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DATE, TIME, PLACE OF MEETING      

 
The Calcasieu Parish School Board meeting was held in the Board Room of the Calcasieu 

Parish School Board, located at 3310 Broad Street, Lake Charles, Louisiana, 70615, on 

Tuesday, December 8, 2015, at 5:00 p.m. 

 

The meeting was called to order by Mack Dellafosse, President. The prayer was led by 

Wayne Williams and the Pledge of Allegiance was led by Paige Buller, a student at Iowa 

High School. 

 

ROLL CALL 
  

The roll was called by Superintendent Bruchhaus and the following members were 

present: John Duhon, Billy Breaux, Aaron Natali, Fredman Hardy, Glenda Gay, 

Annette Ballard, Ron Hayes, Mack Dellafosse, Eric Tarver, Max Caldarera, Alvin 

Smith, Wayne Williams, Chuck Hansen, and Chad Guidry. 

 

Dean Roberts was absent. 

 

APPROVAL OF MINUTES 

 
Mr. Hayes, with a second by Mrs. Ballard, offered a motion to approve the Minutes of 

November 3, 2015. The motion carried.  

 

PRESENTATIONS 

 
A. Jamey Rasberry/Director of LCMH Sports Medicine 

B. Tabitha Seiford/2015 State High School Pole Vault Champion/Iowa High School 

C. Julie Ortego/Louisiana Assistant Principal of the Year/Dolby Elementary 

D. James Hearne/2015 Louisiana Band Director of the Year/Moss Bluff Middle 

         

SUPERINTENDENT’S REPORT 

 

Mr. Bruchhaus gave the following report: 

 
All board members have received their November, 2015 Head Start report: 

 Enrollment – 460 

 

 Registered children in United Way’s Dolly Parton Imagination Library 

 

 Several employees received the CDA (Child Development Associate) Credential 

as required by Head Start and the Louisiana Department of Education  
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 All centers are Type III 

 

 Teachers in Calcasieu Network (Child Care, Head Start, and Pre-K) are being 

observed using the CLASS (Classroom Assessment Scoring System) Tool  

 

 Community Assessment is being reviewed and updated 

 

 Plans are being made for Unified Coordinated Enrollment 

 

In your packet, you were notified that all board members are required to view the three 

hour audit webcast in order to full the mandated requirement for the Head Start Program. 

Once you have viewed the webcast, please complete the form below the video so that 

credit is given. 

 

All board members have received a copy of the November school population report.  

 

Continuing with our renewed efforts to keep the Board informed on financial matters, I 

would like to report our current sales tax numbers for our general fund show November, 

2015, collections at $ 916,451 over budget for the month. For the 2015-2016 year, 

collections are $10,652,820 over budget. Collections for the full year are $8,311,406 over 

the same five months last year.    

 

This report does not include the new ½ cent sales tax, which is $1,491,963 over budget in 

its first five months. 

 

The following board members have completed the required 2015 continuing education 

hours: 

Annette Ballard 

Billy Breaux 

Max Caldarera 

Mack Dellafosse 

John Duhon 

Glenda Gay 

Chad Guidry 

Chuck Hansen 

Fred Hardy 

Ron Hayes 

Aaron Natali 

Dean Roberts 

Alvin Smith 

Eric Tarver 

Wayne Williams 
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I am pleased to announce that this represents all 15 of our board members. 

 

I will bring information to you soon regarding a student board member and proposed 

teacher feedback meetings across the district that will be planned for the future. 

EXECUTIVE SESSION 

 
On a motion by Mr. Hayes and a second by Mr. Hardy, the Board went into Executive 

Session at 5:22 p.m. They returned to Regular Session on the same motions at 5:59 p.m. 

A. Attorney Chris Trahan/WC #3893774 and WC #3894754 

  

On a motion to approve settlement of WC #3893774 and #3894754 by Mr. Hardy and 

seconded by Mr. Tarver, the motion carried. 

 

B. Attorney Jeff Cole/WC #4662705 

 

On a motion to approve settlement of WC#4662705 by Mr. Hardy and seconded by Mr. 

Breaux, the motion carried. 

 

C. Attorneys Ed McGuire and Frank Walker/GL #5118464 

 

On a motion to approve settlement of GL #5118464 by Mr. Hardy and seconded by Mr. 

Hayes, the motion carried. 

 

D. Discussion on recommendation for termination of school custodian 

 

On a motion to uphold the staff recommendation to terminate by Mr. Hardy and seconded 

by Mr. Tarver, the motion carried. 

 

COMMITTEE REPORTS 

 
A. A&P Committee, November 17, 2015/Fred Hardy, Chair 

 

Calcasieu Parish School Board 

Administration and Personnel Committee Minutes 

November 17, 2015 
 

The Calcasieu Parish School Board Administration and Personnel Committee 
met Tuesday, November 17, 2015 at 5.00 P.M. in the Board room at 3310 Broad 
Street, Lake Charles, Louisiana.  A quorum was present. The prayer was said by 
Mr. Tarver and the pledge was led by Mrs. Gay.  
 

Present:  Fred Hardy, Chair, Committee members Max Caldarera, John Duhon, 
Glenda Gay, Aaron Natali, Alvin Smith, Wayne Williams and Gary Anderson, 
Secretary.  Other Board members present were Annette Ballard, Dean Roberts, 
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Eric Tarver and Billy Breaux.  Mack Dellafosse entered the meeting after roll call. 
 
Absent:  Chad Guidry and Chuck Hansen 
 
Mr. Hardy called the meeting to order. Mr. Anderson presented the first set of 
policies regarding changes that were the result of legislative action:  
 
  Policy EDD, School Bus Scheduling and Routing 

Policy JCDB, Student Dress Code 
Policy JDD, Student Suspension 
Policy, JDE, Student Expulsion 

  Policy GAK, Personnel Records 
  Policy GAMFA, Employee Communicable Diseases 

Policy JGCC, Student Communicable Disease Control 
  Policy IDCJ, Supplemental Educational Services 
  Policy II, Testing Program 
  Policy JBD, Student Absences and Excuses 
  Policy JGFH, Student Identification 
 

On motion by Mrs. Ballard, seconded by Mrs. Gay and approved, to accept the 
policies as presented. 
 

On behalf of the committee, Mr. Hardy made a motion to 

accept; a second was not needed. On a vote, the motion carried. 
 
The policies state:  
 

    FILE:  EDD 

SCHOOL BUS SCHEDULING AND ROUTING 
The Calcasieu 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. 
A reasonable time shall be established for each route and the bus driver shall be 
expected to adhere to this schedule.  By the same token, students shall be 
expected to be at their respective bus stop when the bus arrives.  Once a bus route 
has been established, the bus driver shall not alter or change assigned routes 
without order of the Superintendent or his/her designee.  Any bus driver who feels a 
road is unsafe or dangerous shall report such dangerous condition to the 
Superintendent or his/her designee, and the bus driver may be allowed not to travel 
the road with the prior approval of the Transportation Administrator, until the 
Superintendent or his/her designee determines said road is safe or improved, or the 
situation has been rectified. 
Buses must be routed so that no more than one bus will travel the same route, 
except in cases of definite apparent necessity.  Each scheduled route will be 
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planned in full consideration of the established limits for individual schools. 
During inclement weather, bus drivers may make more frequent stops.  In 
discharging pupils who must cross the highway, the responsibility of safe crossing 
rests with the driver. 
LOADING AND UNLOADING OF STUDENTS 
The loading and unloading of students onto and from school buses being utilized to 
transport students shall be conditional on the following: 

1. Bus drivers shall be prohibited from loading or unloading students at 
school while the bus is in a traffic lane of any type of street as defined 
in state law and require that students be loaded or unloaded on a 
shoulder, in a school parking lot, or at other appropriate off-road 
location at the school as determined by the School Board.  This 
requirement shall not apply if the shoulder of a municipal road is the 
only available alternative and the municipality has not made the 
shoulder available by designating that area for loading and unloading 
students during designated school zone hours. 

2. Bus drivers shall be prohibited from loading or unloading students at 
or near their homes while the bus is in a traffic lane of any type of 
street as defined by state law and it shall be required that students be 
loaded or unloaded on a shoulder, unless the School Board 
determines the unloading on a shoulder is less safe for the student.  
However, if there is no shoulder, or if the shoulder is determined to be 
less safe, a bus driver may load and unload a student while the bus is 
in a lane of traffic but only if the bus is in the lane farthest to the right 
side of the road so that there is not a lane of traffic between the bus 
and the right-side curb or other edge of the road. 

3. Bus drivers shall be prohibited from loading or unloading a student in 
a location on a divided highway such that a student, in order to walk 
between the bus and his/her home or school, would be required to 
cross a roadway of the highway on which traffic is not controlled by 
the visual signals on the school bus. 

Street or highway means the entire width between the boundary lines of every way 
or place of whatever nature publicly maintained and open to the use of the public for 
the purpose of vehicular travel, including bridges, causeways, tunnels, and ferries. 
New Policy:  October 5, 2010 
Revised:  August, 2015 
 
Ref:  La. Rev. Stat. Ann. ''17:158, 32:1; Board minutes, 10-5-10. 

 

         FILE:  JCDB 

STUDENT DRESS CODE 
Guidelines for acceptable, normal, good grooming should be taught and enforced in 
the home by the parents as part of their responsibility in training their children for 
responsible citizenship. 
All students are expected to be responsible in their dress and grooming by avoiding 
extremes and manifesting self-discipline with regards to these regulations.  
Cooperation of parents is expected. 
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The policy of the Calcasieu Parish School Board shall be that no mode of attire shall 
be considered proper for school wear that distracts or disrupts classroom and 
school decorum.  The School Board feels it is the responsibility of each student to 
use good judgment in one's total appearance so that the attention of others is not 
distracted from the purpose of school.  Cleanliness shall be a basic consideration.  
For health and safety reasons, students must wear shoes to school. 
In questions regarding student dress and grooming, the principal or his/her 
designee of each school shall make the final decision as to what is considered 
proper or improper dress according to the guidelines provided.    
NOTIFICATION 
The School Board shall notify the parent or guardian of each student of the dress 
code specifications and their effective date.   
If the School Board modifies the existing uniform policy, it shall notify, in writing the 
parent or guardian of each student of the policy adoption or uniform policy 
modification at least sixty (60) days prior to the effective date of the new or revised 
policy.   Each school shall display any uniform selected for a reasonable period prior 
to the proposed effective date for wearing of the uniform. 
However, nothing shall prohibit the School Board from requiring a new or revised 
dress code or uniform policy without the required notice in the event of an 
emergency.  For the purposes of this policy, emergency shall mean an actual or 
imminent threat to health or safety which may result in loss of life, injury, or property 
damage.   
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 transportation, or in a firearm-free zone, with limited exception as 
enumerated in La. Rev. Stat. Ann. §14:95.9.  School-sponsored functions shall 
include, but not be limited to, athletic competitions, dances, parties, or any 
extracurricular activities.  A firearm-free zone means any area within one thousand 
feet of any school campus and within a school bus. 
Body armor shall mean bullet-resistant metal or other material intended to provide 
protection from weapons or bodily injury. 
The School Board shall notify all students of the provisions of this policy. 
SCHOOL UNIFORMS 

Students attending Pre-K-12 schools in Calcasieu Parish shall be required to wear 
official school uniforms.  Uniforms shall be the same for all schools, as follows: 

 Uniform shirts will be white, hunter green or navy blue polo/golf style 
shirts (short or long sleeves with a collar) or shirts that button down 
the front with a collar.  No emblem, logo, decoration, or decorative 
trim is allowed.  High school and middle school administrators have 
the option to choose a uniform shirt in one of the school's colors. 

