,
11-27-01, 2-21-06.
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NOTIFICATION OF SCHOOL BOARD MEETINGS

The Caddo Parish School Board shall give written public notice of all regular meetings,
if established by resolution, at the beginning of each calendar year. The School Board
shall also give written public notice of any regular, special, or rescheduled meeting, no
later than twenty-four (24) hours, exclusive of Saturdays, Sundays, and legal holidays,
before the meeting. In cases of extraordinary emergencies, such notice shall not be
required, however, the School Board shall give such notice of the meeting as it deems
appropriate and circumstances permit.

Notice for committee meetings shall be given one (1) week in advance of the date of the
meeting, whenever possible, but in no case less than twenty-four (24) hours, exclusive
of Saturdays, Sundays, and legal holidays, prior to the meeting.

Public notice of any meeting shall include the agenda, date, time, and place of the
meeting. The agenda included in the notice shall be reasonably clear so as to advise
the public in general terms of each subject to be discussed at the public meeting. In
addition, attached to the written notice shall be information on any matters to be
discussed in executive session. The notice shall indicate the following:

1. A statement identifying the court, case number, and the parties relative to
any pending litigation to be considered at the meeting.

2. A statement identifying the parties involved and reasonably identifying the
subject matter of any prospective litigation for which formal written
demand has been made that is to be considered at the meeting.

Written public notice given by the School Board shall include, but not be limited to:

1 Posting a copy of the notice at the School Board's central office or by
publication of the notice in the School Board's official journal no less than
twenty-four (24) hours, exclusive of Saturdays, Sundays, and legal
holidays, before the scheduled time of the meeting.

2. Mailing a copy of the notice to any member of the news media who
requests notice of such meetings; when mailing a copy of the notice to
news media such notice shall be given in the same manner as is given to
members of the School Board.

3. Providing notice on the School Board’s website no less than twenty-four
(24) hours, exclusive of Saturdays, Sundays, and legal holidays,
immediately preceding the meeting.

4. In addition, notice of upcoming meetings shall be provided to

professional organizations who request notice to an email address
provided by the professional organization directing it to the

Caddo Parish School Board



FILE: BCBB
Cf: BC, BCBD, BCBK, DFD

electronic agenda and mailout with no less than twenty-four (24)
hours, exclusive of Saturdays, Sundays, and legal holidays
immediately preceding the meeting.

Revised: November 17, 2015

Ref: La. Rev. Stat. Ann. §817:81, 42:19, 42:19.1, 42:23.

Caddo Parish School Board



FILE: BCBD
Cf: BCB, BCBB, BCBI

AGENDA PREPARATION AND DISSEMINATION

The agenda of the next regular School Board meeting shall be set by the Executive
Committee of the Caddo Parish School Board at its monthly meeting. Agendas for any
special meeting shall be set by the School Board President after consultation with the
Superintendent. Items of business may be suggested by School Board members,
administrative staff, and employees of the School District for inclusion on the agenda.
The agenda shall not be changed less than twenty-four (24) hours, exclusive of
Saturdays, Sundays, and legal holidays, prior to the scheduled time of the meeting.

Each item on the agenda shall be listed separately and described with reasonable
specificity. Before the School Board may take any action on the agenda item, the
presiding officer or superintendent as designee shall read aloud the description of the
item.

Items of business not on the agenda may not be suggested from the floor for discussion
except upon unanimous approval of the members present at a meeting. The motion
to add an item not on the agenda shall identify the item with reasonable specificity,
including the purpose for the proposed addition to the agenda, and shall be entered into
the minutes. In keeping with state law and School Board policy, prior to any vote to add
an item to the agenda, there shall be an opportunity for public comment on the motion.

In addition to other rules for setting agendas, the School Board shall abide by the
following rules in setting agendas:

1 Generally, all presentations and reports not requiring action of the School
Board in the form of a motion, with the exception of the Superintendent’s
report, shall be postponed and set for presentation to the School Board at the
next Executive Committee meeting.

2. In establishing the order of the agenda, any items which the Executive
Committee reasonably believes may be of heightened interest to the public
shall be prioritized and set on the agenda for the earliest consideration after
normal preliminary matters.

SCHOOL BOARD ELECTRONIC MAILOUT

It shall be the policy of the Caddo Parish School Board that backup material and
information regarding agenda items on which the School Board is to take action
during the regular School Board meeting be in the electronic mail out posted to the
School Board website no later than the Wednesday before the Executive Committee
meeting held as a work session for the regular School Board meeting. Agenda items
for which backup material and information are provided to School Board members
prior to or during the Executive Committee meeting may be considered for School
Board action during the regular School Board meeting. The School Board shall not
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act on any agenda item for which backup material or information was not provided
before or during the Executive Committee meeting with the exception of bid agenda
items. However, any agenda item may be considered for School Board action with a
two-thirds vote of the members present regardless to when the backup material
and information was provided to the School Board.

PUBLIC REVIEW OF AGENDA AND SUPPORTING DOCUMENTATION

The Caddo Parish School Board shall make the agendas and supporting documentation
of the board or board committee meetings available to the public and the media
requesting same, no later than twenty-four (24) hours before the meeting. Agendas and
supporting documentation shall be available for review electronically on the district’s
website. Otherwise, agendas and supporting documentation shall be available for
inspection at the school board offices at 1961 Midway Avenue, Shreveport, Louisiana.
A person desiring to review the agenda and supporting documentation at the school
board office shall contact the superintendent’s office to make an appointment to review
same.

Revised: November 17, 2015

Ref: La. Rev. Stat. Ann. 842:19; Jackson v. Assumption Parish School Board, App. 1
Cir. 1995, 652 So2d 549, 1994-0901 (La. App. 1 Circ. 3/3/95); Board minutes, 3-
17-82, 1-2-85, 6-4-87, 10-87, 2-21-90, 6-19-91, 2-5-92, 5-27-92, 3-17-93, 11-17-
93, 4-20-94, 4-19-95, 6-18-97, 8-20-97, 10-22-97, 2-2-00, 3-15-00, 6-18-02, 4-
20-04.
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VOTING METHOD AT BOARD MEETINGS

An affirmative vote of a simple majority of the members present and voting shall be
necessary for the passage of any motion, except in such instances as the law or other
policies of the Caddo Parish School Board may require a larger vote. Every member
present, including the President, shall be entitled to one vote.

All voting shall be by voice, by show of hands, or by electronic device; a roll call vote
may be requested by any member and/or ordered by the President, with the vote of
each member recorded in the minutes. On voice votes, the name of each voting "nay"”
shall be recorded in the minutes upon his/her request.

A member of the School Board may abstain from voting on an issue before the School
Board, whereby his/her vote shall be counted neither for nor against the issue voted
upon. In such cases, the School Board member shall state that he/she abstains from
voting and the minutes shall reflect the member's abstention.

There shall be no representation by proxy by any member at any meeting of the School
Board, including committee meetings. School Board members present at School Board
meetings and all committee members present at committee meetings shall be
authorized to speak on issues, offer and second motions, and vote.

No action shall be taken by the School Board except as taken above at a properly
called regular or special meeting.

Adopted: February 23, 2016

Ref: La. Rev. Stat. Ann. ' '17:81, 18:602, 42:14, 42:1120.
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MINUTES OF SCHOOL BOARD MEETINGS

The Caddo Parish School Board shall require written minutes of all of its open meetings
be kept. Such minutes shall include:

1. The date, time, and place of the meeting.

2. The names of members of the public body recorded as either present or
absent.

3. The substance of all matters deliberated, and a record, by individual

member, of any votes taken.

4. Any other information that any School Board member requests be
included or reflected in the minutes.

The Superintendent shall be responsible for keeping all minutes of the School Board in
a book provided for that purpose and, within twenty (20) days after the meeting, present
them to be published one (1) time in the official journal of the School Board. The acts of
the School Board shall be attested to by the signatures of the President and Secretary
to the School Board and shall be filed and maintained in its administrative offices as
public records and shall not be moved therefrom.

The School Board shall post on its website a copy of the School Board minutes made
available for publication and shall maintain a copy of those minutes on its website for at
least three (3) months after the posting. The School Board shall post the minutes on its
website within ten (10) days after publication in the official journal.

All minutes of the School Board shall be considered as public record and shall be made
available within a reasonable time after the meeting, except where such disclosures
would be inconsistent with statutory provisions. In addition, transcribed minutes of
meetings shall reflect total transactions of School Board considerations and when
approved shall bear the signature of the Secretary and President.

RESOLUTIONS AND PETITIONS

It shall be the policy of the Caddo Parish School Board to file resolutions and petitions
presented by the public as part of the official papers accompanying School Board
minutes, but they shall not be an integral part of the School Board minutes.
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OFFICIAL JOURNAL

The School Board shall select a newspaper as the official journal of the School Board to
publish all official minutes of School Board meetings, as well as all other legal
advertising. The official journal shall meet all qualifications as outlined in state law and
any others the School Board may prescribe.

Revised: September, 2014

Adopted: February 23, 2016

Ref: La. Rev. Stat. Ann. 8§817:81, 42:12, 42:13, 42:20, 43:141, 43:144, 43:145; Board
minutes, 9-1-49, 6-6-51, 1-14-64, 6-2-76, 12-14-94, 11-27-01.
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PUBLIC PARTICIPATION IN SCHOOL BOARD MEETINGS

It is the policy of the Caddo Parish School Board to conduct all meetings in full view of
and with welcomed participation by the public. However, the School Board reserves the
right to recess into or call executive sessions for discussing matters as provided by state
law. During executive sessions, no action shall be taken or resolutions made.

REQUEST FOR ITEM TO BE PLACED ON AGENDA

All delegations or individuals who wish to appear before the School Board and place an
item on the agenda shall submit their written requests to the Superintendent at least five
(5) calendar days prior to the Executive Committee meeting date, stating what matters
they wish to take up with the School Board and the approximate time such matters should
consume at the meeting. Such items shall normally be included on the agenda of the
meeting at which the delegation or individual wishes to appear before the School Board,
following a determination by the Board President, in consultation with the Superintendent.
If not submitted on time to be placed on the agenda, the item shall be held over for the
next scheduled meeting of the Executive Committee.

PUBLIC COMMENTS

Citizens who wish to speak before the Caddo Parish School Board during the Visitors
section of the agenda and before votes on specific agenda items are taken shall notify
the President by signing up on forms available in the Caddo Parish School Board meeting
room prior to the meeting. During the Visitors section, visitors may speak on any topic. If
a designated group is speaking (for example: Caddo Citizens for Education), only two (2)
representatives may speak for three (3) minutes each or one representative for five (5)
minutes.

At any time when a citizen addresses the School Board, it shall require that the speaker
give his/her name and address. Derogatory statements about, or directed at, a School
Board member, any employee, or any other person shall not be permitted. Speakers who
wish to make such comments shall be directed to submit their complaints by signed
written statement. Written complaints shall be referred to the President of the School
Board, the Superintendent, or to an appropriate designee for further action.

The School Board, or Superintendent and his/her staff shall not, as a rule, answer
questions from the public. The questioner's name, address and telephone number may
be taken for later personal reply. However, previously stated School Board policies or
administrative regulations and procedures may be explained. A School Board member
may, with the President’s permission, ask a question of the speaker. When the President
deems it appropriate and if desired by the speaker, the President may ask the
Superintendent or his designee to confer with the speaker.
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Public Comment on Agenda Iltems

A public comment period shall be held before any vote is taken on an agenda item.
Comments from the public shall occur after introduction of the item to be voted on and
before any discussion by School Board members. However, a person is not entitled to
take up business before the School Board unless the item in which he/she is interested
has been placed on the agenda of that meeting, except during the Visitors section of the
agenda.

As the School Board reaches each item on its agenda, the School Board President shall
recognize those persons who have indicated a desire to speak on that item. No individual
may speak without first being recognized by the presiding officer. Each person may speak
for not more than three (3) minutes on each item, and may speak only once on each
agenda item. The individual shall limit his/her comments to matters that are strictly
relevant to that agenda item. The individual shall refrain from asking questions or making
requests of the School Board or staff. The School Board shall delay its deliberations on
each agenda item until all members of the public who wish to address the School Board
have been given an opportunity to speak. The School Board may request that a
designated group speaking on an agenda item limit comments to only two (2) speakers.

In the event that the School Board should add an item to its agenda after the School
Board meeting begins, or the School Board desires to consider an item upon which a vote
is to be taken where no vote was originally anticipated, the School Board President shall
orally request of the audience whether anyone in attendance would like to speak on the
added agenda item. Each person indicating a desire to do so shall be given an
opportunity to address the School Board on each agenda item added. The School Board
shall delay deliberations on that agenda item until such time as all interested members of
the public have had an opportunity to speak.

At the conclusion of all public input on each agenda item, the School Board shall
deliberate the matter and take such action as it considers appropriate. There shall be no
further public input allowed on each agenda item after the School Board has begun its
deliberation of that item.

Copies of this procedure shall be available for distribution to the public during regular
business hours and at meetings of the School Board and its committees.

Revised: March 20, 2018
Revised: February 12, 2019

Ref: La. Rev. Stat. Ann. ' '17:81, 42:14, 42:15, 42:16, 42:23; Board minutes, 8-20-97,
4-20-04, 3-20-18, 2-12-19.
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BROADCASTING AND TAPING OF SCHOOL BOARD MEETINGS

It shall be the policy of the Caddo Parish School Board that all regular and special
meetings shall be open to, and may be recorded by the public and representatives of
the news media, television, and radio. Proper decorum shall be maintained during all
School Board meetings. The operators of broadcasting and video equipment, cameras
and lighting shall position themselves in the front of the School Board meeting room
during official School Board meetings. Operators should refrain from stationing
themselves and/or their equipment on the School Board’s platform after proceedings
are underway.

Adopted: February 23, 2016

Ref: La. Rev. Stat. Ann. ' '17:81, 42:23; Board minutes, 3-7-90, 10-20-93.
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EXECUTIVE SESSIONS

The Caddo Parish School Board shall be authorized to hold executive sessions upon an
affirmative vote, taken at an open meeting for which notice has been given in
accordance with state law, of two-thirds of the members present. The vote of each
member on the question of holding an executive session and the reason for holding
such an executive session shall be recorded and entered into the minutes of the
meeting.

Such executive sessions shall be restricted only to matters allowed to be statutorily
exempted from discussion at open meetings. No final or binding action shall be taken at
such a closed meeting; nor shall such closed meetings be used as a subterfuge to
defeat the statutory intent for conducting executive sessions.

Executive sessions shall be attended only by members of the School Board and any
other persons designated by the School Board. All matters discussed in any closed
meeting shall be regarded as confidential by all persons in attendance and shall not be
divulged to the public.

Executive sessions may be held for the following reasons:

1 Discussion of the character, the professional competence, physical or mental
health of a person, provided that such person is notified in writing at least twenty-
four (24) hours, exclusive of Saturdays, Sundays, and legal holidays, before the
scheduled time contained in the notice of the meeting at which such executive
session is to take place, and that such person may require that such discussion
be held at an open meeting. However, an executive session shall not be used for
discussion of the appointment of a person to the School Board or, except as
provided in La. Rev. Stat. Ann. 839:1593(C)(2)(c), for discussing the award of a
public contract. In cases of extraordinary emergency, written notice to such
person shall not be required; however, the School Board shall give such notice
as it deems appropriate and circumstances permit.

2. Strategy sessions or negotiations with respect to collective bargaining or
litigation, when an open meeting would have a detrimental effect on the
bargaining or litigating position of the School Board. Attached to the written
public notice of the meeting shall be whether or not such matters will be
discussed in an executive session. The notice shall indicate the following:

A statement identifying the court, case number, and the parties relative to
any pending litigation to be considered at the meeting.

A statement identifying the parties involved and reasonably identifying the
subject matter of any prospective litigation for which formal written demand
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has been made that is to be considered at the meeting.

In cases of extraordinary emergency, such notice shall not be required; however,
the School Board shall give such notice of the meeting as it deems appropriate
and circumstances permit.

Discussion regarding the report, development, or course of action regarding
security personnel, plans, or devices.

Investigative proceedings regarding allegations of misconduct.

Cases of extraordinary emergency, which shall be limited to natural disaster,
threat of epidemic, civil disturbances, suppression of insurrections, or the
repelling of invasions, or other matters of similar magnitude.

Discussions between the School Board and individual students or the parents or
tutors of such students, or both, who are within the jurisdiction of the respective
school system, regarding problems of such students, their parents, or tutors.
Such a discussion may be held in open meetings at the request of the student,
parent or tutor.

Any other matters now provided for or as may be provided for by the Legislature.

Revised: September, 2014

Ref:

La. Rev. Stat. Ann. 8817:81, 42:12, 42:13, 42:14, 42:16, 42:17, 42:19, 42:24,
42:25, 42:28.
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SCHOOL BOARD COMMITTEES

The Caddo Parish School Board shall create standing committees from its membership.
The duties of standing committees shall be delegated to the committees by the School
Board as a whole.

The President shall appoint the committee member and assign a person to chair each
standing committee. If the chair is unable to attend a scheduled meeting the chair may
appoint another member of the committee to preside over the committee. The President
may also appoint ad hoc committees.

The President and First Vice-President shall be ex-officio members of all committees,
and the Superintendent shall serve as advisor to all committees.

Committees shall have deliberative and recommending powers only, unless the School
Board by formal action grants the committee the right and responsibility to act on certain
specified matters. A committee shall consider only those items referred to it by the
President of the School Board, by the Superintendent and/or designee, or by formal
School Board action. The President of the School Board has authority to refer any matter
to a committee unless a majority of the School Board votes against the referral to
committee.

The School Board shall maintain the following standing committees:

Audit Committee

Building, Grounds and Security Committee
Insurance and Finance Committee

Long Term Planning and Development Committee
Transportation Committee

arwdE

In addition, the President will appoint the following:
1. Legislative Liaison

2. Member of the Discipline Review Committee
3. PTA Liaison

SPECIAL COMMITTEES

Other special committees may from time to time be appointed by the School Board to
study specific issues. The membership of any special committees need not be
restricted to members of the School Board, but shall include such persons who may
have knowledge or interest in the subject studied.
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COMMITTEE MEETINGS

Meetings of School Board standing committees shall be scheduled periodically,
provided that the President, Superintendent, or committee chairpersons shall have the
authority to call special meetings should the need arise.

Announcement of committee meetings, the time and place of the meetings and the
agenda items shall be posted at the central office and distributed by mail and/or e-mail
to all members of the School Board and the media at least twenty-four (24) hours prior
to the committee meeting.

The agenda, time and date of committee meetings shall be tentatively set by the
committee chairperson, pending discussion with and approval by both the
Superintendent and School Board President of any proposed agenda items and
meeting date. Once approved, the committee chairperson shall be notified prior to
notification of other members.

All committee meetings shall be advertised according to state statutes and shall be
open to the public, except in those instances allowed as provided by state law. A
majority of the committee membership shall constitute a quorum for purposes of making
recommendations or taking any action that has been previously authorized. Ex-officio
members of a committee shall not count towards a quorum and shall not vote on issues.

Minutes shall be taken of the proceedings of all committee meetings. All items brought
before committees shall be presented to the School Board with a recommendation from
the committee.

If an item is not favorably recommended by the committee to the School Board for action,
a two-third vote of the members present at the board meeting is required in order to add
the item to the School Board'sagenda.

Revised: January 17, 2017

Ref: La. Rev. Stat. Ann. '817:55, 17:81, 42:19; Board meetings, 1-22-86, 2-5-92, 2-16-
00, 11-27-01, 3-20-07, 1-17-17.
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SCHOOL BOARD POLICY

The Caddo Parish School Board shall formulate policies to guide the action of those to
whom it delegates authority. These guides shall constitute the policies governing the
operation of the school district. They shall be recorded in writing and made a part of the
official School Board Policy Manual.

The formulation and adoption of School Board policies shall constitute the primary
method by which the School Board shall exercise its leadership in the operation of the
school district. When establishing School Board policies, the School Board shall
prioritize student achievement, financial efficiency, and workforce development on a
local, regional, and statewide basis. The study and evaluation of reports concerning the
execution of its written policies shall constitute the basic method by which the School
Board shall exercise its control over the operation of the school district.

The policies of the School Board are meant to be interpreted in terms of Louisiana laws,
rules and regulations of the Louisiana Board of Elementary and Secondary Education,
and all other regulatory agencies within the local parish, state, and federal levels of
government.

POLICY ADOPTION

For a policy to be adopted by the School Board, it must receive a simple majority of
School Board members present and voting. A policy recommended to the School
Board shall be introduced at the executive committee work session and officially
adopted at the next School Board meeting, unless the School Board votes otherwise.
This practice provides School Board members time to study the proposed policy and to
give interested parties an opportunity to respond.

The formal adoption of School Board policies shall be recorded in the minutes of the
School Board. The official minutes shall constitute the authority for any change made in
the Policy Manual.

The School Board is recognized as the legal body authorized to approve policies for the
School District, and shall not delegate or relinquish that authority to another party or
group. The School Board welcomes comments and suggestions on local policy
matters, and shall comply with all laws addressing proper involvement of other parties in
the policy process.

POLICY REVIEW

The School Board shall periodically direct the systematic review of its policies. The
Superintendent may involve representative groups of administrators, teachers,
supervisors, students, support personnel and lay citizens relative to policies affecting
each group.
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The School Board shall establish a discipline policy review committee in accordance
with La. Rev. Stat. Ann. 817:416.8. The purpose of the discipline policy review
committee shall be to review discipline policies of the School Board to assure
consistency with state law, receive input into the effectiveness of established policy, and
make recommendations to improve policy provisions, and to assist the School Board in
the orderly operation of the school district. In particular, state law requires a policy
review committee to review the School Board’'s student discipline policies annually to
make recommendations for appropriate revisions.

A public hearing shall be held on the recommendations to improve policy revisions and
to assist the School Board in the orderly operation of the school district before the
School Board considers revising any of the discipline policies. State law also requires
the administrators, teachers and parents of each public school to meet annually and
develop or review the discipline regulations for their school and assure compliance with
School Board policy and state law.

POLICY DISSEMINATION

The School Board shall direct the Superintendent to establish and maintain an orderly
plan for disseminating School Board policies and administrative regulations and
procedures.

School Board policies and administrative regulations and procedures shall be made
accessible to all employees of the School District directly or indirectly affected by those
policies. School Board policies and administrative regulations and procedures shall
also be made accessible to members of the School Board, students and members of
the community served by the School District.

SUSPENSION OF POLICY

In accordance with Roberts Rules of Order, the operation of policy or section of policy
not established by law or contract may be temporarily suspended by a two-thirds vote
of School Board members present and voting at a regular or special meeting.

ADMINISTRATION IN ABSENCE OF POLICY

In cases where action must be taken within the School District where the School Board
has no formalized policy statement, the Superintendent shall have the power to act. His
or her decisions, however, shall be subject to review by action of the School Board at its
regular meeting. It shall be the duty of the Superintendent to inform the School Board
promptly of such action and of the need for policy if in his or her best judgment, a need
for such policy exists.

Adopted: February 23, 2016 Revised: December 15, 2020

Ref: Constitution of Louisiana, Art. VI, Sec. 10; La. Rev. Stat. Ann. 8§817:81, 17:416.8;
Board minutes, 12-13-72, 11-16-77, 9-16-03, 12-15-20.
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SCHOOL BOARD ETHICS

Recognizing that as a member of a public School Board and that each Caddo Parish
School Board member is filling a position of public trust, responsibility, and authority
endowed by the State of Louisiana, the Caddo Parish School Board, individually and
collectively, shall subscribe to the principles of the Louisiana School Boards Association,
by which a School Board member should be guided.

In addition, certain actions of elected officials may be considered improper, and in some
circumstances, illegal. Actions which may present a conflict of interest, acceptance of
gifts, or solicitations, or gratuities, abuse of authority of office or position, and decisions
regarding the employment of a family member of an official are all subject to statutory
restrictions. The ethical conduct of School Board members, as well as other designated
officials, shall be in accordance with state law.

ETHICS EDUCATION AND TRAINING

All School Board members and employees shall be required to receive a minimum of one
(1) hour of education and training on the Louisiana Code of Governmental Ethics
annually. Education and training shall be provided by employees of the Louisiana Board
of Ethics or others authorized to provide such training by the Louisiana Board of Ethics,
and shall be administered through seminars or via the Internet.

GIFTS

Acceptance of personal gifts by any School Board member or employee of the Caddo
Parish School Board from persons or firms doing business with the School Board, or any
department or school thereof, is prohibited. Reduced cost and/or free travel expenses
are also defined as gifts with regard to this policy provision. This policy provision does
not preclude acceptance of food, drinks, or refreshment of a social nature or participation
in a social event, provided the value of the food, drink, or refreshment does not exceed
that amount permitted under state law. It also shall not preclude the acceptance of
campaign contributions for use in meeting campaign expenses by any employee or
School Board member who is or becomes a candidate for election to any public office.

NEPOTISM

No member of the immediate family of an agency head shall be employed in his/her
agency. No member of the immediate family of a member of a School Board or the
Superintendent shall be employed by the School Board, with limited exception as outlined
below.

The provisions above shall not prohibit the continued employment of any public employee
nor shall it be construed to hinder, alter, or in any way affect normal promotional
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advancements for such public employee where a member of a public employee's
immediate family becomes the agency head of such public employee's agency, provided
that such public employee has been employed in the agency for a period of at least one
year prior to the member of the public employee's immediate family becoming the agency
head.

Exceptions

Any School Board member or Superintendent whose immediate family member is
employed, or who may be employed, as excepted below shall recuse himself/herself from
any decision involving the promotion or assignment of teaching or service location of such
employee.

1. Any member of the immediate family of any School Board member or the
Superintendent may be employed as a classroom teacher provided that such
family member is certified to teach or is temporarily authorized to teach while
pursuing certification.

2. Any immediate family member of a member of the School Board or the
Superintendent who has been employed pursuant to paragraph 1 above for at
least one year may be promoted to an administrative position, provided that such
family member has the appropriate qualifications and certifications for the
promotional position. For the purposes of such promotions, the term certifications
shall not include any temporary or provisional certification or certifications.

3. An immediate family member of an athletic director of a school may be employed
as a coach at such school.

4, Any member of the immediate family of any School Board member or of the
Superintendent may be employed as a school bus operator provided that such
family member is certified as a school bus operator.

ABUSE OF OFFICE

No School Board member, Superintendent, or employee shall use the authority of his/her
office or position, directly or indirectly, in a manner intended to compel or coerce any
person or other public servant to provide himself/herself, any other public servant, or other
person with any thing of economic value.

No School Board member, Superintendent, or employee shall use the authority of his/her
office or position, directly or indirectly, in a manner intended to compel or coerce any
person or other public servant to engage in political activity.

No School Board member shall act in an individual capacity to use the authority of his/her
office or position as a member of the School Board in a manner intended to interfere with,
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compel or coerce any personnel decision, including the hiring, promotion, discipline,
demotion, transfer, discharge, or assignment of work to any school employee.

No School Board member shall use the authority of his/her office or position as a member
of the School Board in a manner intended to interfere with, compel, or coerce any school
employee to make any decision concerning benefits, work assignment, or membership in
any organization.

TRANSACTIONS AFTER TERMINATION OF PUBLIC SERVICE

No former agency head or elected official shall, for a period of two (2) years following the
termination of his/her public service as the head of such agency or as an elected public
official serving in such agency, assist another person, for compensation, in a transaction,
or in an appearance in connection with a transaction, involving that agency or render any
service on a contractual basis to or for the School Board.

No former member of the School Board shall, for a period of two (2) years following the
termination of his/her public service on such School Board, contract with, be employed in
any capacity by, or be appointed to any position by the School Board, except that the
School Board may employ a former member for any classroom teaching position which
requires a valid Louisiana teaching certificate or a school psychologist with a valid
certificate in school psychology, provided the former School Board member holds such a
certificate.

No former School Board employee shall, for a period of two (2) years following the
termination of his/her employment, assist another person, for compensation, in a
transaction, or in an appearance in connection with a transaction in which such former
public employee participated at any time during his/her public employment and involving
the School Board by which he/she was formerly employed, or for a period of two (2) such
years following termination of his/her employment, render any service which such former
public employee has rendered to the School Board during the term of his/her public
employment on a contractual basis, regardless of the parties to the contract, to, for, or on
behalf of the School Board with which he/she was formerly employed.

FEDERAL GUIDELINES: CONFLICT OF INTEREST

In addition to other ethics provisions, in receiving federal funds the School Board shall
ensure compliance with federal guidelines covering conflict of interest and governing the
actions of officers and employees engaged in the selection, award and administration of
contracts. No employee, officer, or agent shall participate in the selection, award, or
administration of a contract supported by federal funds if a real or apparent conflict of
interest would be involved. Such a conflict may arise when the employee, officer, or
agent, any member of his or her immediate family, his or her partner, or an organization
which employs or is about to employ any of the parties indicated herein, has a financial
or other interest in, or a tangible personal benefit from a firm considered for a contract.
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The officers, employees, and agents of the School Board shall neither solicit nor accept
gratuities, favors, or anything of monetary value from contractors or parties to contracts.

Employees and volunteers shall be required to report any actual, possible, or perceived
conflict of interest which they or others have, or may have, to their immediate supervisor
as soon as they become aware of the conflict. A School Board member shall report the
perceived conflict of interest to the Superintendent and School Board attorney.

Anyone who engages in activities that violate these provisions, including failure to
disclose a conflict of interest, may be subject to disciplinary action up to and including
termination of employment, and/or other appropriate sanctions.

DEFINITIONS

Agency means a department, office, division, agency, commission, board, committee, or
other organizational unit of a governmental entity. For public servants of political
subdivisions, it shall mean the agency in which the public servant serves, except that for
members of any governing authority and for the elected or appointed chief executive of a
governmental entity, it shall mean the governmental entity.

Agency head means the chief executive or administrative officer of an agency or any
member of a board or commission who exercises supervision over the agency.

Immediate family as the term relates to a public servant means his/her children, the
spouses of his/her children, his/her brothers and their spouses, his/her sisters and their
spouses, his/her parents, his/her spouse, and the parents of his/her spouse.

Public servant means a public employee or an elected official.

Revised: October, 2015
Revised: August, 2021
Revised: September 20, 2022

Ref: La. Rev. Stat. Ann. "17:81, 17:428, 42:1101, 42:1102, 42:1112, 42:1115,
42:1115.1, 42:1116, 42:1119, 42:1120, 42:1121, 42:1123, 42:1170; Board
minutes, 8-19-70, 3-3-82, 12-14-94, 9-18-01, 5-22-02, 6-18-02, 11-16-04, 2-23-16,
9-20-22.
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CADDO PARISH SCHOOL BOARD

SCHOOL BOARD MEMBER CODE OF ETHICS

The purpose of this policy is to assist the individual School Board members in
understanding his or her role as part of a School Board and in recognizing the
contribution that each member must make to develop an effective and responsible
School Board.

Il. GENERAL STATEMENT OF POLICY

Each School Board member shall follow the code of ethics stated in this policy.

A. AS A MEMBER OF THE SCHOOL BOARD, | WILL:

1.

2.

Attend School Board meetings.

Come to the meetings prepared for discussion of the agenda items.
Listen to the opinions and views of others (including, but not limited
to, other School Board members, administration, staff, students, and

community members).

Vote my conscience after informed discussion, unless | abstain
because a conflict of interest exists.

Support the decision of the School Board, even if my position
concerning the issue was different.

Recognize the integrity of my predecessors and associates and
appreciate their work.

Be primarily motivated by a desire to provide the best possible
education for the students of the school district.

Inform myself about the proper duties and functions of a School
Board member.

Recognize that my responsibility is to all the children of the parish
and | will not try to seek special privileges for my own district.
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B. IN PERFORMING THE PROPER FUNCTIONS OF A SCHOOL BOARD
MEMBER, | WILL:

1.

2.

Focus on education policy as much as possible.
Remember my responsibility is to set policy - not to implement policy.

Consider myself a trustee of public education and do my best to
protect, conserve, and advance its progress.

Recognize that my responsibility, exercised through the actions of
the School Board as a whole, is to see that the schools are properly
run — not to run them myself.

Work through the Superintendent — not over or around the
Superintendent.

Delegate the implementation of School Board decisions to the
Superintendent.

C. TO MAINTAIN RELATIONS WITH OTHER MEMBERS OF THE SCHOOL
BOARD, | WILL:

1.

2.

Respect the right of others to have and express opinions.

Recognize that authority rests with the School Board in legal session
- not with the individual members of the School Board, except as
authorized by law.

Make no disparaging remarks, in or out of School Board meetings,
about other members of the School Board or their opinions.

Not attempt to monopolize the School Board meeting or make
comments as if | am the only person who understands the issues that
are being discussed to the detriment of my fellow board members.

Keep an open mind about how | will vote on any proposition until the
board has met and fully discussed the issue.

Make decisions by voting in School Board meetings after all sides of
debatable questions have been presented.
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D. IN MEETING MY RESPONSIBILITIES TO MY COMMUNITY, | WILL:

1.

Attempt to appraise and plan for both the present and future
educational needs of the school district and community.

Attempt to obtain adequate financial support for the school district’s
programs.

Insist that business transactions of the school district be ethical and
open.

Strive to uphold my responsibilities and accountability to the
taxpayers in my school district.

E. IN WORKING WITH THE SUPERINTENDENT OF SCHOOLS AND

STAFF, | WILL:

1. Hold the Superintendent responsible for the administration of the
school district.

2. Give the Superintendent authority commensurate with his or her
responsibilities.

3. Assure that the school district will be administered by the best
professional personnel available.

4, Participate in School Board action after considering the
recommendation of the Superintendent and only after the
Superintendent has furnished adequate information supporting the
recommendation.

5. Insist the Superintendent keep the School Board adequately
informed at all times.

6. Offer the Superintendent counsel and advice.

7. Recognize the status of the Superintendent as the chief executive
officer and non-voting, ex officio member of the School Board.

8. Refer all complaints to the Superintendent or proper administrative
officer designated by the Superintendent.

9. Provide support for the Superintendent and employees of the school

district so they may perform their proper functions on a professional
level.
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F. IN FULFILLING MY LEGAL OBLIGATIONS AS A SCHOOL BOARD
MEMBER, | WILL:

1.

Comply will all federal, state, and local laws relating to my work as a
School Board member.

Comply with all school district policies as adopted by the School
Board.

Abide by all rules and regulations as promulgated by the Louisiana
Department of Education and other state and federal agencies with
jurisdiction over school districts.

Recognize that school district business may be legally transacted
only in an open meeting of the School Board.

Avoid conflicts of interest and refrain from using my School Board
position for personal gain.

Take no private action that will compromise the School Board or
administration.

Guard the confidentiality of information that is protected under
applicable law.

Refrain from making any commitment upon any subject that rests
within the School Board’s authority for final discussion and decision.

Not communicate with others utilizing electronic devices during
deliberations on agenda items during board meetings.

G. WHILE ADDRESSING COMMENTS ON SOCIAL MEDIA, | WILL:

1.