 White, hunter green or navy blue, turtlenecks with no emblem, logo, 
decoration, or decorative trim are acceptable. Turtlenecks can be 
worn separately or under uniform shirt. 

 T-shirts (solid white, hunter green, or navy blue) will be allowed under 
the uniform shirt. 
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 Spirit shirt/club shirt may be worn on day/s determined by the school 
administrator. 

 Administrators may option to have students wear the official school 
logo on the school's designated shirt. 

 Shirts must be tucked in at all times.  
 

 Khaki (shades may vary) or navy blue pants, skirts, shorts, skorts, or 
jumpers must be uniform style and color (no blue jeans, no corduroy 
or wind-suit materials, no sweat pants, no stretch pants or leggings, 
no spandex, no baggy pants, no bell-bottoms, no carpenter or cargo 
styles, no hip-huggers, no side-knee pockets).  Emblems, logos, or 
decorations are not allowed. 

 

 Shorts and skorts must measure (front and back) no shorter than 
three inches above the knee and no longer than mid-knee.  Skirts and 
jumpers must measure no shorter than three inches above the knee.  

 Belts should be black, brown, navy blue, hunter green, or khaki with 
no emblem, logo or decoration and must be worn with slacks and 
shorts that are designed to have belt loops.  Belts must be visible and 
worn around the waist. Belts are optional for pre-k, kindergarten, and 
first grade students. 

 Socks (or stockings for girls) are required and should be hunter green, 
navy blue, khaki or white with no emblem, logo or decoration and 
must cover ankle and be visible.  Middle and high school students are 
not required to wear socks or stockings with sandals. 

 Appropriate shoes must be worn and not include thongs.  Sandals are 
not allowed in elementary grades. 

 Acceptable outerwear for classroom is limited to include sweater, 
sweater vest, sweatshirt, and light jacket.  During class time, jackets 
are to remain open, not zipped or buttoned.  Colors for classroom 
outerwear include khaki, navy blue, hunter green and white.  No 
emblem, logo, or decoration is allowed on classroom outerwear.  The 
uniform shirt must be worn under outerwear. 

 Heavy coats and jackets worn to and from school and/or outdoors are 
not restricted, but recommended to colors of navy blue, white, khaki 
and hunter green. 

 No headwear shall be worn on campus with the exception of knit caps 
in extremely cold weather. 

 
Other Dress Code Regulations: 

 Prohibited items include bandannas, hair rollers, extremes in hair 
styles, psychedelic hair colors, lines, letters, or designs shaved in the 
head. 
 

 Sunglasses, nose rings, visible body piercing, and excessive or 
inappropriate jewelry are prohibited. 
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 Prohibited items include excessive and inappropriate makeup, painted 
faces, inappropriate tattoos, and stick-on tattoos. 

 Clothing worn is not to be suggestive or indecent. 

 Clothing, jewelry, and general appearance are not to be of the type 
that would cause a disturbance or distract or interfere with the 
instructional programs. 

 

 Clothing, jewelry, and general appearance are to be such as not to 
constitute a health or safety hazard. 

Principals may declare spirit or club days and allow students to wear school spirit 
shirts, or dress up days (i.e., when school pictures are scheduled) or allow students 
to wear other uniforms such as Boy Scouts, Girl Scouts, cheerleaders, band, 
chorus, etc.  Other questions about uniforms should be referred first to the school 
authorities, then to the central office staff. 
DISCIPLINE GUIDELINES FOR UNIFORMS DRESS CODE VIOLATIONS 
All Pre-K B 12 schools in Calcasieu Parish will shall strive to achieve full compliance 

of the Dress Code Policy and should resort to disciplinary measures only when 
positive measures fail.  The intent of this policy is not to prevent any student who is 
not in uniform from attending school.  This policy is not intended to suspend or 
expel a student from class or from school or lower an academic grade as a result of 
not complying with the School Uniform Policy.  Students who violate the dress code 
shall be disciplined in accordance with the Student Code of Conduct. 
A student enrolled in grades prekindergarten through five shall not be suspended or 
expelled from school or suspended from riding on any school bus for a uniform 
violation that is not tied to willful disregard of school policies. 
The following is a progressive disciplinary plan for students who are considered 
non-compliant with the Dress Code Policy and who have not been granted an 
exemption. 

ELEMENTARY:  
1st Offense  Written warning 
2nd Offense  Phone call to parent/guardian 
3rd Offense Administrator or designee, parents, and student conference. 
MIDDLE AND HIGH SCHOOL: 
1st Offense  Written warning (Handbook) 
2nd Offense  Phone call to parent/guardian 
3rd Offense  Referral to ISI, C.A.R.E., or detention 

Students shall not be considered in violation of the Dress Code Policy in the 
following instances: 

 during the first five (5) school days after transferring from an 
out of the parish school 

 when a student has been authorized by the school principal to wear 
something other than the approved school uniforms. 

 when a parent has secured an exemption from the School Uniform 
Policy 

 while an appeal of an exemption from the School Uniform 
Policy is pending 
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EXEMPTIONS 
Parent(s) or guardian(s) may request an exemption from the School Uniform 
Policy by submitting a written request to the school principal.  Exemptions 
may be granted for religious reasons, medical reasons, or other justifiable 
reasons. 

 A written request shall be submitted in writing using the Exemption 
Form. 

 The Review committee shall meet with the parent/guardian to discuss 
the School Uniform Policy and request for exemption. 

 The parent/guardian shall be notified in writing of the outcome of the 
conference. 

 If the Review Committee does not grant the exemption, the 
parent/guardian may appeal the decision to the appropriate Director. 

Revised:  June, 1999    Revised:  July, 2002 
Revised:  May, 2000    Revised:  December, 2008 
Revised:  September, 2000   Revised:  August, 2010 
Revised:  September, 2001   Revised:  August, 2015 

 
Ref:Scott v. Board of Education, 304 N.Y.S. 2d 601 (1969); Karr v Schmidt, 460 F 
2d 609 (1972); La. Rev. Stat.  Ann. '§14:95.9, 17:81, 17:416.7; Board Minutes, 5-4-

99, 6-1-99, 2-1-00, 5-7-02, 6-4-02, 4-21-09, 10-5-10. 
 

     FILE:  JDD 
 

SUSPENSION OF STUDENTS 
The Calcasieu Parish School Board recognizes its authority to maintain good order 
and discipline within the schools of the school district.  Therefore, the School Board 
recognizes the principal's authority to suspend a pupil for a specified period of time 
in accordance with statutory provisions.  The number of school days a student may 
be suspended shall not exceed the number of school days remaining in the school 
year. 
In each case of suspension, the school principal, or his or her designee, prior to any 
suspension, shall advise the student of the particular misconduct of which he/she is 
accused as well as the basis for such accusation, and the pupil shall be given an 
opportunity at that time to explain his/her version of the facts.  The 
principal/designee shall contact the parent, tutor, or legal guardian of the pupil to 
notify them of the suspension, and establish a date and time for a conference with 
the principal or designee as a requirement for readmitting the pupil.   Notice shall be 
given by contacting the parent, tutor, or legal guardian by telephone at the 
telephone number shown on the pupil's registration card, or by sending a certified 
letter to the address shown on the pupil's registration card.  The principal shall 
promptly advise the Superintendent or designee of all such suspensions, stating the 
reasons for the suspensions.  
Students suspended for more than ten (10) days shall remain under the supervision 
of the school system using an alternative education program designed to continue the 
educational process in an alternative educational placement.  The student shall be 
placed in an alternative school or an alternative education program and shall be 
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required to attend and participate in such school, program, or educational services. 
No suspended pupil shall be allowed to leave the school premises during the school 
day until the parent, guardian, or other proper authorities assume responsibility for 
him/her, unless immediate removal from school due to danger or threat of disruption 
to academic process is warranted.   
If the parent, tutor, or legal guardian fails to attend the required conference within 
five (5) school days of notification, the truancy laws shall be effective.  On not more 
than one occasion each school year when the parent, tutor, or legal guardian 
refuses to respond to the notice, the principal may determine whether readmitting 
the pupil is in the best interest of the pupil.  On any subsequent occasions in the 
same school year, the pupil shall not be readmitted unless the parent, tutor, or legal 
guardian, court, or other appointed representative responds.   
In any case where a teacher, principal, or other school employee is authorized to 
require the parent, tutor, or legal guardian of a pupil to attend a conference or 
meeting regarding the pupil's behavior and after notice, the parent, tutor, or legal 
guardian willfully refuses to attend, the principal or his/her designee shall file a 
complaint, in accordance with statutory provisions, with a court exercising juvenile 
jurisdiction. 
When a pupil is suspended for a second time within one school year, the principal 
may require a counseling session be held with the parent and pupil by the school 
counselor. If no counselor is available, the conference may be held with all the 
pupil's teachers and the principal or other administrator. 
Any student, after being suspended on three (3) occasions for committing drugs or 

weapons offenses during the same school year, shall upon committing the fourth 
offense, be expelled from all the public schools of the system until the beginning of 
the next regular school year, and the pupil's reinstatement shall be subject to the 
review and approval of the School Board. 
The principal and other appropriate personnel shall be required to file written 
documentation of all suspensions.  Said documentation shall include the 
circumstances surrounding any suspension, the reason for suspension, and any 
other pertinent facts concerning the disciplinary action.  The principal shall file 
copies of his/her report with the Superintendent, other appropriate personnel and 
the parent or guardian and retain a copy for his/her records.  
Upon the seizure by any teacher, principal, school security guard, or other school 
administrator of any firearm, knife, or other dangerous implement which could be 
used as a weapon or inflict injury, the principal or his or her designee shall be 
required to report the confiscation to appropriate law enforcement officials.  
Appeal 
Any parent, tutor, or legal guardian of a pupil suspended shall have the right to 
appeal to the Superintendent or his/her designee, who shall conduct a hearing on 
the merits.  If the parent or legal guardian is not present for the hearing after having 
been properly notified, the hearing may proceed and the results of the hearing shall 
be mailed to the parent or legal guardian within three (3) school days by certified 
mail, return receipt requested.  The decision of the Superintendent on the merits of 
the case, as well as the term of suspension, shall be final, reserving to the 
Superintendent the right to remit any portion of the time of suspension. 
MANDATORY SUSPENSION 



December 8, 2015 
 

 11 

 

Firearms, Knives, Other Dangerous Instrumentalities, Drugs 
The principal shall be required to suspend a pupil who: 

1. is found carrying or possessing a firearm or a knife with a blade two 
(2) inches or longer, or another dangerous instrumentality, except as 
provided below under the section entitled Suspension Not Applicable; 
or 

2.  possesses, distributes, sells, gives, or loans any controlled dangerous 
substance governed by state law, in any form.  