Clarify that | am communicating as an individual member of the
School Board and not an official spokesperson.

Avoid deliberating school district business with a quorum of the
School Board.

Direct complaints or concerns presented online to the
Superintendent or direct the community member to the
Superintendent for the appropriate response.
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4, Avoid posting content that indicates | have already formed an opinion
on pending matters.

5. Not post confidential District information and only post information
that has been released by the District.

6. Conduct myself online in a manner that reflects well on the District.

7. Not post or repost harassing or defamatory information regarding
school officials, staff, parents or students or members of the public
in general.

8. Comply with the District’'s acceptable use policy when using district-

issued devices or technology resources, including the District's
internet connection.

Date

Board Member District

Approved: February 23, 2016
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CADDO PARISH SCHOOL BOARD

POLICY MANUAL
File: BCE

BCE - BOARD COMMITTEES
(Executive Committee)

The executive committee meeting of the board will be held on the first Tuesday of
the month for the purpose of setting the agenda, presentations, conducting
hearings, and providing for a CPSB work session on the proposed agenda. The
executive committee meeting will begin at 4:30 p.m. unless the board president in
his/her discretion decides to schedule a special board meeting to begin at 4:30
p.-m., in which case the executive committee meeting will begin immediately after
the special board meeting adjourns.

Adopted: January 22, 1986

Amended: February 5, 1992
February 16, 2000
November 27, 2001

Revised: March 20, 2007
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CADDO PARISH SCHOOL BOARD
POLICY MANUAL
File: BHE

BHE - BOARD MEMBER INSURANCE

Active school board members are eligible to participate in the Caddo Parish
School Board employee insurance plans. Their benefits and premiums are
identical to other active CPSB employees. CPSB members are also subject to
the eligibility requirements of each insurance plan.

Adopted: March 19, 1975
Revised: November 27, 2001
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CADDO PARISH SCHOOL BOARD
POLICY MANUAL
File: BJ

BJ - SCHOOL BOARD MEMBERSHIPS
On behalf of the Caddo Parish School Board, the superintendent is authorized

to pay the annual dues for the board’s membership in the Louisiana School
Boards Association.

Adopted: February, 1947
Amended: November 20, 1991
November 27, 2001
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FILE: CB
Cf: ABE, BBA
Cf: CBC, CBD

SCHOOL SUPERINTENDENT

The Caddo Parish School Board shall delegate to the Superintendent the authority and
responsibility for the efficient administration of the school system. The Superintendent
shall perform his/her administrative functions in accord with the policies adopted by the
School Board. The execution of all decisions made by the School Board concerning
the internal operation of the School District shall be delegated to the Superintendent.

The Superintendent shall be the chief executive officer and educational advisor of the
Caddo Parish School Board and shall discharge his/her duties as prescribed by the
Constitution and statutes of the State of Louisiana, as well as School Board policies.
As the instructional leader of the School District and its chief executive officer, the
Superintendent shall have primary responsibility for personnel actions in the district
except as reserved to the School Board in accordance with State law. The
Superintendent shall also serve as the Secretary and Treasurer of the School Board.

While retaining ultimate responsibility, the Superintendent shall be authorized to
delegate certain duties to other members of his/her administrative staff. This shall
include, as appropriate, any administrative or supervisor employee.

The School Board shall appoint the Superintendent for a period not to exceed four (4)
years, which period, however, may extend no longer than two (2) years after the
expiration of the term of office of the membership of the School Board electing the
Superintendent. The salary, vacation, and other benefits of the Superintendent shall be
determined by the School Board upon his/her appointment. The Superintendent need
not reside in Caddo Parish.

OFFICE OF SUPERINTENDENT

The Superintendent shall maintain his/her office in the School Board office and shall
keep his/her office open during regular business hours, five (5) days a week, Monday
through Friday, except on designated holidays and modified summer hours, to receive
the reports of teachers and others and to transact the business required of him/her,
except during the time he/she is visiting schools or attending to his/her duties
elsewhere.

Approved: February 23, 2016

Ref: La. Rev. Stat. Ann. 8§817:54, 17:81, 17:90; Board minutes, 2-5-64.
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SUPERINTENDENT QUALIFICATIONS

The Caddo Parish School Board shall elect a Superintendent for the School District
who has met or has been certified as meeting the minimum requirements for
Superintendency Certification as set by the Louisiana Board of Elementary and
Secondary Education (BESE). Additional qualifications may be stipulated by the School
Board.

Applicants for the position of Superintendent shall be required to provide assurance that
certification for the position is current and valid.

Approved: February 23, 2016

Ref: La. Rev. Stat. Ann. ' '17:7.1, 17:54; Louisiana Standards for _State Certification
of School Personnel, Bulletin 746, Louisiana Department of Education.
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RECRUITMENT OF SUPERINTENDENT

When an opening in the office of Superintendent occurs, the Caddo Parish School
Board shall aggressively recruit in an effort to fill the position with the most capable
person available. The School Board shall consider only those candidates who meet
both state and local qualifications and who display the ability to successfully carry out
the duties of the Superintendent.

The School Board shall advertise and solicit applications from qualified members of the
staff and may list the vacancy with placement offices at selected educational institutions
in Louisiana and in neighboring states with other educational placement agencies at its
discretion. The School Board may advertise nationally or regionally and/or utilize
appropriate head hunters in order to solicit qualified candidates. Prior to filling a
vacancy, the School Board, at a minimum, shall publish a notice of the vacancy
together with a request for the submission of applications to fill the position of
Superintendent in accordance with all of the following:

1 On two (2) separate days at least one (1) week apart in the official journal of the
School Board.

2. Once in a daily newspaper published in the metropolitan area in the state having
a population in excess of one hundred thousand persons that is nearest to the
School Board offices, if such newspaper is not the official journal of the School
Board.

All publication requirements stated above shall be completed at least thirty (30) days
prior to action by the School Board to fill the position of Superintendent.

Selected applicants may be invited to appear before the School Board for an interview
under procedures that may be established as part of the selection process.

When filling a vacancy of the Superintendent, the School Board or any agent acting on
behalf of the School Board shall not utilize only oral contacts and interviews of
applicants considered, or use any other means to circumvent statutory provisions.
Nothing, however, shall prohibit oral contact prior to a person becoming an applicant or
shall prohibit oral contact which may result in a written application or other documents.

DISCLOSURE OF APPLICANT’'S RECORDS

The name of each applicant for Superintendent, the qualifications of each applicant,
and any relevant employment history or experience of each applicant shall be available
for public inspection, examination, copying, or reproduction as provided for in the
statutory provisions governing public records.

Approved: February 23, 2016

Ref: La. Rev. Stat. Ann. ''17:54, 17:81, 23:291, 44:12.1, 44:31, 44:31.1, 44:32,
44:33, 44:34.
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EMPLOYMENT OF SUPERINTENDENT

The Caddo Parish School Board shall employ the Superintendent pursuant to a written
contract for a period not to exceed four (4) years, which period, however, may extend
no longer than two (2) years after the expiration of the term of office of the members of
the Board electing the Superintendent. The election of the Superintendent shall require
a favorable vote of a majority of the entire membership of the School Board.

Such contract shall contain, but need not be limited to, specific performance
objectives/performance targets as required by La. Rev. Stat. Ann. 817:54. In case of a
discrepancy between the contract and any policy, the contract provisions shall prevail.

The School Board shall submit to the State Superintendent of Education a copy of any
executed, negotiated, or renegotiated employment contract with the Superintendent.

The Superintendent may choose not to enter into a subsequent contract and may either
terminate his/her employment or, if he/she has acquired permanent status as a teacher,
resume employment as a teacher.

The School Board shall negotiate and offer the Superintendent a new contract at the
expiration of each existing contract unless a majority of the Board membership votes at
least ninety (90) days prior to the termination of the existing contract against offering a
new contract. For new or extended contracts entered into after July 1, 2012, the School
Board shall notify the Superintendent of termination of his/her contract not less than
thirty (30) days prior to contract termination.

If the Superintendent is found incompetent, unworthy, or inefficient, or is found to have
failed to fulfill the terms and performance objectives of his/her contract or to comply with
School Board policy, then the Superintendent shall be removed from office prior to the
expiration of his/her contract by the concurring vote of at least two-thirds (%3) of the
membership of the entire School Board at any regular or special meeting after due
notice. Before the Superintendent can be removed during the contract period, he/she
shall have the right to written charges and a fair hearing before the School Board after
written notice.

The School Board shall notify the State Superintendent of Education any time it

terminates or fails to renew its employment contract with the Superintendent, along with
the reasons therefor.

Approved: February 23, 2016

Ref: La. Rev. Stat. Ann. §17:54.
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EVALUATION OF THE SUPERINTENDENT

The Caddo Parish School Board believes that student growth, district progress and
community satisfaction are all affected by Superintendent’'s job performance. The
Superintendent cannot function effectively without periodic feedback about his/her job
performance. Therefore, the School Board recognizes its responsibility to evaluate the
Superintendent in a confidential manner. The School Board shall evaluate the
Superintendent in an open or closed session, based upon the desires of the
Superintendent, according to standards agreed upon by both parties. The intent of the
evaluation is to provide the highest quality leadership for the school system.

The Superintendent shall be evaluated annually to document performance in
accordance with applicable provisions of the School Board’s Personnel Evaluation Plan.

The evaluation shall include the Superintendent’s strengths and weaknesses relative to
the performance objectives/specific targets outlined in the Superintendent’s contract.

Approved: February 23, 2016

Ref: La. Rev. Stat. Ann. 8817:81, 17:3881, 17:3882, 17:3883, 17:3884; Board
minutes, 10-19-94, 6-18-02.
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FILE: CDA

SCHOOL PRINCIPALS/BUILDING ADMINISTRATORS

The principal, as agent for the Caddo Parish School Board in overseeing the affairs of
the school of which he/she has been placed in charge, shall be responsible for the
organization, administration, and the supervision of the school, and in turn he/she shall
be responsible to the Superintendent.

The principal is the educational leader of the school. He/she should be alert to
opportunities to improve the instructional program, to foster the professional growth
among teachers and employees, to work for the best interest of the students and
faculty, and to maintain good relations with the school's community. The School Board
considers supervision one of the most important duties of the principal.

All decisions regarding the employment of any teacher or other personnel shall be
delegated to the principal of the school where he/she is employed, subject to the
approval of the Superintendent. The principal shall also be responsible for evaluating
the efficiency of all school personnel, and making recommendations to the
Superintendent regarding school matters.

The principal shall be responsible for the disciplining of students in accordance with
statutory provisions and School Board directives. In discipline cases where discretion is
authorized, the principal shall exercise his/her best judgment so as to protect the
educational integrity of the school and educational environment. In addition, principals,
and teachers, shall be expected to take reasonable precautions and care to promote
the safety and well-being of all students and employees, and the security of all facilities.

The principal, at the request of a teacher, shall be required to investigate and resolve
situations in which the teacher reasonably believes that an imminent danger exists of
hazards that cause or may likely cause serious injury or death of the teacher or
teachers.

The principal shall be required to attend principals' meetings called by the
Superintendent.

Approved: February 23, 2016

Ref: La. Rev. Stat. Ann. ' '17:81, 17:414.1, 17:416, 17:416.9.
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FILE: DC
Cf: DCB, DCE, DIB

ANNUAL OPERATING BUDGET

The Caddo Parish School Board shall approve an annual budget for the general fund
and each special revenue fund for the fiscal year July 1 to June 30, no later than June
30™ of each year. The School Board shall submit a copy of its adopted budget to the
State Superintendent no later than September 30™ of each year, as well as a general
summary of the adopted budget. The summary shall include projected revenues,
expenditures, and beginning and ending fund balances.

It shall be the responsibility of the Superintendent and designated members of his/her
staff to prepare the operating budgets for submission to the School Board. The budgets
shall be prepared on forms in accordance with such rules and regulations as may be
prescribed by statutes and by the State Superintendent of Education. Said budgets
shall be submitted to the School Board for the purposes of revision and approval prior to
submission to the State Superintendent.

After the School Board has reviewed the proposed budget and made desired changes,
if any, the School Board shall cause to be published a notice in the official journal
stating that the proposed budget is available for public inspection. The notice shall also
state that a public hearing on the proposed budget shall be held specifying the date,
time and place of the hearing. The proposed budget shall not be considered for
adoption or otherwise finalized until at least one public hearing has been conducted on
the proposal. The notice shall be published at least ten (10) days prior to the date of the
first public hearing and may be published in the same advertisement as the notice of
availability of the proposed budget and the public hearing.

The School Board shall certify completion of all action required by publishing a notice in
the same manner as provided above.

No budget shall be approved where expenditures exceed the expected means of
financing. No items of expense may be incurred through the fiscal year except as
provided for in the approved budget unless a revision is adopted by the School Board.
The budget shall be reviewed periodically and such financial reports as the School
Board directs shall be prepared and presented to the School Board by the
Superintendent.

DAILY OPERATIONS

The adoption of the original budget and the adoption of all subsequent amendments by
the School Board constitute the authority of the Superintendent and administrators of
the School Board to incur liabilities and authorize expenditures from the respective
budgeted funds during the fiscal year. The Superintendent and the Business Manager
have the authority to enter into routine and necessary contracts or agreements to carry
out the general business operations of the School Board.
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ASSURANCE OF EQUITABLE FUNDING

The Caddo Parish School Board shall provide funding for education through local, state
and federal sources and shall use funds for the benefit of all students in the district, in
compliance with all regulations by state and federal agencies granting such funds. The
School Board shall allocate such funds equitably and in the interest of all of the Caddo
Parish Public School students. This ensures equivalence among schools in the
provision of curricular materials and instructional supplies. It is the policy of the Caddo
Parish School Board that it maintains an equitable and fair equivalence among the
schools in the allotment of teachers, administrators, and auxiliary personnel.

Ref: La. Rev. Stat. Ann. ''17:88, 17:89, 39:1301, 39:1302, 39:1303, 39:1304,
39:1305, 39:1306, 39:1307, 39:1308, 39:1309, 39:1310, 39:1311, 39:1312,
39:1313, 39:1314, 39:1315.
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BUDGET PLANNING AND PREPARATION

The Caddo Parish School Board shall cause to be prepared a comprehensive budget
presenting a complete financial plan for the ensuing fiscal year. The revenues shall be
those normally expected from constitutional, statutory, and regular sources and shall not
include probable revenues that may arise from doubtful or contingent sources.

PRESENTATION OF BUDGET DOCUMENT

The revenues and expenditures in the budget shall be listed and classified in such
manner and substance as shall be prescribed by the State Superintendent of Education,
and shall detail as nearly as possible the several items of expected revenues and
expenditures, the total of which shall not exceed the expected means of financing,
composed of the beginning fund balance, cash balances, and revenues. If during the
course of the fiscal year it becomes evident that revenues or expenditures may vary
substantially from those budgeted, then the School Board shall prepare and adopt an
amended budget.

A budget proposed for consideration by the School Board shall be accompanied by a
proposed budget adoption instrument which shall be necessary to adopt and implement
the budget document. The adoption instrument shall define the authority of the
Superintendent and administrative officers of the School Board to make changes within
various budget classifications without approval by the School Board as well as those
powers reserved solely to the School Board. The budget document shall at least
include the following:

A. Basis of Budgeting - Budgets shall be prepared on the same basis of
accounting as that used in the financial statements and in accordance with
generally accepted accounting procedures.

B. Organization of the Budget - The accounts of the School Board shall be
organized on the basis of funds, each of which is considered a separate
accounting entity. The operations of each fund shall be accounted for with
separate sets of self-balancing accounts that comprise its assets,
liabilities, fund equity, revenues and expenditures.

C. Funds Budgeted - Activities of the General Fund and the Special Revenue
Funds shall be presented to the School Board for adoption annually.
Formal adoption of any Debt Service and Capital Projects funds shall not
be required but shall be included in the operating budget for informational
purposes.

D. Budget Format - The presentation of the budget shall include fund
balances, revenues, expenditures and other financing sources/uses.
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Revenues shall be budgeted by source and expenditure by function as
defined by the Louisiana Board of Elementary and Secondary Education
(BESE). The format shall also include the presentation of actual data from
the prior fiscal year, budget data for the current fiscal year, and budget
data for the proposed budget year.

E. Budget Adoption Instrument - The operating budget shall be accompanied
by a proposed budget adoption resolution.

F. Balanced Budget - The total budgeted expenditures shall not exceed the
total estimated funds available within eachfund.

G. Budget Message - A budget message shall be prepared and signed by the
Superintendent that articulates priorities and issues for the budget for the
new year. The message should describe significant changes in priorities
from the current year and explain the factors that led to those changes.

STAFF INVOLVEMENT IN THE PREPARATION OF THE BUDGET

The Superintendent or his/her designee may assign various budgetary areas to
members of the administrative staff. Each staff member who is assigned a budget area
shall recommend what items are placed in his/her area of the budget, and shall also be
held responsible for seeing that expenditures in those areas stay within budget
boundaries. Should any administrative staff member encounter problems in any budget
area after the budget has been adopted by the Caddo Parish School Board, the
Superintendent or his/her designee shall be promptly notified in order that adjustments
might be made according to School Board policy.

PUBLIC INVOLVEMENT IN THE BUDGET

Upon completion of the proposed budget and its submission to the School Board, the
Superintendent shall publish a notice in the newspaper stating that the proposed budget
is available for public inspection. The notice shall also state that a public hearing on the
proposed budget shall be held with the date, time and place of the hearing specified in
the notice. The guidelines following public involvement shall apply as follows:

A. Public _Inspection of the Proposed Budget - The proposed budget
document shall be made available for public inspection at least fifteen (15)
days prior to the date of the public hearing. Also, it shall be made
available to the public at the School Board office during regular office
hours Monday through Friday, excluding holidays.

B. Public Hearing on the Proposed Budget - The Caddo Parish School Board
shall conduct at least one public hearing prior to the adoption of the
proposed budget.
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ADOPTION PROCEDURES

All action necessary to adopt or revise the budget shall be taken in open meeting
requiring a simple majority of the School Board voting in favor of the proposed
resolution and/or revisions for adoption or any revision. The adoption procedures shall
also include the following:

A. Review by Committee - The annual operating budget and any revisions to
the budget shall be sent to the Finance Committee or appropriate
committee of the School Board for review and/or alterations.

B. Retention of Certified Copies - The Superintendent or his/her designee
shall retain and file certified copies of the adopted budget, budget
adoption resolution, duly authorized budget revisions or amendments, and
other necessary information related to the budget.

Ref: La. Rev. Stat. Ann. ''17:88, 17:89, 39:1304; Board minutes, 7-5-78, 4-16-02.
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PERIODIC BUDGET RECONCILIATION

The Caddo Parish School Board authorizes the Superintendent to reconcile and/or to
recommend changes in the budget during the fiscal year, provided the schools are
operated for the minimum term according to the rules and regulations of the Louisiana
Board of Elementary and Secondary Education (BESE). Such changes shall be subject
to the approval of the School Board, and in no event shall a budget amendment be
adopted proposing expenditures which exceed the total estimated funds available for
the fiscal year.

Revisions to the budget shall be required when the following conditions exist:

1. Revenue collections plus projected revenue collections for the remainder
of the year, within a fund, are failing to meet estimated annual budgeted
revenues by five percent (5%) or more;

2. Actual expenditures plus projected expenditures for the remainder of the
year, within a fund, are exceeding the estimated budgeted expenditures
by five percent (5%) or more; or

3. The actual beginning fund balance, within a fund, fails to meet the
estimated beginning fund balance by five percent (5%) or more, and the
fund balance is being used to fund current yearexpenditures.

Each administrative position charged with budget authority shall be responsible for the
periodic review and analysis of assigned budgets. Should any adjustments or
corrections to any budgetary line item become necessary, such change should be
brought to the attention of appropriate finance personnel. Any change shall require
approval of the Superintendent or his/her designee.

Ref: La. Rev. Stat. Ann. ''17:88, 17:89, 39:1301, 39:1302, 39:1303, 39:1304,
39:1305, 39:1306, 39:1307, 39:1308, 39:1309, 39:1310, 39:1311, 39:1312,
39:1313, 39:1314, 39:1315.
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BUDGETARY ITEM TRANSFER AQJTHORITY

The Caddo Parish School Board, Superintendent and his/her staff shall continually
evaluate the school district's budget and maintain required records which support
entittement and disposition of public funds. Line items in the budget may be changed,
with School Board approval, at any time during the fiscal year, provided such change is
consistent with existing laws and regulations of the State of Louisiana. Any request for
modification of a budgetary line item shall be approved by appropriate supervisory
personnel and submitted to the Superintendent for consideration.

It shall be the policy of the School Board that the budgets for the General Fund, Capital
Projects Fund(s), Debt Service Fund, and Child Nutrition Fund may be changed at any
time with School Board approval. Any staff request for modification of a budget line item
shall be forwarded to the Superintendent for consideration. If the Superintendent
considers the request justifiable, it shall be submitted to the Scllool Board for approval.

The Superintendent shall be authorized to approve budget line item changes for other
funds. However, such changes shall be reported to the School Board.

The Superintendent is hereby directed to advise the School Board in writing when:

1. Total revenues collections and other sources plus projected revenues and
other sources for the remainder of the year, within a fund are failing to meet
total budgeted revenues and other sources by five percent (5%) ormore.

2. Total expenditures and other uses plus projected expenditures and other
uses for the remainder of the year, within a fund, exceed the total budgeted
expenditures and other uses by five percent (5%) or more, or

3. The actual beginning fund balance, within a fund, fails to meet the estimated
beginning fund balance by five percent (5%) or more, and the fund balance

is being used to fund current yearexpenditures.

Revised: June 16, 2015

Ref: La. Rev. Stat. Ann. 8817:88, 17:89, 39:130', 39:1302, 39:1303, 39:1304, 39:1310,
39:1311; Board minutes, 2-24-93, 4-16-02, 3-18-03, '-18-05, 6-16-15.
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FUND BALANCES

The Caddo Parish School Board, in order to protect the financial integrity of school
operations, desires to maintain an adequate fund balance. The School Board also
desires that the fund balance should be large enough to continue the school system’s
daily operations during a financial adjustment period for declining revenues and/or
increasing expenditures.

Therefore, the School Board sets the maximum unassigned fund balance of the General
Fund as not to exceed fifteen percent (15%) of the General Fund’s total annual
expenditures and the minimum unassigned fund balance for the General Fund as not to
drop below ten percent (10%) of the General Fund’s total annual expenditures. Every
effort should be made to maintain the General Fund’s fund balance within these limits.
The use of General Fund balance below the established minimum limit of ten percent
(10%) shall only be for unanticipated or unforeseen events of a non-recurring nature, as
may be approved by the School Board.

Ref: La. Rev. Stat. Ann. §817:81, 17:88, 17:89.
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DEBT LIMITATION

The Caddo Parish School Board may, as authorized by the Constitution and laws of the
State, borrow money, incur debt, issue bonds, levy taxes, or pledge uncollected taxes or
revenues, with the approval of the electorate and the consent of the State Bond
Commission. Before incurring any form of debt whatsoever, the School Board is
required by law to obtain the consent and approval of the State Bond Commission. The
School Board may incur debt and issue bonds for the purposes of acquiring and/or
improving lands, purchasing, erecting and/or improving school buildings, and/or for
other purposes allowed by state law which, including the existing bonded debt of the
School Board for all bonded purposes, may not exceed thirty-five per centum (35%) of
the assessed valuation of all taxable property in the school district as ascertained by the
last assessment for the district.

Notification to the State Bond Commission shall be required by the School Board

whenever the transfer of funds authorizing indebtedness or payment on outstanding
indebtedness has not been made in a timely manner.

Ref: La. Rev. Stat. Ann. 8817:89, 17:1371, 18:1281, 18:1282, 18:1283, 18:1284,
18:1293, 39:471, 39:554, 39:562, 39:821, 39:1410.60.

Caddo Parish School Board



FILE: DEB

SHORT TERM NOTES

The Caddo Parish School Board, in accordance with state law, shall have the authority
during any fiscal year to borrow money in anticipation of current revenues for that fiscal
year and to pledge the current revenues for said fiscal year for the payment of such loan
or loans if funds on hand are not sufficient to meet current expenses. The amount of
borrowed funds shall not exceed one-half of the anticipated revenue and such loans
shall be due and payable not later than the close of the current fiscal year. All such
loans shall be approved by the Board prior to negotiation and execution of the loan.

CERTIFICATE OF INDEBTEDNESS

The School Board may issue certificates of indebtedness covering that portion of the
cost of public improvements, or the payment of other obligations, benefits, and/or
services, which are to be borne or to be paid by the School Board under contracts
payable out of the revenues of subsequent years. Such certificates shall mature over a
period not exceeding ten (10) years from the date of such certificates, with limited
exceptions permitted by state statutes, with an interest rate not to exceed eight percent
(8%), unless a higher rate is approved by the State Bond Commission. Before any
certificate of indebtedness can be issued, the School Board must certify to the State
Bond Commission the purpose and need for any such certificates.

All notes or other evidence of indebtedness of the School Board, unless specified

otherwise by law, shall be signed by the President and the Superintendent and shall be
limited as prescribed by law.

Ref: La. Rev. Stat. Ann. ''17:88, 17:89, 17:98, 33:2923, 33:2923.1, 39:1410.60,
39:1425.
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LOCAL TAX REVENUES

The Caddo Parish School Board shall annually adopt a resolution by June 1, provided
the parish assessor has received approval of the tax roll from the Louisiana State Tax
Commission and Legislative Auditor, levying parish school taxes as authorized by the
Constitution, the laws of the State of Louisiana and the voters of the parish, including
taxes to meet the principal and interest on outstanding bonds, and shall forward such
resolution to the assessor of Caddo Parish.

Special tax elections shall be called for the electors of the parish to vote on renewal of
existing taxes and/or for additional tax millage for school purposes as provided by state
law.

On the date and at the hour and place specified in the notice of election, the School
Board, in public session, shall examine and canvass the returns and declare the results
of the election. The results shall be promulgated by one publication in the official
journal of the School Board.

Ref. Constitution of Louisiana, Art VI, Sec. 29, 32; Art. VIII, Sec. 13(c); La. Rev. Stat.
Ann. 8817:98, 17:1373, 33:2737, 47:1705.
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INDUSTRIAL TAX EXEMPTIONS

The Caddo Parish School Board derives revenue from ad valorem taxation that provides
for educational needs of students served by the School Board. The School Board has
authority to consider for approval applications submitted to it by manufacturers requesting
exemption from all or part of any local ad valorem tax.

The School Board has established minimum standards and criteria under which
exemptions are granted which includes incentives for job creation and/or capital
investments.

Once an application has been received from a manufacturer the application shall be
evaluated by staff utilizing the attached ITEP matrix. Staff shall calculate whether an
exemption shall be granted or denied based on the matrix. The Superintendent shall be
authorized to execute any documents necessary to effectuate the policy of the Caddo
Parish School Board. The document shall include the number of jobs created, the term
of the exemption, the percentage of property eligible for exemption and that the
manufacturer shall lose its exemption for non-compliance with the terms of the contract
with the state.

Approved: March 20, 2018
Revised: June 5, 2018

Ref: Constitution of Louisiana, Art. VII, Sec. 21(F); Governor's Executive Order JBE-
2016-73; Board minutes, 3-20-18, 6-5-18.
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CADDO PARISH
SCHOOLBOARD
ITEP Matrix
<enter company name>
%-age
Earned Answer Score
New to Caddo Parish?** No 10% N
Jobs:
Small Business {SO or Fewer Empl)
0 New Jobs 0%
1 -5 New Jobs 25%
6 - 15 New Jobs 40%
16 - 25 New Jobs 50%
More than 25 New Jobs 60%
Large Business {More than 50 Empl)
0-4 New Jobs 0%
5 - 15 New Jobs 2504
16 - 45 New Jobs 40%
46 - 75 New Jobs 50%
More than 75 New Jobs 89 60% y 60%
Capital Investment: **
Small Business (SO or Fewer Empl)
Less than $1M -~
$1M -$5 M Ao
$SM -$10M o
Greater than $10M
10%
Large Business {More than 50 Empl)
$1M -$10M =y
$10M -$30M -
6%
$30M -$100M . y -
Greater than $100M $48.4 8% 8%
10%
** No Exemption, If No New Jobs Created :
Total Score: Years 1-5: (Max80%} 68.0%
Years 6-10: {Max 50%} 42.5%
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STATE REVENUES

The Caddo Parish School Board receives state funds as an appropriation by the state
legislature in accordance with the latest Minimum Foundation Program formula
approved by the Louisiana Board of Elementary and Secondary Education. The
Louisiana Department of Education shall transmit to the School Board no later than the
25th of each month one-twelfth of the amount payable under the formula, unless the
Louisiana Department of Education notifies the School Board of a change in the
schedule.

Ref: Constitution of Louisiana, Art. VIII, Sec. 13; La. Rev. Stat. Ann. ' '17:25, 17:25.1,
17:89.1.
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FEDERAL REVENUES

MEDICAID REIMBURSEMENT

As a part of the fulfillment of its fiscal responsibilities, Caddo Parish School Board shall
seek reimbursement through Medicaid or other authorized sources for services provided
to eligible special education students. Funds received through the reimbursement
process shall be placed in the General Fund of Caddo Parish School Board.

Ref: Board minutes, 5-3-89, 5-22-02.
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TAX AND BOND ELECTIONS AND SALES

TAX AND BOND ELECTIONS

The Caddo Parish School Board shall call elections for the public to vote on tax or bond
revenue issues. Every bond, tax, or other election at which a proposition or question is
to be submitted to the voters shall be held only on one of the dates set forth by state law
or upon proper application to and approval of the State Bond Commission on a date not
provided by statute. The proposition placed on the ballot submitted to the voters in any
bond election shall state the kinds and sources of revenues which shall be pledged to
retire the bonds, should the proposition be successful.

Public notice of the date, time, and place of any meeting at which the School Board
intends to levy, increase, renew, or continue any ad valorem property tax or sales and
use tax or authorize the calling of an election for submittal of such question to the voters
shall be both published in the official journal of the School Board no more than sixty (60)
days nor less than thirty (30) days before such public meeting and shall be announced
to the public during the course of a public meeting no more than sixty (60) days nor less
than thirty (30) days before such public meeting.

If such a meeting is postponed or cancelled, notice of any subsequent meeting to
consider taking action regarding property or sales taxes shall be published in the School
Board’s official journal no less than ten (10) days before the subsequent meeting.

If consideration of or action upon the tax proposal is postponed, or if no action was
taken regarding the tax proposal, then notice of any subsequent meeting to consider the
tax proposal shall be published no less than ten (10) days before the subsequent
meeting, unless the date, time, and place of the subsequent meeting was announced to
the public during the meeting.

On the date and at the hour and place specified in the notice of election, the School
Board, in public session, shall examine and canvass the returns and declare the result
of the elections. The result shall be promulgated by one publication in the official
journal of the School Board.

SALE OF BONDS

If approved by the electorate, the School Board shall adopt a resolution providing for the
issuance of school bonds within a particular bonding district. Said issuance of bonds
shall prescribe the form and fix the maturities thereof, and provide for the payment of
said bonds in principal and interest.

All bonds shall be advertised for sale on sealed bids, which advertisement shall be
published at least once a week for three (3) weeks, the first publication to be made at
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least fifteen (15) days preceding the date fixed for the reception of bids. Advertisement
shall be in the official journal of the governing authority at least fifteen (15) days before
the date fixed for the reception of bids. Notice of sale shall also be published once a
week for three (3) weeks preceding the date fixed for the reception of bids, either in a
financial paper published in the city of New York or the city of Chicago, or in a
newspaper of general circulation published in a city of the state of Louisiana having a
population of not less than twenty thousand inhabitants, according to the last federal
census.

The School Board may reject any and all bids. If the bonds are not sold pursuant to the
advertisement, they may be sold by the School Board by private sale, within sixty (60)
days after the date advertised for the reception of sealed bids, but no private sale shall
be made at a price less than the highest bid which shall have been received. If not sold,
the bonds shall be readvertised in the manner prescribed above.

Ref: Constitution of Louisiana, Art. VI, Sec. 30, Sec. 33; La. Rev. Stat. Ann.
'118:1281, 18:1282, 18:1283, 18:1284, 18:1285, 18:1286, 18:1293, 39:570,
39:1421, 39:1422, 39:1423, 39:1424, 39:1424.1, 39:1425, 39:1426, 39:1427,
39:1428, 39:1429, 42:19.1.
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INVESTMENTS

The Caddo Parish School Board, sets forth the following policy for the management of its
various investment portfolios as mandated by the Louisiana Revised Statutes, Title 33,
Chapter 6, Part IV, Section 2955.

GENERAL PURPOSE

The general purpose of this policy statement is: 1) to develop and outline clear investment
objectives, 2) to develop procedures and constraints for the investment process itself,
and 3) to develop a consistent method of reporting and monitoring investments and their
market value.

All policies and investment objectives should reflect the primary mandate to manage
public funds prudently.

INVESTMENT OBJECTIVE

All investment objectives shall be governed by the following priority of goals: 1) Safety of
Principal, 2) Liquidity, and 3) Yield. In addition, all investments must qualify as acceptable
and lawful under the statute named above.

It is understood that the specific investment guidelines may vary from account to account
depending on the designated use for each pool of funds. Each account that is managed
separately should have its own set of investment guidelines that specifically state the
types of investments to be used, the maximum maturity of the allowable investments and
any other limitations. Such Investment Guidelines should be developed by the CFO and
approved by the Superintendent.

1. Safety

Safety of principal is the foremost objective of the investment program.
Investments shall be undertaken in a manner that seeks to ensure the preservation
of capital in the overall portfolio. The objective will be to mitigate credit risk and
interest rate risk while avoiding the erosion of principal by inflation.

A Credit risk should be low because Louisiana State statues generally permit
only conservative investments. This Investments policy further reduces
credit risk by requiring that each investment account or pool have
specifically designated investment guidelines specifying the types of
securities that are permissible for that account or pool.

B. Interest rate risk is the risk that the market value of the securities in the
portfolio will fall due to the changes in general interest rates. Interest rate
risk may be mitigated by:

e Structuring the investment portfolio so that securities mature to meet
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cash requirements for anticipated demands, thereby avoiding the need
to sell securities on the open market prior to maturity, and

e By investing operating funds primarily in shorter-term securities.

C. Inflation risk is the risk that the purchasing power of the portfolio will fall due
to inflation being higher than portfolio returns over sustained periods of time.

o Inflation risk may be mitigated by balancing the risk from inflation with
that of credit risk and interest rate risk.

¢ Avoiding inflation risk should never be used as an excuse for investing
in securities that have excessive maturities or inappropriate risk
characteristics.

Liquidity

The investment portfolio shall remain sufficiently liquid to meet all operating
requirements that may be reasonably anticipated. This is accomplished by
structuring the portfolio so that securities mature concurrent with cash needs to
meet anticipated demands. Furthermore, since all possible cash demands cannot
be anticipated, the portfolio should consist largely of securities with active
secondary or resale markets.