Additionally, the principal shall immediately recommend the pupil's expulsion to the 
Superintendent, for the above offenses, except in the case of a student less than 
eleven (11) years of age in pre-kindergarten through grade 5 who is found carrying 
or possessing a knife with a blade two (2) inches or longer, the principal may, but 
shall not be required to recommend the student's expulsion.  A student found 
carrying or possessing a knife with a blade less than two (2) inches in length may be 
suspended by the school principal, but, in appropriate cases, at a minimum, shall be 
placed in in-school suspension. 
Assault or Battery of School Employees  
Whenever a pupil is formally accused of violating state law or school disciplinary 
regulations, or both, by committing assault or battery on any school employee, the 
principal shall suspend the pupil from school immediately and the pupil shall be 
removed immediately from the school premises without the benefit of required 
procedures, provided, however, that such procedures shall follow as soon as 
practicable.  The student shall not be readmitted to the school to which the 
employee is assigned until all hearings and appeals associated with the alleged 
violation have been exhausted. 
SUSPENSION NOT APPLICABLE 
Suspension of a student shall not apply to the following: 
 1. A student carrying or possessing a firearm or knife for purposes of 

involvement in a school class, course, or school approved co-
curricular or extracurricular activity or any other activity approved by 
appropriate school officials. 

 2. A student possessing any controlled dangerous substance that has 
been obtained directly or due to a valid prescription or order from a 
licensed physician.  However, such student shall carry evidence of 
that prescription or physician's order on his/her person at all times 
when in possession of any controlled dangerous substance which 
shall be subject to verification. 

In addition, school officials, in accordance with statutory provisions, shall have total 
discretion and shall exercise such discretion in imposing on a pupil any disciplinary 
actions authorized by state law for possession by a pupil of a firearm or knife on 
school property when such firearm or knife is stored in a motor vehicle and there is 
no evidence of the pupil's intent to use the firearm or knife in a criminal manner. 
DRESS CODE VIOLATIONS 
A student enrolled in grades prekindergarten through five shall not be suspended 
from school or suspended from riding on any school bus for a uniform violation that 
is not tied to willful disregard of school policies. 
CREDIT FOR SCHOOL WORK MISSED 
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A student who is suspended for ten (10) days or fewer shall be assigned school 
work missed while he/she is suspended and shall receive either partial or full credit 
for such work if it is completed satisfactorily and timely as determined by the 
principal or his/her designee, upon the recommendation of the student’s teacher.  
Each student who has been suspended for ten (10) days or fewer shall receive the 
missed assignments from each academic teacher.  Once the assignments have 
been issued to the student, the student shall have one (1) school day for each day 
out due to suspension to complete and submit the work.  The teacher shall assess 
the student’s work and the student may receive 100% of the score earned on the 
assignment. 
If a student does not complete the assignment in the allotted amount of time, the 
student shall receive a zero (0) for the assignments missed due to the suspension. 
A student who is suspended for more than ten (10) days and receives educational 
services at an alternative school site, shall be assigned work by a certified teacher 
and shall receive credit for school work if it is completed satisfactorily and timely as 
determined by the teacher.  Such work shall be aligned with the curriculum used at 
the school from which the student is suspended. 
RECUSAL OF ADMINISTRATOR IN DISCIPLINE MATTERS 
Any school administrator or administrator's designee who is required to make a 
recommendation, decide an issue, or take action in a matter involving the discipline 
of a student shall recuse himself/herself whenever a member of the immediate 
family of the administrator or administrator's designee is involved in any manner in 
the discipline matter.  In case of recusal, the action to be taken shall be done so by 
the Superintendent or an impartial designee of the Superintendent. 
Immediate family means the individual's children, brothers, sisters, parents, and 
spouse and the children, brothers, sisters, and parents of the spouse. 
SUSPENSION OF STUDENTS WITH DISABILITIES 
Suspension of students with disabilities shall be in accordance with applicable state 
or federal law and regulations.   
Revised:  December, 1992     Revised:  August, 2005 
Revised:  August, 1994     Revised:  September, 2006 
Revised:  December, 1995     Revised:  August, 2007 
Revised:  July, 1996      Revised:  October, 
2009 
Revised:  September, 1997     Revised:  November, 
2012 
Revised:  August, 1999     Revised:  July 16, 2013 
Revised:  August, 2003     Revised:  November, 2015  
 
Ref: La. Rev. Stat. Ann. §§17:223, 17:416, 17:416.1, 17:416.2, 17:416.3; Goss v. 
Lopez, 95 S. Ct. 729 (1973); Regulations for Implementation of the Exceptional 
Children's Act, Bulletin 1706, Louisiana Department of Education; Board 
minutes, 10-14-03, 5-8-06, 2-6-07, 9-4-07, 1-12-10, 7-16-13 

   FILE:  JDE 

  Cf:  IDDG, IHAD, JBC, JCD 

                          Cf:  JCDAB, JD, JDD 

EXPULSION 
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The Calcasieu Parish School Board may expel a pupil from school if an offense 
committed by the pupil is serious enough to warrant such action or is in violation of 
state law.  Upon the recommendation for expulsion of a pupil by the principal, the 
Superintendent or his/her designee shall conduct a hearing to determine the facts of 
the case and make a finding of whether or not the student is guilty of conduct 
warranting a recommendation of expulsion. Notification of the time, date, and place 
of the expulsion hearing shall be mailed to the parents.  Following the hearing, the 
Superintendent or his/her designee shall notify the parents of the decision rendered. 
At the hearing, the principal and/or teacher concerned may be represented by any 
person appointed by the Superintendent and the concerned teacher shall be 
permitted to attend and present any relevant information.  Until the hearing, the 
pupil shall remain suspended.   
Upon the conclusion of the hearing and upon finding the student guilty of conduct 
warranting expulsion, the Superintendent shall determine whether such student 
shall be expelled and the specified period of expulsion, or if other disciplinary action 
shall be taken.  Unless otherwise stipulated by state statutes, the period of 
expulsion shall not be less than one school semester and may carry over into the 
next school year, if necessary. During an expulsion, the Superintendent shall place 
the student in an alternative school or in an alternative educational placement. 
The parent or tutor of the pupil may, within five (5) days after the decision to expel 
has been rendered, request the School Board to review the findings of the 
Superintendent or designee at a time set by the School Board.  After reviewing the 
findings of the Superintendent or designee, the School Board may affirm, modify, or 
reverse the action of the Superintendent or designee. 
EXPULSION INVOLVING FIREARMS 
Any student, age sixteen (16) or older, or under sixteen (16) and in grades six (6) 
through twelve (12), who is found guilty of being in possession of a firearm on 
school property, on a school bus or in actual possession at a school-sponsored 
event, pursuant to a hearing, shall be expelled from school for a minimum period of 
four (4) complete school semesters and shall be referred to the district attorney for 
appropriate action. 
Any student in kindergarten through grade five (5) who is found guilty of being in 
possession of a firearm on school property, on a school bus, or in actual possession 
at a school-sponsored event, pursuant to a hearing, shall be expelled from school 
for a minimum period of two (2) complete school semesters and shall be referred to 
the district attorney for appropriate action. 
The Superintendent, however, may modify the length of the minimum expulsion 
required in the above paragraphs on a case-by-case basis, provided such 
modification is in writing. 
EXPULSION INVOLVING DRUGS 
Any student, sixteen (16) years of age or older, found guilty of possession of, or 
knowledge of and intentional distribution of or possession with intent to distribute 
any illegal narcotic, drug, or other controlled substance on school property, on a 
school bus or at a school-sponsored event, pursuant to a hearing, shall be expelled 
from school for a minimum period of four (4) complete school semesters. 
Any student who is under sixteen (16) years of age and in grades six (6) through 
twelve (12) and who is found guilty of possession of, or knowledge of and intentional 
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distribution of or possession with intent to distribute any illegal narcotic, drug, or 
other controlled substance on school property, on a school bus, or at a school-
sponsored event pursuant to a hearing shall be expelled from school for a minimum 
period of two (2) complete school semesters. 
Any case involving a student in kindergarten through grade five (5) found guilty of 
possession of, or knowledge of and intentional distribution of or possession with 
intent to distribute any illegal narcotic, drug, or other controlled substance on school 
property, on a school bus, or at a school-sponsored event, pursuant to a hearing, 
shall be referred to the School Board through a recommendation for action from the 
Superintendent. 
ADDITIONAL REASONS FOR EXPULSION 
Pupils may also be expelled for any of the following reasons: 

1. Any pupil, after being suspended for committing violations of any 
discipline policies or other rule infractions, depending on the severity of 
the behavior, may be expelled upon recommendation to the 
Superintendent by the principal and after an appropriate hearing is held 
by the Superintendent or designee. 

2. Any student who is found carrying or possessing a knife with a blade 
which equals or exceeds two (2) inches in length. 

3. In accordance with federal regulations, a pupil determined to have 
brought a weapon to a school under the School Board's jurisdiction shall 
be expelled for a minimum of one calendar year.  The Superintendent 
may modify the expulsion requirement on a case-by-case basis.  A 
weapon, in accordance with federal statutes, means a firearm or any 
device which is designed to expel a projectile or any destructive device, 
which in turn means any explosive, incendiary or poison gas, bomb, 
grenade, rocket, missile, mine or similar device.  

4. Any student, after being suspended on three (3) occasions for committing 

drugs or weapons offenses during the same school year, shall, upon 
committing the fourth offense, be expelled from all the public schools of 
the system until the beginning of the next regular school year, and the 
pupil's reinstatement shall be subject to the review and approval of the 
School Board. 

5. The conviction of any pupil of a felony or the incarceration of any pupil in 
a juvenile institution for an act which had it been committed by an adult, 
would have constituted a felony, may be cause for expulsion of the pupil 
for a period of time as determined by the School Board; such expulsions 
shall require the vote of two-thirds of the elected members of the 
School Board.  

EXPULSION NOT APPLICABLE 
Expulsion shall not apply to the following: 

1. A student carrying or possessing a firearm or knife for purposes of 
involvement in a school class, course, or school approved co-curricular or 
extracurricular activity or any other activity approved by appropriate 
school officials. 

2. A student possessing any controlled dangerous substance that has been 
obtained directly or due to a valid prescription or order from a licensed 
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physician.  However, such student shall carry evidence of that 
prescription or physician's order on his/her person at all times when in 
possession of any controlled dangerous substance which shall be subject 
to verification. 

1. A student possessing any controlled dangerous substance that has been 

obtained directly or due to a valid prescription or order from a licensed 

physician and has been approved by the School Board and 

documentation has been provided to school administration.  

However, such student shall carry evidence of that prescription or 

physician’s order on his/her person at all times when in possession of any 

controlled dangerous substance which shall be subject to verification. 