Yield

The investment portfolio shall be designed with the objective of attaining a fair rate
of return throughout budgetary and economic cycles, taking into account the
investment risk constraints, liquidity needs and Inflation. Return on investment is
of least importance compared to the safety and liquidity objectives described
above. The investments are generally limited to low risk securities in anticipation
of earning a fair return relative to the risk being assumed.

STANDARDS OF CARE

1.

Prudence

The standard of prudence to be used by investment officials and investment
management firms shall be, first and foremost, to comply with Louisiana State Law.
In addition, the standard shall be the “prudent person” standard and shall be
applied in the context of managing an overall portfolio. Investment officers acting
in accordance with written procedures and this investment policy and exercising
due diligence shall be relieved of personal responsibility for an individual security’s
credit risk or market price changes, provided deviations from expectations are
reported in a timely fashion and any required action is carried out in accordance
with the terms of this policy.

Investments shall be made with judgment and care, under circumstances then
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prevailing, which persons of prudence, discretion and intelligence exercise in the
management of their own affairs, not for speculation, but for investment,
considering the probable safety of their capital as well as the probable income to
be derived.

2. Ethics and Conflicts of Interest

Elected Officials, officers and employees of the School Board involved in the
investment process shall at all times comply with Louisiana State Law governing
Ethics for Public Officials and Public Employees. A full description of the State of
Louisiana’s required behavior is found in the Code of Ethics for Public Officials and
Public Employees, which is found in Title 42 of the Revised Statute.

Additionally, elected officials, officers and employees of the School Board involved
in the investment process shall refrain from personal business activity that could
conflict with the proper execution and management of the investment program, or
that could impair their ability to make impartial decisions.

Elected officials, officers and employees of the School Board shall disclose any
material interest in financial institutions with which they conduct business. They
shall further disclose any personal financial/investment positions that could be
related to the performance of the investment portfolio.

Elected officials, officers and employees of the School Board shall refrain from
undertaking personal investment transactions with the same broker(s) with whom
business is conducted on behalf of the School Board and from undertaking
business conducted on behalf of the School Board with the same broker(s) with
whom business is conducted personally.

3. Delegation of Authority

Authority to manage the investment program is granted to the Chief Financial
Officer (CFO) who shall establish written investment guidelines for the operation
of the investment program consistent with this investment policy. These guidelines
should be approved by the Superintendent.

No person may engage in an investment transaction except as provided under the
terms of this policy and the investment guidelines established by the CFO.

The CFO shall be responsible for all transactions undertaken and shall establish a
system of controls to regulate the activities of subordinate officials.

The CFO has the authority to manage the investments, to delegate investment
authority to staff members within the Finance Department, to engage one or more
professional investment managers or to utilize a combination of these methods.

Any delegation of investment authority may only be by the CFO and should be
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approved by the Superintendent.

Delegation of investment authority by the CFO to staff members within the Finance
Department should be in writing and be approved by the Superintendent.

Delegation of investment authority to professional investment managers should be
by the CFO through contract and approved by the Superintendent.

Investment authority should never be delegated to anyone who is not either a staff
member within the Business Department or a professional investment manager
that meets the criteria outlined below.

If staff members within the Business Department are managing investments, they
should stay abreast of current market trends and bond spreads in order to be able
to effectively judge the relative attractiveness of any given bid or offer. The
following practices should be adopted to ensure such staff is making adequately
informed investment decisions:

A Staff members should monitor the scheduled maturities and potential calls
for the securities in the investment portfolio on an ongoing basis.

B. In anticipation of the need to reinvest proceeds from maturing and/or called
securities, staff members should be in contact with approved brokers and
be monitoring yields on the types of securities that they anticipate
purchasing for several days before the need for such purchases.

C. The purchase of securities on an ad-hoc basis without prior planning, and
adequate familiarization with current market conditions, should be avoided
to the extent of investing the proceeds from a maturity in a money-market
option until the staff member is able to take the time to become current on
market trends and bond spreads.

D. When purchasing securities, offers on relatively comparable securities
should be solicited from a minimum of three separate brokers to provide a
valid basis for comparison.

E. When comparing offers on similar but different securities from brokers,
differences in final maturity, the presence and details of any call features,
issuer, structure of the issue, and discount or premium should be carefully
factored into the evaluation process when determining which security is the
best fit for the investment portfolio.

F. When selling securities, bids should be solicited from a minimum of three
separate brokers to provide a basis for comparison. The best bid should be
selected. However, for sales that are part of a swap transaction,
competitive bidding is not required.
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In order to truly maintain competition, no “last looks” should be permitted.
A “last look” is when a broker is permitted to improve his/her bid or offer so
that it beats those of other brokers. Brokers should never be provided with
any information concerning other broker's bids or offers prior to submitting
their own bid or offer.

If a professional investment manager is hired they must meet the following
requirements:

A.

Be registered with the United States Securities and Exchange Commission
as a Registered Investment Advisor or be a national bank, state-chartered
bank or a national or state trust company.

Provide evidence of having expertise in managing the type(s) of assets that
they will be managing for the School Board.

Provide evidence of specific experience managing funds for local Louisiana
governments.

Acknowledge, in writing, their obligation and their ability to serve as a
fiduciary to the School Board.

Acknowledge, in writing, receipt of the School Board’s investment policy
statement and investment guidelines as well as specific knowledge of the
investment statutes of the State of Louisiana.

Agree, in writing, not to conduct any transactions through any related
entities.

SAFEKEEPING AND CUSTODY

1. Authorized Financial Dealers and Custodians

A.

All securities owned by the School Board shall be held by a third party
custodian completely independent from any broker or investment advisor
with whom the School Board conducts business. The custodian shall be a
national bank, state-chartered bank or a national or state trust company.
Such custodian shall provide the School Board with monthly transaction and
asset statements.

A list will be maintained of approved security broker/dealers. Those
broker/dealers selected must have a minimum capital requirement of
$10,000,000 and have been in business for at least five years. These may
include primary dealers or regional dealers that qualify under the Securities
and Exchange Commission Rule 15C3-1. The approved list of dealers will
be kept to a manageable number.

Caddo Parish School Board 50f9



FILE: DFE

C. All financial institutions and broker/dealers who desire to become qualified
bidders for investment transactions must supply the following as
appropriate:

1) audited financial statements
2) proof of Financial Industry Regulatory Authority (FINRA) certification

3) certification of having read the School Board’s investment policy and
guidelines as well as the statues of the State of Louisiana governing
approved investments.

D. The dealers and their representative brokers should have expertise in the
types of securities allowable under the Louisiana statutes. It is critical that
each broker, with whom the School Board does business, know the client
and understand both the School Board’s investment objective and policy
statement as well as the investment statutes of the State of Louisiana.

E. An annual review of the financial condition and registration of qualified
bidders will be conducted by the CFO.

F. With regard to funds managed by a professional investment manager, the
investment manager may use, and conduct transactions through, financial
institutions and broker/dealers with whom they believe to be adequately
gualified unless otherwise directed by the CFO and sections B, C, D and E
immediately above shall not be required unless otherwise directed by the
CFO.

2. Internal Controls

The CFO is responsible for establishing and maintaining an internal control
structure designed to ensure that the assets of the entity are protected from loss,
theft or misuse. The internal control structure shall be designed to provide
reasonable assurance that these objectives are met.

Accordingly, the CFO shall establish a process for annual independent review by
an external auditor to assure compliance with policies and procedures. The internal
controls shall address the following points:

A. Control of collusion. Collusion is a situation where two or more employees
are working in conjunction to defraud their employer.

B. Separation of transaction authority from accounting and record keeping.
C. Avoidance of physical delivery securities. Book entry securities are much

safer to transfer and account for since actual delivery of a document never
takes place. Delivered securities must be properly safeguarded against loss
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or destruction. The potential for fraud and loss increases with physically
delivered securities.

D. Clear delegation of authority to subordinate staff members.

E. Written confirmation is required for all trades and wire transfers. Due to the
potential for error and improprieties arising from telephone transactions, all
telephone transactions should be supported by written communications and
approved by the appropriate person. Written communications may be via
fax, email, or other electronic means but the safekeeping institution should
maintain a list of authorized signatures.

F. Development of a wire transfer agreement with the lead bank and/or the
third party custodian. This agreement should outline the various controls,
security provisions, and delineate responsibilities of each party making and
receiving wire transfers.

G. All trades, where applicable, will be executed by delivery versus payment
(DVP). This ensures that securities are deposited in the eligible financial
institution simultaneously with the release of funds.

FINANCIAL REPORTING AND PORTFOLIO REVIEW

1. Requirements for the CFO

The CFO shall prepare, or have prepared, an investment report at least quarterly,
including a succinct management summary that provides a clear picture of the
status of the current investment portfolio and transactions made over the last
guarter. This management report will be prepared in a manner which will allow the
determination whether investment activities during the reporting period have
conformed to the investment policy. The report should be provided to the
Superintendent and the School Board. With the approval of the Superintendent,
an alternative summary report may be developed for distribution to the School
Board.

The report will include the following:
A. A listing of individual securities held at the end of the reporting period.

B. Unrealized gains or losses resulting from appreciation or depreciation by
listing the cost and market value of securities.

C. Average weighted yield to maturity of the investments in the portfolio.
D. The percentage of the total portfolio which each type of investment
represents.
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2. Requirements for a Professional Investment Manager

A The investment manager shall provide monthly reports to the CFO. These
reports will include the following: Asset Statement with prices for all
securities as of each month-end date as well as all information listed in A-
D, above,

B. Income and Expense Report, detailed by each individual security that paid
interest during the month,

C. Amortization and Accretion Report, detailed by each individual security,
D. Interest Accrual Report, and
E. Purchase and Sale Report for the month.

In addition to monthly written reports, the investment manager will plan to meet
with the CFO at his/her convenience. Phone consultations should be available as
needed.

3. Marking to Market

A statement of the market value of the portfolio shall be issued monthly. This will
ensure that regular review has been performed on the investment portfolio in terms
of value and subsequent price volatility.

An independent pricing source is an important part of a sound investment process.
If there is an investment manager managing the portfolio, both the investment
manager and the custodian will each be providing independent pricing on a regular
basis. Should broker pricing be required for some securities, the investment
manager should verify the accuracy through some other market pricing mechanism
such as Bloomberg Financial Services.

If the CFO is managing the portfolio, he/she should try to obtain an independent
pricing source in addition to the custodian who will be providing independent
pricing on a regular basis. If broker pricing is all that is available, two brokers
should be used to price all securities. The average of the prices obtained for each
security should be used for reporting purposes.

4. Performance Standards

The investment portfolio shall be managed in accordance with the parameters
specified within this policy. The portfolio should obtain a fair rate of return during a
market/economic environment of stable interest rates. Portfolio performance
should be compared to appropriate benchmarks on a regular basis and analyzed
within the context of all the risk constraints on the portfolio.
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POLICY

1. Amendment

This policy shall be reviewed on an annual basis. Any changes shall be

recommended by the CFO and be approved by the Superintendent and the School
Board.

New policy: February 12, 2019

Ref: La. Rev. Stat. Ann. §33:2955; Board minutes, 2-12-19.
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GRANTS

The Caddo Parish School Board encourages the development of proposals to federal,
state, and private granting agencies and other sources of financial aid for subsidizing
such activities as innovative projects, feasibility studies, long-range planning, and
research and development. All such activities are to meet the following criteria:

1. They are based on a specific set of internal objectives that relate to the
established goals and objectives of the district.

2. They are to provide measures for evaluating whether or not project
objectives are being or have beenachieved.

3. The execution of all projects is to conform to state and federal laws and to
the policies of the School Board.

The School Board shall be notified of all grants. The School Board President and/or the
Superintendent shall be authorized to sign all grant proposals, subject to the School
Board's right to recall or rescind the application. An assessment shall generally be
conducted prior to submission of any grant proposal to determine any residual or
recurring costs that may be incurred by the School Board. When the grant award letter
or written notification is received and budgeted expenditures have been approved by
the granting agency, grant funds may be expended by the Superintendent or
designee/recipient. Grants awarded directly by a federal governmental agency and
grant budgets shall be submitted to the School Board as soon as possible after the
grant award letter or written notification is received. The School Board shall be
informed of any recurring costs related to grants and reserves the right to terminate a
grant at any time and return any unexpended funds to the grantor.

Grant awards for which the School Board is designated as fiscal agent shall be handled
through the central office accounting system and shall be assigned to a director or
instructional supervisor ereeerdinateras project administrator. In addition to adhering
to the rules and regulations required by the grantor agency, all grant awards must follow
all established policies and procedures of the School Board.

Grants written at the schools shall be accounted for as school funds and shall follow all
applicable School Board policies related to school based accounting and recordkeeping.
However, any grants written at the schools that exceed $10,000 and awarded in the
name of the Caddo Parish School Board, or benefit more than one school, shall be
handled through the central office accounting system and shall be assigned to a director
or instructional supervisor as project administrator.

Ref: La. Rev. Stat. Ann. '17:81.
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BEQUESTS AND GIFTS

No public employee shall solicit or accept, directly or indirectly, anything of economic
value as a gift or gratuity from any person or from any officer, director, agent, or
employee of such person, if such public employee knows or reasonably should know
that such person:

1. Conducts operations or activities which are regulated by the public
employee's agency.

2. Has substantial economic interests which may be substantially affected by
the performance or nonperformance of the public employee's official duty.

DONATIONS

The Caddo Parish School Board shall encourage community groups, organizations, and
individuals to assist the School Board in providing materials and financial resources to
the School Board or schools which otherwise might not be available.

Unrestricted donations may be accepted by the School Board or any school subject to
approval guidelines of the School Board. Items donated to schools may be retained by
the receiving school under the ownership of the Caddo Parish School Board. The
School Board shall retain the discretion to remove, repair, or modify any item which it
considers obsolete, worn-out, or unsafe.

The School Board may accept and administer any donation that may be made to it for
educational or literary purposes. The School Board, as donee, shall administer the
property entrusted to them in conformity with the directives contained in the act of
donation and for that purpose the School Board is vested with all the necessary powers
of administration.

GIFTS AND AWARDS

School funds shall not be used to provide any form of gift to an employee, and no
employee shall accept such gift, except that which is dedicated for that specific purpose.
No cash gifts shall be given School Board employees or students, whether in
appreciation, as a “bonus,” or for any other reason. For purposes of this policy, gift
certificates for merchandise shall be considered cash and shall not be given as a gift.
This includes payment from athletic booster clubs or other organizations to coaches,
sponsors, or employees. Cash awards may be given to schools as contest prizes or
incentive awards but only when the recipient is not “predetermined.”

Ref: La. Rev. Stat. Ann. ' '17:381, 17:382, 17:383, 42:1115.
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ADMISSIONS AND GATE RECEIPTS

The Caddo Parish School Board shall establish and maintain a uniform procedure for
the handling and accounting of admission fees charged for all school events, such as
athletics or entertainment, whether such is assessed in advance or upon entering. All
such fees shall be controlled through the use of pre-numbered tickets. The price of
tickets shall be determined and set by each school.

Uniform procedures shall be used for selling and collecting tickets to athletic and all
other school functions when admission is charged, to ensure the proper accounting of
all ticket transactions. Money received from school-sponsored activities such as football,
basketball, track, baseball, shows, plays, concerts, etc., shall be verified by the use of a
numbered ticket system. It is required that the first and last ticket of each roll used for
that activity be attached to the Gate Receipt form to confirm sales. Any information
which would help verify or account for income shall be filed with the deposit ticket.

SENIOR CITIZENS

Senior citizens of Caddo Parish, which is any person sixty-five (65) years of age or
older, may be given a senior citizen’s identification card which shall entitle them to
attend any activities at any school in the district at nocharge.

Ref: La. Rev. Stat. Ann. '17:81; Board minutes, 6-16-82, 5-22-02.
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LEASE OF SCHOOL LANDS

The Caddo Parish School Board may execute a lease of any of its school land. Leases
for the purposes of trapping, grazing, hunting, agriculture/farming or any other legitimate
purposes other than for removal of oil, gas, or other minerals, may be executed on such
terms and conditions as are in the best interest of the School Board and in compliance
with state law. Such leases shall be awarded only after formal advertisement for and
receipt of bids as set forth by state law.

The School Board shall require all appropriate leases, as determined by the School
Board's legal adviser, to include the purchase of appropriate liability insurance by the
individual or organization leasing the property, which shall hold the School Board free
from any liability that may result directly or indirectly from the leased property's usage.

MINERAL LEASES

All mineral leases shall be advertised, received, opened and accepted/rejected on
behalf of the School Board by the State Mineral Board. Leases for the production and
removal of minerals granted by or on behalf of the School Board shall provide for a
minimum of royalties of one-sixth on all oil and gas, sulphur, potash, and other minerals
produced and saved and five percent (5%) on lignite and salt.

GEOPHYSICAL OR SEISMIC SURVEY PERMITS

The School Board may grant permission for geophysical or seismic surveys to be
conducted on School Board property. For the privilege of conducting seismograph
exploration over and across lands owned by the School Board, application must be
submitted to the School Board seeking permission to conduct surveys. If said
application is approved by the School Board, the applicant shall be permitted to conduct
its seismographic operations in accordance with terms and conditions set forth in the
permit agreement for a minimum fee as set by the School Board. All applications shall
contain pertinent information to adequately evaluate the proposed survey.

Upon completion of any survey conducted, the surveyor shall be responsible for
plugging and properly abandoning any drilled holes in accordance with state guidelines.

RIGHTS-OF-WAY

The Caddo Parish School Board may grant rights-of-way on school lands upon formal
written request. No application for a right-of-way shall be considered unless certificate
of publication of due notice is on file in the office of the School Board, showing
advertisement of the pending application has been made two times within ten (10) days
in the official journal of the system wherein the school lands are situated. A fee may be
charged for such privilege.
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SIXTEENTH SECTION LANDS

Leasing of Sixteenth Section lands shall be handled as follows:

1

The School Board, upon determining to lease any Sixteenth Section lands,
shall publish an advertisement in the official journal of the School Board
where the land is located setting forth a description of the land to be
leased, the time when bids will be received, and a short summary of the
terms, conditions, and purposes of the lease to be executed. If the lands
are situated in two (2) or more parishes, the advertisement shall appear in
the official journals of all parishes in which the lands are located. The
advertisement shall be published for a period of not less than fifteen (15)
days and at least once a week during three (3) consecutive weeks. The
School Board may also send notices to those whom it may think would be
interested in submitting bids for the leases.

Bids must be enclosed and sealed in the self-addressed return envelope
furnished by the School Board for that purpose, or a facsimile thereof, and
forwarded through the United States mail.

Bids shall be accompanied by a minimum deposit in an amount equal to
10% of the bid but not less than $250.00 or such larger amounts as may
be required by state law, and this deposit shall be in the form of cash or a
certified check made payable to the Caddo Parish SchoolBoard.

Acceptance or rejection of bids handled through the State Mineral Board:

When through adoption of the appropriate resolution whereby the School
Board authorizes and directs the State Mineral Board to handle the
leasing of Section 16 lands, the President of the School Board and the
Superintendent, or in their absence, their designee, shall have the
authority to accept or reject all bids on Section 16 Lands handled through
the State Mineral Board.

Leases shall generally be for a three (3) year period, unless otherwise stipulated at time
of advertisement, or subsequently negotiated and approved by the School Board and
lessee. All leases shall be publicly bid at the expiration of the lease.

The lessee shall be required to provide the School Board with a certificate of insurance
showing general liability coverage with a limit of at least $1,000,000 naming the Caddo
Parish School Board as an additional insured. Said certificate shall be provided prior to
the beginning date of the lease.

Ref: Constitution of Louisiana, Art. VII, Sec. 4(c); Art IX, Sec. 4(b); La. Rev. Stat. Ann.
'+17:87, 17:87.1, 17:87.2, 17:87.3, 17:87.8, 30:121, 30:127, 30:151, 41:1211,
41:1212, 41:1213, 41:1214, 41:1215, 41:1215.1, 41:1215.2, 41:1216, 41:1217,
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41:1218, 41:1219, 41:1220, 41:1221, 41:1222, 41:1223, 41:1224; Board minutes,
4-2-58, 5-22-02.
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SALE OF SURPLUS EQUIPMENT AND SUPPLIES

Merchandise and equipment no longer usable for the purpose for which it was acquired
or built shall be declared surplus by the Superintendent upon notification by the
department to which the merchandise or equipment has been assigned. The equipment
and appliances will then be inspected to determine if they are usable or should be
declared surplus. If the items are declared surplus, the Caddo Parish School Board
shall then call for sealed bids and/or public auction for the sale of such merchandise or
equipment. A minimum fair value price shall be established for each item and the bid
price shall start at that point for items considered worthy. Said bids shall be opened
publicly and disposed of in a prudent, businesslike manner. The School Board shall
reserve the right to accept or reject any and all bids.

Items declared surplus or unfit for further use by the Board shall be stored at the
school/department where assigned until the merchandise or equipment is properly sold
or other plans for disposition are approved by the Superintendent.

The sale of surplus merchandise or equipment shall be final, on the "as is" or "where is"
basis and shall carry no warranties whatsoever. If not eventually sold, these items shall
be sold as junk, or if no salvage value can be realized, destroyed in the most
economical manner possible.

COMPUTING DEVICES

When the School Board determines that an individual computing device used by a
student or students has reached the end of its typical life cycle, is no longer needed for
school purposes, and will be removed from classroom use, and that the best interest of
the public school system would be served by the private sale of such device due to the
cost of auctioning the device or recycling it or due to other factors, the School Board
may sell the device to a student enrolled in a school in the school system or to the
parent, tutor, or legal guardian of such a student.

The sale price for the device shall be reasonably equivalent to the value of the device,
taking into consideration its typical life cycle, current condition, and costs of other
methods of alienation or disposal.

All such sales shall be in accordance with School Board policies, and sale prices shall
be approved by appropriate school system administrative personnel prior to sale. Such
sales shall apply only to individual computing devices used for classwork by students
and shall not apply to other computer equipment or related equipment such as routers,
switches, or servers.

Ref: La. Rev. Stat. Ann. ' '17:87.6, 49:125.
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SALE OF SURPLUS UNUSED REAL PROPERTY

Whenever the Caddo Parish School Board determines that any school lands or other
immovable property under its control are no longer needed for school purposes and that
the best interest of the School Board would be served by the sale of such lands, the
School Board shall have authority to dispose of such lands at public auction, under
sealed bids, or by licensed real estate broker.
The School Board may obtain appraisals from up to three Louisiana state-certified
commercial real estate appraisers to ascertain the current value of the property with the
following qualifications:

e Licensed within the State of Louisiana;

e Have the ability to perform detailed inspections to determine the value of
commercial properties;

e Have the proven ability to produce written appraisals for necessary parties;

e Have the proven ability to identify any discrepancies between a report and the
actual property stated:;

e Have the proven ability to analyze and provide precautionary advice;
e Have the ability to defend appealed assessments; and

e Have the ability to determine the worth of major improvements, and value-added
additions.

The appraisals shall be obtained within six (6) months prior to the conducting of the
sale.

SALE UTILIZING PUBLIC AUCTION OR SEALED BIDS

The sale at public auction or under sealed bids shall be made only after advertisement
on at least three (3) separate days for at least thirty (30) days prior to the date on which
the land is to be offered for sale in the official journal of the parish in which the land is
situated or, if no newspaper is published in the parish, then by posting a written or
printed notice for thirty (30) days at or near the front door of the court house in the
parish in which the property is situated, at or near the front door of the School Board
office and at one other public place in the parish.
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1. On the day named in the advertisement, the property shall be sold at public
auction at the School Board office, between the hours of eleven (11:00) a.m. and
four (4:00) p.m., with appraisement, to the last and highest bidder, upon such
terms and conditions as the School Board shall determine. The deeds shall
contain the usual security clauses and a stipulation to pay ten percent (10%)
attorney fees in the event it becomes necessary to secure the services of an
attorney for the purpose of collection. If the highest bid received is not equal to
or greater than the minimum bid as provided in Section 3 below, the sale shall be
cancelled and no bid shall be accepted.

2. On the date named in the advertisement if the property is to be sold under sealed
bids, the bids shall be opened in the offices of the School Board at the hour
designated in the advertisement. The property shall be sold to the highest bidder
upon such terms and conditions as the School Board shall determine. The deed
shall contain the usual security clauses and a stipulation to pay ten percent
(10%) attorney fees in the event it becomes necessary to secure the services of
an attorney for the purpose of collection. The School Board shall reserve the
right to reject any and all bids, and all bids shall be rejected if the highest bid
received is not equal to or greater than the minimum bid as provided in Section 3
below:

3. A.  The first time a School Board offers a particular property for sale pursuant
to this Section, the minimum bid shall be eighty-five percent (85%) of the
appraised value of the property.

B. If the School Board fails to sell the property because the maximum bid
received was not equal to or greater than the minimum bid established in
Paragraph A above, the School Board may make a second effort to sell
the property following the procedures outlined in this Section. The
minimum bid for a second effort to sell the same property shall be eighty
percent (80%) of the appraised value.

C. If the School Board has twice failed to sell property because the maximum
bid received was not equal to or greater than the minimum bid otherwise
provided in this Subsection, there shall be no minimum bid at the third
effort to sell the property, and the School Board may sell the property to
the highest bidder as otherwise provided by this Section.

SALE OF SCHOOL REAL PROPERTY UTILIZING REAL ESTATE BROKER

In lieu of public auction or sealed bids, and when it is in the best interest of the School
Board, the School Board may contract for the services of a licensed real estate broker
to conduct the sale of the property. The licensed commercial real estate broker shall be
selected utilizing a request for proposals process based on the following qualifications:
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e Licensed within the State of Louisiana;
e Ability to provide substantial analytical data and financial information;

e Education and/or experience that supports finance, statistics, economics and
business administration decisions;

e Effective interpersonal skills to support negotiations, and customer service;

e Development and interpretation of market demographic studies and
environmental research;

e Well-established business relationships and partnerships to promote effective
business solutions; and

e Substantial experience managing or selling commercial real estate

The term of the contract shall not exceed six (6) months. A minimum sale price and a
time period within which the sale is to occur shall be specified by the School Board as
conditions of the contract. Payment shall not exceed five (5%) percent of the sale price
and shall be contingent upon completion of the sale in accordance with the terms and
conditions of the contract. The School Board shall have the right to cancel the contract
at any time for any reason prior to the sale and conduct the sale as otherwise provided
by law.

No member or immediate family, as defined in La. Rev. Stat. Ann. 842:1102, of the
School Board or legislature shall perform the services of appraiser or real estate broker
authorized by this Section.

The deed of the President of the School Board shall be full and complete evidence of

the sale, shall convey a good and valid title to the property sold, and shall have the
force and effect of a notarial act.

Revised: August 15, 2017

Ref: La. Rev. Stat. Ann. ' '17:87, 17:87.6, 41:891, 41:892, 42:1102; Board minutes,
8-15-17.
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DEPOSITORY OF FUNDS

The Caddo Parish School Board shall select and contract with a depository to provide
the most efficient and otherwise desirable services for the School Board and School
District. Selection of the official depository shall be in accordance with statutory
provisions. All funds of the School Board shall be deposited to the account(s) of the
School Board in the official depository.

All monies retained in school buildings shall be safeguarded in secure areas at all times.
However, the School Board shall assume no responsibility for funds lost in a school.

The School Board requires that school funds shall be deposited on a daily basis,
whenever possible.

Ref: La. Rev. Stat. Ann. §817:95, 39:1211, 39:1212.
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BONDED EMPLOYEES

The Caddo Parish School Board shall require all persons authorized to sign checks or
warrants drawn against the school funds to furnish a surety bond in an amount to be
determined by the School Board, but which shall be not less than fifteen thousand
dollars, for the faithful performance of their duties.

The School Board treasurer shall give an indemnity bond in such sum as may be
determined by the School Board, made in favor of the governor or his/her successors in
office and the School Board, and the School Board shall pay the premium of said bond.

All bonds purchased by the School Board made in favor of the School Board shall
include coverage for faithful performance of duties as well as coverage against loss
sustained by the School Board through any fraudulent or dishonest act committed by
any of the bonded employees. All bonds purchased by the School Board shall be from
an insurance company licensed to do business in Louisiana.

Ref: La. Rev. Stat. Ann. §817:95, 17:97.
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ACCOUNTING SYSTEM

The Caddo Parish School Board delegates to the Superintendent or his/her designee,
the responsibility for accounting for all School Board and school funds, and for
maintaining complete, accurate, and detailed records of all financial transactions in the
school district. These records shall be in accordance with generally accepted
accounting principles, as prescribed, and approved regulations of the Board of
Elementary and Secondary Education (BESE).

Said accounts and fiscal records shall be available during normal business hours for
inspection by the public.

SCHOOL BOARD FUNDS

The School Board shall require the Superintendent to provide the necessary guidance
and direction for the administrative implementation, review, analysis, reporting, and
modification of all budgeted activities as approved by the School Board. All regulations
developed and maintained governing the fiscal responsibility of the School Board and its
personnel and resources shall be designed to promote efficient management and sound
fiscal accountability at every level of the school system.

All School Board employees charged with receipt, handling, and/or disbursement of any
School Board funds shall abide strictly by state and federal law, policies of the School
Board, and regulations and procedures developed by the Superintendent or his/her
designee.

SCHOOL FUNDS

The School Board shall require that uniform procedures be applied throughout the
school district to assure the proper accounting for, and expenditure of, all funds under
the control of each individual school. Such funds shall be subject to regular audit by the
appropriate school district personnel or as may otherwise be provided.

Adherence to and implementation of state law and all administrative regulations and
procedures as may be established by the Superintendent shall be the responsibility of
each school principal or his/her designee. These shall include, but not be limited to the
following:

1. Each fund in each school shall maintain accounting records in such a way
as to conform with written procedures prescribed by the Superintendent.

2. Principals shall neither make nor permit the purchase or the incurring of
any obligations which exceeds the cash assets available for such use.
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3. All funds received from students for the purchase of class rings, pictures
or similar projects shall constitute trust funds and shall be used for no
other purpose. Any other use shall constitute a misappropriation of those
funds.

4. All obligations of the school shall be paid and the books closed not later
than June 30 of each year and a final report made to the Superintendent
or his/her designee.

5. Any recommendations made in audit reports shall be implemented and
followed by principals responsible for the school. Any exception to audit
recommendations shall be explained in writing by the principal to the
Superintendent. The Superintendent shall then decide if further action is
required and recommend the nature of the action to the School Board.

Any deviation from this policy shall be dealt with according to law. Principals shall be
responsible for the maintenance of current and proper financial records and may be
personally liable for purchases which exceed the financial resources of the school.

The School Board shall receive periodic reports from the Superintendent of all income,
expenditures, balances in the schools' various accounts, and such other data as the
School Board may prescribe, in addition to regular financial reports.

Ref: La. Rev. Stat. Ann. ''17:59, 17:196, 17:414.3, 24:515, 39:1301, 39:1302,
39:1303, 39:1304, 39:1305, 39:1306, 39:1307, 39:1308, 39:1309, 39:1310,
39:1311, 39:1312, 39:1313, 39:1314; Louisiana Handbook for School
Administrators, Bulletin 741, Louisiana Accounting and Uniform Governmental
Handbook, Bulletin 1929, Louisiana Department of Education; Board minutes, 2-
17-71, 5-22-02.
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FINANCIAL REPORTS AND STATEMENTS

The Caddo Parish School Board shall make all reports required by the Louisiana Board
of Elementary and Secondary Education (BESE) and/or state law relative to the
financial operation of the school district.

The School Board shall require that all financial reports and statements be prepared
completely and accurately and that said reports and statements be submitted to
designated officials on or before specified due dates.

The Superintendent shall provide the School Board with periodic financial statements,
upon request. Said reports shall reflect compilation of all school financial reports plus
system-wide budgetary data as prepared by the Superintendent or his/her designees,
as well as any other financial informationrequested.

Principals shall be required to provide the Superintendent or his/her designee with all
required official reports and necessary documentation he/she may prescribe. These
reports shall be presented by the dates established by the Superintendent.

Ref: La. Rev. Stat. Ann. §817:88, 17:196.
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FINANCIAL REPORTS AND STATEMENTS

The Caddo Parish School Board shall make all reports required by the Louisiana Board
of Elementary and Secondary Education (BESE) and/or state law relative to the
financial operation of the school district.

The School Board shall require that all financial reports and statements be prepared
completely and accurately and that said reports and statements be submitted to
designated officials on or before specified due dates.

The Superintendent shall provide the School Board with periodic financial statements,
upon request. Said reports shall reflect compilation of all school financial reports plus
system-wide budgetary data as prepared by the Superintendent or his/her designees,
as well as any other financial information requested.

Principals shall be required to provide the Superintendent or his/her designee with all
required official reports and necessary documentation he/she may prescribe. These
reports shall be presented by the dates established by the Superintendent.

Ref: La. Rev. Stat. Ann. §817:88, 17:196.
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AMERICAN RECOVERY AND REINVESTMENT REPORTING REQUIREMENTS

The Caddo Parish School Board shall adhere to federal and state guidelines in the
submission of reports on use of stimulus funds received through the federal American
Recovery and Reinvestment Act of 2009 (ARRA) and subsequent authorizations of
federal stimulus subject to ARRA reporting requirements. These guidelines require the
School Board, as sub-recipient of ARRA and/or other designated stimulus funds, to
submit quarterly reports on the use of such funds to the Louisiana Department of
Education (LDE) no later than the 5™ day following the end of each quarter.

ARRA grants for which the School Board may receive funds and therefore require a
report include the following:

Title |

Title I School Improvement 1003g ARRA
Title Il — EETT-TIG

Title Il — Connect Tech
Title Il — High Tech

IDEA Part B

IDEA Preschool
Homeless

: Child Nutrition Equipment
0. State Fiscal Stabilization
1. Education Jobs

HRPROoOo~NOhwhE

Additional grants may be awarded under subsequent federal stimulus authorizations,
and therefore this reporting may also be required for grants not listed above.

Aimed at providing information into the use of these funds, reports shall be required to
include the following detailed information:

1. The total amount of stimulus recovery funds received from the LDE;

2 The amount of stimulus/recovery funds expended or obligated to projects
or activities. The School Board at its discretion may limit the reporting of
expenditures expended and obligated through a date no earlier than
twenty (20) days prior to the end of the reporting quarter in order to meet
the required reporting deadline;

3. A detailed list of all projects or activities for which recovery funds were
expended or obligated, including

A. the name of the project or activity;
B. a description of the project or activity;
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C. an evaluation of the completion status of the project or activity; and,
D. an estimate of number of jobs created and the number of jobs
retained by the project or activity.

4. Detailed information on any subcontracts or subgrants awarded by the
School Board and other payments which may include the data elements
required to comply with the Federal Funding Accountability and
Transparency Act of 2006 (Public Law 109-282),

5. Estimates of jobs created and jobs retained for each project or activity
through the use of stimulus funds. The estimate of the number of jobs
created or retained by the Recovery Act or other stimulus funds should be
expressed as “full-time equivalents” (FTE). In calculating an FTE, the
number of actual hours worked in funded jobs shall be divided by the
number of hours representing a full work schedule for the kind of job being
estimated. These FTEs shall then be adjusted to count only the portion
corresponding to the share of the job funded by Recovery Act or other
stimulus funds.

As part of the reporting process, the School Board and any other contractor/recipient to
be paid by the School Board utilizing ARRA or other designated stimulus funds shall be
required to register with the Central Contractor Registration (CCR) database for the US
Federal Government. Registration is required before any person or entity can be
awarded a contract. In addition, all reporting entities shall also be required to obtain a
valid and current Dun and Bradstreet (D&B) D-U-N-S number, a unique 9-digit
identification number used for identifying businesses worldwide.

The School Board and any recipient of ARRA or other stimulus funds shall be required
to renew and revalidate its CCR registration at least every twelve (12) months from the
date of original registration. More frequent registration may be needed to accommodate
changes.

All documentation and data reported shall be preserved and maintained in the School

Board office for such time as is necessary to comply with all ARRA reporting
requirements.

Ref: American Recovery and Reinvestment Act of 2009, (Public Law 111-5); Board
minutes, 5-15-12.
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INVENTORIES

CAPITAL ASSETS

The Caddo Parish School Board directs the Superintendent to maintain a current
itemized list of all land, buildings, improvements other than buildings, equipment, and
any other capital assets which were purchased or otherwise acquired, for which the
School Board is accountable.

The property control system shall include a list for reporting purposes of all fixed assets
with a value of $5,000 or more in the district including all items purchased or donated to
the school district. The list shall include information as to the date of purchase, the
initial cost, and the disposition, if any, and the purpose of such disposition and the
recipient of the property or equipment disposed of. In the case of theft, a police report
should be obtained immediately when an asset has been stolen, and the property
manager in the central office should also be immediately notified of the theft.

For accountability and internal control purposes, an inventory of equipment and other
items costing less than $5,000 may also be inventoried, tagged, and tracked by the
School Board. This may include items such as computers, cameras, projectors,
televisions, band equipment, appliances (e.g. stoves or refrigerators), and furniture.

Physical Inventory

In order to maintain an accurate account of Caddo Parish School Board possessions, a
physical inventory of all possessions shall be taken at the building level at least
annually, but may be more frequent as needed. Principals or their designees are the
designated custodians of all possessions at the school level and shall be ultimately
responsible for the safeguarding and record maintenance of all assets/equipment in
their schools. However, any employee who has physical custody of School Board
assets shall be personally responsible for safeguarding the assets, i.e., each teacher
shall be responsible for his/her classroom, the librarian for the assets in the library, the
band director for the assets in the band department, etc.

Building level administrators shall be responsible for ensuring that annual inventories
are taken and that the property control officer is notified of any changes that need to be
made to their respective inventory records or reported as required. The Superintendent
and/or his/her designee shall maintain pertinent procedures for maintaining inventory
and tracking records, including, identifying, appraising, tagging, and removing fixed
assets from any inventory records.

GRANT ASSETS

Capital assets purchased by federal, state, or local grants should be placed in operation
immediately. If there is a problem in getting the asset in operation, the Superintendent
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should be notified immediately.

INTANGIBLE ASSETS

An intangible asset shall be considered an asset with an initial life that extends beyond
a single reporting period, lacks physical substance, and in nonfinancial in nature.
Intangible assets shall include easements, water rights, timber rights, patents,
trademarks, and computer software which can be purchased or licensed or internally
generated.

An intangible asset should only be recognized if it is identifiable. An asset is identifiable
if it is separable; i.e., the asset is capable of being separated and sold, transferred,
licensed, etc., or if the asset arises from contractual or other legal rights, regardless of
whether rights are separable.

Intangible assets shall be amortized over their useful lives. The useful life of an
intangible asset that arises from contractual or legal rights should not exceed the legal
term of the rights. Renewal periods should be considered in determining the useful life
if there is evidence that renewal will be sought and achieved and the cost of the renewal
is nominal in relation to the level of service capacity expected to be obtained through
the renewal. An intangible asset is not amortized if the asset has an indefinite useful
life. An intangible asset should be considered to have an indefinite useful life if there
are no legal, contractual, regulatory, technological, or other factors that limit the useful
life of the asset. For example, a permanent right-of-way easement would have an
indefinite useful life.

Rules for accounting, calculating the initial value and depreciation of the asset shall be
in accordance with generally accepted accounting standards.

For accountability and internal control purposes, an inventory of intangible assets shall
be kept for any asset with a value of $5,000 or more.

TEXTBOOK INVENTORIES

The School Board and each school shall keep an inventory record of all textbooks on
hand at the beginning of the session, as well as records of those textbooks added, worn
out, and in need of replacement. Textbook records should be kept on file for a minimum
of three (3) years. All lost or damaged books must be paid for by the student to which
the books have been assigned. Money received by a principal for lost or damaged
books must be recorded and deposited into the schoolaccount.

Ref: La. Rev. Stat. Ann. §'17:81, 24:515; Louisiana Handbook for School
Administrators, Bulletin 741, State Textbook Adoption Policy and Procedure
Manual, Bulletin 1794, Louisiana Accounting and Uniform Governmental
Handbook, Bulletin 1929, Louisiana Department of Education; Board minutes, 5-
2-51, 2-17-99, 5-15-01, 4-16-02, 12-14-10.

Caddo Parish School Board 20f2



FILE: DID
Cf: DIA, DK

AUDITS

The Caddo Parish School Board shall require all financial records and accounts,
including business transactions, of the school district and each school to be audited in
accordance with generally accepted auditing standards. The audit of selected accounts
shall be conducted by internal auditors or contracted personnel in conformance with
prescribed standards and legal requirements. Said audits, upon completion, shall be
presented to the School Board for examination.

Other financial audits shall also be made of appropriate accounts upon the transfer,
resignation, or dismissal of personnel responsible for receiving and disbursing school
funds, or whenever, in the opinion of the School Board, a financial audit is deemed
advisable. The School Board’s internal auditors, a certified public accountant, or a
reputable accounting firm shall conduct such audits as necessary.

All audits shall be conducted and filed in accordance with statutory provisions. Should
any error or discrepancies be found as a result of any audit, any personnel found
responsible may be subject to disciplinary action, up to and including termination.

ANNUAL AUDIT

Within six (6) months of the close of the fiscal year, the School Board shall require an
annual examination of all financial statements, financial accountability, and review of all
books and accounts of the School Board. Such a complete examination shall be
conducted by a licensed certified public accountant(s), who has been engaged by the
School Board and such examination shall be performed in accordance with generally
accepted governmental auditing standards and the Louisiana Governmental Audit
Guide. The accountant shall have access to and assistance privileges of all accounts,
records, files, and any other forms of recordation of the School Board. However, the
accountant shall comply with any and all restrictions imposed by law on documents,
data, or information deemed confidential by law furnished to him/her during the
examination. The report shall then be submitted to the Legislative Auditor.

Ref: La. Rev. Stat. Ann. 8817:88, 17:89, 17:196, 24:513, 24:514, 24:515; Board
minutes, 3-5-80, 6-3-87, 5-22-02.
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INTERNAL AUDITING

The Caddo Parish School Board maintains an Internal Audit Department which is
responsible for furnishing the School Board, Superintendent, and other designated
personnel with analysis, appraisals, recommendations and information concerning
the School Board's fiscal and business operations and the activities that are
included.

ROLE AND SCOPE OF WORK

The internal audit activity is established by the Caddo Parish School Board (CPSB) and
may be delegated to the Audit Committee. The main role and scope of work for the
Internal Audit Department includes (1) assessing the adequacy and effectiveness of the
system of risk management and internal controls operated within the CPSB; (2)
reviewing and evaluating compliance with policies, plans, procedures, laws and
regulations; (3) assessing the reliability and integrity of infolmation; (4) safeguarding
CPSB assets; and (5) other assessments as approved by the Board and delegated to
the Audit Committee.

AUTHORITY

The internal audit activity, with strict accountability for confidentiality and
safeguarding records and information, is authorized full, free, and unrestricted
access to all CPSB records, physical properties, and personnel pertinent to carrying
out any engagement. All employees are requested to assist the internal audit
activity in fulfilling its roles and responsibilities. The internal audit activity will also
have free and unrestricted access to the School Board. In the event the internal
auditor requires access to employee personnel records, the internal auditor must be
designated by the superintendent to have access to an employee's personnel file.
The internal auditor must notify the employee of the auditor's access to the
employee's personnel file in accordance with La. Rev. Stat. Ann. §17:1237.

ORGANIZATION

The Chief Internal Auditor will report administratively (i.e. day to day operations) to the
Superintendent and periodically report results to the Audit Committee of the CPSB.

INDEPENDENCE AND OBJECTIVITY

All audit activities, including matters of audit scope, procedures, frequency, timing, or
report content, shall remain free of influence by any element of the system to maintain
proper objectivity.

Internal auditors will have no direct operational responsibility or authority over any of the

activities audited. Accordingly, they will not implement internal controls, develop
procedures install systems, prepare records or engage in any activity that may impair the
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internal auditor's judgment.

Internal auditors will exhibit the highest level of professional objectivity in gathering,
evaluating, and communicating information about the activity or process being
examined. Internal auditors will make a balanced assessment of all the relevant
circumstances and not be unduly influenced by their own interests or by others in
forming judgments.

REPORTING AND MONITORING

A written report will be prepared and issued by the Chief Internal Auditor or designee
following the conclusion of each internal audit engagement and will be distributed as
appropriate. Internal audit results will also be communicated to the Board through the
Audit Committee.

The internal audit report may include management's response and corrective action
taken or to be taken regarding the specific findings and recommendations.
Management's response should include a timetable for anticipated completion of action
to be taken and an explanation for any corrective action that will not be implemented.

In cases where a response is not included within the audit report, management of the
audited area shall respond, in writing, within thiliy (30) days of publication to the Internal
Audit Department and the Audit Committee.

The internal audit activity will be responsible for appropriate follow-up engagement
finding and recommendations. All significant findings will remain in an open issues file
until cleared.

The Audit Committee shall review all open audits and synopsis of internal audit activity
at quarterly Committee meetings.

Internal audits will be part of performance evaluations.

The Superintendent has authority to discipline any employee who fails to respond to the
corrective actions agreed upon by management.

The Chief Internal Auditor will periodically report to senior management and the School
Board on the internal audit activity's purpose, authority, and responsibility, as well as
performance relative to its plan. Reporting will also include significant risk exposures
and control issues, including fraud risks, and other matters needed or requested by
senior management and the School Board.

New policy: September 18, 2018 Revised: July 23, 2019

Ref: La. Rev. Stat. Ann. §817:88, 17:89, 17:196, 24:513, 24:514, 24:515; Board
minutes, 3-5-80, 6-3-87, 5-22-02, 8-19-14, 9-18-18, 7-23-19.
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RECORDS RETENTION

Financial records, supporting documents, statistical records and all other records
pertinent to accounting and reporting for sources and uses of funds shall be retained in
accordance with the Records Retention Schedule, as approved by the Caddo Parish
School Board. All material records of the School Board shall be maintained for a
minimum period of least three (3) years, unless otherwise noted in the schedule below:

RECORDS RETENTION SCHEDULE 3 years 6 Years Permanent

Accounts payable and receivable Y

Annual budget reports

Y
Auto/mileage reports/Travel expense Y
Y

Bank statements/Cancelled checks

Correspondence (regular and e-mail):

general or routine Y

legal and important matters

Deeds, mortgages, and bills of sale

Deposit receipts

Financial audit reports

Financial statements

<= < | =

Fixed assets/Inventory records

Insurance policies (expired) Y

Insurance policies (current) Y

Patient records

Payroll records and summaries

Personnel files (after separation)

Property records Y

Purchase orders

State/Local contracts

Tax returns and related documents Y

Time sheets Y

Other time restrictions may apply to certain records. A microphotographic process or
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other legal form of archival recordkeeping may be utilized and the resulting microform
retained for storage in lieu of the original itself unless specifically prohibited by law.

Records should not be destroyed when there is pending litigation or until the appropriate
state or federal audits have been conducted. The disposal of public records in any
school shall be supervised by the principal and a record made of the disposal, including
the disposal date and names of those observing the disposal.

Any off-site storage of records or official documentation shall be properly labeled for
easy reference, and protected for security.

Ref: La. Rev. Stat. Ann. ''17:196, 39:1597, 39:1598, 39:1626, 39:1627, 44:36,
44:411.
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EXPENDITURE OF FUNDS

In accordance with statutory provisions, the Caddo Parish School Board shall direct the
Superintendent to serve as treasurer for the School Board who shall receive, hold in
custody, and expend all funds as directed by the School Board and in conformance with
statutory accounting and budgetary requirements. The Superintendent shall also
maintain pertinent regulations and procedures to assure the proper expending of
School Board funds.

No expenditure of funds shall be made where the expenditure would be more than
revenues available, unless approved by the School Board.

SCHOOL BOARD FUNDS

Whenever an expenditure is brought before the School Board that represents a
potential expenditure of funds not previously included in a budget, the Superintendent
shall be required to advise the School Board in writing as to the specific budget from
which the expenditure will be paid, and the new projected ending balance for the budget
affected.

SCHOOL FUNDS

The principal of a school shall receive, hold in custody, and expend all funds, in
accordance with proper procedures outlined by the Superintendent and/or his/her
designee, of all activities of the school for which the principal is responsible. All
purchases by the schools shall be made or approved by the principal or by a person
authorized in writing by the principal.

Ref: La. Rev. Stat. Ann. '17:97; 39:1301, 39:1302, 39:1303, 39:1304, 39:1305,
39:1306, 39:1307, 39:1308, 39:1309, 39:1310, 39:1311, 39:1312, 39:1313,
39:1314; Board minutes, 5-18-10.
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AUTHORIZED SIGNATURES

The Caddo Parish School Board, in accordance with state law, shall require the
President, Vice-President, and Superintendent, as secretary-treasurer, or any two (2)
officers or persons designated by the School Board, to sign any and all checks issued in
payment of expenditures. The School Board authorizes the use of a facsimile signature
device for those persons designated to sign checks. The Superintendent shall establish
and maintain appropriate procedures assuring the proper issuance of all checks.

GENERAL CONTRACTS

Contracts obligating the School Board or school district shall be countersigned by the
President of the School Board, the Superintendent, and/or appropriate personnel.

All documents requiring the signature of the President shall first be examined and
approved by the Superintendent or designee, who will attach a note or memo indicating
that the document has been examined and approved for signature. After the President
signs the document, it shall be returned to the Superintendent or designee for proper
recording, disposition, and filing. No staff member may be authorized to sign for the
School Board President.

Incidental right-of-way agreements may be approved and signed by the Superintendent
or designee.

BILLS, INVOICES, STATEMENTS

The School Board directs that only authorized school employees shall sign bills,
invoices, or statements in accordance with pertinent accounting procedures.

TEACHER CONTRACTS

The Superintendent shall sign each teacher contract.

SCHOOL CHECKING ACCOUNTS

The School Board authorizes principals to open bank accounts for their schools and
related clubs and organizations. The Superintendent, however, shall be given authority
to make changes on school checking accounts as each school principal or school
administrator changes, or at any other time deemed necessary, without the necessity of
any additional resolution being adopted by the School Board. School Board personnel
shall monitor the appropriateness of each checking account and shall be authorized to
recommend to the Superintendent the closure of any account deemed necessary.

Ref: La. Rev. Stat. Ann. ' '17:81, 17:83, 17:97; Board minutes, 1-17-73, 9-4-74, 5-22-
02.
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PAYROLL PROCEDURES

Salaries for all personnel shall be paid according to the salary schedule established by
and approved by the Caddo Parish School Board.

PAYDAY SCHEDULES

The salaries of all employees shall be distributed over twelve (12) months, regardless of
employment period. The pay period for regular employees shall be the first working day
of each calendar month to the last day of the calendar month. If a pay day falls on or
during a school holiday or weekend, employees shall receive their pay on the last work
day preceding the holiday or weekend. Employees who join the school system during
the school year shall have their salaries pro-rated accordingly.

All employees will be paid semi-monthly on the 15" and the last day of the month.

All payroll changes concerning salary deductions for federal taxes, local taxes, group
insurance and other miscellaneous payroll deductions must be received by the payroll
accounting department at least ten (10) working days prior to the last working day of the
month. Otherwise, such changes shall not be effective until the following month.

Changes in taxes or payroll deductions must be on the appropriate form and received by
the payroll department to change the amount being deducted. Cancellations in payroll
deductions shall only be by written notification from the employee. Changes sent directly
to insurance companies shall not be effective until the change notification is received by
the payroll department.

No check shall be written for any regular or substitute employee until the personnel
department receives the minimum information of: name, address, and social security
number. If no W-4 form is received for federal and local taxes, the taxes to be withheld
shall be at the single rate with no dependents.

Checks for Other than Salary

Stipends, summer school pay, overtime, travel reimbursements, and any other pay
outside of normal salaries shall be paid as follows:

If the time sheet, or substitute form, or other documentation, with appropriate
signatures, is received by the business office in accordance with the annually
published business office calendar, then a remuneration check shall be issued on
the 15" of the month unless the 15" falls on a Saturday, Sunday or a holiday. If a
pay day falls on or during a school holiday or weekend, employees shall receive
their checks on the workday preceding the holiday or weekend.
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Any other payments not submitted by the prescribed reporting date shall be
processed with the next pay period.

Lost Checks/Incorrect Deposit Instructions

If a check was lost as a result of the employee failing to notify the central office of a
change of address or other employee negligence, or lost by a postal system, the
employee shall receive a replacement check on the next scheduled payroll date. If
there was an administrative error or a payroll check comes back with an error, the
employee shall receive a replacement check as soon aspossible.

TEACHERS SEPARATING

Teachers separating from the Caddo Parish School Board at the close of the school
session may request in writing that they receive full payment for their services.
Otherwise, they shall continue to receive their payment on a monthly basis during June,
July, and August.

Teachers separating from the school system during the school year shall receive

payment in full for their services on or before the next regular payday or no later than
fifteen (15) days following the date of termination, whichever occurs first.

Ref: La. Rev. Stat. Ann. ''17:81, 17:421, 23:631; Board minutes, 6-5-74, 8-15-84, 6-
19-01, 5-22-02, 3-30-10, 12-14-10.
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SALARY DEDUCTIONS

The Caddo Parish School Board maintains that salary deductions which are considered
statutory, including federal income tax, state income tax, retirement, etc., shall be
deducted in accordance with applicable laws and regulations.

Any voluntary deductions desired by employees may be authorized by the School
Board, when such action is determined to be in the best interest of the school system.
Said request shall be submitted in writing by the employee. The employee shall also
sign a form authorizing said salary deduction and verifying knowledge of all regulations
governing salary deductions. The School Board does not assume any liability for
compliance with governing requirements andregulations.

The following voluntary deductions are approved by the School Board:

1 Membership dues in recognized professional associations. Dues shall be
deducted only upon receipt of an authorization signed by the individual
employee.

2. Deductions for employee contributions to the school system's

hospitalization and life insurance program and any other insurance or tax-
sheltered annuity programs which are or may be approved by the School
Board.

3 WESLA & Caddo Parish Teachers Federal Credit Unions

4, United Way Deduction Plan.

5. For deferred payment plan for school-year employees.
The School Board shall only be responsible for making approved salary deductions as
requested in writing by any employee of the School Board. Under no circumstances
shall special arrangements be made as to the commencement or transaction of salary

deductions.

No new payroll deductions shall be authorized until there is a demonstrated need by
employees and approved by the School Board after careful evaluation.

1 If at any time additional deductions are considered, there shall be only one
deduction for each payroll type except tax-sheltered annuities. Example:
Only one company shall be authorized for group medical insurance; only
one company shall be authorized for cancer insurance, etc.

2. No new companies shall be authorized to participate in the tax-sheltered
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annuity program until the number of presently approved companies
reduces to less than five (5). If at any time the number of participants of a
presently approved company drops to zero, that company shall no longer
be allowed to participate. Additional companies may then be approved,
provided a company garners at least one-hundred (100) employees who
wish to participate in that particular company’s tax-sheltered annuity
program in order to be considered.

Additional administrative regulations and procedures may be imposed and maintained
by the Superintendent and staff to properly oversee the participation in tax-sheltered
annuity programs by employees. The School Board reserves the right to cancel or
discontinue the program at any time and to change any of the regulations and
procedures imposed from time to time in the administration of the programs, and in no
instance shall the School Board or its employees be responsible for damages or claim
of any kind of description by any employee or any insurance company for any error or
omission of the School Board, its agents or employees, in connection with the annuity
program, including the failure to pay premiums, failure to properly apply for policies or
any other error or omission in administering the program.

Ref: La. Rev. Stat. Ann. ''17:438, 17:1184, 17:1202; 17:1315; Board minutes, 5-18-
66, 9-18-74, 5-15-85, 11-19-86, 5-22-02.
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EXPENSE REIMBURSEMENT

The Caddo Parish School Board shall reimburse employees and School Board members
for expenses incurred while on official School Board business, within budgetary
limitations. Travel expenses shall be limited to those expenses necessarily incurred by
employees or School Board members in the performance of official responsibilities as
may be authorized by the School Board. Reimbursement of expenses shall be based on
submission of a properly completed and approved expense report and such supporting
documentation as required and in accordance with approved procedures and
reimbursement rates, as outlined in the School Board’s Regulations for Travel
Reimbursement. Such expenses may be approved and incurred in line with budgetary
allocations for the specific type of expense and approved procedures and rates.

All requests for travel outside of Caddo Parish within the state of Louisiana or outside of
the state shall be approved in advance. Employees and School Board members utilizing
their personal vehicles for travel outside of Caddo Parish or outside the State of Louisiana
for School Board related business shall be reimbursed at the current U.S. General
Services Administration rate. The Superintendent may require that employees utilize
Board authorized rental vehicles in lieu of their personal vehicle.

All employees who use their private vehicles for official School Board business shall be
required to carry liability insurance. In no case shall an employee be allowed mileage or
transportation reimbursement when the employee has been gratuitously transported by
another person.

Claims for reimbursement of out of parish/out of state travel expense shall be submitted
for payment within a week following the travel for which expenses were incurred. Claims
for reimbursement of in-parish travel should be submitted monthly. Failure to submit the
necessary paperwork and/or documentation in a timely manner may result in non-
payment of expenses. In the event any employee is unable to report his/her travel before
the end of the reporting period, the Chief Financial Officer and/or his/her designee shall
approve any extension of the reporting date on a monthly basis.

Any employee or School Board member who submits a false or fraudulent travel claim
shall be subject to disciplinary action and the School Board shall be entitled to restitution
in full compliance with statutory provisions.

TRAVEL REGULATIONS

Regulations governing travel reimbursement, allowances, and standard round-trip
mileage to various locations, schools, and/or selected cities, as well as forms and charts
to be used for requesting travel and subsequent reimbursement of expenses are included
in the School Board’'s Regulations for Travel Reimbursement. Provisions contained in
the Regulations for Travel Reimbursement apply to all employees whether reimbursed
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for travel by the School Board or by individual schools.

Meals

Meals will be reimbursed in accordance with current U.S. General Services Administration
rates.

Revised: December 15, 2015
Revised: June 16, 2020
Revised: December 20, 2022

Ref: La. Rev. Stat. Ann. "17:56, 32:861, 32:862, 32:863, 32:863.1, 32:900; Board
minutes, 2-18-76, 3-17-76, 3-15-95, 5-22-02, 10-18-05, 7-19-11, 12-15-15, 06-16-
20, 12-20-22.
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PURCHASING

All purchasing for the school system to be paid from Caddo Parish School Board funds
shall be made by the Superintendent or his/her designee in conformance with existing
regulations and procedures of the School Board and the laws pertinent to state and
federal agencies. Budget allocations for specific purposes shall constitute advance
School Board approval for all purchases except in such cases as state law or School
Board policy may require. No debt shall be contracted in the name of the Caddo Parish
School Board without action by the School Board, except those items which are provided
for in the regular budget. Purchases shall be made at the lowest possible cost to the
school system consistent with the system specifications of quality and service.

Each principal shall assure that purchases by the individual school shall be made in
accordance with applicable state and federal law and administrative regulations and
procedures developed by the Superintendent and staff.

No employee, officer or agent of the School Board shall participate in the selection,
award, or administration of a contract or purchase of supplies, materials and equipment
if a conflict of interest, real or apparent, would be involved. School Board employees shall
neither solicit nor accept gratuities, favors or anything of monetary value from contractors,
potential contractors, or parties to subagreements. All purchasing shall comply with the
U.S. Department of Education Department General Administrative Regulations
(EDGAR), the Louisiana Public Bid Law, the Louisiana Code of Governmental Ethics, the
Louisiana Procurement Code, and applicable state or federal regulations, as applicable.

PROCUREMENT METHOD

Depending on the funding source and purchase amount, the following procurement
methods shall be used:

(new method)

No competitive
process required.

No competitive

process required.

No competitive

process required.

Procurement Federal State State Action required
Methods Requirement Requirement Requirement
Uniform Grants Title 38 Title 39
Guidance La. Bid Law La.
Section 200.320 R.S. 38:2212.1 Procurement
CodeR. S.
39:1551-1755
Executive
Micro Purchases less than | Purchases less Purchases less Title 38 - Follow
Purchases $10,000 than $10,000 $10,000 more restrictive

state

Title 39 - Follow
more restrictive
state

Caddo Parish School Board
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Proposals — Sole
Source
Purchases

circumstances must be adequately documented.

1. The item procured is only available from a single source;
2. The purchase is in response to a public emergency that will not permit a
delay resulting from the competitive process;
3.  The purchase is expressly authorized by awarding or pass-through agency
in response to written request from the School Board; or
4.  After soliciting a number of sources competition is deemed inadequate.
Process must be adequately documented.

Cf: BE, DIA, DJEAA
Cf. DJEB, DJED, DJEG
Small $10.000 - $250.000 | $10.000 - $30.000 | Purchases less Title 38 - Follow
Purchases than $10,000 more restrictive
(informal) Price or rate 3 or more quotes | No competitive state requirement.
quotation from suggested but not | process required Title 39- Follow
adequate number of | required more restrictive state requirement
qualified sources.
$30,000 - $60,000| $10,000 - $20,000 | Title 38 and Title 39
Solicit 3 or more | Solicit 3 or more Align with federal
quotes quotes requirement.
$20,000 - $30,000 | Title 39 - Follow
Solicit 5 or more more restrictive
quotes state
requirement.
Sealed Bids Exceeding Materials and Exceeding $30,000| Title 38 - Follow
(formal $250,000 Supplies Refer to LA more restrictive
advertising) Publicly bid and Exceeding Procurement state
award to lowest $60,000 Code (R.S. requirement.
responsible Public Works 39:1551- 1755) Title 39 - Follow
bidder. Exceeding more restrictive
$250,000 state
Publicly bid and requirement.
award to lowest
responsible bidder
Competitive Exceeding Materials and Exceeding $25,000| Title 38 and Title 39
Proposals $250,000 Supplies Refer to LA Follow more
Request for Exceeding Procurement restrictive state
proposal from $60,000 Code (R.S. requirement.
adequate number | Public Works 39:1551-1755)
of sources; must Exceeding
have written $250,000
method for Publicly bid and
selecting award to lowest
recipients. responsible bidder|
Noncompetitive Sole source purchases are appropriate only under the circumstances listed below.

The School Board may choose by resolution to adopt the Louisiana Procurement Code in
part or in its entirety. The School Board may also purchase from vendors with state
contracts that have been pre-approved by the Office of State Procurement (OSP).

Caddo Parish School Board
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USE OF FEDERAL FUNDS

Procurement of materials and supplies made when using federally generated funds
shall follow the appropriate procurement method as summarized in the above chart.

Solicitations from Small and Minority Businesses, Women's Business Enterprises, and
Labor Surplus Area Firms

When spending federal funds, the Caddo Parish School Board shall take all necessary
affirmative steps to assure that minority businesses, women's business enterprises, and
labor surplus area firms are used when possible. Affirmative steps shall include:

1. Placing qualified small and minority businesses and women's business
enterprises on solicitation lists;

2. Assuring that small and minority businesses, and women's business enterprises
are solicited whenever they are potential sources;
3. Dividing total requirements, when economically feasible, into smaller tasks or

quantities to permit maximum participation by small and minority businesses and
women's business enterprises;

4. Establishing delivery schedules, where the requirement permits, which encourage
participation by small and minority businesses and women's business enterprises;

5. Using the services and assistance, as appropriate, of such organizations as the
Louisiana Economic Development Agency, and Small Business Administration
and the Minority Business Development Agency of the United States Department
of Commerce; and

6. Requiring the prime contractor, if subcontracts are to be let, to take the affirmative
steps listed in paragraphs 1 through 5 of this section.

Exclusion or Rejection of Quotes or Bids

A contract award or a purchase made with federal funds shall not be made to parties
listed on the government-wide exclusions in the System for Award Management
maintained by the U.S. Government, which contains the names of parties debarred,
suspended, or otherwise excluded by agencies, as well as parties declared ineligible
under statutory or regulatory authority.

Use of State Funds

Procurement of materials and supplies when using state or locally generated funds shall
follow the procurement method as summarized in the above chart. As noted in the chart,
the procurement method may be dependent on whether the School Board has adopted

Caddo Parish School Board 30f8



FILE: DJE
Cf: BE, DIA, DJEAA
Cf. DJEB, DJED, DJEG

the provisions of Title 38 or Title 39 of the Louisiana Statutes as it pertains to the actual
purchase.

Financing Purchases

The School Board may finance the purchase of equipment or other movable property to
be used by the School Board by entering into an installment sale, lease, or similar
agreement with any lender or other person. Such agreement shall be subject to approval
of the State Bond Commission in accordance with statutory provisions. No individual
school or employee shall obligate the School Board without proper school system
personnel knowledge and approval.

Use of State Contract

If equipment, materials or supplies are available from a State of Louisiana Contract, the
Superintendent and/or his/her designee may approve the purchase without using one of
the purchasing procedures outlined in statutory provisions, if advantageous to the School
Board.

The School Board may also piggyback, or purchase materials and supplies on valid
contracts of other political subdivisions. In doing so, the School Board shall obtain
documentation from the other agency that clearly demonstrates the contract was
previously bid and is a viable contract. The price paid by the School Board shall be the
same as the contract's bid price.

Louisiana Procurement Code

State law authorizes School Boards to adopt all or any part of the Louisiana Procurement
Code as contained in state statutes (La. Rev. Stat. Ann.§§39:1551-39:1755). For proper
and efficient operations, the Caddo Parish School Board may adopt, by resolution or
otherwise, pertinent provisions of the Louisiana Procurement Code, accompanying
administrative regulations as promulgated in the Louisiana Procurement Code, as well as
guidelines and policies issued by the state's Office of State Purchasing relevant to the
procurement of materials, supplies, merchandise, and other types of property.

Sole Source Provider

The School Board may award a contract for the purchase of supplies, services, or major
repairs without competition when the Superintendent or designated employee has
determined, in writing, that there is only one source for the supply, service, or major repair
item(s) to be acquired. Pertinent procedures for purchasing such items from a sole source
shall be as outlined in the State of Louisiana Office of State Purchasing's Purchasing
Rules and Regulations, and as noted at the bottom of the Procurement Method Chart
included above.
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Qualified Group Purchasing Organizations

A qualified group purchasing organization means an organization, whether for profit or
not for profit, of which two (2) or more public school districts are members and which
solicits proposals or bids from vendors of materials, equipment, or supplies of the type
and nature as may be purchased by a public school district or public school.

As provided in La. Rev. Stat. Ann. 38:2212.1, the School Board may enter into an
agreement with: (A) one or more School Boards to form a qualified group purchasing
organization; or (B) one or more qualified group purchasing organizations for the
purchase of materials, equipment, and supplies, including installation thereof. Any such
agreement shall require that the qualified group purchasing organization submit a price
list for those materials, equipment, and supplies offered by it and that the prices quoted
on the list remain in effect for a stated period of time of not less than three (3) months.
Any such price list shall be considered, for all purposes, to be a valid and binding bid by
the qualified group purchasing organization during the effective period of the agreement,
and no additional bid by the qualified group purchasing organization is necessary.

The School Board may purchase materials, equipment, or supplies directly from or
through a qualified group purchasing organization if the price is less than that for the same
or substantially similar materials, equipment, or supplies on the state contract or bid list.

Competitive Online Solicitation

The School Board may use a reverse auction or competitive online solicitation process
on the Internet for the purchase of equipment, supplies, and other materials in lieu of the
more formal bid process when the School Board's procurement officer determines that
the electronic bidding is more advantageous and in the best interests of the School Board.
Prior to the use of a competitive online solicitation process, the School Board may require
that:

1. Vendors register before opening dates and time, and as part of the registration,
require that the vendors agree to any terms and conditions and other requirements
of the solicitation.

2. Vendors be prequalified prior to placing bids and allow only bidders who are
prequalified to submit bids.

3. The solicitation shall designate an opening date and time and the closing date and
time. The closing date and time may be fixed or remain open depending on the
structure of the item being bid.

4. At the opening date and time, the School Board shall begin accepting online bids
and continue accepting bids until the bidding is officially closed. Registered bidders
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shall be allowed to lower the price of their bid below the lowest bid posted on the
Internet until the closing date and time.

5. Bidders' identities shall not be revealed during the bidding process; only the
successively lower prices, ranks, scores, and related bid details shall be revealed.

6. All bids shall be posted electronically and updated on a real-time basis.

7. The School Board shall retain the right to cancel the solicitation if it determines that
it is in the School Board's best interest.

8. The School Board shall retain its existing authority to determine the criteria that will
be used as a basis for making awards.

Adequate public notice for purchases using a reverse auction or competitive online
solicitation process shall be given as follows:

1. The advertisement or notice shall be published two (2) times in a newspaper in the
locality, the first advertisement to appear at least fifteen (15) days before the
opening date of the reverse auction. In addition to the newspaper advertisement,
the School Board may also publish an advertisement by electronic media available
to the general public.

2. The first publication of the advertisement shall not occur on a Saturday, Sunday,
or legal holiday.

Preferences

To the extent possible, when purchasing with state or locally generated funds, the School
Board shall regularly purchase products manufactured, grown, produced, or harvested
from the state land or waters which are of equal quality to such items produced outside
the state, provided the cost of state products does not exceed by more than the statutory
percentage the cost of out-of-state products or as otherwise provided by state law. Such
products shall be limited to those allowed by state law.

The School Board shall also give preference to supplies of material or equipment offered
by Louisiana citizens, the cost and quality being equal. Tie bids shall be awarded as
follows:

1. When a tie exists between local bidders, between intrastate bidders that are not
local, or between out-of-state bidders, the bid shall be awarded by a flip of a coin.

2. When a tie exists between a local bidder and an out-of-town bidder, the bid shall
be awarded to local bidder.
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3. When a tie exists between an in-state bidder and out-of-state bidder the bid shall
be awarded to the in-state bidder.