 
In addition, school officials, in accordance with statutory provisions, shall have total 
discretion and shall exercise such discretion in imposing on a pupil any disciplinary 
actions authorized by state law for possession by a pupil of a firearm or knife on 
school property when such firearm or knife is stored in a motor vehicle and there is 
no evidence of the pupil's intent to use the firearm or knife in a criminal manner. 
DRESS CODE VIOLATIONS 
A student enrolled in grades prekindergarten through five shall not be expelled from 
school for a uniform violation that is not tied to willful disregard of school policies. 
READMITTANCE FOLLOWING EXPULSION 
Required Parent Conference 
In each case of expulsion, the school principal, or his or her designee, shall contact 
the parent, tutor, or legal guardian of the pupil to notify them of the expulsion, and 
establish a date and time for a conference with the principal or designee as a 
requirement for readmitting the pupil.  Notice shall be given by sending a certified 
letter to the address shown on the pupil's registration card.  Also, additional 
notification may be made by contacting the parent, tutor, or legal guardian by 
telephone at the telephone number shown on the pupil's registration card. 
If the parent, tutor, or legal guardian fails to attend the required conference within 
five (5) school days of notification, the student may be considered a truant and dealt 
with according to all applicable statutory provisions.  On not more than one occasion 
each school year when the parents, tutor, or legal guardian refuses to respond, the 
principal may determine whether readmitting the pupil is in the best interest of the 
pupil.  On any subsequent occasions in the same school year, the pupil shall not be 
readmitted unless the parent, tutor, or legal guardian, court, or other appointed 
representative responds. 
In any case where a teacher, principal, or other school employee is authorized to 
require the parent, tutor, or legal guardian of a pupil to attend a conference or 
meeting regarding the pupil's behavior and after notice, the parent, tutor, or legal 
guardian willfully refuses to attend, the principal or his or her designee shall file a 
complaint, in accordance with statutory provisions, with a court exercising juvenile 
jurisdiction.  
Readmittance After All Expulsions  
Any pupil expelled may be readmitted to school on a probationary basis at any time 
during the expulsion period on such terms and conditions as may be stipulated by 
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the School Board.  Readmission to school on a probationary basis shall be 
contingent on the pupil and legal guardian or custodian agreeing in writing to the 
conditions stipulated. Any such agreement shall contain a provision for immediate 
removal of the pupil from school premises without benefit of a hearing or other 
procedure upon the principal or Superintendent determining the pupil has violated 
any term or condition of the agreement.  Immediately thereafter, the principal or 
designee shall provide proper notification in writing of the determination and 
reasons for removal to the Superintendent and the pupil's parent or legal guardian. 
Readmittance After Expulsion for Firearms, Knives, Weapons, or Drugs 
In addition to the readmittance provisions for all expulsions stated above, a pupil 
that has been expelled for possessing on school property or on a bus, a firearm, 
knife, or other dangerous weapon, or possessing or possession with intent to 
distribute or distributing, selling, giving, or loaning while on school property or a 
school bus any controlled dangerous substance shall not be enrolled or readmitted 
to any such school on a probationary basis prior to the completion of the period of 
expulsion until the pupil produces written documentation that he/she and his/her 
parent or legal guardian have enrolled and participated or is participating in an 
appropriate rehabilitation or counseling program related to the reason(s) for the 
pupil’s expulsion. The rehabilitation or counseling programs shall be provided by 
such programs approved by the juvenile or family court having jurisdiction, if 
applicable, or by the School Board.  The requirement for enrollment and 
participation in a rehabilitation or counseling program shall be waived only upon a 
documented showing by the pupil that no appropriate program is available in the 
area or that the pupil cannot enroll or participate due to financial hardship. 
Review of Records 
A pupil who has been expelled from any school in or out of state shall not be 
admitted to a school in the school system except upon the review and approval of 
the School Board following the request for admission.  To facilitate the review and 
approval for readmittance, the pupil shall provide to the School Board information 
on the dates of any expulsions and the reasons therefor.  Additionally, the transfer 
of pupil records to any school or system shall include information on the dates of 
any expulsions and the reasons therefor. 
CREDIT FOR SCHOOL WORK MISSED 
A student who is expelled and receives educational services at an alternative school 
site shall be assigned work by a certified teacher and shall receive credit for school 
work if it is completed satisfactorily and timely as determined by the teacher.  Such 
work shall be aligned with the curriculum used at the school from which the student 
was expelled. 
 
RECUSAL OF ADMINISTRATOR IN DISCIPLINE MATTERS 
Any school administrator or administrator's designee who is required to make a 
recommendation, decide an issue, or take action in a matter involving the discipline 
of a student shall recuse himself/herself whenever a member of the immediate 
family of the administrator or administrator's designee is involved in any manner in 
the discipline matter.  In case of recusal, the action to be taken shall be done so by 
the Superintendent or an impartial designee of the Superintendent. 
Immediate family means the individual's children, brothers, sisters, parents, and 
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spouse and the children, brothers, sisters, and parents of the spouse. 
EXPULSION OF STUDENTS WITH DISABILITIES 
Expulsion of students with disabilities shall be in accordance with applicable state or 
federal law and regulations.   
Revised:  October, 1995    Revised:  September, 2008 
Revised:  July, 1996   Revised:  September, 2009 
Revised:  September, 1997  Revised:  November, 2012 
Revised:  August, 2003   Revised:  August, 2015 
Revised:  August, 2007 
 
Ref: 18 USC 921 (Firearms – Definitions); 20 USC 7151 (Gun-Free Schools Act); 
La. Rev. Stat. Ann. ''17:223, 17:416, 17:416.1, 17:416.2, 17:2092; Goss v. Lopez, 

95. S. Ct. 729 (1973); Regulations for Implementation of the Exceptional Children's 
Act, Bulletin 1706, Louisiana Department of Education); Board minutes, 10-14-03, 
9-4-07, 10-7-08, 1-12-10, 2-5-13. 

 FILE: GAK 
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PERSONNEL RECORDS 
The Calcasieu Parish School Board shall require the maintenance of a uniform 
system of personnel records for all employees.  It shall be the responsibility of the 
Superintendent or designee to keep the records updated and complete in 
accordance with statutory provisions.   
A personnel file shall be accurately maintained in the central administrative office for 
each present and former employee.  These files shall contain applications for 
employment, references, and records relative to compensation, payroll deductions, 
evaluations, and such other matters as may be considered pertinent to the proper 
maintenance of all personnel records.  It is the duty of the employee to furnish the 
personnel office with certificates, transcripts, statements of degrees, and other 
educational experience related documentation. 
The Superintendent shall be designated as custodian of all personnel files and shall 
have the overall responsibility for maintaining and preserving the confidentiality of 
the files.  The Superintendent may, however, designate another official to perform 
the duties of records management on the understanding that this official is to be 
held responsible for granting or denying access to records on the basis of these 
guidelines. 
GENERAL ACCESS TO AN EMPLOYEE'S PERSONNEL FILE 
Any school employee requesting to see his/her personnel file shall be given access 
to his/her entire personnel file, including but not limited to all documents placed in 
the employee’s file on or before September 1, 1987.  The contents of a school 
employee's personnel file shall not be divulged to third parties without the express 
written consent of the school employee, except when ordered by a court or by 
subpoena, or in accordance with this policy.  No school system employee other than 
the personnel file custodian or the Superintendent for the system, or the designee of 
either, who shall be a school system employee, shall be allowed access to a school 
employee's personnel file without the school employee's expressed written consent, 
unless that employee is charged with the duty of supervising that particular school 
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employee's performance.  A School Board member or any other person authorized 
pursuant to this policy shall be permitted to examine any and all records of the 
school system, except school employee records relative to evaluations, 
observations, formal complaints, and grievances.  However, in accordance with La. 
Rev. Stat. Ann. §17:81, the School Board, upon a majority vote of the total School 
Board membership, shall have the right to examine any and all records of the school 
system, including personnel records. 
In case a personnel file should be accessed by the School Board or anyone else, 
the employee whose file was so accessed shall receive written notice of the fact and 
the name and title of the person who was permitted access.  All persons permitted 
access shall maintain the confidentiality of those documents in the file that are not 
matters of public record. 
If an employee wishes to review and/or obtain a copy of his/her personnel file, the 
employee must make a written request to the Superintendent or his/her designee 
not less than forty-eight (48) hours before the date the file will be reviewed. 
REQUESTS FOR ACCESS AND INSPECTION 
Additions to Personnel File 
No complaint, commendation, suggestion, or evaluation may be placed in the 
evaluation file unless it meets the following requirements: 

1. Each document concerning a school employee shall be placed in the 
employee's personnel file within a reasonable time and no document, 
except those resulting from routine recordkeeping, shall be placed in 
a school employee's personnel file by any school system employee, 
unless and until that school employee is presented with the original 
document and a copy thereof prior to its filing. 

2. Upon receipt of the original document and copy of the same, the 
school employee shall sign the original document as an 
acknowledgement of the receipt of the copy of the document.  Such 
signature shall not be construed as an agreement to the contents of 
the document. 

Rebuttal and Response 
Each school employee shall be given the opportunity to rebut and to respond to a 
document placed in his/her personnel file including but not limited to any document 
placed in such file on or before September 1, 1987. 

1. The rebuttal and response must be in written form and once filed shall 
be attached to the document to which the response and rebuttal 
applies, and thus become a permanent part of the school employee's 
personnel file as long as the document remains a part of the 
personnel file. 

2. No document or copy thereof, to which a response and rebuttal has 
been filed, shall be used for any purpose whatsoever unless the 
rebuttal and response or copy thereof is attached to the document or 
copy sought to be used. 

3. A school employee shall have the right to receive proof of any 
allegations and statements contained in a document placed in his/her 
file that the school employee believes to be inaccurate, invalid, or 
misrepresented.  If such proof is not presented, the document 
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containing the allegations and statement shall be removed from the 
school employee's personnel file and destroyed. 

If, at any time, the School Board Superintendent takes any personnel action against 
an employee based upon any document that was placed in the employee’s file on or 
before September 1, 1987, the employee shall be given the opportunity to rebut and 
respond to such document. 
Procedure for Filing of Rebuttal and Response 
1. Any rebuttal and response to a document placed in a school employee's 

personnel file shall be filed by the employee within fifteen (15) school days 
from the date on which the school employee signs the document 
acknowledging its receipt. 

2. The school employee may be granted an additional ten (10) school days for 
the filing of the rebuttal and response, provided the school employee 
requests such an extension in writing addressed to the personnel file 
custodian within the original fifteen-day period.  The personnel file 
custodian's consent to the ten-day extension of time shall not be 
unreasonably withheld. 

3. The rebuttal and response shall be deemed filed by the delivery of the 
original and one copy of the rebuttal and response to the personnel file 
custodian.  The personnel file custodian shall then sign and date the original 
rebuttal and response and file the same into the school employee's 
personnel file.  The personnel file custodian shall also sign and date a copy 
of the rebuttal and response and return the same to the school employee. 

CONFIDENTIAL INFORMATION 
Certain items in the personnel records of School Board employees shall be 
confidential, including: 

1. The home telephone number of the employee where such employee 
has chosen to have a private or unlisted home telephone number 
because of the nature of his/her occupation with such body. 

2. The home telephone number of the employee where such employee 
has requested that the number be confidential. 

3. The home address of the employee where such employee has 
requested that the address be confidential, except it shall be made 
available to recognized educational groups. 

4. The social security number and financial institution direct deposit 
information as contained in the personnel records of an employee of 
the School Board.  However, when the employee's social security 
number or financial institution direct deposit information is required to 
be disclosed pursuant to any other provision of law, including such 
purposes as child support enforcement, health insurance, retirement 
reporting, or to officials or employees of the school, School Board, 
Louisiana Department of Education, or Board of Elementary and 
Secondary Education (BESE), in the performance of duties or 
responsibilities of the official or employee, the social security number 
or financial institution direct deposit information of the employee shall 
be disclosed pursuant to such provision of law. 