Inclusion of Small and Economically Disadvantaged Businesses

It shall be the policy of the Caddo Parish School Board to ensure every opportunity is
made available to include small and economically disadvantaged business concerns in it
letting of contracts and purchases, by providing bidders for each contract or purchase
being bid. At no time shall any School Board department, school or representative
exclude any responsive bidder from participation in, deny any person the benefit of, or
otherwise discriminate against anyone in connection with the award and performance of
any contract or purchase on the basis of race, color, sex, or national origin.

The School Board shall provide or participate in programs and offer services to assist all
small and economically disadvantaged business concerns in the development and growth
of their business. Each department and school shall take measures to evaluate and
ensure optimum contracting and purchasing opportunities are made available.

The Superintendent shall be responsible for maintaining appropriate regulations and
procedures assigned to ensure participation of small and economically disadvantaged
businesses in procurement and contracting opportunities with the Caddo Parish School
Board.

Vendors

The Caddo Parish School Board shall seek business and bids from all eligible vendors,
regardless of race, creed, color, sex, national origin, age or handicap. No favoritism shall
be extended to any vendor. Each order shall be placed on the basis of quality, price and
delivery; past services being a factor if all other considerations are equal.

No person officially connected with or employed by the Caddo Parish School Board shall
be an agent for, or have any pecuniary or beneficial interest in or receive any
compensation or reward from any vendor for the sale of supplies, materials, equipment,
services or public works contracts.

Suppliers of goods and services are important to the school system. No employee of the
School Board shall solicit or accept, directly or indirectly, anything of economic value as
a gift or gratuity from any vendor representative or agent of a vendor, or a prospective
vendor or contractor.
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Revised: June 20, 2017
Revised: February 12, 2019
Revised: August, 2020
Revised: September 21, 2021
Revised: July 19, 2022

Ref: 2 CFR 200 (Uniform Administrative Requirements, Cost Principals, and Audit
Requirements for Federal Awards); 48 CFR 2.101 (Definitions); La. Rev. Stat. Ann.
§8§33:1321-1337, 33:4712.7, 38:321.1, 38:2184, 38:2211, 38:2212, 38:2212.1,
38:2214, 38:2218, 38:2219, 38:2271, 39:1551, 39:1552, 39:1553, 39:1554,
39:1554.1, 39:1556, 39:1557, 39:1558, 39:1597, 39:1702, 39:1710; Board
minutes, 7-21-65, 12-20-67, 12-18-68, 4-15-69, 2-5-75, 3-17-82, 6-1-88, 7-15-98,
5-22-02, 6-18-02, 2-17-04, 11-16-04, 6-20-17, 2-12-19, 9-21-21, 7-19-22.
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PROCUREMENT CARDS

The Caddo Parish School Board authorizes the use of procurement cards. Use of the
procurement card shall be governed by the procedures and definitions specified in the
Caddo Parish School Board Procurement Card User Manual.

MAXIMUM PROCUREMENT CARD PURCHASE LIMITS

The Purchase Limits established for the individual cardholder(s) per department shall
not exceed the following guidelines (except transactions defined under Use of
Procurement Card for Travel):

Individual transaction (dollar) amount: $ 999.99
Daily transaction (dollar) amount: $4,999.99
Maximum number of transactions allowed per day: 10
Maximum number of transactions per billing cycle: 150
Maximum billing cycle transaction (dollar) amount: $5,000.00

USE OF THE PROCUREMENT CARD

Use of the Caddo Parish School Board Procurement Card Program shall be in
accordance with the following minimum conditions, instructions, and limitations:

1.

No procurement card transaction shall exceed the limits as set above.
Vendors must have point-of-sale (“‘card swipe” type) terminals, except for
those transactions defined below under Use of Procurement Card for
Travel. Online purchases are permitted for in-stock items. Invoices
should be printed and included in monthly documentation as required.

No personal use of the procurement card shall be authorized or allowed.
No ATM cash withdrawals or other cash advances shall be allowed.

Only in-stock, immediate delivery items shall be purchased. Back orders
shall not be permitted. Verification that items are in stock and ready for
immediate shipment shall be made before giving the card number and
placing an order by telephone.

Telephone orders shall be invoiced only at or after date of shipment.
Advance orders that would cause MasterCard or Caddo Parish School
Board to pay an invoice before receipt of the goods shall not be permitted.

Procurement card purchases shall be exempt from state and local taxes.
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7. All purchases shall be made within the limits set and the available budget
authority.

8. Services shall not be purchased with the card.

9. The procurement card shall not be used for travel and entertainment
expenses, except as allowed under Use of Procurement Card for Travel,
below.

10. Card users shall obtain itemized transaction receipts from the merchant
for each use of the card.

11. Card users shall ensure that prices paid are fair and reasonable.

12.  All items purchased shall be for bona fide Caddo Parish School Board
business.

13. If using Federal, and/or State funding, approval from the grant
administrator must be obtained prior to the purchase being made.

AUDITING

All procurement card statements shall be reviewed to ensure that procurement card
procedures are properly practiced. Failure to follow the proper procedures may result in
revocation of card privileges. The primary purpose of an audit is to ensure the proper
expenditure of funds under this program. A secondary purpose of an audit is to track
data on how, where, and for what purpose the cards are used.

Auditing may consist of the following:

° Comparison of cardholder-supplied information (memo statement and
supporting receipts) to procurement card record.

° Personal visits by auditors and/or administrator to review cardholder
receipts and records.

PROCUREMENT CARD ABUSE AND DISCIPLINE

The cardholder’s supervisor, the card administrator, and the purchasing department
shall have the authority to cancel a card at any time due to cardholder violations. Abuse
of the procurement card shall result in revocation of the card and appropriate
disciplinary action may include termination. Policy violations shall include, but not be
limited to:

° Purchasing items for personal use
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° Exceeding the cardholder’s credit line limit

° Using the procurement card for travel and entertainment purposes, except
as allowed under Use of Procurement Card for Travel below

° Failure to return the procurement card when the user is reassigned,
terminated, or upon request

° Failure to submit proper documentation to the appropriate accounts
payable group
° Any other violation as listed in the Caddo Parish School Board

Procurement Card User Manual

RIGHT TO CANCEL CARD

The Caddo Parish School Board reserves the right to cancel any card at any time for
any reason.

USE OF PROCUREMENT CARD FOR TRAVEL

Procurement cards for the School Board, Superintendent, Division Chiefs, and Directors
may be used for making travel arrangements. Other procurement cards may also be
authorized by the Superintendent or his/her designee(s) as needed for making other
travel arrangements.

REQUEST AUTHORIZATION

Requests must be approved by the Director and Chief for the requisite division prior to
the request being submitted to the Program Administrator.

Revised: February 21, 2017

Ref: La. Rev. Stat. Ann. 817:81; Board minutes, 11-18-03, 2-15-05, 8-19-08, 2-21-17.
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OPPORTUNITY CADDO/FAIR SHARE
(GUIDELINES FOR SMALL AND ECONOMICALLY
DISADVANTAGED BUSINESS INCLUSION)

It shall be the policy of the Caddo Parish School Board (CPSB), in accordance with all
applicable state and federal laws, to fully comply with the following economic inclusion
program for small and economically disadvantaged businesses. The purpose of this
policy being to level the playing field for these business concerns, with the goal of
enhancing economic development within the community through the growth and
development of these businesses, which ultimately will provide for a better educational
system.

The Caddo Parish School Board shall ensure every opportunity is made available to
include small and economically disadvantaged business concerns in its letting of
contracts and purchases, by providing electronic or U.S. mail and/or facsimile notification
to all registered bidders for each contract or purchase being bid. At no time shall any
Caddo Parish School Board department, school or representative exclude any responsive
bidder from participation in, deny any person the benefit of, or otherwise discriminate
against anyone in connection with the award and performance of any contract or
purchase on the basis of race, color, sex, or national origin.

The Caddo Parish School Board shall provide or participate in programs and offer
services to assist all of the businesses in the parish. In keeping with that commitment,
CPSB shall provide or participate in programs and offer services to assist all small and
economically disadvantaged business concerns in the development and growth of their
business. Each department and school shall take measures to evaluate and ensure
optimum contracting and purchasing opportunities are made available.

The intent of this policy is to identify and eliminate any barriers which may have an
adverse impact upon small and economically disadvantaged business concerns
participation in all Caddo Parish School Board awarded contracts and purchases, with a
purpose of assisting the development of firms that can compete successfully in the market
place outside this program.

DEFINITIONS

Certification. Procedure for verifying that a business qualifies for designation as a small
and economically disadvantaged business.

Disadvantaged business. A for-profit small business that is at least fifty-one (51) percent
owned by one (1) or more individuals who are economically disadvantaged or, in the case
of a corporation, in which fifty-one (51) percent of the stock is owned by one (1) or more
such individuals; and whose management and daily business operations are controlled
by one or more of the economically disadvantaged individuals who own it.
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Economically disadvantaged. Any individual who is a citizen (or lawfully admitted
permanent resident) of the United States and who is found to be an economically
disadvantaged individual by the Small Business Administration (SBA) pursuant to Section
6 (a) of the Small Business Act. For this program, this individual would be one who is
found to be an economically disadvantaged person by the Louisiana Small and Emerging
Business Development Program standards. CPSB will utilize as a base, the eligibility
requirements set forth by the Louisiana Small and Emerging Business Development
Program to determine the level of economic disadvantage required for this initiative.
Presently, the state levels are:

Each individual owner’s personal net worth may not exceed two hundred thousand
dollars ($200,000), excluding personal residence, and the business’ net worth at
the time of application may not exceed seven hundred fifty thousand dollars
($750,000).

PURCHASING DEPARTMENT RESPONSIBILITIES

The initiative objectives are to ensure participation of small and economically
disadvantaged businesses in procurement and contracting opportunities with the Caddo
Parish School Board. The Purchasing Department will be responsible for implementing
all aspects of this program and ensuring that CPSB complies with all provisions. Specific
functions include, but are not limited to:

1. Develop and use appropriate training and educational techniques to provide
greater procurement and contracting opportunities for small and economically
disadvantaged businesses.

2. Develop greater outreach programs for small and economically disadvantaged
businesses through publications and other advertising mediums.

3. Maintain and/or monitor required tracking and reporting procedures as they relate
to this policy.

4. Interpret the rules and regulations governing this policy.

5. Work with departments and schools to coordinate compliance.

6. Gather and report statistical data and other information as required.

7. Review third party contracts and purchase requisitions for compliance with this
program.

8. Ensures that bid notices and requests for proposals are available to small and

disadvantaged business enterprises in a timely manner.

9. Advises Administration on matters related to this program.
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Coordinates with legal counsel on any legal issues related to this policy.

Plans and/or participates in small and economically disadvantaged business
enterprise training seminars.

Provides outreach to small and economically disadvantaged business enterprises
and community organizations to advise them of opportunities.

Coordinates with Accounts Payable and Construction to confirm that invoices from
the General Contractor are paid to the General Contractor within 15 days of receipt
and retainage payments are returned promptly after a project has been
satisfactorily completed as determined by CPSB.

OPPORTUNITIES FOR CONTRACTS

In accordance with the provisions of existing law, and where feasible, the Caddo Parish
School Board will:

1.

Provide bid plans and specifications for small and economically disadvantaged
business associations and other contractor associations with sufficient lead time
to allow the members of such associations to prepare responsible bids/quotes.

Maintain bid documentation from past procurements, and permit all businesses to
review and evaluate such documents.

Provide advance notification to all known small and economically disadvantaged
businesses with informational pre-bid conferences and briefings that outline the
scope of the work, delivery schedules, method of bidding and other information on
complex projects and contracting opportunities.

Provide a list of small and economically disadvantaged contractors with their
name, address, telephone number, and specialty of each, as taken from the
Opportunity Caddo Small and Economically Disadvantaged Business Directory, to
be included in all School Board construction bids.

Require that the Bidder Qualification Form include a non-binding compliance
statement detailing the names of the small and economically disadvantaged
subcontractors considered for employment and reasons for rejection if applicable.

Require that two copies of all construction requests for bid plans and specifications
be furnished without charge to the American Minority Contractors Association and
the National Association of Minority Contractors, c/o Associated General
Contractors — Shreveport Chapter, 2025 Southern Avenue, Shreveport, LA 71104,
or their current address.
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7. Provide technical assistance in regards to the “Bids and RFP”s section of the
CPSB website to small and economically disadvantaged businesses, as required.

8. Ensure that the following clauses are placed in every contract and subcontract:

“The contractor or subcontractor shall not discriminate on the basis of race, color,
national origin, or sex in the performance of this contract. The contractor shall carry
out applicable requirements of Opportunity Caddo in the award and administration
of contracts.”

“The Caddo Parish School Board desires that Bidders make a good faith effort to
employ small and economically disadvantaged subcontractors.”

PROMPT PAYMENT

The Caddo Parish School Board will ensure that payment is made to designated small
and economically disadvantaged businesses within fifteen (15) working days after receipt
of proper invoice. This will also include the requirement to ensure prompt return of
retainage payments to the General Contractor after a project is satisfactorily completed
as determined by CPSB.

CERTIFICATION AND COMPLIANCE

The administrator/liaison is responsible for the overall implementation, certification, and
monitoring of this policy, including coordination of the final decision on behalf of the Caddo
Parish School Board as to the status of small and disadvantaged business applicants.

SMALL AND ECONOMICALLY DISADVANTAGED BUSINESS DIRECTORY

This directory will be a comprehensive listing of all small and economically disadvantaged
businesses certified by the Caddo Parish School Board. The directory shall be updated
and published on a quarterly basis and distributed to schools/departments and be made
available to the public upon request. It shall include, at a minimum, the following
information:

The name of the firm

Address

Telephone number

Types of work the firm has been certified to perform
Certification expiration dates

This directory may be a consolidation of other local governmental body directories,
provided the certification definitions meet the credentials defined herein.
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CONTRACT/PURCHASE PARTICIPATION TRACKING

The Purchasing Department shall develop and maintain a system of procurement and
contractual information for quarterly reporting actual small and economically
disadvantaged business participation on CPSB contracts and purchases.

INDUSTRY - PEER REVIEW

A semi-annual review of this program will be coordinated by the Purchasing Department.
This review will be before a committee of the following:

One representative of the Associated General Contractors

One representative of the National Association of Minority Contractors

One representative of the National Association of Women in Construction

One representative of the Minority Business Council of the Shreveport Chamber
of Commerce

One representative of the Minority Supplier Institute

One representative of the American Minority Contractors Association

Director of Construction and Capital Projects of the Caddo Parish School Board
Director of Purchasing Department

GOALS

CPSB will not use quotas or set-asides in any way in the administration of this Small and
Economically Disadvantaged business inclusion policy. An aspirational goal of 25%
participation is included in this program.

Adopted: February 17, 2004
Revised: July 23, 2019

Ref: Board minutes 2-17-04, 7-23-19.
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BIDS AND QUOTATIONS

PUBLIC WORKS

The Caddo Parish School Board shall advertise and let by contract, except in cases of
emergencies as provided below, all public work exceeding $250,000 or such sum as
allowed by law, including labor, materials, equipment, and administrative overhead not to
exceed fifteen percent (15%). The contract shall be awarded to the lowest responsible
bidder who has bid according to the contract, plans, and specifications advertised. Public
works which are estimated to cost less than the contract limit may be undertaken by the
School Board with its own employees.

As an evidence of good faith of the bidder, the School Board shall require bidders for
construction, improvement, repair, or other work to attach to the bid submitted, a bid bond,
certified check, or cashier's check for not more than five percent (5%) of the contract work
to be done. The School Board may require a bid bond or certified or cashier's check of
not more than five percent (5%) of the estimated price on bids taken for supplies and
materials.

When any bid is accepted for construction or doing any public works, a written contract
shall be entered into by the successful bidder and the School Board, and the successful
bidder shall furnish a bond in an amount not less than one-half of the amount of the
contract, for the faithful performance of his or her duties.

When using state or locally generated funds, under no circumstances shall there be a
division or separation of any public work project into smaller projects, which division or
separation would have the effect of avoiding the requirement that public work be
advertised and let by contract to the lowest responsible bidder in accordance with
statutory provisions.

The School Board shall retain the option of requiring all bids that are let out for public
works be submitted electronically.

MATERIALS AND SUPPLIES

All purchases of materials or supplies exceeding the sum of $60,000 to be paid out of
public funds shall be advertised and let by contract to the lowest responsible bidder who
has bid according to the specifications as advertised. In addition, when using state or
locally generated funds, purchases of materials or supplies of at least $30,000 but not
more than $60,000, shall be made by obtaining not less than three (3) documented
quotations. A written confirmation of the accepted offer shall be obtained and made a
part of the purchase file. The School Board may require a written contract or bond when
purchasing the materials or supplies. If quotations are received that are lower than the
quote accepted, a notation shall be entered into the file as to the reasons for rejection of
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the lower quotes.

When using state or locally generated funds, purchases cannot be divided by
departments or by a school if the effect is to evade the state's public bid law. Purchases
of commodities that are bought in small but recurring amounts through the year shall be
bid on an annual basis.

The School Board shall retain the option of requiring all bids that are let out for materials
and supplies be submitted electronically.

In lieu of formal bids, the School Board may use a reverse auction for the purchase of
equipment, supplies, and other materials or consulting services, as outlined in policy DJE,
Purchasing

EMERGENCIES

In cases of an emergency or extreme emergency when time is not sufficient to advertise
for bids for public works or purchase of materials, the School Board or designee is
permitted by law to declare through resolution that a public emergency or extreme public
emergency exists and extend a contract for more than the sums mentioned without going
out to bid. However, in such cases every effort shall be made by School Board personnel
to secure competitive quotations. The accepted quote shall be confirmed and
documented in writing. State law permits a person designated by the School Board to
declare the existence of an extreme public emergency. This designated person shall be
the Superintendent and/or his/her designee. Notices of an emergency or extreme
emergency shall be published in the School Board’s official journal within ten (10) days
of the emergency being certified by the School Board or designee.

An emergency is defined by La. Rev. Stat. Ann. §38:2211 as

“An unforeseen mischance bringing with it destruction or injury of life or property
or the imminent threat of such destruction or injury or as the result of an order from
any judicial body to take any immediate action which requires construction or
repairs absent compliance with the formalities of this Part, where the mischance
or court order will not admit of the delay incident to advertising as provided in this
Part."

An extreme public emergency is defined by La. Rev. Stat. Ann. §38:2211 as
“A catastrophic event which causes the loss of ability to obtain a quorum of the
members necessary to certify the emergency prior to making the expenditure to

acquire materials or supplies or to make repairs necessary for the protection of life,
property, or continued function of the public entity.”
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BID ADVERTISEMENTS

All advertisements for bids for public works shall appear in the newspaper selected as the
official journal for the School Board, except in emergencies as may be declared by the
School Board. Any advertisement for any contract for public works, when published, shall
appear once a week for three (3) different weeks in a newspaper in the locality and the
first advertisement shall appear at least twenty-five (25) days before the opening of bids.

Any advertisement for any contract or purchase of materials or supplies shall be published
two (2) times in a newspaper in the locality, the first advertisement appearing at least
fifteen (15) days prior to the opening of bids.

In addition to newspaper advertisements, the School Board shall also publish
advertisements and accept bids by electronic media in accordance with uniform
standards promulgated by the state. In any advertisement, the first publication shall not
occur on a Saturday, Sunday, or legal holiday.

If the School Board issues or causes to be issued on a public work exceeding the contract
limit set by state law, any addendum modifying plans and specifications within a period
of seven (7) days prior to the advertised time for opening of bids, excluding Saturdays,
Sundays, and any other legal holidays, the School Board shall transmit a copy of the
addendum to all prime bidders who have requested bid documents. The transmission
shall be completed within twenty-four (24) hours of the issuance of the addendum, and
may be delivered by either facsimile transmission (fax), e-mail, other electronic means,
or by hand provided the prime bidder has supplied the fax number or e-mail address to
the School Board. In addition, a copy of the addendum shall be sent by regular mail. If
the addendum cannot be transmitted by fax, e-mail, other electronic means, or hand
delivered, the School Board shall be required to postpone the bid opening by at least
seven (7) days.

The School Board shall not issue or cause to be issued any addendum modifying plans
and specifications within a period of seventy-two (72) hours prior to the advertised time
for the opening of bids, excluding Saturdays, Sundays, and any other legal holidays;
however, if the necessity arises to issue an addendum modifying plans and specifications
within the seventy-two hour period prior to the advertised time for the opening of bids,
then the opening of bids shall be extended at least seven (7), but not more than twenty-
one (21) working days, without the requirement of readvertising. The addendum shall
state the revised time and date for the opening of bids.

OPENING OF BIDS

All bids shall be opened in public in the presence of one or more witnesses, at the time
and place designated in the invitation for bids. Each bid, together with the name of the
bidder, shall be recorded and open to public inspection. However, the School Board shall
not accept or take any bids including receiving any hand delivered bids, on days which
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are recognized as holidays by the United States Postal Service.

BID AWARD

In order to protect the integrity of the competitive bidding process, the determination of
responsiveness by the bidder must be made from the bid documents at the time of the bid
opening. Any deviation from or failure to supply information required by the bid documents
may result in the bid being rejected as non-responsive.

The Superintendent and/or other appropriate administrators shall review, summarize and
report bids to the School Board with recommendations for bid award unless the School
Board grants permission for staff to evaluate, award, and notify the School Board at a later
date.

DISQUALIFICATION OF BIDDER FOR NON-RESPONSIBILITY

If the School Board proposes to disqualify any bidder for non-responsibility (the possibility
that the bidder may not satisfactorily fulfill the contract being bid), the School Board shall:

1. Give written notice of the proposed disqualification to such bidder, and include in the
written notice all reasons for the proposed disqualification;

2. Give such bidder, who is proposed to be disqualified, the opportunity to be heard at
an informal hearing to be conducted not later than five (5) business days after the
issuance of the notice of the proposed disqualification, at which such bidder is
afforded the opportunity to refute the reasons for the disqualification; and

3. Conduct the informal hearing prior to the award of the public work.
No award of the contract for the public work shall be made by the School Board prior to the
expiration of at least five (5) working days following the date of issuance of the written ruling

from the informal hearing.

EXCLUSION/REJECTION OF BIDS

The School Board, after the opening of bids, shall require each bidder or bidding entity to
attest or submit an attestation that the sole proprietor, partner, incorporator, director,
manager, officer, or other like individual who owns at least ten percent (10%) of the
bidding entity, has not been convicted of, or has not entered a plea of guilty or nolo
contendere (no contest) to any of the crimes or equivalent federal crimes listed in La. Rev.
Stat. Ann. §38:2227.

In awarding bids or contracts, the School Board shall be authorized to reject the lowest
bid from a business in which any individual with ownership interest of five percent (5%)
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or more has been convicted of, pled guilty or nolo contendere to any a state felony crime
or equivalent federal crime committed in the solicitation or execution of a contract or bid
under the state laws governing public contracts; professional, personal, consulting, and
social services procurement; or the Louisiana Procurement Code.

Any contract between the School Board and a person or entity entered into as a result of
fraud, bribery, corruption, or other criminal acts, for which a final conviction has been
obtained, shall be null and void.

Any person whose conviction causes the nullity of a contract shall be responsible for
payment of all costs, attorney fees, and damages incurred in the rebidding of the contract.

Approved: August 19, 2014
Revised: June 20, 2017
Revised: August, 2020
Revised: October, 2021
Revised: November 15, 2022

Ref: 2 CFR 200 (Uniform Administrative Requirements, Cost Principals, and Audit
Requirements for Federal Awards); 48 CFR 2.101 (Definitions); La. Rev. Stat. Ann.
§§9:2716, 9:2717, 38:2181, 38:2182, 38:2211, 38:2212, 38:2212.1, 38:2212.9,
38:2214, 38:2218, 38:2227, 38:2241, 38:2251, 38:2271, 39:1551, 39:1552,
39:1553, 39:1554, 39:1554.1, 39:1556, 39:1557, 39:1558, 39:1597, 39:1710;
Board minutes, 1-19-83, 7-3-90, 4-16-02, 12-20-05, 8-19-14, 6-20-17, 11-15-22.

Caddo Parish School Board 50f5



FILE: DK
Cf: DIA, IDE, JHB

STUDENT ACTIVITIES FUNDS MANAGEMENT

Student activity funds are those funds raised or collected for school-approved student
groups, gate receipts, and student activity card fees. The Caddo Parish School Board
shall require all student activity funds to be collected and expended for the purpose of
supporting the school's activities program. Student body representation should be
encouraged whenever possible.

The principal of each school shall be responsible for all school/student accounts. The
principal may assign one or more school staff member(s) to share the responsibility for
assuring that the system of accountability for school funds and maintenance of records
are maintained in accordance with pertinent district administrative regulations and
procedures. The principal, however, shall have the ultimate responsibility for
supervising the accounting functions to be performed at the building level.

SCHOOL CLUBS AND ORGANIZATIONS

The School Board shall require all activity funds generated by a club, organization,
association, class, athletic team, or any other organization within the school to be
deposited into a school fund bank account. Separate records of all financial
transactions of the school fund account shall be maintained by the principal for each
group. No monies shall be drawn on the school fund account without a request for
withdrawal which carries two (2) signatures, one of which shall always be the principal's.
No withdrawal shall occur unless the check carries the signature of the principal, or the
administrator who assumes his/her duties during his/her absence.

The records of the school account shall be reconciled monthly, and a written report shall
be prepared by the principal and submitted annually to the Superintendent or his/her
designee, who shall review and consider the report for approval and notify the principal
accordingly. The School Board may require and provide for an audit of the school fund
of any school within its jurisdiction at any time.

All club or organization related fundraising activities shall be approved by the principal
and may be subject to audits from the central office.

OTHER SCHOOL FUNDS

Schools may have other fund accounts as part of their school activity funds. Sources of
money for these funds may include vending machines, coffee fees, and teacher dues.
These funds may only be used to benefit the faculty or school as a whole. Any
purchases made from these funds should be done with caution, as restrictions apply to
the expenditure of such funds. Any questions about purchases should be directed to
the Superintendent or designee for clarification before the purchase is made.

Ref: La. Rev. Stat. Ann. ' '17:81, 17:414.3, 51:224; Louisiana Handbook for School
Administrators, Bulletin 741, Louisiana Department of Education.
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BOOSTER CLUBS AND OUTSIDE ORGANIZATIONS

BOOSTER CLUBS/OUTSIDE ORGANIZATIONS

Funds generated by an entity outside the school, such as a parents' club, community,
business, civic or other similar type of organization, are considered to be independent
funds under the exclusive control and supervision of the club or organization. The
School Board, however, shall require all such funds, when expended for any school
function, activity, or purpose, to adhere fully to all state and federal statutory and
regulatory provisions.

In addition, the School Board may place restrictions on the donation and usage of any
monies by an outside source, i.e. club, organization, or entity, to a school or School
Board-related entity. Specifically prohibited shall be the donation to an individual
employee of the School Board anything of economic value in the form of money,
personalized articles, automobiles and/or their use, travel, entertainment or vacations.
The School Board reserves the right to examine the provisions of any and all
prospective donations to a school or School Board-related entity to ascertain the
propriety of the donation.

It is the policy of the Caddo Parish School Board that all fundraising activities conducted
during the school day, on School Board property, using school employees and/or
students, for school or school related purposes shall be properly controlled and have
reasonable accountability applied. This requires that all funds shall be considered
public funds and shall be deposited into the official checking account of the individual
school and all state and local rules and regulations concerning financial management
shall be applied.

In addition, any school support organization, parent club or booster club, which uses the
name of a public school as the principal portion of their name and raises funds
independent of the school, shall be required to meet all of the following conditions:

1. Maintain minutes of all meetings of the organization and have duly elected
officers. Appoint the school principal, or a representative school employee
designated by the principal, to serve on the executive board of the organization.

2. Provide the school principal with a copy of periodic (at least quarterly) financial
reports showing all receipts and expenditures by source along with a summary of
revenue, expenditures, and investments. The financial reports must be signed
by an officer of the organization.

3. All fundraising activities of the organization must be approved in advance by the
school principal using CPSB Report on Fund Raising Project (Form [A-82).
These forms shall also be completed and filed as required upon completion of
the fundraising activity.
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4. The organization’s bank statement shall be mailed to the school to be opened
and reviewed by the principal.

Failure of any organization to meet the above conditions shall void that organization’s

privilege to use the name of the school or to raise funds on the representation that the
funds are in fact to be used for the betterment of the school or school related matters.

Ref: La.Rev. Stat. Ann. ''17:81, 17:414.3, 51:224; Louisiana Handbook for School

Caddo Parish School Board 20f3



FILE: DKA
Cf: DIA, IDE, JHB

Administrators, Bulletin 741, Louisiana Department of Education.
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CASH IN SCHOOL BUILDINGS

The Caddo Parish School Board shall direct that no money shall be left overnight in an
unlocked safe, nor shall any principal or teacher keep cash in his or her office or
classroom overnight. Sound business procedure requires principals, teachers,
bookkeepers, and any other person in any school handling funds to forward money to
the principal's office on the day of collection, to be deposited on the same day of
collection, whenever possible, except for small sums needed for petty cash.

Principals and other school personnel shall establish necessary precautions to ensure
the safekeeping of all monies under their control, which shall be in compliance with
applicable district administrative regulations and procedures.

Ref: La. Rev. Stat. Ann. '17:95.
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SCHOOL LOANS

The Caddo Parish School Board shall require that any school contemplating entering
into a bank loan, installment obligations, lease agreements or any other financing
agreement have approval of the Superintendent or designee before entering into any
such obligation. Any school wishing to obtain permission for any indebtedness shall
submit a Request for School Loan form in accordance with the following procedures:

1 Written requests to enter into debt obligations shall include justification,
amount, security required and terms of loan, installment obligation, or
lease agreement, and shall be addressed to the Superintendent or his/her
designee. Plans for repayment shall also be detailed.

2. The Superintendent or designee shall review the request based upon
information presented and either disapprove or tentatively approve it.
Final approval shall be dependent on the school's financial status and
history regarding repayment plans.

3. Copies of all approved requests along with completed copies of the debt
instrument shall be maintained in the School Board's business office.

4. Any school loan request shall be submitted by the Superintendent or

his/her designee to the State Bond Commission if these debt obligations
are more than ninety (90) days.

Ref: La. Rev. Stat. Ann. ''17:158.6, 33:2923, 33:4712.7, 39:821, 39:822,
39:1410.60.
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BUILDINGS AND GROUNDS MANAGEMENT

It shall be the policy of the Caddo Parish School Board to require that school properties
be maintained in good physical and sanitary condition. The School Board, therefore, shall
instruct the Superintendent to assure that all normal building and grounds maintenance,
repairs and improvement functions are an integral part of the administration of the school
system, including the regular evaluation for any safety hazards.

The Superintendent shall be vested with a broad range of administrative and supervisory
authority relative to the school system's buildings and grounds program. Regular reports
shall be made available to the School Board relative to maintenance needs, sanitary
condition, safety, utility and attractiveness of school plants and grounds within the school
system.

The School Board shall not be held responsible for any personal items stolen or damaged
on school premises. The School Board shall require principals and/or persons in charge
of public school property to prohibit the use, sale, or possession of alcoholic beverages
on public school property.

VACANT AND/OR UNOCCUPIED BUILDINGS

Vacant and/or unoccupied premises owned by the School Board shall be properly
secured and maintained to prevent unauthorized trespass or injury to the general public.
It shall be the responsibility of the Superintendent or his/her designee to assure that any
vacant and/or unoccupied property of the School Board has limited access for authorized
personnel only and the grounds are maintained regularly.

SMOKING/TOBACCO USE ON SCHOOL BOARD PROPERTY

All property of the Caddo Parish School Board shall be a smoke-free/tobacco-free
environment.

The use of any tobacco product, smokeless tobacco, or any smoking object/device,
including but not limited to electronic cigarettes, advanced personal vaporizers, vape
pens, vape mods and similar devices, shall be prohibited on and in all School Board
property and vehicles, and at all school-sponsored or school-approved functions.
However, this prohibition shall not be applicable to any tobacco product approved by the
United States Food and Drug Administration for sale as a tobacco cessation product and
which is marketed and sold solely for such purpose.

School Board property shall include any elementary or secondary school grounds or

buildings, any portable buildings, field houses, stadiums, equipment storage areas,
vacant land, or any property owned, operated or leased by the School Board.
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Tobacco advertising shall also be prohibited in school buildings, at school functions, and
in all school publications.

Communication of Policy

Visitors shall be informed of this policy through posted signs at the entrances to the
grounds of any School Board property and each school and school buildings, and within
school vehicles.

RESTRICTED USE OF SCHOOL BOARD PROPERTY

Horses shall not be permitted on School Board property or school grounds at any time,
whether or not the horse is accompanied by an attendant or rider, except when needed
for security reasons or when used by students as qualified service animals.

Automobiles, motorcycles, motorbikes, minibikes and trail machines and other motor
vehicles shall be prohibited on Caddo Parish School Board property at any time,
including, but not limited to school campuses, satellite administrative buildings,
maintenance buildings and any parking areas of any School Board facility. Violators shall
be prosecuted for trespassing. This prohibition shall not apply to said vehicles using the
driveways and parking areas during school hours and for regularly scheduled school
programs or with permission of the principal of the school.

All types of skating, including, but not limited to, rollerblading, skateboarding, inline
skating, and bicycling shall also be prohibited on School Board property. These
provisions do not apply to such activities when they are sponsored and supervised by a
school; students who ride bicycles to school when they are on the property during school
hours; and others on official School Board business during business hours.

Approved: July 28, 2015
Revised: December 19, 2017

Ref: 20 USC 6083 (Non-Smoking Policy for Children’s Services); La. Rev. Stat. Ann.
'114:91.7,17:87.6,17:151, 17:100.6, 17:240, 17:416, 40:4, 40:1291.2, 40:1291.3,
40:1291.11, 40:1291.21, 40:1563, 40:1578.6, 40:1583; Louisiana Sanitary Code,
Louisiana Department of Health and Hospitals; Board minutes, 10-20-71, 3-2-98,
11-27-01, 6-18-02, 2-20-07, 7-28-15, 12-19-17.
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SAFETY PROGRAM

Employee, student, or visitor accidents are undesirable, unplanned occurrences which
cannot be prevented and which often result in bodily harm, loss of time, expensive legal
action, property damage, and personal pain and suffering. A system-wide program of
safety shall be maintained in order to render the school system environment as hazard-
free as possible. Provisions of the safety program shall be in compliance with all state
and federal guidelines.

As part of the safety program, the Caddo Parish School Board shall require regular
inspections of the buildings and grounds of each school, by the principal or the building
administrator at non-school sites. At least one annual inspection shall be performed and
documented in writing, concerning the condition of all buildings within the system in terms
of student, employee, and public care and safety and submitted by the principal or building
administrator to the Superintendent or designee. More periodic inspections are
encouraged.

EMERGENCY PREPAREDNESS

Supervisors and school administrators shall acquaint each employee under their charge
with the school emergency preparedness guidelines and his/her area of responsibility in
the event of emergency. They should supervise, implement and evaluate all on-going
disaster preparedness programs for the school or department.

Faculty members shall provide students with instructions in the area of disaster
preparedness and participate in disaster preparedness training programs.

Every school should have a well-stocked first aid kit and one or more individuals
responsible for it.

Principals and supervisors shall have readily available the phone numbers of the fire
department, police department, ambulance service, all bus operators and substitute bus
operators.

TRAINING PROGRAM

A safety training program for all new employees shall be conducted by the school or
facility administrator or his/her designee. New employees shall receive instruction with
regard to the use of personal safety equipment and the source(s) for procuring assistance
when needed.

FIRST AID

It shall be the responsibility of the school or the facility administrator to schedule and
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implement employee first aid programs that shall provide trained first aid persons at each
site. Laboratory instructors, coaches, vocational and shop instructors, cafeteria personnel
and maintenance department personnel should undergo first-aid training and continue to
maintain their first-aid certification.

A complete first-aid kit shall be placed and maintained in all potentially hazardous areas,
such as shops, labs, cafeterias, janitors' rooms, and physical education departments. A
log sheet shall be kept at each job site, and all first-aid treatment shall be logged to show
the date, name of employee, job title, and reason for treatment and the first-aid service
provided.

RECORDKEEPING

Records of injuries are essential to an efficient and successful loss control program. They
provide a means for gauging frequency and severity areas of operation for providing
information concerning the cause of loss. Therefore, the School Board shall require
adequate accident and safety records.

Approved: July 28, 2015

Ref: La. Rev. Stat. Ann. ' '17:81, 23:1021, 40:1578.6; Louisiana Handbook for School
Administrators, Bulletin 741, Louisiana Department of Education; Board minutes, 7-28-
15.
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FIRE PREVENTION

The Caddo Parish School Board recognizes the need for fire prevention/precaution in
order to protect its employees, students, visitors, and property from the hazards of fire.
Reducing and/or eliminating the fire hazards in and around the schools and other School
Board property should be everyone’s responsibility.

As a prerequisite in its fire prevention strategies, the School Board shall require
inspections by qualified persons of all fire safety and prevention equipment, including
but not limited to fire alarm, suppression and smoke detection devices at each school
under the School Board’s jurisdiction, as well as all other School Board property, at least
twice during each school year. All necessary service, repairs, and precautions shall be
taken by appropriate persons in a timely manner to assure that all such equipment s in
good working order and meets the needs for which it was intended. Employees of the
School Board may perform the required inspections called for in this policy provided they
have received the appropriate training necessary to perform such inspections, and
documentation of such training shall be included in the employee’s personnel file.

The supervision and implementation of the inspection requirements shall be the
responsibility of the Superintendent and/or his/her designee. Reports on all inspections
shall be maintained and submitted to the Superintendent and/or designee upon
completion of the inspection.

The principal or his/her designee shall make a periodic review and frequent inspections
of all school buildings and facilities for potential fire and other hazards. Open flame
areas for instructional purposes shall be designated by the principal or building
administrator at each School Board facility, or his/her designee, with the designation to
be approved by the Superintendent prior to such usage. Lighted, scented candles, or
other open flames shall not be permitted at any school campus or other School Board
facility, with limited exception where an open fire may occur, such as a bonfire, and is
approved by the Superintendent. Such events shall require submission of a request
outlining guidelines to be adhered to during the event and utilizing local and/or state fire
standards. This policy shall not apply to open flames required for maintenance and/or
construction needs.

Approved: July 28, 2015

Ref: La. Rev. Stat. Ann. §17:81; Life Safety Code, National Fire Prevention Association;
Board minutes, 7-28-15.
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SCHOOL AND STUDENT SAFETY

The Caddo Parish School Board is committed to providing a safe environment for the
students and employees of its schools. The School Board shall take immediate action
to address any potential threats of violence or terrorism to students and employees as
required by the Louisiana School and Student Safety Act (La. Rev. Stat. Ann. 8817:409.1-
17:410).

The School Board shall develop, in consultation with local law enforcement agencies,
age appropriate information regarding internet and cell phone safety and online content
that is a potential threat to school safety. The information shall include how to recognize
and report potential threats to school safety posted on the internet, including but not
limited to social media posts. This information shall be distributed or explained to school
personnel and students at the beginning of each school year, and posted on an easily
accessible page of each school’'s website, as well as the website of the School Board.
Such information shall include instruction on how to detect potential threats to school
safety, visual examples of possible threats, and the process for reporting such threats.

DEFINITIONS

Student means any person registered or enrolled at a school.

School is as defined by La. Rev. Stat. Ann. 817:236 as an institution for the teaching of
children, consisting of an adequate physical plant, whether owned or leased, instructional
staff members, and students, and which operates a minimum session of not less than
one hundred eighty (180) days.

Threat is credible and imminent means that the available facts, when viewed in light of
surrounding circumstances, would cause a reasonable person to believe that the person
communicating the threat actually intends to carry out the threat in the near future or has
the apparent ability to carry out the threat in the near future.

Threat of violence means communication, whether oral, visual, or written, including but
not limited to electronic mail, letters, notes, social media posts, text messages, blogs, or
posts on any social networking website, of any intent to kill, maim, or cause great bodily
harm to a student, teacher, principal, or school employee on school property or at any
school function.

Threat of terrorism means communication, whether oral, visual, or written, including but
not limited to electronic malil, letters, notes, social media posts, text messages, blogs, or
posts on any social networking website, of any crime of violence that would reasonably
cause any student, teacher, principal, or school employee to be in sustained fear for his
safety, cause the evacuation of a building, or cause other serious disruption to the
operation of a school.
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MANDATORY REPORTING

Any administrator, teacher, counselor, bus operator, or other school employee, whether
full-time or part-time, who learns of a threat of violence or threat of terrorism, whether
through oral communication, written communication, or electronic communication, shall:

1. Immediately report the threat to a local law enforcement agency if the threat is
credible and imminent.

2. Immediately report the threat to school administrators for further investigation, in
compliance with this policy, if the threat is not credible and imminent.

No person shall have a cause of action against any person for any action taken or
statement made in adherence with the requirement for reporting as provided herein.
However, the immunity from liability provided in this policy shall not apply to any action or
statement if the action or statement was maliciously, willfully, and deliberately intended
to cause harm to, harass, or otherwise deceive law enforcement or school officials.

Reporting Procedures

The Superintendent shall develop and maintain administrative procedures for reporting
potential threats to school safety. The reporting procedures, at a minimum, shall include:

1. A standardized form to be used by students and school personnel to report
potential threats which requests, at a minimum, the following information:

A. Name of school, person, or group being threatened.

B. Name of student, individual, or group threatening violence.

C. Date and time the threat was made.

D. Method by which the threat was made, including the social media outlet or

website where the threat was posted, a screenshot or recording of the
threat, if available, and any printed evidence of the threat.

2. A process for allowing school personnel to assist students in completing the
standardized form.

3. A process for allowing reporting by an automated voice system.

4, A process for allowing anonymous reporting and for safeguarding the identity of a
person who reports a threat.

5. For every threat reported, a school administrator shall record, on the form
provided, the action taken by the school.
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If information reported to a school is deemed a threat to school safety, the school shall
present the form and evidence to local law enforcement agencies. If the information
poses an immediate threat, school administrators shall follow procedures provided in the
school’s Crisis Management and Response Plan.

THREAT ASSESSMENT

When any threat of violence or terrorism has been reported to a school administrator, an
investigation shall be made according to administrative procedures which shall include,
at a minimum:

1. Conducting an interview with the person reporting a threat, the person allegedly
making a threat, and all witnesses, and;

2. Securing any evidence, including but not limited to statements, writings,
recordings, electronic messages, and photographs.

If the investigation results in evidence or information that raises a concern that a threat is
credible and imminent, the threat shall be immediately reported to a local law enforcement
agency for further investigation.

MANDATORY EVALUATION

If a law enforcement agency, based on its investigation as required by La. Rev. Stat. Ann.
§17:409.4, determines that a student's threat is credible and imminent, it shall report it to
the district attorney, who may file a petition no later than seven (7) days after receiving
such report with the appropriate judicial district court for medical, psychological, and
psychiatric examination. Where the district attorney, in his/her discretion, decides not to
file the petition or does not file such petition during the requisite period, the student who
is the subject of a complaint and investigation shall be permitted to return to school. The
school shall permit a student who is the subject of a complaint and investigation to return
to school if at any point prior to a hearing the threat is determined not to be credible after
an investigation by the school administration, a law enforcement agency, or the district
attorney or by order of the court after a hearing.

If the person who is reported to a local law enforcement agency is not a student, he or
she shall not be permitted to be within five hundred feet (500°) of any school until he or
she has undergone a formal medical or mental health evaluation and has been deemed
by a health care professional not to be dangerous to himself/herself or others.

New policy: October 23, 2018 Revised: October 22, 2019

Ref: La. Rev. Stat. Ann. §817:236, 17:409.1, 17:409.2, 17:409.3, 17:409.4, 17:409.5,
17:410; Board minutes, 10-23-18, 10-22-19.
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EMERGENCY/CRISIS MANAGEMENT

COMPREHENSIVE PLAN FOR EVACUATION

It shall be the policy of the Caddo Parish School Board to provide a comprehensive plan
for evacuation of schools in the event of a disaster. Disaster may come in many forms
such as chemical spills, bomb threats, and/or a state of National Emergency. In
cooperation with the local police and fire departments, 911 Call Center, and the
Caddo/Bossier Office of Emergency Preparedness, the plan shall include all centers and
schools located in Caddo Parish.

CRISIS MANAGEMENT AND RESPONSE

Unanticipated tragic events can quickly escalate into a school-wide catastrophe if not
dealt with immediately and effectively. School personnel shall plan in advance for the
welfare, safety, and care of students and staff members. Every school shall be required
to have a Crisis Management and Response Plan. A Crisis Management and Response
Plan means a plan to address school safety and the incidence of a shooting or other
violence at schools, on school buses, and at school-related activities; to respond
effectively to such incidents; and to ensure that every student, teacher, and school
employee has access to a safe, secure, and orderly school that is conducive to learning.
Such plans shall also address the management of any other emergency situation.

The Crisis Management and Response Plan shall be prepared by each public school
principal jointly with local law enforcement, fire, public safety, and emergency
preparedness officials. In preparing the plan, the principal and such officials shall
consider and include, if appropriate, input from students enrolled in the school and their
parents, teachers at the school, other school employees, and community leaders. The
plan, which shall focus on preventing the loss of life and the injury of students and
teachers and other school employees, shall detail the roles and responsibilities of each
school employee and the relevant coordination agreements, services, and security
measures of a school and provide for parental notification in the event of a shooting or
other violent incident or emergency situation. The plan may also provide for the
counseling of students by mental health professionals, encouraging peer helper
programs, and identifying students who may have experienced rejection or other
traumatic life events.

Each principal, jointly with local law enforcement, fire, public safety, school resource
officers, and emergency preparedness officials, shall review the plan at least once
annually and shall revise the plan as necessary. In reviewing and revising the plan, the
principal and such officials shall consider and include input, if appropriate, from students
enrolled in the school and their parents, teachers at the school, other school employees,
and community leaders. When conducting the annual review for a high school, the school
principal shall seek input from the president of the senior class or the president of the
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student council, and at least one other responsible student selected by the principal as
representatives of students enrolled in the high school. Each principal shall submit such
plan in writing to the Superintendent for approval at least once annually, including upon
each revision, and shall notify all teachers and other school employees of the contents of
the plan and any revisions made to it.

Within the first thirty (30) days of each school year, each principal shall conduct a safety
drill to rehearse the components of the Crisis Management and Response Plan. Not later
than seven (7) days after the drill, the principal shall submit a written report summarizing
the details of the drill to the Superintendent.

The Superintendent shall make an annual report to the School Board on the status of the
plan of each school under the School Board’s jurisdiction.

OTHER EMERGENCY DRILLS

The Caddo Parish School Board shall require procedures be planned by the principal and
faculty of each school to assure orderly movement and evacuation of students to the
safest area in the event of fire, weather, or other disasters. Practice drills shall be used
to ensure the effectiveness of the procedures.

Every separate administration building shall conduct practice drills as well.

Approved: July 28, 2015
Revised: October 23 2018
Revised: October 22, 2019

Ref: La. Rev. Stat. Ann. '817:416.16, 40:1578.6; Louisiana School Transportation
Specifications and Procedures, Bulletin 119; Louisiana Handbook for School
Administrators, Bulletin 741, Louisiana Department of Education; Life Safety Code,
National Fire Protection Association; Board minutes, 7-28-15, 10-23-18, 10-22-19.
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SCHOOL CLOSING AND CANCELLATION

The Superintendent shall be authorized to announce the closing of schools if prevailing
or potential hazards threaten the safety and well-being of pupils, staff, or school property.
Whenever practicable, the Superintendent shall make such decisions to close school(s)
after consulting with appropriate community agencies. Public announcements and
releases to news media shall be made or approved by the Superintendent or designee.

EMERGENCIES

If students have reported to school and an emergency arises during the school day,
students may be dismissed early. Such dismissal shall be only by direction of the
Superintendent. In the event of dismissal during the school day, all educational and
building employees shall continue their work, unless otherwise notified by the
Superintendent. The Superintendent's office shall notify news media and other such
persons and organizations as necessary of the decision to dismiss early. In cases where
students are dismissed early, teachers shall be expected to supervise all students under
their jurisdiction until they have departed from the school campus.

Approved: July 28, 2015

Ref: La. Rev. Stat. Ann. '17:81; Board minutes, 2-7-73, 3-6-85, 4-16-02, 7-28-15.
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BUILDING AND GROUNDS SAFETY INSPECTIONS

Safety inspections are one of the primary means of locating accident causes. They
determine the safeguards necessary to remove hazards from the workplace. As such,
inspections are valuable in controlling accidents and bringing school operations up to
acceptable standards, resulting in a safer work environment.

Physical premises safety inspections shall be done by the department supervisor,
principal, or designated person appointed by the principal on a semi-annual basis. The
Superintendent or his/her designee shall conduct inspections annually or as deemed
necessary. Their primary function is to observe and correct unsafe acts and conditions.
The principal of the school shall sign for approval on all inspections before the form is
sent to the Superintendent or designee.

Premises inspection shall be made utilizing the Caddo Parish School Board inspection
checklist with corrective action taken as indicated. Other inspections shall be conducted
in target areas, i.e., high frequency areas, areas subject to heavy public exposure, etc.

Suggested items inspected should include: housekeeping, fire protection, security, hand
tools, lift equipment, machine guarding, etc.

Approved: July 28, 2015

Ref: La. Rev. Stat. Ann. §817:81, 40:1578.6; Board minutes, 7-28-15.
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HAZARDOUS SUBSTANCES

The Caddo Parish School Board, in its efforts to contain and control the dangers of
hazardous substances, authorizes the Superintendent or his/her designee to establish
and maintain regulations and procedures which address the purchase, storage, handling,
use, transportation, and disposal of hazardous materials for all school facilities and
operations including instructional areas. Emergency response actions and evacuation
plans also will be coordinated with the procedures.

The regulations and procedures will comply with all applicable laws and regulations which
pertain to the safe and proper storage, transportation, and disposal of hazardous
materials.

PESTICIDES

The Caddo Parish School Board recognizes that the exposure of school children to
pesticides poses known and unknown risks to their health and well-being. Therefore, the
School Board shall prepare or cause to be prepared, and submit to the Louisiana
Department of Agriculture and Forestry on or before August first of each year, for each
school under its authority, an annual pest management plan that applies integrated pest
management strategies of pest prevention methods and strongly recommends the least
toxic methods of control for grass and weed control, and rodent and general pest control
in, on or around school structures and grounds. Any deviation from the submitted annual
pest management plan shall be delivered in writing to the Director of Pesticide and
Environmental Programs, Louisiana Department of Agriculture and Forestry no later than
twenty-four (24) hours prior to any pesticide application. Records of inspections,
identification, monitoring, evaluations, and pesticide applications shall be maintained by
the schools and submitted with the annual pesticide management plan to the department
annually.

In addition to a comprehensive pest management plan, the School Board, in accordance
with statutory provisions shall:

1. Assure that the application of any herbicide, rodenticide, insecticide or restricted
use pesticide, in, on, or around structures or grounds of schools that provide education
to kindergarten through twelfth grade classes shall be done by or under the supervision
of a certified commercial applicator.

2. Require each school to maintain a hypersensitive student registry listing the names
of students whose parents have submitted a written statement to the school which shall
include but not be limited to the student's name and address, parent's or guardian's
signature, name and address, and a written medical verification by a licensed physician
which includes the physician's signature, name and address.
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3. Require that schools shall use, whenever possible, the least toxic method of pest
control. The least toxic method of pest control may include methods other than the
application of pesticides. A restricted use pesticide shall be applied to a school building
or on school grounds only during periods in which students are not expected to be present
for normal academic instruction or organized extracurricular activity for at least eight (8)
hours after the application.

4. Require each school to keep a written record of restricted use pesticides used to
control pests, with an entry of pertinent information about the application being recorded
after each application. The written record shall be kept in each school and shall be
available for inspection during school hours.

5. Employ at least two (2) certified commercial applicators as long as the system has

ten (10) or more schools.

Approved: July 28, 2015

Ref: La. Rev. Stat. Ann. ' '3:3381, 3:3382, 3:3383, 3:3384, 3:3385, 3:3386, 3:3387,
3:3388, 3:3389:; Louisiana Handbook for School Administrators, Bulletin 741, Louisiana
Department of Education; Board minutes, 7-28-15.
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USE OF AUTOMATED EXTERNAL DEFIBRILLATOR (AED)

The Caddo Parish School Board directs that if funding is available, each high school shall
have an Automated External Defibrillator (AED) on its premises. Each high school shall
have the authority to accept donations of AEDs or funds to acquire AEDs.

In schools which have an AED on site, any expected AED user (those designated by the
Superintendent or principal to render emergency care at that school) shall receive
appropriate training in the use of AEDs from any nationally recognized course in
cardiopulmonary resuscitation (CPR) and AED use. All training of personnel in the use
of AEDs shall be fully documented.

The School Board shall notify a local provider of emergency medical services (such as a
911 service, local ambulance service, or fire department) of the acquisition, location, and
type of any AED device.

This policy shall not create an obligation to use an AED, nor is it intended to create any
expectation that an AED will be present or that a trained employee will be present and/or
able to use an AED, if a condition arises making the use of an AED beneficial.

In addition to the civil immunity provided to persons rendering emergency assistance as
provided by law, any person or entity which provides training in CPR and in the use of an
AED and any expected AED user shall not be liable for any civil damages arising from
any act or omission of acts related to the operation of or failure to operate an AED that
do not amount to willful or wanton misconduct or gross negligence.

Approved: July 28, 2015
Revised: June 20, 2017

Ref: La. Rev. Stat. Ann. ''9:2793, 17:81, 40:1137.3, 40:1236.12, 40:1236.13; Board
minutes, 7-28-15, 6-20-17.
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SAFE REOPENING AND OPERATING OFSCHOOL FACILITIES
FOR THE 2020-2021 SCHOOL YEAR

l. Purpose

In accordance with Bulletin 741 of the Louisiana Board of Elementary and
Secondary Education, the Caddo Parish School Board adopts this policy
providing the minimum health and safety standards regarding the reopening of
school facilities for the 2020-2021 school year in response to the coronavirus
disease (COVID-19) pandemic. While the requirements outlined in this policy are
designed to mitigate the spread of COVID-19 and to create a safe and healthy
environment for students, faculty, staff, and others on school property, no
requirement or plan guarantees that individuals will not contract COVID-19.

By executive order, the governor established the statewide phases of reopening
(phase 1, phase 2 or phase 3). If the local government authority of Caddo Parish
or the City of Shreveport establishes a more restrictive phase of reopening, the
Caddo Parish School Board must conform to the more restrictive requirements.

Il. Definitions

For the purposes of this policy, the following definition(s) will apply:

Physical Distance: The act of an individual maintaining a space of six feet or
more from another individual.

II. Minimum Requirements for Reopening and Operating School Facilities

A. Group Sizes

1. The maximum group size that may convene indoors in a single
room, irrespective of room size, or outdoors at any given time are
as follows:

a. Phase 1: 10 individuals;
b. Phase 2: 25 individuals; and
C. Phase 3: 50 individuals.

2. Group Composition

a. Younger students who are unable to wear face coverings or
maintain a physical distance from other students or adults
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should be assigned static groups. This must include, at a
minimum, students in Grade 2 or lower. The static group
composition should be maintained for as long as possible
over the course of the 2020-2021 school year.

b. The composition of a group may change if students are
able to maintain a physical distance of at least six feet
from other students and adults in a classroom or indoor
setting, to the greatest extent possible.

C. Students with disabilities must continue to receive special
education and related services in the least restrictive
environment. School systems must factor in any additional
services providers who may need to enter the classroom,
students who receive services outside the classroom (e.g.
resource, APE), and/or students who receive services
through alternate instructional methods.

B. Physical Standards for the use of School Facilities

1. If a group convenes indoors, it must convene in a room
enclosed by a wall or partition. This includes large rooms, such
as a gymnasium or auditorium, which may include more than one
group if each group is separated by a wall or partition.

2. If groups convene outdoors, a physical barrier is not required, but
each group must remain separated.

3. To the greatest extent possible, schools must limit crowding at
entry and exit points and maintain maximum group sizes and
physical distance recommendations.

4, If a room is used by more than one group in a single day,
high-touch surfaces contained in that room must be cleaned
before and after use by each group.

C. Monitoring Students and Adults for Symptoms of COVID-19
1. Each school must establish an area used to isolate anyone
showing signs of being sick. The isolation area must be cleaned
after it is occupied by any sick student or adult.
2. Upon arriving at the school facility, each adult and student must

be assessed for symptoms of COVID-19, as defined by the CDC.
This includes an initial temperature check.
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D. Environmental Cleaning and Personal Hygiene

1. High-touch surfaces must be cleaned multiple times per day,
including bathrooms.

2. Students must wash or sanitize hands upon arrival at the school,
at least every two hours, before and after eating, before and after
using outdoor play equipment, and before exiting the school
facility.

3. While inside the school facility, all adults and students in grades 3
through 12 must wear a face covering to the greatest extent
possible and practical within the local community context.

4. While inside the school facility, students in grades prekindergarten
through 2 may wear a face covering.

5. While inside the school facility, children under two years old and
individuals with breathing difficulties should not wear a face
covering.

E. Hygienic supplies

1. School employees must be provided adequate access to
hygienic supplies, including soap, hand sanitizer with at least 60
percent alcohol, disinfectant wipes or spray, paper towels, and
tissues. Face coverings should also be provided when needed.

2. The quantity of hygienic supplies must be appropriately provided

to the school employee, according to the role and the number and
age of students or adults served by that employee.

F. Transportation

1. School buses used to transport students must not exceed the
following maximum capacity requirements:

a. Phase 1: 25 percent, including adults, of the school bus
manufacturer capacity;

b. Phase 2: 50 percent, including adults, of the school bus
manufacturer capacity; and

C. Phase 3: 75 percent, including adults, of the school bus
manufacturer capacity.
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2. Passengers on a school bus must be spaced to the greatest
extent possible as follows:

a. Phase 1: passengers must ride one per seat. Every other
seat must remain empty. Members of the same
household may sit in the same seat or adjacent seats; and

b. Phase 2 and 3: passengers must be dispersed throughout
the bus to the greatest extent possible.

G. Student Programming Determinations

1. Student placement determinations in a distance or in-person
education program should be made in consultation with the
parent or custodian.

2. Student placement determinations should take into consideration a
student’s unique academic, social emotional, familial, and medical
needs of a student, as identified by the student’s parent or

custodian.
H. Essential Visitors to School Facilities
1. Essential visitors are individuals who must enter schools or early

learning centers in order to conduct visits in accordance with
Louisiana law or policy. Essential visitors include, but are not
limited to, individuals who:

a. Conduct class observations;

b. Observe teacher candidates as part of the teacher
preparation quality rating system; or

C. Provide essential supports and services including, but
not limited to, early intervention services, special
education services, or mental health consultation.

Medical or disability impact exceptions to any standard in this policy should
be addressed on an individual basis by the School Board staff in accordance
with School Board policies.

AMENDMENT (December 1, 2020)

On Tuesday, November 24, 2020 Governor John Bel Edwards issued Executive
Proclamation Number 168 JBE 2020, which moved the State from Phase 3 of recovery to
a Modified Phase 2. The Governor's Proclamation authorized the Board of Elementary
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and Secondary Education (BESE) to adopt rules that allow Local Educational Agencies
(LEASs) to continue to operate within their Phase 3 school reopening and operational
guidelines. As a result of the Governor’s Proclamation, BESE’s President exercised her
authority on November 25, 2020 to approve emergency rules that would allow, but not
require, LEASs to continue to follow for the duration of 168 JBE 2020, the Phase 3 minimum
requirements for reopening school facilities.

As such the Superintendent may continue to operate Caddo Parish Schools utilizing
Phase 3 school reopening and operational guidelines for the duration of 168 JBE2020.
The Superintendent shall continue to monitor the school system utilizing the Strong Start
2020 reopening Guidelines and Resources in order to make further decisions regarding
the education of Caddo Parish students.

The Caddo Parish School Board recognizes that BESE may make additional changes to
the provisions of Chapter 4 of Bulletin 741, Louisiana Handbook for School Administrators,
for the 2020-2021 school year regarding school reopening and operational guidelines, and
it therefore incorporates and adopts the additional changes as if set forth fully herein and it
will abide by the health and safety standards included therein without the necessity to
making changes to this policy.

New policy: July 28, 2020
Revised: December 1, 2020

Ref: La. Rev. Stat. Ann. 817:81, 17:439.1, 17:3391; Louisiana Handbook for School
Administrators, Bulletin 741, Louisiana Department of Education; Board minutes, 7-
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28-20, 12-1-20.
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BUILDINGS AND GROUNDS SECURITY

It is the policy of the Caddo Parish School Board that a concerted effort be made by the
School Board and all personnel to provide for the security and protection of its students,
employees, visitors, facilities, and equipment.

Security not only encompasses maintenance of secure (locked) buildings but other
strategies to make the school environment safe, such as protection from fire hazards and
faulty equipment and safe practices in the use of electrical, plumbing, and heating
equipment.

Access to school buildings and any regularly locked areas on a school campus outside
of school hours shall be limited to personnel whose work requires it. Protective devices
designed to be used as safeguards against illegal entry and vandalism shall be installed
when appropriate to the individual situation.

Records and funds shall be kept in a safe place and under lock and key when required.
At no time shall petty cash funds in any school exceed $100. Money shall not be left in
an unlocked safe at any time.

FIREARM FREE ZONES

The areas surrounding the school campus or within 1,000 feet of any such school
campus, or within a school bus, shall be designated Firearm Free Zones. It is unlawful
for a student or non-student to intentionally possess a firearm on school property or within
1,000 feet of school property or while on a school bus, with limited exception as
enumerated in La. Rev. Stat. Ann. 814:95.2. The School Board, in cooperation with local
governmental agencies and the Louisiana Department of Education, shall designate and
mark Firearm Free Zones which surround all schools and school property.

DRUG FREE ZONES

The area within 2,000 feet of any property used for school purposes by any school, or on
a school bus, shall be designated as Drug Free Zones. It is unlawful for anyone to use,
distribute, be under the influence of, manufacture or possess any controlled substances
as defined by statute in a Drug Free Zone. The School Board, in cooperation with local
governmental agencies, and the Louisiana Department of Education, shall designate and
mark Drug Free Zones which surround all schools and school property.

BODY ARMOR

It shall be unlawful and against School Board policy for any student or non-student to
wear or possess on his/her person, at any time, body armor on any School Board
property, school campus, at a school-sponsored function, on a school bus or other school
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transportation, or in a firearm free zone, with limited exception as enumerated in La. Rev.
Stat. Ann. 814:95.9. School-sponsored functions shall include, but not be limited to,
athletic competitions, dances, parties, or any extracurricular activities.

Body armor shall mean bullet-resistant metal or other material intended to provide
protection from weapons or bodily injury.

The School Board shall post permanent notices of such prohibition at each major point of
entry to the school.

SEARCH OF PERSONS OTHER THAN STUDENTS

Any school principal, administrator, teacher, or school security guards may search the
person, book bag, briefcase, purse or other object in the possession of any person who
is not a student enrolled in the school, or any school employee, while in or on school
grounds. This search may be done randomly with a metal detector, or physically when
there is reasonable suspicion that such person has any weapons, illegal drugs, alcohol,
stolen goods, or objects in violation of School Board policy.

Approved: July 28, 2015

Ref: La. Rev. Stat. Ann. ''14:95.2, 14:95.6, 14:95.9,17:81, 17:239, 17:240, 17:405,
17:416.6.
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VANDALISM, THEFT, AND ARSON

The Caddo Parish School Board recognizes that acts of vandalism, theft, and arson are
crimes against the community. Every student, employee, and citizen of the parish is
urged by the School Board to cooperate in reporting any incidents of vandalism, theft,
and arson of property belonging to the system or of others while on School Board
property, and provide the name(s) of the person or persons believed to be responsible.

The School Board declares that all acts of vandalism, theft, and arson of property
belonging to the School Board or property contracted by the School Board shall be
prosecuted to the fullest extent possible under the law. The School Board’s Security
Department shall be authorized to offer rewards not to exceed $100 for information
pursuant to any investigation involving criminal acts against the School Board.

Every effort shall be made to recover damages from adult vandals or from the parents of
juvenile vandals to cover the theft of equipment or the destruction of school property. This
shall apply not only to damage as a result of breaking and entering at nights or during
other times school is not in session, but also to damage done to school property by pupils
during the course of the school day, over and above normal wear and tear.

It shall be the responsibility of the building level principal or other administrator in charge
of any school or other facility to:

1. Call the sheriff's department or local police department to request an investigation
at the time of discovery of any act of vandalism, theft, or arson.

2. Report by telephone to the Superintendent or his/her designee all incidents of
vandalism, theft, or arson and to submit a written report thereof within twenty-four (24)
hours of any such incident to include a description of the damages, identification of
perpetrators if known, sheriff's department or police department report number and any
suggested measures to prevent reoccurrence of similar incidents.

It shall be the responsibility of the Superintendent or his/her designee to:
1. Provide cooperation between all responsible administrators and those agencies
responsible for detection, apprehension and prosecution of persons committing acts of

vandalism, theft, or arson.

2. Sign a criminal complaint and to press charges against perpetrators of vandalism,
theft, and arson of any school property.

3. Provide full a reporting of all acts of vandalism, theft, and arson to the School
Board.
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4, Recommend to the School Board any action which may be needed to help reduce
the incidents of vandalism, theft, and arson.

Approved: July 28, 2015

Ref: La. Rev. Stat. Ann. 8817:81, 17:416, 17:416.1; Board minutes, 9-19-73, 4-16-02,
7-28-15.
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VIDEO MONITORING OF SCHOOL BOARD PROPERTY

The Caddo Parish School Board shall authorize the use of School Board owned and/or
installed video and audio cameras on any School Board property, buildings, or facilities
and/or vehicles in an effort to ensure the health, safety, and welfare of all staff, students,
and visitors to the school, and to safeguard School Board facilities and equipment.

The School Board shall notify employees, students, and/or visitors through appropriate
methods that video monitoring/surveillance may occur on School Board property, in
buildings and facilities, as well as campuses, parking lots, and school grounds belonging
to, leased, or used by the School Board, or on any vehicle owned, leased, or used to
transport students or for conduction of School Board business, or at any school
sponsored event, activity, or function.

Notification shall also include the erection of clearly marked, written signs, prominently
displayed near the main entrance of school buildings, School Board property and
facilities.

INSTALLATION AND OPERATION OF EQUIPMENT

Video and audio cameras may be installed in identified public areas where
monitoring/surveillance is deemed necessary as determined by the Superintendent or
his/her designee, but placement shall not be allowed where students, employees, or the
public has a reasonable expectation of privacy, such as inside locker rooms and adult
and student restrooms.

Monitor/surveillance equipment installed in outdoor areas shall monitor only those areas
designated and shall not be directed to look through windows of adjacent buildings or
onto adjacent property, whenever possible. Video monitors (reception equipment) shall
be located in strictly controlled access areas. Only authorized and designated personnel
shall have access to the reception equipment and area and monitors shall not be located
as to permit public viewing.

The use of video and audio monitoring/surveillance equipment on school grounds shall
be supervised and controlled by the building administrator and/or his/her designee, in
conjunction with the Superintendent and/or his/her designee. Video recordings made at
the schools or other facilities shall be maintained by the building administrator. Video
monitoring/surveillance equipment shall be operated on a twenty-four (24) hour, seven
(7) day a week basis.

Staff personnel permitted access to the video and audio monitoring/surveillance system
and equipment shall be required to follow all operational regulations and procedures
developed in accordance with this policy. Staff and students shall be prohibited from
unauthorized use, tampering with, or otherwise interfering with the placement or
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operations of the video and audio monitoring/surveillance equipment and system and
shall be subject to appropriate disciplinary action including termination or expulsion.

The School Board shall provide reasonable safeguards, including but not limited to,
password protection, network security, and control of physical access to protect the
monitor/surveillance systems from vandals and unauthorized users. Proper training shall
be provided for authorized users.

VIDEO RECORDINGS

Recordings made through the School Board’s video/audio monitoring/surveillance system
may be confidential depending on the circumstances. The video recordings may only be
viewed by the Superintendent, building administrator, security personnel and/or the
superintendent’s designees unless considered a public record and does not violate a
student or other person’s privacy rights. In the event a video recording reveals activity
the Superintendent believes violates School Board policies or state or federal law, the
Superintendent may turn over such video recordings to applicable law enforcement
authorities. If an individual or individuals on such video recording are students or staff of
the district, they shall be subject to appropriate disciplinary action.

Video recordings shall be retained by the School Board for no more than ninety (90) days,
provided that the recordings may be kept for a longer period if the recordings reveal
activity the Superintendent believes violates School Board policies or state or federal law.
Video recordings not retained for more than ninety (90) days shall have their images
erased or taped over. The Superintendent or his/her designee shall take additional steps
as deemed appropriate to prevent unauthorized persons from accessing the recordings.

Video recordings (tapes or other storage devices) shall be stored in a secure, locked
location in a controlled access area at the school or facility where maintained that will also
protect the recordings from damage by fire or water. Each storage device shall be dated
and labeled, whenever possible. Access to storage devices shall be limited to authorized,
designated personnel only. A log shall be maintained that provides details of all access
to, and use (viewing) of any recorded material.

Video recordings may become a part of a student’s educational record or employee’s
personnel file. The School Board shall comply with all applicable state and federal laws
and School Board policies related to the recording’s maintenance and retention. Parents
or guardians may be entitled to view a video recording of their child if the video recording
is being used to discipline their child.

If the video recording is of an employee and is a part of the employee’s personnel file
then the recording must be maintained in accordance with the Louisiana Personnel Files
Act.

Video recordings may be copied, distributed to, and viewed by public safety agencies,
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School Board safety and security personnel, the parish District Attorney, and/or
appropriate law enforcement personnel, when approved by the Superintendent or his/her
designee, or when subpoenaed for any court proceedings.