5. The name and account number of any financial institution to which the 
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public employee’s wages or salary is directly deposited by an 
electronic direct deposit payroll system or other direct deposit system. 

The above information shall not be divulged to third parties. 
HEALTH AND MEDICAL RECORDS 
An employee’s health and medical records are deemed confidential and shall be 
maintained in a separate file apart from the employee’s general personnel file.  
Such records will include: 
 1. Medical/health records, claim forms, life insurance application, 

requests for payment of benefits and all other health records of an 
employee and his/her dependents enrolled in the Calcasieu Parish 
School Board adopted insurance plan. 

 2. All medical records of an employee, all records of payment of 
compensation to an employee or his/her dependent and other records 
which would ascertain the identity of the injured employee or his/her 
dependent in a Worker's Compensation action. 

 3. Medical information obtained as a result of an employee’s request for 
a reasonable work accommodation due to a disability. 

There may be instances where an employee’s medical information will need to be 
made available to certain supervisory personnel, such as where a request for a 
reasonable accommodation has been granted, to inform a supervisor of necessary 
work duties or restrictions due to an on-the-job injury, emergency treatment required 
by the employee, or if specific procedures are needed to aid the employee in case 
of fire or other evacuations. Supervisors, however, shall not have unlimited access 
to an employee’s medical file or to information about an employee’s medical 
condition which is unnecessary to the performance of the employee’s job. 
Medical information may also be made available to third parties as required by law 
or business necessity.  For example, the School Board may be required to release 
such information to government officials investigating the School Board’s 
compliance with the Americans with Disabilities Act, to state worker’s compensation 
offices in accordance with Louisiana worker’s compensation laws, or to insurance 
companies where the insurer requires a medical examination before providing 
health or life insurance to employees. 
Confidentiality of Employee Group Health/Life Records 
As part of successful internal health insurance administration, the Board shall 
require that employees' health/life eligibility and claim files be maintained in a 
confidential and uniform manner. 
All eligibility and medical claim records of an employee or his/her dependent and all 
records of benefit payments to an employee, his/her dependent, or medical provider 
shall be confidential and privileged, shall not be public records and shall be used 
exclusively for the purpose of claims processing, eligibility determination or 
statistical record keeping. 
Such confidentiality and privilege shall be strictly maintained by the Risk Manager 
and all Risk Management employees. 
Nothing herein shall prohibit the communication of facts or documents that are part 
of an employee's claim file to that employee or his/her representative.  When 
authorized in writing by the employee, such facts and documents contained in the 
employee's claim file shall be used exclusively for the purpose of claims 
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administration and communication to third parties is strictly prohibited unless written 
authorization is received from the employee as indicated above. 
Nothing herein shall prohibit the communication of facts, documents, or other 
information which are part of an employee's claim file to the System's health/life 
insurance carrier. 
Nothing herein shall prevent the use of such records for compilation of statistical 
data wherein the identity, work site, and job classification of the individual are not 
disclosed. 
As a condition of employment, Risk Management Department employees shall be 
required to indicate by signature, their knowledge of this confidentiality policy and 
their agreement to abide by same. Violation of this policy will subject the employee 
to discipline and upon review by the Superintendent, possibly termination.  Further 
that any breach of confidentiality "post" employment may subject that employee to 
civil and/or criminal proceedings. 
RELEASE OF PERSONNEL RECORDS PERMITTED 
There are conditions under which personnel records of employees may be released. 
 These conditions are: 

1. Personnel records may be released to persons other than the 
affected employee with the written consent of the employee or as 
required by law or the courts. 

2. Information relating to dependents and beneficiaries of deceased 
employees. Requests for such information may be required to be in 
writing. 

3. In all cases, an employee shall have unlimited access to any and all 
information contained in or pertaining to his/her own health record. 

DEFINITIONS 
Document means any written or otherwise tangible material intended to be or 
actually used as a part of or any evidence of the work history of any employee 
including but not limited to any and all reports, comments, reprimands, 
correspondence, memoranda, evaluations, observations, and grievances relative to 
a particular employee. 
Personnel file means those file(s) which contain the cumulative collection of any 
and all documents maintained by the school system with respect to each individual 
employee. 
Personnel file custodians (file custodians) means those persons employed by the 
school system charged with the duty of maintaining and preserving the personnel 
files. 
Third party means any person or entity not regularly employed, or employed under 
a contract by the school system in which the employee is employed. 
Revised:  November, 1993    Revised:  November, 2003 
Revised:  January, 1997    Revised:  November, 2006 
Revised:  November, 1999    Revised:  September, 2015 
Revised:  October, 2001 
 
Ref: 5 USCA '552 (Privacy Act of 1974); La. Rev. Stat. Ann. ''17:81, 17:440, 

17:1231, 17:1232, 17:1233, 17:1234, 17:1235, 17:1236, 17:1237, 17:1238, 
23:1127, 23:1131, 23:1293, 44:1, 44:2, 44.4, 44:11, 44:12; Board minutes, 9-5-
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95, 5-7-02, 5-11-04, 2-6-07. 
 

NEW POLICY     FILE: 

GAMFA 

        Cf: GAMFB, 

JGCC 

 

EMPLOYEE COMMUNICABLE DISEASES 
The Calcasieu Parish School Board recognizes the importance of protecting the 
health and welfare of students, teachers, and other employees of the educational 
system from the spread of communicable diseases.   
A communicable disease shall be defined as a persistent or recurring infection 
which may be potentially transmitted to a susceptible person by contact with an 
infected individual.   
When reliable evidence or information from a public health officer or physician 
confirms an employee of the School Board has a communicable disease or infection 
that is known to be spread by any form of casual contact and is considered a health 
threat to the school population or work environment, the Superintendent may 
exclude such person from school or employment for not more than five (5) days, or 
the amount of time required by state or local public health officials.  Such staff 
member shall be excluded unless the public health officer approves return to 
employment or the condition is no longer contagious. 
When reliable evidence or information from a public health officer or physician 
confirms a staff member has a communicable disease or infection that is known not 
to be spread by casual contact, the decision as to whether or not the affected 
person shall remain in school or the employment workplace shall be addressed on a 
case-by-case basis by a Review Panel to ensure due process. 
Infected employees shall inform appropriate school officials of the infection so that 
proper precautions for the protection of the students, other employees, and the 
infected employee can be taken.  Failure to do so may be grounds for termination of 
employment. 
Irrespective of the disease presence, routine procedures shall be used and 
adequate sanitation facilities shall be available for handling blood or body fluids 
within the school setting or on school buses.  School personnel shall be trained in 
the proper procedures for handling blood and body fluids and these procedures 
shall be strictly adhered to by all school personnel (see administrative procedure, 
JGCC-AP, Student Health Services – Communicable Disease Control). 
REVIEW PANEL 
Communicable diseases that are known not to be spread by casual contact shall be 
addressed on a case-by-case basis by a Review Panel.  Membership of the Review 
Panel, procedures for convening the Review Panel, and the process used to review 
the case shall be as outlined in Health and Safety, Bulletin 135, Louisiana 
Department of Education. 
The Superintendent shall provide a written decision to the affected party within three 
(3) operational days (i.e. a day when the School Board Central Office is open for 
business) after the Review Panel convenes.  The written decision shall convey 
information brought out during the review process and include the rationale for the 
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decision concerning attendance at work by the employee. 
APPEALS 
Appeals may be made by the affected employee in writing to the Superintendent 
and subsequently to the School Board as outlined in Health and Safety, Bulletin 
135, Louisiana Department of Education.  If the written decision of the 
Superintendent is contrary to the majority opinion of the Review Panel, a majority of 
the Review Panel has the right to appeal the decision in the same manner as 
outlined in Bulletin 135. 
CONFIDENTIALITY 
All persons involved in procedures to assess attendance at work of an employee 
with a communicable disease that is not spread by casual contact shall be required 
to treat all medical information about the employee, proceedings, deliberations, and 
documents as confidential information.  Records of the proceedings and the 
decisions shall be kept by the Superintendent in a sealed envelope with access 
limited to only those persons receiving the consent of the infected person, in 
accordance with state or federal law. 
Before any medical information is shared with anyone in the school or work setting, 
a “Need to Know” review shall be made which includes the employee or his/her 
representative, unless the information is required to meet the mandates of federal or 
state law or regulation, or Louisiana Board of Elementary and Secondary Education 
(BESE) policy. 
New policy:  September, 2015 
Ref: 20 USC 1400-1485 (Education of Individuals with Disabilities); La. Rev. Stat. 
Ann. §§17:81, 17:170, 17:437, 17:1941; Health and Safety, Bulletin 135, 
Louisiana Department of Education. 

 

  FILE: JGCC 

          Cf:  GAMFA, JGCC-

AP 
 

STUDENT COMMUNICABLE DISEASE CONTROL 
The Calcasieu Parish School Board desires to work cooperatively with the Louisiana 
Department of Health and Human Resources for the prevention, control and 
containment of communicable diseases in schools, in accordance with the following. 
Students are expected to be in compliance with the required immunization 
schedule.  The building principal is required under La. Rev. Stat. Ann. §17:170 to 
exclude children from school attendance who are out of compliance with the 
immunizations required by the statute.  School personnel shall cooperate with public 
health personnel in completing and coordinating all immunization data, waivers and 
exclusions, and forms to provide for preventable communicable disease control. 
The Superintendent may exclude a student or staff member from school or 
employment when reliable evidence or information from a school nurse or physician 
confirms the person of having a communicable disease or infestation that is known 
to be spread by any form of casual contact and is considered a health threat to the 
school population.  Such a student or staff member shall be excluded unless the 
public health officer or physician approves school attendance or employment or the 
condition is no longer considered contagious. 
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A communicable disease shall be defined as a persistent or recurring infection 
which may be potentially transmitted to a susceptible person by contact with an 
infected individual.   
When reliable evidence or information from a public health officer or physician 
confirms a student of the School Board has a communicable disease or infection 
that is known to be spread by any form of casual contact and is considered a health 
threat to the school population, the Superintendent may exclude such person from 
school for not more than five (5) days, or the amount of time required by state or 
local public health officials.  Such student shall be excluded unless the public health 
officer approves school attendance or the condition is no longer contagious. 
When reliable evidence or information from a public health officer or physician 
confirms that a student/staff member is known to have a communicable disease or 
infection that is known not to be spread by casual contact, (i.e., HIV infection, 
Hepatitis B and other like diseases), the decision as to whether or not the affected 
person student will remain in the school or employment setting shall be addressed 
on a case-by-case basis by a Review Panel to ensure due process. 
If the student’s physician and/or a physician of the School Board's choice indicates 
that the health of the student does not allow his/her continued attendance in the 
regular education program, education services shall be provided in the setting 
appropriate to the health status of the child. 
Students whose parent/guardian knowingly conceal their child's having a 
communicable disease shall, upon identification, be suspended from school on an 
excused absence status, with the opportunity to make-up assignments and graded 
activities, for a maximum of ten (10) school days, during which time the 
Superintendent shall determine the student's school attendance status.   
Mandatory screening for communicable diseases that are known not to be spread 
by casual contact is not warranted as a condition for school entry or for employment 
or continued employment. 
Irrespective of the disease presence, routine procedures shall be used and 
adequate sanitation facilities shall be available for handling blood or body fluids 
within the school setting or school buses.  School personnel shall be trained in the 
proper procedures for handling blood and body fluids and these procedures shall be 
strictly adhered to by all school personnel (see administrative procedure, JGCC-AP, 
Student Health Services – Communicable Disease Control). 
Any medical information that pertains to students or staff members, proceedings, 
discussions and documents shall be confidential information.  Before any medical 
information is shared with anyone in the school setting, a review of the information 
shall be conducted to determine appropriateness of any information to be released. 
Instruction on the principal modes by which communicable diseases, including, but 
not limited to, HIV infection, are spread and the best methods for the restriction and 
prevention of these diseases shall be taught to students and inservice education 
provided to staff members. 
REVIEW PANEL 
Communicable diseases that are known not to be spread by casual contact shall be 
addressed on a case-by-case basis by a Review Panel.  Membership of the Review 
Panel, procedures for convening the Review Panel, and the process used to review 
the case shall be as outlined in Health and Safety, Bulletin 135, Louisiana 
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Department of Education. 
The Superintendent shall provide a written decision to the affected party within three 
(3) operational days (i.e. a day when the School Board Central Office is open for 
business) after the Review Panel convenes.  The written decision shall convey 
information brought out during the review process and include the rationale for the 
decision concerning school attendance by the student. 
APPEALS 
Appeals may be made by the parent or guardian in writing to the Superintendent 
and subsequently to the School Board as outlined in Health and Safety, Bulletin 
135, Louisiana Department of Education.  If the written decision of the 
Superintendent is contrary to the majority opinion of the Review Panel, a majority of 
the Review Panel has the right to appeal the decision in the same manner as 
outlined in Bulletin 135. 
CONFIDENTIALITY 
All persons involved in procedures to assess school attendance of a student with a 
communicable disease that is not spread by casual contact shall be required to treat 
all medical information about the student, proceedings, deliberations, and 
documents as confidential information.  Records of the proceedings and the 
decisions shall be kept by the Superintendent in a sealed envelope with access 
limited to only those persons receiving the consent of the parent/guardian or 
infected person, in accordance with state or federal law. 
Before any medical information is shared with anyone in the school setting, a “Need 
to Know” review shall be made which includes the parent/legal guardian, student if 
age 18 or over, unless the information is required to meet the mandates of federal 
or state law or regulation, or Louisiana Board of Elementary and Secondary 
Education (BESE) policy. 
Revised:  September, 2015 
Ref: La. Rev. Stat. Ann. §§17:81, 17:170; Health and Safety, Bulletin 135, 
Louisiana Department of Education 

 

      FILE:  IDCJ 

      Cf:  JBCE 

 

SUPPLEMENTAL EDUCATIONAL SERVICES 
The Calcasieu Parish School Board may be required to make available to offer 
parents of eligible children in schools identified in school improvement, opportunities 
for higher academic achievement through the offering of supplemental educational 
services (SES). 
Supplemental educational services (SES) are additional academic instruction in 
reading, language arts/English, and/or mathematics that are designed to increase 
the academic achievement of students in schools in need of improvement.  These 
services may include academic assistance such as tutoring, remediation and other 
educational interventions that are consistent with the content and instruction used 
by the Calcasieu Parish School Board, and which are aligned with the State of 
Louisiana’s academic content standards.  In keeping with provisions of the No Child 
Left Behind Act of 2001(NCLB), all supplemental educational services shall be 
provided outside of the regular school day, before or after school, on weekends, or 
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in the summer, and shall be of high quality, research-based, and specifically 
designed to increase student academic achievement.    
School Boards with schools in their second year of school improvement shall be 
required to rated as Academically Unacceptable may offer supplemental 
educational services as part of their school improvement efforts.  If utilized, the 
School Board shall be required to notify parents of the need to offer about SES, to 
and explain the process, to define and the scope of services, and to select agencies 
to offer these services, and identify eligible low-achieving students.   If SES is to be 
utilized in a school rated F, the SES provider shall be selected by the School Board 
from a state-approved list of providers published by the Louisiana Department of 
Education.    
Identification shall include a determination of which students should receive services 
when all students cannot be served.   
Supplemental educational services shall be offered until the school in question is no 
longer identified for school improvement according to the requirements of NCLB. 
All supplemental educational services, assessments of eligible students, and 
responsibilities of the School Board and SES providers shall be in accordance with 
regulations outlined in Bulletin 124, Supplemental Educational Services. 
New policy:  June, 2008 
Revised:  September, 2015 
 
Ref: 20 USC 6316 (Elementary and Secondary Education Act) (No Child Left 
Behind Act of 2001, Section 1116); Louisiana School, District, and State 
Accountability System, Bulletin 111, Supplemental Educational Services, Bulletin 
124, Louisiana Department of Education.Board minutes, 8-5-08. 

 

 FILE:  II 

 

TESTING PROGRAM 
Calcasieu Parish School Board holds the test security policy to be of utmost 
importance and deems any violations of test security to be serious. 
Formal and informal assessment and testing measures are used in Calcasieu Parish 
schools to provide diagnostic information, to determine grade or program placement, 
to validate and/or award credits, to assess individual student performance, to assess 
student group and sub-group performance, to assess instructional program 
effectiveness, to provide information for counseling students, to provide information 
for curriculum planning and decision-making, to evaluate grant-awards and/or locally-
funded pilot programs, and for student, school, and district accountability measures.   
Assessment and testing programs in Calcasieu Parish consist of the following types: 
 ! Louisiana statewide accountability testing programs prescribed by the 

Louisiana legislature, the Board of Elementary and Secondary 
Education (BESE), and/or the Louisiana Department of Education.  
These shall include, but not be limited to:  

  a. All criterion-referenced tests (CRTs) 
  b. All on-level norm-referenced tests (NRTs) 
  c. All alternate assessments 
  d. All placement tests 
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 ! Louisiana statewide diagnostic reading assessments grades 1-3. 

 ! End-of-Kindergarten screening program implemented with state 

funding. 
 ! Informal tests, inventories, and activities designed and administered by 

teachers to diagnose student needs and/or to assess student 
performance; entry-level and on-going assessments to evaluate student 
performance in computer labs and/or other instructional programs. 

 !  Parishwide criterion-referenced testing programs in reading, language 

arts, and mathematics prescribed for elementary grades. 
 ! Screening, readiness tests, and/or checklists in pre-school, 

kindergarten, and grade one. 
 ! Commercially-published criterion-referenced tests and norm-referenced 

achievement tests administered to selected student groups. 
 ! Reports from college admissions and armed services testing agencies 

on Calcasieu student performance. 
 ! School-level screening for suspected 504 handicapping conditions. 

 ! Individual pupil appraisal evaluations for suspected handicapped and 

gifted students prescribed by State guidelines. 
 ! End of Course Tests (EOCT) 

 ! Academic Skills Assessments (ASA) 

The Calcasieu Parish School Board shall take every precaution to assure that all 
tests administered within the school system shall be conducted in such a manner so 
as not to compromise in any way the testing results.  For criterion-referenced, norm-
referenced, alternate assessments and certain other tests administered by or 
through the Louisiana Board of Elementary and Secondary Education (BESE), 
testing materials and procedures, as well as any electronic data, computer media, 
or passwords related to student testing, shall be properly supervised in strict 
compliance with regulations outlined by BESE and the School Board.  In addition, all 
secure tests, answer documents, student log-in information,   and test documents 
supplementary secure materials shall be stored under lock and key in designated 
areas when not in use. 
Any teacher or other school personnel who allows or breaches test security, 
including unauthorized access to electronic data, shall be disciplined in accordance 
with statutory provisions, policy and regulations adopted by BESE and the School 
Board, and any and all laws that may be enacted by the state. 

           Employees shall be responsible for reporting irregularities or improprieties in the 
administration of standardized tests.  Although procedures for reporting 
irregularities to district personnel are listed below, employees may report such 
information directly to the Louisiana Department of Education, which shall 
investigate the allegations.  No employee shall make a report of irregularities or 
improprieties in the administration of standardized tests knowing that the 
information included is false.  No employee shall knowingly obstruct the 
procedures for receiving and investigating a report of irregularities or 
improprieties in the administration of standardized tests.   

 
           No public school administrator or member of a School Board shall retaliate 

against an employee who in good faith participates in an investigation of testing 
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administration improprieties or irregularities.  Retaliation shall include 
discharging, demoting, suspending, threatening, harassing, or discriminating of 
an employee who in good faith reports testing administration improprieties or 
irregularities. 
DEFINITIONS 
Access—access to secure test materials means physically handling the materials, 
not reading, reviewing, or analyzing test items or student responses, either before, 
during, or after testing, except where providing approved accommodations. 
Secure Materials―test materials that contain test items or student responses and to 
which access is restricted. Secure test materials include: 

1. student test booklets; 
2. student answer documents;  
3. student log-in information; and 
4. any other materials that contain test items or student responses. 

Testing Irregularity―any incident in test handling or administration that leads to a 
question regarding the security of the test or the accuracy of the test data. 
CELLULAR TELEPHONES 
All cell phones or other similar technological devices with imaging or text-messaging 
capabilities that are the property of students, test administrators, and school test 
coordinators must be placed in and remain in the off position and stored in a secure 
area as designated and supervised by a school administrator during test 
administration or any other time that while test booklets and answer documents are 
present in the vicinity.  Except for devices required for approved accommodations or 
online assessments, if a student is in possession of and/or uses a cell phone or 
electronic device in any manner during the administration of a statewide test, the 
phone or electronic device will be confiscated until assurance can be evidenced that 
all traces of information, in print, image, or verbal form, have been removed from all 
local and cloud storage and that no such traces remain on the device.  
If evidence exists on the cell phone or other electronic device that indicates the 
device was used during the test administration and/or test material was recorded 
and/or transmitted, the student’s score shall be voided. 
Violation of the no cell phone or electronic device rule may result in discipline in 
accordance with School Board policy. 
VIOLATIONS OF TESTING SECURITY 
 It shall be a violation of test security for any person to do any of the following: 
1. Administer tests in a manner that is inconsistent with the administrative 

instructions provided by the Louisiana Department of Education and the 
School Board that would give examinees an unfair advantage or 
disadvantage; 

2. Give examinees access to test questions prior to testing; 
3. Examine any test item at any time (except for students during the test or test 

administrators while providing the accommodations Tests Read Aloud or 
Communication Assistance, Transferred Answers, or Answers Recorded for 
students determined to be eligible for those accommodations); 

4. At any time, copy, reproduce, record, store electronically, discuss, or use in a 
manner inconsistent with test regulations all or part of any secure test item, 
test booklet, answer document, or supplementary secure materials; 
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5. Coach examinees in any manner during testing or alter or interfere with 
examinees' responses in any manner; (except that test administrators and/or 
proctors should monitor during testing and make sure students have test 
questions and answer documents aligned B especially young primary-age 

children and/or older students who have difficulty aligning the test booklet with 
the answer document).  Monitoring of older students should be done from the 
front of classroom if the test administrator is the only adult monitor. 

6. Provide answers to students in any manner during the test, including 
provision of cues, clues, hints, and/or actual answers in any form -- written, 
printed, verbal or nonverbal; 

7. Administer published parallel, previously administered, or current forms of 
any statewide assessment as a practice test or study guide; including all 
forms of the Iowa test. 