Approved: July 28, 2015

Ref: La. Rev. Stat. Ann. '17:81; Board minutes, 7-28-15.
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SCHOOL CAMPUS POINTS OF ENTRY

Principals shall be responsible for establishing procedures that shall protect instructional
time and ensure the safety and welfare of students and staff. Each school shall clearly
designate each main entrance and exit. Any other entrances/exits shall be at the
discretion of the principal who is authorized to take the necessary steps to secure those
entrances/exits.

The designated main entrance(s)/exit(s) and any other necessary entrances/exits shall
be incorporated into each school’'s employee and student handbooks and regular and
emergency campus procedures. A copy of the floor plan with the main entrance(s)/exit(s)
and any other necessary entrances/exits clearly marked shall be provided to the Security
Director. In the event that the marked floor plan is changed, an updated copy must be
provided to the Security Director.

Once the main entrance/exit and any other entrances/exits have been established, the
principal and his/her staff must ensure that students, staff and visitors abide by this
campus procedure. Furthermore, the principal shall take the necessary steps to ensure
that all other entrances/exits are secured through locking mechanisms that meet the fire
codes for the buildings, but shall not obstruct egress.

In accordance with state law, no person is allowed on school grounds or in school
buildings or facilities without authorization from the appropriate school official. Classroom
doors shall remain locked during instructional time, but shall not obstruct egress.

Approved: July 28, 2015

Ref: La. Rev. Stat. Ann. ''17:81, 17:416.16; Board minutes, 7-28-15.
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ENERGY CONSERVATION MANAGEMENT

Good stewardship of public resources dictates that the Caddo Parish School Board stress
the efficient management and conservation of energy in schools and in all buildings and
property. Every reasonable effort should be made to conserve energy and natural
resources while exercising sound financial management. The Superintendent and
administrative staff shall be responsible for developing, implementing, and monitoring
strategies to improve energy consumption throughout the school district, as well as
strategies dealing with energy awareness and conservation. Cost effective procedures
for the reduction of energy use in school facilities and the assessment of such procedures
related to the consumption of energy shall be continually monitored. The Superintendent
shall recommend appropriate improvements in operations to enhance the conservation
of energy.

Judicious use of the various energy systems of each campus shall be the joint
responsibility of the principal and head custodian to ensure that an efficient energy
posture shall be maintained on a daily basis.

Specific areas of emphasis for energy conservation management shall include:

1. Every student and employee shall be expected to contribute to energy efficiency
in the parish. Every person shall be expected to be an energy saver as well as an energy
consumer.

2. All unnecessary lighting in unoccupied areas shall be turned off. All lights shall be
turned off when students and teachers leave school. Custodians shall turn on lights only
in the areas in which they are working.

3. The head custodian at each school shall be responsible for a complete and total
shutdown of the facility when closed each evening.

4, In the event of any after school program requiring air conditioning or heat,
notification should be sent to the school plant department at least 24 hours in advance of
the event.

Approved: July 28, 2015

Ref: La. Rev. Stat. Ann. §17:81; Board minutes, 9-21-94, 6-18-02, 7-28-15.
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MAINTENANCE OF SCHOOL BOARD PROPERTY

The Caddo Parish School Board shall be responsible for the maintenance, repair, and
care of any school site, building, facility or personal property in the control of the School
Board, including any unused school site. The School Board shall delegate responsibility
to the Superintendent to properly maintain all such property. The Superintendent shall
make sure that the care of such property complies with applicable laws, ordinances and
regulations, including building and fire safety code regulations, until such property is sold,
leased or otherwise disposed of by the School Board.

LONG-RANGE MAINTENANCE PROGRAM

A long-range maintenance program shall be developed on the basis of a continuing
maintenance survey of all public school facilities in Caddo Parish. Data collected shall
be analyzed and evaluated in terms of present, continuing, and future needs for
remodeling, renovation, and modernization. Job priorities and a schedule of work to be
accomplished shall be maintained.

Quiality control in terms of construction in the maintenance program done by maintenance
employees of the School Board shall be the responsibility of the Director of Maintenance.
In construction programs where an architect is employed, quality control shall be the
responsibility of the architect.

REPAIRS

The Caddo Parish School Board shall require requests for building repairs to be made
through the school principal or building administrator by using the appropriate format for
work orders. Requests for repair of hazardous conditions or of an emergency nature shall
be reported to the Superintendent or his/her designee as soon as the condition requiring
repair is identified. Hazardous and emergency requests shall be given priority
consideration by the staff. Immediate remedial action shall be taken until proper services
can eliminate the hazardous condition.

To provide for effective building maintenance and repairs, a logical and orderly means for
requesting routine maintenance or repairs shall be as follows:

1. Requests may originate with individual employees, which shall be considered and
approved by principal or building administrator.

2. Requests to the Maintenance Department shall be made through the local school
principal or building administrator in the format prescribed by the Superintendent or
his/her designee.

Approved: July 28, 2015

Ref: La. Rev. Stat. Ann. 8817:81, 17:87.6; Board minutes, 7-28-15.
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AUTHORIZED USE OF EQUIPMENT

PERSONAL USE OF SCHOOL EQUIPMENT

It is the policy of the Caddo Parish School Board that no School Board equipment shall
be removed or taken home for personal use. Any employee who has a need to take
equipment home or to another site for school-related purposes shall obtain written
permission from his/her principal, supervisor or Superintendent. A copy of the approval
shall be maintained on file in the appropriate office for three (3) years. Equipment used
in this manner shall be returned to its assigned work location immediately upon
completion of usage and the date of return shall be noted on the approval form.

LOANING OF SCHOOL EQUIPMENT

Principals may approve the loaning of items such as tables, chairs, and non- depreciating
items to outside school organizations or groups that may be sponsoring a school-related
activity on or away from the school campus.

The proper form shall be completed and kept at the school site specifying: item(s)
borrowed, date item(s) borrowed, nhumber of each item borrowed, signature of person
receiving item(s), date item(s) returned, and signature of person verifying item(s)
returned.

TRANSFER OF SCHOOL PROPERTY

When an employee leaves a work site, either through transfer, resignation, or retirement,
only personal property items may be taken from his/her work site. Materials and
equipment purchased with School Board or school funds shall remain at the site for which
they were purchased.

In the case of items of technology, the building administrator shall inquire to the School
Board’s Technology Department to determine transfer eligibility for these items. The
nature of funding source along with the scope of the project used to obtain this equipment
shall determine whether or not certain items may be transferred to another School Board
site along with the employee.

In any case, the employee must seek the permission of the building administrator before
removing any materials from the site. As usual, should any item be transferred to any
other site, the proper disposition sheet(s) shall be completed and forwarded to the
inventory specialist for accountability.

Additionally, equipment and/or supplies purchased or fabricated, and donated by auxiliary

and/or support organizations become the property of the school as well as the Caddo
Parish School Board and are therefore governed by this policy.
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Approved: July 28, 2015

Ref: La. Rev. Stat. Ann. '17:81; Board minutes, 7-28-15.
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RECEIVING/WAREHOUSING

The Caddo Parish School Board shall require the receiving and distribution of equipment
and supplies be made through the warehouse manager’s office and all records kept in
this office. The warehouse manager shall be in charge of all receiving and distribution of
equipment and supplies.

In receiving freight, the following procedure shall be followed:

1. In the event of freight shortage where the number of cartons received is less than
that indicated on the freight ticket, the shortage shall be indicated on the freight ticket and
verified by signature of the person making delivery.

2. In the event of damaged merchandise, the same procedure of having the carrier
sign freight ticket noting damage shall be followed.

3. Concealed damage must be reported to the carrier as soon as possible.
4. Material shortage resulting from vendor's error should be reported to the
purchasing agent’s office. A carrier is not responsible for freight shortage provided he/she

delivers the required number of cartons indicated on the freight ticket.

After the initial steps as described above are taken, the freight ticket and packing slips
shall be sent to the purchasing agent’s office so that a claim can filed with the carrier.

A complete and accurate inventory of all materials and equipment shall be maintained at
the warehouse by the warehouse manager.

Approved: July 28, 2015

Ref: Board minutes, 7-28-15.
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EQUIPMENT MAINTENANCE

The Caddo Parish School Board shall be responsible for the maintenance, repair, and
care of any equipment and other moveable property in the control of the School Board.
The School Board shall delegate responsibility to the Superintendent to properly maintain
all such equipment and property and see that it is in good, safe, working order.

Approved: July 28, 2015

Ref: La. Rev. Stat. Ann. '17:87.6; Board minutes, 7-28-15.
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TRANSPORTATION MANAGEMENT

The Caddo Parish School Board shall provide to eligible students school transportation
services which shall meet the objectives of safety, efficiency, adequacy, and economy.
Through the use of publicly owned buses, the School Board shall maintain a student
transportation program that shall conform to or exceed minimum standards as set forth
by pertinent statutes, and the Louisiana Department of Education. It shall be unlawful for
the School Board to permit the transport at one time of a number of children on a school
bus that exceeds the number of seats available on that bus.

All vehicles, owned by, rented, or leased to the School Board, shall carry evidence of
insurance and be registered, marked, and equipped according to law.

All school buses used to transport students shall be driven by personnel who possess a
current and valid Commercial Driver's License (CDL) with proper endorsements, and
have completed state required pre-service certification training and in-service driving
requirements in accordance with provisions outlined in Bulletin 119, Louisiana School
Transportation Specifications and Procedures.

School Activities

The use of a fifteen passenger van, in any capacity, for the purpose of transporting
students to and from any school-related activity shall be prohibited. All other rentals shall
be approved by Transportation. Staff allowing such use shall be subject to disciplinary
action up to and including termination.

INSPECTIONS

All buses shall be inspected by the assigned bus driver on a daily basis as prescribed by
Bulletin 119 and CPSB Policy. All school buses shall undergo a maintenance inspection
twice a year: once during June, July, or August certified as safe prior to the beginning of
the school session; and once during December, January, or February of each school
year, by an approved Louisiana Motor Vehicle Inspection Station. No bus shall be
operated without a proper inspection tag certifying that a bus has met or exceeded
minimum safety standards. All school vehicles shall be inspected once a year by an
approved Louisiana Motor Inspection Station. The CPSB Transportation Department is
a Certified Louisiana Motor Inspection Station.

BUS PURCHASES

It is the policy of the Caddo Parish School Board that any used school bus purchased for
use in the school system shall meet current Louisiana statutory requirements for motor
vehicles, and shall meet Federal Motor Vehicle Safety Standards and any additional
state-required specifications for school buses that were in effect on the date the vehicle
was manufactured. All bus purchases shall require prior approval of the School Board.

Caddo Parish School Board lof2



FILE: ED
Cf: EDC, EGD, GBRJ

School buses used to transport students, including activity and backup buses, shall not
be more than twenty-five (25) years old. All newly purchased school buses, at the time
they are acquired by the owner and placed in service, shall be ten (10) or less model
years old. The number of years shall be reckoned from the date of introduction of the
model year. This shall apply to buses purchased by veteran owners/operators, by newly
hired owners/operators, and by the School Board, individual schools, booster clubs, etc.,
and by individuals or companies with whom contracts have been entered into for the
purposes of transporting children to and from school and school-related activities and for
use as spare buses.

When a new or pre-owned bus is purchased or the ownership of a bus is transferred, or
when an individual or a company enters into a contractual agreement with the School
Board, the owner shall assure that the bus is in compliance with all requirements
contained in applicable federal and state laws and state and school district regulations.
All buses so purchased shall be required to satisfactorily pass all mandated inspections
prior to any usage.

All newly purchased regular school buses shall have a seating capacity of sixty (60) or
more passengers. All newly purchased special education buses shall be equipped to
accommodate wheelchairs.

Approved: July 28, 2015

Ref: La. Rev. Stat. Ann. ''17:158, 17:158.1, 17:158.2, 17:158.3, 17:158.4, 17:158.5,
17:158.6, 17:158.7, 17:159, 17:159.1, 17:159.2, 17:160, 17:161, 17:162, 17:163, 17:164,
17:165, 17:166, 17:492, 32:293, 32:378; Olive Morgan v. Livingston Parish School Board,
First Circuit Court of Appeals, March 1991; Louisiana School Transportation
Specifications and Procedures, Bulletin 119, Louisiana Department of Education; Board
minutes, 2-18-70, 5-3-78, 4-16-02, 7-28-15.
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STUDENT TRANSPORTATION IN PRIVATE VEHICLES

The Caddo Parish School Board recognizes that there are times in which private vehicles
are used to transport students to and from school sponsored events. The School Board
directs that such transportation services shall only be utilized as authorized by the
principal. Otherwise, proper student transportation, i.e., School Board owned, leased or
operated vehicles, shall be used. The use of a fifteen passenger van, in any capacity, for
the purpose of transporting students to or from any school-related activity shall be
prohibited.

When private vehicles are to be used to transport students, such vehicles shall be chosen
in advance of the anticipated usage, whenever possible. In situations where private
vehicles are to be used for transporting students to school related activities, the following
guidelines shall be adhered to:

1. The driver of a vehicle should be restricted to a teacher, parent, or legal guardian.
The vehicle owner shall submit a Trip Request for approval.

2. All students shall have written permission from their parent or legal guardian to
travel with the group on file with the principal or his/her designee prior to any travel.

3. The number of students transported shall be limited to the recommended capacity
of the vehicle. Seat belts shall be available for every passenger and each occupant of
the vehicle shall buckle with the appropriate seat belt.

4, A photocopy of a valid driver’s license of the driver(s) and insurance card of the
vehicle shall be submitted to school personnel by the intended driver. Minimum insurance
coverage as set by the School Board shall be required for any personal vehicles used to
transport students. Appropriate signed documentation shall be made that the driver of
the vehicle and the vehicle's owner are aware that their insurance shall be the first line of
defense in the event of an accident.

Approved: July 28, 2015

Ref: La. Rev. Stat. Ann. '17:81; Board minutes, 7-28-15.
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RESPONSIBILITY FOR VEHICLE OPERATION

BOARD-OWNED OR LEASED VEHICLES

The Caddo Parish School Board shall require that only authorized employees with valid
drivers’ licenses be allowed to operate and drive vehicles owned or leased by the School
Board. Authorized employees shall be those employees whom the school system has
authorized to drive School Board-owned or leased vehicles after having their driving
records and insurance qualifications examined for acceptability by School Board staff.

School Board-owned vehicles shall only be assigned to employees who are required to
be on twenty-four (24) hour call for emergency situations or have a specific job
requirement which necessitates use of a School Board-owned vehicle. Such vehicles
shall be assigned to employees based upon the written recommendation of his/her
department supervisor. The Superintendent shall approve all take-home vehicle
assignments (excluding temporary assignment of staff cars). No assigned vehicle may
be loaned to or operated by another employee without prior written approval of his/her
department supervisor. The Superintendent shall approve any long-term reassignment
of a vehicle.

The School Board shall require the highest possible standards of safety of its employees
in the operation of vehicles owned, operated, or leased by or on behalf of the School
Board. Every employee shall observe all laws as well as School Board policies,
administrative regulations and procedures governing the use, care and operation of
vehicles. Accordingly, no person may be hired or employed for any position which
includes duties involving the operation of a School Board owned or leased vehicle who
has a motor vehicle record with violations for driving while intoxicated or under the
influence, leaving the scene of an accident, or other serious motor vehicle violations, nor
whose driver’s license is suspended.

The Superintendent and/or his/her designee shall maintain pertinent administrative
regulations and procedures governing the use, care, and operation of any School Board
vehicle.

ARRESTS OR CITATIONS FOR MOTOR VEHICLE VIOLATIONS

A school bus operator shall report his/her arrest for violation of any law or local ordinance
that prohibits operating a vehicle while under the influence of alcohol or any abused
substance or controlled dangerous substance set forth in the drug schedules enumerated
in La. Rev. Stat. Ann. '40:964. School bus operator shall mean any employee or contract
driver of the School Board whose duty is to transport students in any school bus or activity
bus to and from school or to and from any school-related activity.

The report shall be made by the operator to the Superintendent or his/her designee. Such
report shall be made within twenty-four (24) hours of the arrest or prior to the operator
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next reporting for his/her work assignment as a school bus operator, whichever time
period is shorter. Such report shall be made by the school bus operator regardless of
who owns or leases the vehicle being driven at the time of the offense for which the
operator was arrested and regardless of whether the operator was performing an official
duty or responsibility at the time of the offense.

A school bus operator who fails to report his/her arrest for violations of operating a vehicle
as noted above shall be terminated by the School Board if the operator is serving a
probationary term of employment, or shall be subject to removal as provided for by state
law if the operator is tenured. If the bus operator is tenured, written and signed charges
alleging such failure to report violations shall be brought against the bus operator.

Any employee of the School Board employed for any position which includes duties
involving the operation of a School Board owned or leased vehicle, or operating a private
vehicle, at any time, shall report by telephone and in writing to the Superintendent or
his/her designee, any citation, summons, or arrest for driving while under the influence of
drugs or alcohol, driving while intoxicated, leaving the scene of an accident, driving while
license is suspended, or other serious motor vehicle violations. Such report shall be
required whether the usage is of a district owned or leased vehicle or a personal/private
vehicle. Failure to report any such violations within twenty-four (24) hours after any arrest
or citation shall be a violation of this policy and subject the employee to discipline including
the possible termination of employment. All reports to the Superintendent or his/her
designee shall be forwarded to the personnel office for review as to any possible
disciplinary action and reporting to the School Board's insurer. If denied coverage by the
insurer, an employee may be terminated.

In the event a citation, summons or arrest involves the operation of a School Board owned
or leased vehicle, the driving privileges of an employee may be immediately removed.
For an employee whose primary duty is the driving of a School Board owned or leased
vehicle, the employee may be suspended by the School Board with or without pay, or
terminated if the violation results in conviction, in accordance with School Board policy.

MOTOR VEHICLE DRIVING RECORD

The Superintendent or his/her designee shall, at a minimum of twice a year, submit a list
of employees who drive School Board-owned or leased vehicles, as well as any employee
whose duties require the use of a School Board or privately owned vehicle in the course
and scope of their responsibilities, to the Louisiana Department of Motor Vehicles for
verification of driving records and for updating information provided to the insurer.

In addition:
1. Any driving while intoxicated (DWI) conviction or refusal to submit to a lawful field

sobriety test shall result in disciplinary action up to and including suspension of School
Board driving privileges.
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2. An employee whose driver’s license has been suspended for any reason shall not
be allowed to operate any vehicle in the performance of his/her employment.

3. An employee who has been determined to be at fault in two (2) or more accidents
within a twenty-four (24) month period while driving a vehicle in the course and scope of
their employment shall be subject to disciplinary action up to and including suspension of
School Board driving privileges.

4, If the temporary or permanent suspension of School Board driving privileges
causes an unreasonable hardship for the School Board, this shall be considered grounds
for disciplinary action.

Approved: July 28, 2015

Ref: La. Rev. Stat. Ann. ' '14:32.1, 14:32.8, 14:39.2, 14:98, 14:98.1, 14:98.2, 14:100,
17:81, 17:491.3, 17:493; Louisiana School Transportation Specifications and Procedures,
Bulletin 119, Louisiana Department of Education; Board minutes, 5-20-03, 7-28-15.
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USE OF PRIVATE VEHICLES FOR SCHOOL BUSINESS

AUTOMOBILE LIABILITY COVERAGE

The Caddo Parish School Board recognizes that employees may need to use their
personal vehicles for business related travel. In order to receive reimbursement for travel
expenses, employees shall be required to maintain adequate automobile liability
insurance in limits stipulated by the School Board. Verification of such coverage shall be
submitted to the School Board in order to be eligible for School Board reimbursement of
travel expenses.

In addition, employees who drive their personal vehicles for business related travel shall
be subject to periodic reviews by School Board personnel of their motor vehicle driving
records.

Approved: July 28, 2015

Ref: La. Rev. Stat. Ann. §817:81, 32:861, 32:862, 32:863, 32:864, 32:865, 32:900;
Board minutes, 7-28-15.
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TRANSPORTATION SAFETY PROGRAM

The Caddo Parish School Board recognizes the responsibility of school bus owners-
operators and contract bus operators, as well as all other bus operators to practice
extreme caution in transporting children to and from school. All drivers of a school bus
under the jurisdiction of the School Board shall be morally and legally responsible to
conduct himself/herself at all times in the discharge of his/her duties in such a manner
that every precaution can be taken to afford maximum protection to the children.
Therefore, the School Board shall require the implementation, maintenance, and
observance of a transportation safety program.

ACCIDENTS

Any employee, owner-operator or contract bus driver, or anyone driving School Board
owned, leased, or rented vehicles involved in an accident while driving such a vehicle
shall report the accident to the Superintendent or his/her designee immediately following
the accident or as soon thereafter as practicable and follow all applicable administrative
regulations and procedures for reporting accidents.

The School Board shall require any bus driver or employee, whose job requires them to
maintain a Commercial Driver's License (CDL), ticketed for suspicion of driving while
intoxicated (DW!I) to be suspended until brought to trial. Any driver or other employee
with a CDL who is convicted of DWI or has their license revoked shall be terminated
immediately. All citations issued to any bus driver including but not limited to leaving the
scene of an accident or driving with a suspended license must be reported to the
Superintendent or his/her designee prior to the next scheduled bus route, and must be
followed by a written notification to the Superintendent or his/her designee within three
working days. Failure to report a traffic citation shall constitute breach of contract and
may result in grounds for termination.

VIDEO EQUIPMENT ON SCHOOL BUSES

As a means to help ensure safety and proper conduct on School Board owned, leased,
and/or contracted school buses, it shall be the policy of the School Board that video
surveillance equipment be allowed and/or required when such equipment is requested
and approved by the Supervisor of Transportation, and operated under rules and
regulations established by the Superintendent.

The purchase and installation of such equipment shall be the responsibility of the School
Board for School Board owned buses, or of the contract drivers for their buses. Ownership
of the equipment, including the housing thereof, shall remain with the School Board, or
the owner of any contracted school bus.

Strict adherence to laws and rules of confidentiality shall be maintained in the viewing of
tapes and use of equipment to assure compliance with laws and regulations regarding
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the privacy rights of students and employees.

USE OF CELLULAR TELEPHONES

The School Board may authorize the issuance of cellular telephones to bus drivers.
However, no person shall engage in a call on a cellular telephone or similar device while
driving a school bus. The use of cellular telephones by school bus operators may be
authorized in an emergency situation involving:

An emergency system response operator, 911 safety dispatcher, or school
dministrator;

A hospital or emergency room;

A physician’s office or health clinic;

An ambulance or fire department rescue service;

A fire department, fire protection district, or volunteer fire department;

A law enforcement agency.

oMY

DAILY TRIP INSPECTIONS

Before beginning, during, and after completing each assigned route, trip, or individual run
daily, all bus operators shall conduct pre-trip, en route, and post-trip inspections of the
vehicle and its special equipment to check for passengers, special equipment,
medication, etc. that may have been left on the bus. Before the bus operator exits the
bus after any trip or individual run, the bus operator shall immediately perform a post- trip
inspection of the interior of the bus for children or other passengers that may have
remained on the bus. The bus operator shall employ any means necessary to check for
children who may be under seats. The bus operator shall also check for damage to seats,
and articles left on the bus. Failure to check for children or other objects left on the bus
may result in discipline of the bus operator, up to and including termination.

Approved: July 28, 2015

Ref: La. Rev. Stat. Ann. 8817:81, 32:289, 32:398, 32:871; Louisiana School
Transportation Specifications and Procedures, Bulletin 119, Louisiana Department of
Education; Board minutes, 7-28-15.

Caddo Parish School Board 20f 2



FILE: EDD

SCHOOL BUS SCHEDULING AND ROUTING

The Caddo Parish School Board shall provide school bus transportation for all students
living more than one mile from the school that they are assigned to attend. Students living
within one mile of the school may be allowed to ride a school bus when the School Board
determines that conditions exist to warrant such transportation. Other students may be
provided with school bus transportation in accordance with regulations of the Louisiana
Department of Education.

Students shall be expected to be at their respective bus stop at least 10 minutes prior to
expected stop time. Once a bus route has been established, the bus operator shall not
alter or change assigned routes without order of the Superintendent or his/her designee.
Any bus operator who feels a road is unsafe or dangerous shall report such dangerous
condition to the Superintendent or his/her designee, and the bus operator may be allowed
not to travel the road with the prior approval of the Transportation Director, until the
Superintendent or his/her designee determines said road is safe or improved, or the
situation has been rectified.

Each scheduled route shall be planned in full consideration of the established limits for
individual schools.

During inclement weather, bus drivers may make more frequent stops.

TRANSPORTATION OF STUDENTS TRANSFERRED TO ANOTHER SCHOOL

It shall be the policy of the School Board to provide transportation for majority to minority
transfer students to the school nearest their residence to which the majority to minority
transfer would apply. Transportation shall be provided from the designated pickup point
to the student’s residence. Pupils granted permission for a majority to minority transfer
to a school other than the school nearest their residence to which the majority to minority
transfer would apply shall not be provided transportation.

Students attending magnet schools shall be provided transportation. The parent shall be
responsible for transporting the student to the designated pickup point which is
determined by the CPSB Transportation Department.

Bus transportation is not available with the following out-of-district transfers: hardship;
medical; and curriculum necessity.

Approved: July 28, 2015

Ref: La. Rev. Stat. Ann. '17:158; Board minutes, 5-20-81, 4-16-02, 7-28-15.
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SPECIAL USE OF SCHOOL BUSES

It shall be the policy of the Caddo Parish School Board to permit the use of school buses for
student trips or excursions to enhance instructional activities. The use of buses for such
trips shall be strictly governed by administrative regulations and procedures maintained by
the Superintendent or administrative staff. All arrangements for any trip or excursion shall
be made by the Superintendent or his/her designee.

Any school or organization may use buses for athletic or activity trips. The School Board
shall be reimbursed by the school or organization the expense equal to the cost of operation
of the buses for the particular event. The bus operator shall provide proof of appropriate
insurance coverage prior to any trip being taken if using an approved bus not owned or
leased by the School Board. In addition, the following guidelines shall also apply to the
special use of any school bus:

1. For activities of an educational nature within the parish, the use of the buses shall be
requested by the principal of the school involved and such usage shall be limited in time so
as not to interfere with the regular route to which that bus is assigned.

2. For educational activities outside the parish, the use of the buses shall be limited to
transporting those students who are engaged in representing their school in the principal
activity for which the trip is required. The request shall also come from the principal involved.

3. Approval for the use of the buses shall be requested at a time prior to the trip sufficient
for the office staff to evaluate the request and to make the arrangements necessary. All
buses on all occasions shall be driven by a person with a commercial driver's license. The
principal of the school involved shall be held responsible for seeing that the above condition
is met.

NON-SCHOOL RELATED BUS USAGE

Because of legal constraints and insurance requirements, the School Board may permit
limited use of school buses by outside nonprofit organizations for trips to and from Caddo
Parish Public Schools for instructional purposes only, upon application to and approval by
the School Board. An instructional purpose shall be defined as one that enhances and/or
reinforces classroom instruction. A nonprofit organization shall be defined as an
organization not conducted or maintained for the purpose to make a profit.

The application shall state the date(s) of the usage, the purpose, destination, and number
of participants and shall release the School Board from any expense or liability based on
said usage. The application shall be signed by a legal representative of the group or
organization and submitted at least thirty (30) days prior to the intended date of usage. The
presence and/or consumption of alcoholic beverages on the bus shall be expressly
prohibited. Fees for usage of buses shall be assessed the organization and cannot be
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waived.

Only Caddo Parish School Board operators shall be allowed to drive buses on such trips.

Approved: July 28, 2015

Ref: La. Rev. Stat. Ann. '817:81, 17:158; Board minutes, 5-1-91, 3-18-98, 4-16-02, 7-21-
05, 5-31-11, 7-28-15.
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AUTHORIZED PASSENGERS

The Caddo Parish School Board directs that students shall not be allowed to ride to and
from school on any bus other than the one to which they have been assigned to ride,
except for legitimate reasons. To ride a different bus, or to leave the bus at a different
location than the student's regular stop, the student shall be required to submit written
permission from the student's parent or legal guardian and have prior approval of the
principal of the school where the student attends. The principal shall inform the bus driver
of the student's destination and stop. Approval of the request shall be predicated on the
availability of adequate seating accommodations on the school bus.

No one other than students shall be allowed to ride buses to and from school. With the
exception of school personnel and chaperons, adults shall not be permitted to ride buses
to any authorized school activity, such as athletic events, band concerts, etc.

Approved: July 28, 2015

Ref: La. Rev. Stat. Ann. '17:81; Board minutes, 7-28-15.
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CHILD NUTRITION PROGRAM MANAGEMENT

The Caddo Parish School Board believes the school district should have a sound child
nutrition program and that the child nutrition program should be an integral part of the
total educational program. The School Board also believes that the highest possible
sanitation standards should be maintained and that every effort should be made to make
it possible for every child to participate in the child nutrition program without regard to
race, color, disability, national origin, sex, or age.

Consequently, the School Board will administer a Food and Nutrition Program in
accordance with federal and state standards and requirements (Bulletin 1196 Louisiana
School Food Service Policy Guidance Manual). Uniform school lunch and breakfast
menus will be established for the schools with the provisions that a cafeteria may, in
addition to the uniform lunch, serve an additional menu to provide a choice for pupils.
Menus will conform to USDA requirements and those of the Division of Nutrition Support,
Louisiana Department of Education.

The School Board, as the recognized child nutrition program authority for the school
district, will annually approve the national school lunch program, school breakfast
program, U.S.D.A school commodity programs and any other related programs. The
approved agreement will meet all specifications mandated by the Louisiana Department
of Education's Division of Nutrition Assistance.

Guidelines of the Louisiana Sanitary Code will be strictly followed in the preparation,
serving, and cleaning of all child nutrition programs and facilities.

GUIDELINES

Each school will abide by state and federal guideline restrictions on the operation of
concessions, canteens, snack bars, vending machines or other food and beverage sales.

No supplies or foods, including leftovers, shall be removed from the child nutrition
department by any employee of the school system unless he/she has been authorized to
transfer the items to another school location. Disciplinary action will result for
unauthorized food removal.

Regulations prohibit the denial of any meals as disciplinary action to any child in
attendance at school. Denying meals to students for disciplinary reasons associated with
disruptive behavior in the cafeteria, selling or loaning free or reduced price meal badges
or barcodes, etc. is prohibited under Federal regulations. Disciplinary action used for
other unacceptable behavior should be applied in these situations.
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SPECIAL EVENTS/USE OF CAFETERIA

Special events should not interfere with the preparation and service of school lunch,
breakfasts, or snacks. School functions involving the use of the cafeteria shall be
arranged through the principal and approved by the Director of Child Nutrition or his/her
designee. Whenever the cafeteria is used by the school, one or more of the child nutrition
employees will be in charge to ensure control over child nutrition foods and to ensure
proper use and care of equipment and facilities. No unauthorized personnel should be
behind the serving lines. A Special Event form must be completed and sent to the Director
of Child Nutrition or his/her designee at least three (3) weeks in advance of the event.
Events that occur at scheduled times during the school year can be handled by sending
in one notice listing all of the dates.

PAYMENT FOR MEALS

The School Board is not obligated to continue providing meals without receiving payment.
The students' ability to pay is determined through the free and reduced price meal
application process. Those students not eligible for free meals must pay for their meals
at the prices established for full price and reduced price students. Regulations do not
prohibit a school system from denying a meal to paying students who have not paid for
the meal.

Payment in Advance

Students will be allowed to pay for their lunch by the week, the month, or the year. The
cafeteria manager will collect and record all advanced payments. Upon entering the
payment information, the computer will keep a record of the financial status for students
that have paid in advance.

Payment Each Day

For a student who will pay for his/her meal each day, the cashier will collect the money
payment from the student and record in the computer the student’s payment along with
the student’s ID number for proper accounting purposes.

FREE AND REDUCED PRICE MEAL APPLICATIONS

Eligibility for participation of students in the free and reduced meal program shall be
determined by family meal application or direct certification of participation in migrant,
runaway, or homeless education programs. A multi-child, family application for school
meal benefits will be sent to the parents or guardians of each student within the first week
of school. Parents will be requested to complete an application listing all students enrolled
in Caddo Parish public schools and return it to the determining official for review. The
applicant should be made aware that deliberate misrepresentation on the application may
subject him or her to prosecution under applicable state and federal criminal statutes.
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Such applications (approved and disapproved) and documentation of the action taken
shall be maintained for three (3) years after the end of the fiscal year to which they pertain.

State guidelines allow for the limited disclosure of information about free and reduced
price meal eligibility without consent of the parent. The information may be used only for
the purpose authorized and may not be shared with any other parties for any reason.
Aggregate information that does not identify individuals continues to be permitted without
parental consent. Under the National School Lunch Act (NSLA), the release of a child's
eligibility status is permitted to persons directly connected with and who need to know a
child's free and reduced price meal eligibility status in order to carry out an activity
specifically authorized by the NSLA.

Approved: July 28, 2015
Revised: March 20, 2018

Ref: 42 USC 1751 et seq. (School Lunch Programs); 42 USC 1771 et seq. (Child
Nutrition); 7 CFR 210 (National School Lunch Program); 7 CFR 220 (School Breakfast
Program); La. Rev. Stat. Ann. 8817:82, 17:191, 17:192, 17:192.1, 17:193, 17:194,
17:195, 17:196, 17:197, 17:197.1, 17:198, 17:199, 39:2101, 40.4; Louisiana Food and
Nutrition Programs, Policies of Operation, Bulletin 1196, Louisiana Department of
Education; Louisiana Sanitary Code, Louisiana Department of Health and Hospitals;
Board minutes, 7-28-15, 3-20-18.
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COMPUTER AND NETWORK ACCEPTABLE USE

The Caddo Parish School Board shall provide employees and students with access to the
district’s electronic communication system. Electronic communication system shall be
defined as the district's hardware and software components necessary to achieve
connectivity and communicate between telephones, servers and workstations, the
application programs that reside on those servers and workstations that are executed by
users, the files created by those application programs or users, the files downloaded or
copied by users, the Internet and or any other networks accessed via the district’s electronic
communication system which shall be referred to as the Caddo Public Schools Network
(CPSN).

Network resources shall be provided for educational purposes and to carry out the legitimate
business of the school district. The term educational purposes includes classroom activities
and assignments, directed student research, interpersonal communication, professional
development, collaborative projects, and dissemination of successful educational practices,
methods, and materials. The School Board expects all employees, students, School Board
members, and any other users, who use computing and network resources of the School
Board, including electronic mail and telecommunications tools, to apply them in appropriate
ways to the performance of responsibilities associated with their positions and assignments.
The School Board directs the Superintendent or authorized designee(s) to specify those
behaviors that are permitted and those that are not permitted as well as disseminate
appropriate guidelines for the use of technology resources.