8. Fail to follow security regulations for distribution and return of secure test 
booklets, answer documents, student log-in information, supplementary 
secure materials, as well as overages as directed; or fail to account for and 
secure test materials before, during, or after testing;  

9. Conduct testing in environments that differ from the usual classroom 
environment (excluding computer labs used for online testing) without prior 
written permission from the Louisiana Department of Education, Division of 
Assessments and Accountability except for the purpose of providing 
accommodations; 

10. Fail to report any testing irregularities immediately to the District Test 
Coordinator, (a testing irregularity is any incident in test handling or 
administration that leads to a question regarding the security of the test or 
the accuracy of the test data) who must report such incidents to the 
Louisiana Department of Education, Division of Assessments and 
Accountability; 

11. Participate in, direct, aid, counsel, assist in, encourage, or fail to report any of 
the acts prohibited in this section. 

STATEMENT OF ASSURANCE 
A Statement of Assurance regarding the copy of the School Board's test security 
policy and procedures for handling emergencies during online testing that are in 
compliance with the state’s test security policy and a Statement of Assurance 
regarding the School Board’s test security policy shall be submitted annually to the 
Louisiana Department of Education, Division of Assessments and Accountability.  
This statement shall include the name of the individual designated by the 
Superintendent to procure test materials. 
A Statement of Assurance regarding the School Board’s End of Course (EOC) 
emergency plan shall also be submitted annually to the Louisiana Department of 
Education, Division of Assessments and Accountability.  The emergency plan shall 
provide the necessary steps to be followed in the event of an emergency that results 
in the disruption of online testing. 
PROCEDURES FOR TEST SECURITY 
Test materials, including all test booklets, answer documents, student log-in 
information, supplementary secure materials containing secure test questions, 
videotapes, and completed observation sheets, shall be kept secure and accounted 
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for in accordance with the procedures specified in the test administration manuals 
and other communications provided by the Louisiana Department of Education.   
Secure test materials are those materials that contain test items or student 
responses and to which access is restricted.  Secure test materials include, student 
test booklets, student answer documents, any supplementary secure materials, and 
any other materials that contain test items or student responses. 
Procedures for the security of test materials shall include: 
1. The Superintendent shall designate annually one individual in the district as 

District Test Coordinator, and, if necessary, one individual as Backup District 
Test Coordinator, who shall be authorized to procure test materials which are 
utilized in testing programs administered by or through BESE or the 
Louisiana Department of Education.  The names of the individuals so 
designated shall be provided in writing to the Division of Assessments and 
Accountability, Louisiana Department of Education, and included on the 
Statement of Assurance. 

 If during the academic year the person appointed as District Test Coordinator 
changes, the Superintendent shall notify the LDE, Division of Assessments 
and Accountability in writing within fifteen (15) days of the change of 
appointment. 

2. All persons involved in the administration of tests or that have access to test 
materials or student test data shall annually receive proper training and 
development for handling and securing all testing materials, as well as proper 
security maintenance, access to electronic data and confidentiality 
requirements. A record of such activities shall be maintained by the School 
Board.  Such activities shall be coordinated and supervised by the District 
Test Coordinator.  School testing coordinators shall in turn inservice all 
school level personnel having access to testing materials on security, 
administration, and confidentiality of individual or aggregated student test 
data.  Access to secure test materials by school personnel shall mean 
physically handling the materials, but does not include reading, reviewing, or 
analyzing test items, either before, or after testing, which are prohibited. 

3. The District Test Coordinator shall provide for and assure the security of all 
test materials prior to distribution to the schools and upon return of test 
materials from the schools. 

 All test materials, except district and school test coordinator manuals and 
test administration manuals, shall be kept in a designated, locked secure 
storage area prior to, during, and after administration of any test; all secure 
materials, including any parallel forms of a test, shall be kept in locked 
storage at both the district and school levels; secure materials must never be 
left in open areas or unattended; test administrators are to shall be given 
access to the tests and any supplementary secure materials only on the day 
the test is to be administered, and these are to be retrieved immediately after 
testing is completed for the day and stored in a designated locked, secure 
storage area each day of testing. 

 All test booklets, answer documents, student log-in information, and 
supplementary secure materials shall be accounted for and written 
documentation kept by test administrators and proctors for each point at 
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which test materials are distributed and returned. 
4. The School Board also shall maintain procedures to code testing materials at 

no more than two (2) secure central locations and to house the testing 
materials at the central locations until no more than three (3) working days 
prior to test administration, to the extent practicable. 

5. Any discrepancies noted in the serial numbers of test booklets, answer 
documents, and any supplementary secure materials, or the quantity 
received from contractors shall be reported in writing to the District Test 
Coordinator by FAX, dated and signed by the School Test Coordinator and the 
Principal prior to the administration of the test.  The District Test Coordinator 
shall report the discrepancies to the Division of Assessments and 
Accountability (LDE) prior to the administration of the test. 

6. In the event test booklets, answer documents, student log-in information, or 
supplementary secure materials are determined to be missing while in the 
possession of the school, the School Test Coordinator, with principal=s 

signature, shall immediately notify the District Test Coordinator by FAX.  The 
principal and school test coordinator shall investigate the cause of the 
discrepancy and provide a report of the investigation on a special form 
provided by the District Test Coordinator at the time of turning in test materials 
to the District for scoring.  If the documents are determined to be missing while 
in the possession of a test administrator, signed written detailed explanation 
from the test administrator of events surrounding the missing documents and 
what was done to find them should be a part of the investigative report.  The 
District Test Coordinator, with assistance of other district administrator/s 
appointed by the Calcasieu Superintendent, is authorized to conduct additional 
investigations. 

7. In the event the test booklets, answer documents, student log-in information, 
or supplementary secure materials are determined to be missing while in the 
possession of the school district or in the event of any other testing 
irregularities or breaches of security, the School Test Coordinator, with 
principal=s signature, shall immediately notify the District Test Coordinator by 

FAX.  The District Test Coordinator shall immediately notify by telephone the 
Division of Assessments and Accountability (LDE) and follow the detailed 
procedures for investigating and reporting specified in BESE's Test Security 
Policy. 

 8. Only personnel trained in test security and administration shall be 
allowed to have access to or administer any statewide assessments. 

 9. Individuals shall adhere to all procedures specified in all operational manuals 
that govern the mandated testing programs, as well as ensure the security of 
individual student test data in electronic formats, including encryption of 
student demographics in any email correspondence. 

10. All test administrators and proctors shall be required to sign the Oath of 
Security and return it to the School Test Coordinator to keep on file for three 
(3) years.  The School Test Coordinator and principal shall be required to 
sign an Oath of Security and return it to the District Test Coordinator to be 
kept on file at the School Board office for three (3) years. 

11. A list of personnel authorized to have access to the locked, secure storage 
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area where all test materials are stored shall be maintained by the School 
Board.  School personnel authorized to have access to the locked secure 
storage area shall only include the School Test Coordinator, principal, or 
assistant principal of each school.  Additionally, a list of all individuals who 
have access to student level test data shall be maintained. 

12. The School Board shall ensure that individual student test data in electronic 
and paper formats, are protected from unauthorized access and disclosure.  
The District Test Coordinator and other authorized users of the LEAPweb 
Reporting System, the LEAPdata Query System, and the Enhanced 
Assessment of Grade Level Expectations (EAGLE) System shall be 
responsible for ensuring the security of all passwords, any disks or CD's with 
downloaded individual student test data, and student-level data open on a 
computer screen.  Any student information from these systems shall not be 
disclosed to anyone other than a state, district, or school official, or 
parent/guardian as defined by the Family Educational Rights and Privacy Act 
of 1974 (FERPA).  All users who are granted a password to these systems 
shall abide by FERPA provisions.   

 School level passwords for access to individual school data shall be provided 
to school principals by the District Test Coordinator as requested.  Principals 
shall be responsible for distributing the password as needed to school 
personnel and to provide for security and confidentiality of the school level 
password. 

 All school users shall be required to sign a security confidentiality agreement 
guaranteeing they will not share any password with unauthorized individuals 
and maintain the confidentiality of student data.  A copy of the security 
confidentiality agreement shall be sent to the District Test Coordinator for 
safekeeping, or for school users, maintained by the principal of each school. 
 Signed security confidentiality agreements shall be valid until the District 
Test Coordinator receives notification that the Security confidentiality 
agreement available online has been revised.  A new security confidentiality 
agreement shall be signed by all users each year after the new password 
letter for schools and districts has been automatically generated in August of 
each year.  If a breach in security occurs, principals shall immediately contact 
the District Test Coordinator or his/her backup for a replacement password.  
Users who have access to these systems and leave their positions at a 
district or school site shall not use or share any passwords.  District Test 
Coordinators shall send their signed security confidentiality agreements to 
the Louisiana Department of Education. 

13. Any testing irregularities, including anonymous complaints, access to 
electronic data, missing test materials, or instances of plagiarism or 
excessive wrong-to-right erasures on a test, or breaches in test security, 
including access to electronic data, shall be reported in writing to the District 
Test Coordinator, who will conduct an investigation and report the findings to 
the Superintendent. 

14. The District Test Coordinator shall initiate the investigation of all reports of 
testing irregularities, including anonymous complaints, access to electronic 
data, missing test materials, or instances of plagiarism or excessive wrong-
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to-right erasures on a test, in accordance with procedures outlined by the 
Louisiana Department of Education in Bulletin 118, Statewide Assessment 
Standards and Practices, and/or the School Board.  The District Test 
Coordinator may elicit the assistance of school district administrative 
personnel as well as other persons deemed appropriate to assist in any 
investigation.  Once the investigation has been completed, a report of the 
results of the investigation shall be submitted to the Division of Assessments 
and Accountability, Louisiana Department of Education, and the 
Superintendent. 

11. The following alleged violations of test security shall be investigated by the 
district: 

 a. any testing irregularities, including violations in test security, such as 
plagiarism and excessive wrong-to-right erasures identified through 
erasure analysis 

 b. employees accused of irregularities or improprieties in the 
administration of standardized tests 

 c. missing test booklets, answer documents, or supplementary secure 
materials  

 Investigation Process 

 Procedures for investigating any testing irregularity (including cheating), and 
any employees accused of improprieties shall follow the procedures outlined 
in Bulletin 118, Statewide Assessment Standards and Practices, but shall 
include the following: 

 A. In instances where any testing irregularities may have occurred, an 
initial written report of the alleged irregularity shall be prepared by the 
site administrator where the instance occurred.  Said documentation 
shall then be forwarded to the building principal, school test 
coordinator, the District Test Coordinator, and the Superintendent. 

 B. The District Test Coordinator shall review the allegation of test 
security violation and conduct an investigation of any such allegations, 
documenting all investigative activities.  The formal investigation will 
include, but not be limited to:  
(1) The location of the designated, locked, secure area for storage 

of materials shall be examined, and the individuals with access 
to secure materials shall be identified; 

(2) Interviews regarding testing administration and security 
procedures shall be conducted with the principal, school test 
coordinator(s), test administrator(s), and proctor(s) at the 
identified schools.  All individuals who had access to the test 
materials at any time shall be interviewed; 

(3) Interviews shall be conducted with students in the identified 
classes regarding testing procedures, layout of the classroom, 
access to test materials before the test, and access to 
unauthorized materials during testing; 

(4) Compilation of any documents to support or to refute 
allegations made.  All individuals who had access to the test 
materials at any time must be interviewed.   