INTERNET SAFETY

In compliance with the Children’s Internet Protection Act, the School Board shall use a
technology protection measure that blocks and/or filters Internet access to Internet sites
which contain harmful materials or information, such as sites that contain obscene,
pornographic, pervasively vulgar, excessively violent, or sexually harassing material or
information, or sites that may contain information on the manufacturing of bombs or
incendiary devices. The technology protection measure that blocks and/or filters Internet
access may be disabled by an authorized individual for bona fide research purposes with
the permission of the Superintendent or authorized designee(s). This disabling is
permissible only for a student seventeen (17) years of age or older or an authorized
employee for the purpose as stated.

The network and Internet user shall be held responsible for his/her actions and activities.
Responsibilities include efficient, ethical and legal utilization of network resources.

As a matter of public law, any document pertaining to the public business on a publicly

funded system is a public record, and this law applies to records stored on district
computers.
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INTERNET USAGE

Any use of the Internet that adversely affects its operation in pursuit of teaching and learning
or jeopardizes its use or performance for other community members is prohibited and may
result in loss of Internet privileges, suspension or other appropriate disciplinary action. The
provisions of this policy shall also apply to the use of private e-mail accounts when access
is attained using School Board equipment or networks and to access attained through any
authorized personal digital device while on School Board property. The Caddo Parish
School Board does not condone the use of the Internet for any illegal or inappropriate
activities and shall not be responsible for any such use by staff or students.

ACCOUNTABILITY

Faculty and staff use of school computers or the Internet shall be reserved for educational
purposes and the conducting of business aspects of the school system. All personnel using
school computers or a computer network located on school property, or computers
accessing the Internet shall be accountable for their use. Teacher or class files on the
network shall be treated as district property subject to control and inspection by School
Board personnel. Access codes or passwords shall be kept on file in a secured location by
the principal or his/her designee in case an inspection is warranted. Use of the Internet, the
CPSN, and/or any computers shall be considered a privilege and any inappropriate use may
result in appropriate disciplinary action and loss of privileges to use the CPSN and
computers.

The School Board does not condone any illegal or inappropriate activities and shall not be
responsible for such use by staff. The School Board does not guarantee the right to use the
Internet and reserves the right to suspend or terminate the privilege of any individual at its
sole discretion without notice, cause, or reason. Failure to adhere to these regulations may
result in the loss of computer privileges, access to the Internet and electronic mail account
and may result in further disciplinary action up to and including termination. Furthermore,
any activity that may be in violation of local, state, or federal laws shall be reported to the
appropriate law enforcement agency.

Access to the information resources infrastructure, sharing of information, and security of
intellectual products, all require that each and every user accept responsibility to protect the
rights of the community. Any materials or files, such as, but not limited to, lesson plans,
schedules, letters, memos, documents, programs, spreadsheets, databases, and/or
presentations created with Caddo Parish School Board equipment and/or facilities, or during
periods for which the employee is compensated by the School Board becomes the
intellectual property of Caddo Parish School Board. Any employee of the School Board
who, without authorization, accesses, uses, destroys, alters, dismantles or disfigures any
School Board information technologies, properties or facilities, including those owned by
third parties, thereby threatens the atmosphere of increased access and sharing of
information, threatens the security within which members of the CPSN may create
intellectual products and maintain records, and has engaged in unethical and unacceptable
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behavior.

Users shall be responsible for the content of e-mail messages in their account.
Communications on the CPSN should be viewed as public in nature. E-mail is not a
confidential medium for transmitting personal messages. School Board administrators may
at any time review communications to maintain integrity system-wide and ensure that staff
members are using the system responsibly. The School Board shall have access to all e-
mail, which may be routinely and randomly checked. Inappropriate or profane messages,
as well as messages that disrupt the educational and administrative goals of the School
Board may result in loss of privileges and/or disciplinary action. Messages relating to, or in
support of, illegal activities may be reported to the appropriate authorities. The School Board
shall cooperate fully with any local, state, or federal officials in any investigation concerning
or relating to any mail transmitted on School Board computers.

Accordingly:

1. E-mail shall not be left on the server. Users shall be expected to remove old
messages on their computers in a timely fashion (monthly) and School Board
administrators shall be authorized to remove such messages if not attended to
regularly and properly by the user.

2. E-mail chain letters and joke lists shall be expressly forbidden and should
immediately be deleted.

An employee who encounters a problem with a School Board computer, the School Board’s
network or his/her assigned e-mail accounts, shall immediately report the problem to the
Superintendent or his/her designee. Anyone witnessing an employee or student abusing a
School Board computer and/or the School Board’s network shall report such information
immediately to the Superintendent or his/her designee.

UNAUTHORIZED AND ILLEGAL USE

While using School Board computers and the technology network, faculty and staff shall not
be under direct supervision, but shall abide by School Board policy and administrative
regulations and procedures governing the use of School Board computers and the CPSN.

Tampering with selection menus, procedures, or icons for the purpose of misleading or
confusing other users shall be prohibited. Any use by any person of the CPSN that incurs
expenses to the school other than the monthly user fees and rates shall be strictly prohibited.
Furthermore, the computer system shall not be used for commercial, political or religious
purposes.

Use of the CPSN for any illegal activities shall also be prohibited. lllegal activities may

include but are not limited to: (a) tampering with computer hardware or software, (b)
unauthorized entry into computers and files (hacking), (c) knowledgeable vandalism or
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destruction of equipment, and (d) deletion of computer files. Such activity is considered a
crime under state and federal law.

SECURITY

Teachers and other personnel who have computers in their charge shall be responsible for
the security of those computers in terms of both hardware and software. Computers must
be secured such that students acting without the consent or supervision of a teacher or
administrator cannot enter the network or access the Internet.

Employees should not allow others to have access to or use their e-mail accounts or disclose
their, or others’ passwords. All employee passwords shall be on file with the employee’s
immediate supervisor. Should a password be changed, the employee shall notify their
supervisor immediately.

Employee’s e-mail accounts shall not be readily accessible by students.

REGULATIONS

Use of CPSN and Internet

The following regulations, terms, and conditions for the use of computers and other
technology equipment and Internet resources shall not be all-inclusive, but only
representative and illustrative. A user who commits an act of misconduct or
inappropriateness which is not listed may also be subject to disciplinary action or
suspension, or termination, or be subject to appropriate criminal or civil prosecution. All
users, including students, employees, or any other users of School Board computers,
hardware, and School Board network shall abide by all policies of the School Board and any
applicable administrative regulations and procedures.

1. In general, employees are expected to communicate in a professional manner
consistent with state laws governing the behavior of school employees and with
federal laws governing copyright. Electronic mail and telecommunications shall not
be utilized for unauthorized disclosure, inappropriate contact with employees or
students, use and dissemination of personal identification or confidential information
regarding any student or employee.

A. Employees shall not post any e-mail or other messages or materials on school
or district networks or the Internet that are indecent, vulgar, lewd, slanderous,
abusive, threatening, sexually harassing, or terrorizing, or considered
inappropriate by School Board standards.

B. Employees shall not abuse or waste network resources through frivolous and

non-educational use or send chain letters or annoying unnecessary letters to
large numbers of people.
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The Caddo Parish School Board reserves the right to review any stored record files
or programs to which users have access and shall edit or remove any material which
the School Board, through its Superintendent, or his/her designee, believes is in
violation of its policies and procedures. As a user of the School Board's technology
and networks, including but not limited to the Internet, the user shall consent to the
monitoring, access and review by the Superintendent or his/her designee of any
stored electronic communications, including but not limited to e- mail transmission.

Any software not created by the user shall be considered as copyrighted. A user
shall not copy or distribute copyrighted or proprietary material without the written
consent of the copyright holder nor violate copyright or patent laws or the license
concerning computer software, documentation or other tangible assets.

The user shall not install any software without consent from the appropriate
supervisor.

In consideration for the privilege of using the system, the user shall release the Caddo
Parish School Board from any and all claims arising from the use/inability to use the
technology systems and networks.

The user shall agree to indemnify the Caddo Parish School Board for any loss
suffered by the School Board for any improper use of the School Board’s technology
network, and to compensate anyone harmed by its improper use.

The information provided through the technology systems and networks shall be
offered as a service and shall not be a substitute for individual professional
consultation.

The proper use of any user ID/password which may be assigned is the ultimate
responsibility of the individual whose name it has been assigned. User ID's and
passwords shall not be shared under any circumstances.

The use of technology is a privilege which may be revoked at any time for any
violation of laws, policies, regulations or procedures. The Superintendent shall
decide what is inappropriate use and such decision shall be final. Such violations
would include, but not be limited to,

A. submits, publishes, or displays on School Board owned or maintained
resources any material that is illegal, defamatory, inaccurate, abusive,
violent, profane, sexually oriented, racially offensive, obscene, encourages
the use of controlled substances, or is otherwise offensive to users,

B. violates such matters as institutional or third party copyright, license
agreements and other contracts,
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interferes with the intended use of electronic information resources,
seeks to gain or gains unauthorized access to information resources,

uses or knowingly allows another to use any computer, network, system,
program, or software to conduct any commercial or personal business or
activity, or solicit the performance of any activity which is prohibited by law,

uses or knowingly allows another to use any computer, network, system,
program, or software to devise or execute any artifice or scheme to defraud
or obtain money, property, services, or other things of value by false
pretenses, promises, or representations,

uses or knowingly allows another to use any computer, network, system,
program, or software for commercial purposes, product advertisement,
solicitation of other staff or students to use goods or services, or political
lobbying,

without authorization, destroys, alters, dismantles, disfigures, prevents
rightful access to, or otherwise interferes with, the integrity of computer-
based information, the CPSN, and/or information resources,

without authorization, engages in the use of real-time conference features
(talk/chat/internet relay chat),

without authorization, utilizes newsgroups,

without authorization, utilizes guest books allowing comments on their web
site,

engages in unbridled and open-ended use of the network in terms of access
time, performing activities that limit, waste, or prevent other users from
accessing finite resources,

refuses to develop, implement, or maintain security procedures that ensure
the integrity of individual and institutional files,

uses or knowingly allows another to use any computer, network, or system
to contact by electronic means any student or employee that would be
considered unacceptable in content by a reasonable person.

No personal or student information which is protected by the Family Education Rights
and Privacy Act shall be disseminated on or through the School Board's technology
systems and networks, including but not limited to the Internet.
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Use of E-Mail and Voice Mail

The Caddo Parish School Board, as a courtesy, may provide electronic mail (e-mail) to its
employees and students and telephone voice mail access to its employees. These
communication systems shall be considered property of the School Board and shall be
subject to monitoring at any time, with or without notice, at the sole discretion of the
Superintendent or his/her designee. Accordingly, regulations for participation by anyone
using e-mail or voice mail shall include but not be limited to the following:

1.

Users must demonstrate honesty, integrity, and respect for others at all times.
Appropriate manners and language shall be required.

No individual student shall be given an e-mail account except as required as an
element of an instructional program under the direct supervision of the teacher or
other professional designated by the teacher. Otherwise, only teachers and
classes as a whole may be permitted to use e-mail. E-mail is not guaranteed to
be private on the Internet. Therefore, only appropriate teacher or class messages
shall be allowed.

No CPSN user shall be permitted to engage into any form of “Instant Message
Services” such as chat rooms, etc. via the CPSN.

No CPSN user shall engage in unauthorized access, including so called “hacking”
and other unlawful activities via the CPSN.

No CPSN user shall disclose, use, and disseminate any personal information
regarding himself or herself or any other person via the CPSN except as required
as an element of an instructional program under the direct supervision of the
teacher or other professional designated by the teacher.

No CPSN user shall post contact information (e.g. address, phone number) about
himself or herself or any other person via the CPSN except as required as an
element of an instructional program under the direct supervision of the teacher or
other professional designated by the teacher.

Threatening, profane, abusive or any messages that contain obscene,
pornographic, pervasively vulgar, excessively violent, or sexually harassing
information or material shall be forbidden.

Any messages that are derogatory, defamatory, obscene, or otherwise
inappropriate for the school or workplace shall be forbidden. The content of these
messages shall include but not limited to remarks about an individual, group or
organization’s race, age, disability, religion, national origin, physical attributes or
sexual orientation.
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9. The policies of the School Board concerning discrimination, sexual harassment,
threats, and workplace violence apply in full to e-mail, voice mail, Internet or other
network use.

10. The e-mail and voice mail systems are intended for educational and business use
and the School Board reserves the right to review, audit, and disclose all matters
sent or retrieved over the CPSN or placed into its storage.

11.  All communications sent in e-mail or voice mail via CPSN may not disclose any
confidential or proprietary School Board information. With proper permission from
the Superintendent or his/her designee, employees may send selected information
in an encrypted form.

EMPLOYEE DISCIPLINE AND DUE PROCESS

Compliance with this policy shall be a condition of employment. Any employee who violates
this policy shall be subject to disciplinary action that may include up to and including
employment termination.

All Caddo Parish public schools shall cooperate fully with local, state, or federal officials in
any investigation concerning or relating to any illegal activities conducted through CPSN.

The results of any investigation conducted under this policy shall be considered admissible
evidence in any proceeding related to workers’ compensation or claims for unemployment
compensation and in any other administrative proceeding, hearing or civil litigation when the
inappropriate use of CPSN or computers is relevant. Action to discipline/terminate an
employee under this policy shall be subject to any due process hearing that may be required
by law and/or School Board policy.

STUDENT USE OF VIRTUAL PLATFORM

When the classroom environment is virtual (online), the standards of behavior are as
important as they are in brick and mortar schools. In other words, our virtual classrooms are
real classrooms with real teachers; therefore, appropriate student behavior is expected.

1. Students should address all faculty and staff members as adults with the courtesy
expected for education professionals. Students are to use both the appropriate title
(Mr., Mrs., Ms., or Dr) and last name only. No other form of address is
acceptable.

2. Students should phrase communications with faculty and staff in a polite and
courteous manner appropriate for speaking to adults.

3. Students are not to use obscene, profane, threatening, or disrespectful language or
images in any communications on the virtual platform.
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Students must not record the virtual classroom or student content without approval
of the teacher. Learning platforms and content are proprietary and copyrighted.
Reposting of classroom discussions on any other platform is strictly prohibited unless
authorized by the teacher who must receive the appropriate authorizations to
disclose the content.

All communications with other students enrolled in the virtual platform must be of a
course-related nature. Any sending of unsolicited email to other classmates is
prohibited.

All communications with other students in any forum, course related email,
discussion post, etc., must be polite, courteous and respectful.

The integrity and authenticity of student work is important. Copying the work of
others, allowing others to knowingly copy a student’'s work, and/or misusing
content from the Internet could result in a failing grade.

Do not collaborate (work with) with other students on your assignments unless
directed to do so by your teacher. Working together is useful in the traditional
classroom, but it is not permitted in the online environment without specific
teacher instructions to do so. In addition, parents may not login to a student
account and complete coursework on behalf of the student.

Students are not to use obscene, profane, threatening, or disrespectful language or
images in any communications with other students.

Students are subject to all local, state, and federal laws governing the Internet.
Consequently, program administrators will cooperate fully with local, state, or
federal officials in any investigation related to illegal activities conducted through
Internet access.

In the event there is a claim that a student has violated this policy, he/she will be
notified of the suspected violation and given an opportunity to present an
explanation.

Any student that violates this policy will be subject to disciplinary action that may
result in disciplinary or legal action.

CPSN TERMS AND CONDITIONS

The CPSN shall only be used for lawful purposes. Unlawful transmission of information or
material in violation of Federal and/or State laws could lead to prosecution of an individual
or individuals responsible for the unlawful action. The user shall abide by the provisions of
this policy and shall be held responsible for any unethical or illegal activity. Any violation of
this policy may mean loss of online privileges and/or disciplinary measures by the
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Superintendent and/or School Board. Any inappropriate activity by the user that constitutes
a criminal offense shall be the legal responsibility of the user and not the school, school
district, or School Board.

DISTRICT LIMITATION OF LIABILITY

The Caddo Parish School Board technology network (CPSN) and computer system is
provided on an “as is, as available” basis. The School Board does not make any warranties,
whether expressed or implied, including, without limitation, those of fitness for a particular
purpose with respect to any services provided by the system and any information or software
contained therein. The School Board uses a variety of vendor- supplied hardware and
software. Therefore, the School Board does not warrant that the functions or services
performed by, or that the information or software contained on the system will meet the
user’s requirements. Neither does the School Board warrant that the technology network
and any components shall be uninterrupted or error-free, nor that defects shall be corrected.

The School Board shall not be responsible for any damage users may suffer, including, but
not limited to, loss, damage or unavailability of data stored on school district diskettes, tapes,
hard drives or servers, or for delays or changes in or interruptions of service or misdeliveries
or nondeliveries of information or materials, regardless of the cause. The School Board
shall not be responsible for the accuracy or quality of any advice, service, or information
obtained through or stored on school district computers and technology network. The
School Board shall not be responsible for financial obligations arising through unauthorized
use of the School Board technology network or the Internet.

Opinions, advice, services, and all other information expressed by system users, information
providers, service providers, or other third party individuals in the system are those of the
providers and not necessarily the School Board.

The School Board shall cooperate fully with local, state, or federal officials in any

investigation concerning or relating to misuse of the School Board’s computer systems and
networks.

Approved: July 28, 2015
Revised: July 28, 2020

Ref: 47 USC 254(h), (Children's Internet Protection Act (CIPA)); La. Rev. Stat. Ann.
8817:81, 17:100.7, 17:280; Board minutes, 7-28-15, 7-28-20.
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USE OF EMAILS BY PROFESSIONAL ORGANIZATIONS

All professional organizations for which the Caddo Parish School Board permits payroll
deduction of fees/dues and are recognized by the School Board shall be allowed to
communicate by email with employees who have email addresses and School Board
members based on the following guidelines:

All emails and attachments shall meet all guidelines established by School Board policies
and administrative regulations and procedures governing the use of the Caddo Parish
Schools Network; and

Mass emails (those sent to more than five (5) employees [does not include the
organization’s building representative ]) and their attachments shall not exceed two (2)
legal pages in combined length and shall not be submitted to employees more than once
per week.

Use of spam e-mails is prohibited.

Failure to abide by the above guidelines will result in the professional organization’s loss
of the privileges granted by this policy.

School Board employees shall only be allowed to review emails submitted by professional
organizations before or after the school day or during breaks and unencumbered time.

Approved: July 28, 2015

Ref: La. Rev. Stat. Ann. '17:81; Board minutes, 11-19-02, 1-20-09, 7-28-15.
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EMPLOYEE USE OF SOCIAL MEDIA

The Caddo School Board recognizes the importance of employees, students and parents
engaging, learning, collaborating and sharing in digital environments as part of 21st
Century learning. As practicable, the Caddo Parish School Board shall provide access
to approved technologies for use during instructional time and for school-sponsored
activities in accordance with policies EFA (Computer and Internet Use for Employees,
GAMI (Use of Telecommunication and Other Electronic Devices), and GAMIA (Electronic
Communications Between Employees and Students).

The Caddo Parish School Board acknowledges that employees may engage in the use
of social media off campus during their personal time. Employees who use social media
for personal purposes must be mindful that they are responsible for their public conduct
even when not acting in their capacities as school system employees. All employees,
including student teachers and independent contractors, shall comply with the
requirements of this policy when using electronic social media for personal purposes.

For the purposes of this policy, social media includes, but is not limited to, personal
websites, internet postings, web logs (blogs), wikis, social network sites, online forums,
virtual worlds, video-sharing websites and any other social media generally available to
the public or consumers that does not fall within the Caddo Parish School Board’s
technologies network (e.g., Web 2.0 tools, Snapchat, Facebook, Twitter, LinkedIn, Flickr,
YouTube, Instagram, TikTok).

SOCIAL MEDIA COMMUNICATIONS INVOLVING STUDENTS

Employees shall maintain professional relationships with students at all times in
accordance with policies GAMI (Use of Telecommunication and Other Electronic Devices,
GAMIA Electronic Communications Between Employees and Students, and GBRA,
Employee Conduct. All electronic communications with students who are currently
enrolled in the school system must be school-related and within the scope of the
employees’ professional responsibilities, unless otherwise authorized by this
policy. School personnel communicating directly with students or commenting on student
matters through use of the Internet shall abide by all laws and policies governing such
activities. An employee seeking to utilize and/or establish a social media website for
instructional or other school-related purposes shall obtain prior written approval from the
Superintendent or his/her designee and principal and meet any applicable requirements
of all applicable school board policies.

The use of electronic media for communicating with students, if permitted by CPSB
policies, and parents is considered an extension of the employee’s workplace
responsibility. In short, the Caddo Parish School Board shall expect employees to use
professional judgment when using social media or other electronic communications.
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EMPLOYEE PERSONAL USE OF SOCIAL MEDIA

The Caddo Parish School Board respects the right of employees to use social media as
a medium of self-expression off campus and on their personal time. As role models for
the school system’s students, however, employees shall be responsible for their conduct
even when they are not performing their job duties as employees of the School Board.
Employees shall be held to the same professional standards in their use of social media
and other electronic communications as they are for any other public conduct.
Furthermore, employees remain subject to applicable state and federal laws, Caddo
Parish School Board policies, and administrative regulations and procedures, even
if communicating with others concerning personal and private matters. If an
employee’s use of social media interferes with the employee’s effectiveness or ability to
effectively perform his or her job duties, the employee shall be subject to disciplinary
action, up to and including termination of employment.

POSTING TO SOCIAL MEDIA SITES

Employees who use social media for personal purposes shall be aware that the content
they post may be viewed (and shared) by anyone, including students, parents and
community members. Employees shall observe the following principles when
communicating through social media or making other internet postings:

1. Employees shall be professional in all Internet postings related to or
referencing the Caddo Parish School Board, Board Members, students and
other employees.

2. Employees shall not accept current students as “friends” or “followers” or
otherwise connect with students on social media sites, unless the employee
and student have a family relationship.

3. Employees shall not use the school system’s logo or other copyrighted
materials utilized by the School Board without express written consent from
the Department of Communications.

4. Employees shall not use Internet postings to libel or defame the Caddo
Parish School Board, individual School Board members, students or any
employees.

5. Employees shall not make statements that in any way violate any of the

school's or School Board's policies, administrative regulations or
procedures, including those concerning bullying, hazing, discrimination or
harassment, and state or federal law.

6. Employees shall not post inappropriate content that negatively impacts their
ability to perform their jobs or which impairs their effectiveness.
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7. Employees shall not use Internet postings, including social media, to
engage in any other conduct that violates Caddo Parish School Board
policy, state or federal law, or the general expectations society sets for
those to whom the instruction and care of its children are assigned. Without
the need for a specific warning, policy, or prohibition, educators and other
employees working in a school system know, for example, that the posting
of nudity, pornography, sexually-suggestive information or drug/drug
related references is unacceptable. In addition, employees are warned
against posting items which may call into question their ability to fulfil their
assigned duties in a fair and impartial manner.

8. Employees’ comments related to a school, its students and employees shall
always meet the highest standards of professional discretion. When
posting, even on the strictest settings, employees shall act on the
assumption that all postings are in the public domain and that such postings
may be shared with others by those to whom the employee has granted
access. Accordingly, employees are reminded that they should not assume
that they enjoy a reasonable expectation of privacy relative to internet
postings.

9. Employees shall not disclose any confidential information of the school, or
confidential information obtained during the course of his/her employment,
about any individuals or organizations, including students and/or their
families.

10. Employees shall not post identifiable images of a student or student’s family
without written permission from the student and the student’s parent or legal
guardian.

CONSEQUENCES

Any employee who has been found by the Superintendent to have violated this policy
may be subject to disciplinary action, up to and including dismissal.

New policy: July 28, 2020

Ref: US Constitution, Amend. I; 17 USC 101 et seq. (Copyrights); 18 USC 2510-2522
(Electronic Communications Privacy Act); 20 USC 1232g (Family Educational
Rights and Privacy Act); 20 USC 6777 (Internet Safety); 47 USC 254(h)(5)
(Children’s Internet Protection Act); Board minutes, 7-28-20.
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COPYRIGHT

It is the policy of the Caddo Parish School Board to abide by the provisions of the
Copyright Law of the United States and the Congressional Guidelines that delineate it.

The School Board does not sanction illegal use or duplication of copyrighted materials in
any form. Employees who willfully violate the copyright position of the School Board do
so at their own risk and assume all liability and responsibility.

The School Board directs that:

1. Unlawful copies of copyrighted materials may not be produced on School
Board-owned equipment or within School Board-owned facilities.

2. Unlawful copies of copyrighted materials may not be used with School
Board-owned equipment, within School Board-owned facilities, or at School
Board-sponsored functions.

3. Information about copyright law and guidelines shall be made available to
all employees.

The School Board delegates to the building level administrator the responsibility for
informing employees of the Copyright Policy of the School Board and of provisions of the
United States Copyright Law.

Approved: July 28, 2015

Ref: 17 USC 101 et seq. (Copyright Act of 1976), 37 CFR 201 (Patents, Trademarks
and Copyrights), Board minutes, 7-28-15.
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DATA PROTECTION AND RECOVERY

The Caddo Parish School Board recognizes the importance of maintaining and protecting
computer hardware and software, including necessary equipment and supplies to
maintain computer operations in the event of a disaster. The School Board shall authorize
the Superintendent and/or his/her designee to maintain appropriate regulations and
procedures for the proper usage of School Board owned or leased computer equipment
and the protection of electronic media, applications, and stored user data.

Such regulations and procedures shall assure that:

Disaster recovery personnel have been identified to oversee computer operations
disaster planning and recovery efforts with a clear delineation of responsibilities.

Critical activities for maintaining computer operations are performed, including the
backing up of critical data at regular intervals.

Actions to be taken before, during, and after an occurrence, undesirable event, or disaster
are developed, defined, and continuously monitored in order to restore critical functions
and reestablish normal operations.

BACKUP AND STORAGE OF INFORMATION

Important and/or critical data as defined by the School Board includes the following file
types:

Word processor, spread sheet, and presentation files used in educational or
administrative applications necessary to perform job description duties for the School
Board

Data base files used for educational or administrative purposes
Browser bookmark or favorites; e-mail lists
Picture/movie files (for example: .bmp, .jpeg, .jpg, .tiff, .mpeg, .wav, .mp3, etc.) shall not

be backed up unless special circumstances arise. Permission shall be directed to the
Information Technology Director or designee to request backup of these file types.

Backup

The preservation of computer files and data is critical to the continued operations of the
School Board. Backup of all important and/or critical computer data shall be handled in
accordance with the standard procedure outlined by the Technology Department.
Exceptions to the standard procedure may be permitted when justified. Any exceptions
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must be fully documented.

Restoration of Files

Active files that are accidentally damaged or deleted can normally be restored from
backup tapes within one working day. Files can only be restored to the state they were
in at the time the most recent relevant backup was taken.

Approved: July 28, 2015

Ref: Board minutes, 7-28-15.
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MAIL AND DELIVERY SERVICES

DISTRIBUTION OF MAIL BY PROFESSIONAL ORGANIZATIONS

All professional organizations recognized by the Caddo Parish School Board shall be
allowed to place information in the mailboxes of employees at their school/work place
site. All information shall clearly identify the organization distributing the material. A copy
of material of mass distribution shall be provided to the principal/designee and building
supervisors at the time of distribution. School Board employees shall only be allowed to
review the information before or after the school day, or during breaks or unencumbered
time.

Approved: July 28, 2015

Ref: La. Rev. Stat. Ann. ' '17:81; Board minutes, 11-19-02, 1-20-09, 7-28-15.
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INSURANCE AND RISK MANAGEMENT

The Caddo Parish School Board recognizes that proper management of the school district
includes concern for the safety of students, employees and the general public as well as
concern for protecting the system's property from loss. No new School Board policy,
regulation, or procedure shall be adopted or approved by the School Board without first
giving careful consideration to the school district’s risk exposure.

The Superintendent or his/her designee shall be responsible for establishing a risk
management and insurance program governing all property, employee, student and
program risks related to the performance of the educational and service missions of the
school system. The risk management and insurance program shall include means for
identifying, eliminating, reducing, retaining or transferring risk exposures. The School
Board realizes that the assumption of some predictable risk is the most economically
feasible method of treating certain exposures. When in the apparent best interest of the
school system, the School Board may budget for, and retain, limited and predictable risks
of financial loss.

When the purchase of insurance is deemed necessary, such purchase shall be made on
the basis of service offered by the insurer, the reliability and financial stability of the
insurer, and the price of the insurance as competitively determined.

The School Board does not recognize any obligation to purchase insurance from a
particular agent, broker, insurer representative, or state insurance fund of any kind other
than an obligation based on the above stated considerations.

The School Board authorizes the Superintendent to seek professional risk management
advice, if necessary, in order to develop, implement and maintain an effective risk
management and insurance program for the system.

SETTLEMENT OF CLAIMS

The Risk Manager is authorized to settle claims up to $10,000; Chief Financial Officer is
authorized to settle claims up to $25,000 with Superintendent approval, The
Superintendent is authorized to settle claims up to $50,000 with School Board President
approval. Any settlements above $50,000 must be approved by the School Board.

Approved: July 28, 2015
Revised: November 15, 2022

Ref: La. Rev. Stat. Ann. "17:81, 17:159.2, 17:169, 32:601; Board minutes, 1-7-76, 5-
22-02, 7-28-15, 11-15-22.
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STAFF INSURANCE COVERAGES

NOTE: CPSB is required to follow all appropriate federal and state laws concerning
insurance, including certain requirements of the Office of Group Benefits (OGB).
Since laws change frequently, any language in this policy that may conflict with
these requirements is superseded by related laws, legislation and guidelines
established by the appropriate authorities.

EMPLOYER CONTRIBUTION PLANS: HEALTH AND LIFE INSURANCE

The Caddo Parish School Board shall contract with a third-party administrator (TPA)
and/or insurance carrier to provide voluntary healthcare and life insurance coverage for
its eligible School Board members, employees, retirees, and their eligible dependents.

The School Board may pay any portion of an employee's premium it so designates
provided the School Board’s portion meets the minimum contribution required by the
Louisiana Office of State Group Benefits. Employees and retirees shall be responsible for
any portion of the employee’s health care premium not paid by the School Board.

The School Board may also make modifications to the plan benefits, including and not
limited to what benefits are covered, out-of-pocket expenses and exclusions, as long as
it meets with any related regulations.

For the purpose of determining eligibility for employee insurance, an active employee shall
be: (1) any School Board employee whose membership in either the Louisiana School
Employees’ Retirement System (LSERS) or the Teachers’ Retirement System of Louisiana
(TRSL) is mandatory, (2) any School Board employee who elects to participate in another
qualified state retirement system in lieu of the LSERS/TRSL or (3) an elected Caddo Parish
School Board member. Certain additional provisions of the Affordable Care Act may apply
to health care coverage, which are outlined in the plan documents.

Any qualified employee, retiree, School Board member, together with their eligible
dependents, are offered to participate in the healthcare coverage and life insurance plans
selected by the School Board. Any employee who terminates his/her employment with
the School Board shall not be covered by the School Board's health or life insurance plans
after the last day of the month that they terminate employment. However, any employee
who terminates employment with the School Board may apply for continued health care
coverage in accordance with regulations of the Consolidated Omnibus Budget
Reconciliation Act (COBRA). They may also apply to continue life insurance as defined
under the conversion provisions of the plan.

The School Board may contribute a portion of an employee's premium of health or life
insurance coverage in the following manner:
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Active Employees:

The Caddo Parish School Board shall pay a portion of the active employee's portion of
the premium for health care and life insurance coverage, as determined by the School
Board. It is at the discretion of the School Board to make adjustments in premiums and
benefits, as often as needed in order to adequately fund the plans.

Retired Employees:

The Caddo Parish School Board shall pay a portion of the retired employee's premium
for health care coverage and life insurance for retirees, as determined by the School
Board. It is at the discretion of the School Board to make adjustments in premiums and
benefits, as often as needed in order to adequately fund the plans.

To be eligible for the above retiree benefits, an employee's coverage must be in effect
immediately prior to retirement. For employees hired on or after April 1, 2022, the subsidy
of a retiree's premium is based on the number of years an employee has been employed
by the School Board and number of years they have participated in the health plan
immediately prior to retirement as determined by the School Board. They must meet all
other stipulations as defined by the office of group benefits, including and not limited to
being a retiree of the Caddo Parish School Board. Benefits for an employee retiring will
continue automatically unless action is taken by the retiree; however, only those benefits
applying to retirees will continue

Health Insurance Vesting Schedule for Employees Hired on or after April 1, 2022

Percentage of Parish Subsidy For Retirees

Years of Continuous Service Immediately Percentage of District Subsidy
Precenting Retirement*
Less than 5 years 0%
5 years or more, but less than 10 years 25%
10 years or more, but less than 15 years 50%
15 years or more, but less than 20 years 75%
20 years or more 100%

*Employee/dependents must participate in the health insurance plan 5 years
immediately preceding retirement
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Life Insurance Vesting Schedule for Employees Hired on or After April 1, 2022

Percentage of Parish Subsidy For Retirees

Years of Service*

Percentage of District Subsidy

Less than 10 years

0%

10 years or more

100%

*Employee/dependents must participate in the life insurance plan 5 years immediately

preceding retirement

Employees on Approved Leave:

The employee and employer portion of health and life insurance will remain the same for

employees on School Board approved leave with pay.

The employee and employer portion of health and life insurance for employees on School
Board approved leave without pay will be modified according to the following schedule.

CONTINUATION OF COVERAGE RIGHTS ON UNPAID LOA

Leave of Absence

Leave of Absence without Pay,
With Employer Contributions to Premiums

An Employee who is granted leave of absence without pay due to a service-
related injury may continue coverage and the Employer shall continue to pay
its portion of health plan premiums for up to twelve (12) months.

An Employee who suffers a service-related injury that meets the definition of
a total and permanent disability under the worker's compensation laws of
Louisiana may continue coverage and the Employer shall continue to pay its
portion of the premium until the Employee becomes gainfully employed or is|
placed on state disability retirement.

An Employee who is granted leave of absence without pay in accordance with
the federal Family and Medical Leave Act (FMLA) may continue coverage
during the time of such leave and the Employer may continue to pay its
portion of premiums.

Leave of Absence Without Pay
No Employer Contributions to Premiums
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An Employee granted leave of absence without pay for reasons other than
those stated in above in paragraph a, may continue to participate in this
Benefit Plan for a period up to twelve (12) months upon the Employee's|
payment of the full premiums due.

SUPPLEMENTAL INSURANCE

While all insurance plans with Caddo Parish School Board are voluntary, Caddo does
offer supplemental plans where employees pay 100% of the premiums. The same rules
of eligibility apply for active employees. Some plans may allow retirees to continue to
maintain their insurance.

PREMIUM PAYMENTS

Employees must elect to have all their insurance premiums through payroll deduction.

Retirees and survivors must elect to have their health and life insurance premiums
through the retirement system. Special arrangements must be made directly with the
carriers of any other plans that allow retirees to maintain their coverage.

Employees, retirees and survivors who are eligible to keep their insurance, but who are
not receiving a paycheck or retirement check, must make their monthly payments to the
CPSB Insurance Department to cover the cost of the member’s share of the premium via
the method of payment determined by the School Board. This al