December 8, 2015 
 

 34 

 

A written summary of the findings of the investigation shall be 
provided the Superintendent. 

 C. If the investigation conducted provides evidence to indicate that a 
breach of test security did indeed occur, individuals involved in such 
security breach shall be identified, and depending upon the nature of 
the violation, appropriate corrective and/or punitive action may be 
pursued. 

  (1) Students found to have purposefully violated test security shall 
have test results voided and will be referred to the site 
administrator for appropriate disciplinary action in accordance 
with provisions of the Calcasieu Parish School Board Policy 
Manual. 

  (2) Any teachers or other school personnel found to have 
purposefully violated test security shall be charged with 
violation of state and/or School Board policy and disciplinary 
action shall be pursued in accordance with the provisions of 
state statutes, with direction from the Calcasieu Parish School 
Board. 

 D. After completion of the investigation, the School Board shall provide a 
report of the investigation and a written plan of action to the State 
Superintendent within thirty (30) calendar days of the initiation of the 
investigation.  At a minimum, the report shall include the nature of the 
situation, the time and place of occurrence, and the names of the 
persons involved in or witness to the occurrence. 

E. In accordance with provisions of BESE's Test Security Policy, it is 
understood that the Louisiana Department of Education may conduct 
its own investigation into allegations of test security violations.  In 
such instances, the District Test Coordinator and Superintendent shall 
aid and assist state department officials in the conduction of their 
investigation and provide documentation of information obtained in 
local investigative efforts. 

F. District procedures for conducting an investigation shall include, at a 
minimum, the following: 
(1) The District Test Coordinator shall notify the Calcasieu 

Superintendent of the alleged violation; the Superintendent shall 
appoint one or more members of the administrative staff to 
assist the District Test Coordinator with the investigation. 

(2) The investigative staff shall meet to review the alleged violation 
and to determine specific investigative procedures. 

(3) The investigative staff shall set a meeting with the principal, 
school test coordinator, and test administrator/s of the identified 
class/es. 

 (4) The investigative staff shall conduct a group interview, or 
individual interviews if deemed more appropriate, with the 
principal, school test coordinator, school test administrator/s, 
proctor/s, and if deemed necessary, with any school staff who 
had access to test material at any time. 
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(5) The investigative staff shall conduct individual interviews with 
students from identified class/es if deemed necessary regarding 
testing procedures, layout of the classroom, access to test 
materials before the test, and access to unauthorized materials 
or information during testing. 

(6) The investigative staff shall meet with the principal and school 
test coordinator (and/or other school staff as appropriate) to 
report findings and to request development and submission of a 
School Test Security Corrective Action Plan to the investigative 
staff. 

(7) The investigative staff shall meet with the principal and school 
test coordinator to review and approve or recommend changes 
to the School Test Security Corrective Action Plan. 

(8) The investigative staff shall develop a District Corrective Action 
Plan including district follow-up activities and timelines to check 
on the school=s implementation of its School Test Security 

Corrective Action Plan.  The entire school and district document 
shall be submitted to the Calcasieu Superintendent for review 
and approval. 

(9) The Calcasieu Superintendent shall determine what, if any, 
disciplinary action shall be taken against any employee/s 
accused and found by the investigative staff to be in violation of 
test security irregularities or improprieties in the administration of 
standardized tests. Should disciplinary action be taken by the 
Superintendent that warrants revision of the District Test 
Security Corrective Action Plan, those written changes shall be 
made to the document at this point. 

(10) The School and District Test Security Corrective Action Plan 
shall be submitted to the Division of Assessments and 
Accountability, Louisiana Department of Education, and any 
follow-up activities shall be implemented by the District Test 
Coordinator. 

19. Hospital/Homebound students will be tested on state and locally-adopted 
achievement and/or criterion-referenced tests as follows: 

 a. A Hospital/Homebound Test Coordinator shall be designated by the 
District Test Coordinator in collaboration with the Director of Special 
Education for coordinating testing of hospital/homebound and/or other 
students taught by itinerant teachers.  The Hospital/Homebound Test 
Coordinator will function like a School Test Coordinator.  

 b. Hospital/Homebound teachers will submit through their supervisor to 
the Hospital/Homebound Test Coordinator four lists of students from 
each school by grade: 

  (1) Those students able to be tested at their home school site. 
 (2) Those students unable to be tested with their peers at their local school but 

able to be grouped for testing by the Hospital/Homebound 
(itinerant) teachers at a designated School Board site. 

  (3) Those few students too ill or incapacitated to the extent they 
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cannot be transported to a school site but well enough to be 
tested individually in the home by the Hospital/Homebound 
teachers. 

  (4) Those students too ill to test during the assigned testing dates. 
 c. The Hospital/Homebound Test Coordinator or designee will notify each 

school test coordinator of the testing status of each of their students.  
 d. The School Test Coordinator at each student=s enrolled school will 

arrange for testing students in category 1 in the school setting.  
 e. The Hospital/Homebound Test Coordinator or designee will pick up 

from each school test coordinator all testing materials for students in 
categories 2 and 3 and will arrange for their testing at a designated 
School Board site or in the home.  

 f. The Hospital/Homebound Test Coordinator or designee will deliver all 
testing materials to the school test coordinator of each student=s 

enrolled school for packaging and return following test administration. 
 g. Written documentation of test security will be maintained throughout the 

process on special forms prepared by each test vendor and/or by the 
District Test Coordinator. 

20. Responsibilities of Parish Test Coordinator 
 a. Attend regional and/or state test coordinators= meetings conducted by 

the Louisiana Department of Education. 
 b. Order, receive, and inventory all testing materials.  Secure test 

booklets, answer sheets, supplementary secure materials (e.g., writing 
prompts, science tasks), and manuals for grades K-2 that contain 
actual test items under lock and key. 

 c. Maintain a list of school district personnel by name and position 
authorized to have access to the locked, secure storage area where all 
test materials are stored within the district and within each school. 

 d. Investigate and report discrepancies or irregularities to the Calcasieu 
Parish Superintendent of Schools and, if a state test, to the Division of 
Assessments and Accountability, Louisiana Department of Education. 

 e. Inform principals and school test coordinators of test security laws, 
policies, regulations, and administrative procedures. 

 f. Conduct annual inservice for principals and school test coordinators on 
test security and test administration. 

 g. Maintain a dated and signed roster of all school system personnel 
trained in test security and test administration. 

 h. Distribute taped boxes of test booklets, answer sheets, manuals, and 
other materials needed for test administration to school test 
coordinators and/or principals. 

 i. Keep written dated and signed documentation of testing materials 
distributed and returned. 

 j. Provide test schedules to principals, school test coordinators, and to 
the public through the media. 

 k. Conduct training inservice for monitors as deemed appropriate. 
 l. Oversee local monitoring of all test sites. 
 m. Pack tests and ship to scoring service or place in secure locked district 
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storage. 
 n. Follow all policies of BESE, testing vendors, and Calcasieu Parish 

School Board with regard to requests from parents or others to examine 
secure tests. 

 o. Train authorized users of the LEAP Web Reporting System, the 
LEAPdata Query System, and the Enhanced Assessment of Grade 
Level Expectations (EAGLE) System, and ensure that individual 
student test data are protected from unauthorized access and 
disclosure.  This includes ensuring the security of passwords to 
authorized users only of the LEAP Web Reporting System, the 
LEAPdata Query System, and the Enhanced Assessment of Grade 
Level Expectations (EAGLE) System any disks or CDs with 
downloaded individual student test data, student-level data open on a 
computer screen, individual student data in paper and electronic format, 
and of aggregated data of fewer than ten students. 

21. Responsibilities of Principals 
 a. Attend annual district principals= inservice sessions on test security, 

accountability data on state assessment answer documents, and 
interpreting and using test data. 

 b. Oversee and be responsible for total school adherence to test security 
laws, policies, regulations, and administrative procedures. 

 c. Appoint school test coordinators, see that they attend parish inservices 
for school test coordinators, and that they provide test security and test 
administration inservice to school staff. 

 d. Submit a list to the District Test Coordinator annually of school 
personnel by name and position authorized to have access to the 
locked, secure storage area where all test materials are stored.  Give a 
copy to each School Test Coordinator and maintain a file copy. 

 e. Assign only certified personnel who have been trained on test security 
and test administration to administer tests; assign other certificated 
personnel and para-professionals to assist with monitoring or proctoring 
during testing. 

 f. Fully inform all faculty, students, and parents of test security policies, 
procedures, and schedules; and inform them of high-stakes testing 
requirements. 

 g. Provide a school environment conducive to good testing practices and 
procedures throughout the week/s of testing: 

  (1) Rearrange regular schedule to adhere to parish and state 
testing schedules. 

  (2) Turn off bells. 
  (3) Avoid and disallow fire drills, use of PA system, and other 

interruptions during test administration. 
  (4) Monitor testing and cooperate with district and state monitors.  

Follow Calcasieu Parish School Board policy when identifying all 
district and state monitors as authorized visitors in the school. 

  (5) Report any discrepancies or testing irregularities to the District 
Test Coordinator immediately. 
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  (6) Keep written documentation of all discrepancies/ irregularities 
and how each discrepancy/ irregularity was investigated and 
handled within the school.  Submit a written report to the District 
Test Coordinator of any investigation and maintain a file copy. 

 h. Cooperate with the District Test Coordinator, other administrator/s 
appointed by the Calcasieu Superintendent, and/or Louisiana 
Department of Education (LDE) staff on any investigation of a 
suspected test security violation by student/s and/or staff. 

 i. Ensure protection of individual student test data in paper and electronic 
format, and of aggregated data of fewer than ten students. 

22. Responsibilities of School Test Coordinators 
 a. Attend district in-service sessions on test security, test administration, 

and/or interpreting/using test data as scheduled. 
 b. Recognize that the School Test Coordinator is a designee of the School 

Principal.  Keep the principal informed of all testing requirements, 
schedules, and irregularities. 

 c. Conduct inservice on test security for all persons having access to 
secure test materials; conduct inservice for test administrators on test 
security and on test administration procedures. 

 d. Submit to the District Test Coordinator a dated and signed roster of all 
school personnel attending the annual in-school inservice on test 
security and another roster on each test administration inservice.  
Maintain a file copy of each. 

 e. Keep secure test booklets, answer documents, supplementary secure 
materials, and all K-2 test administrators= manuals that contain actual 

test items under lock and key before and after each testing session. 
 f. Keep accurate written documentation of distributed and returned test 

materials each day with date, time, serial numbers, to whom distributed, 
by whom returned. 

 g. Report in writing, with principal=s signature and date, any missing test 

booklets, answer documents, supplementary secure materials, and any 
discrepancies in serial numbers of testing materials to the District Test 
Coordinator prior to administration of the test. 

 h. In the event test booklets, answer documents, supplementary secure 
materials are determined to be missing while in the possession of the 
school, immediately notify the District Test Coordinator by FAX with 
signatures of the School Test Coordinator and Principal and the date.  
Under the Principal=s leadership, investigate the cause of the 

discrepancy and submit a written report of the investigation at the time 
of turning in test materials to the District for scoring.  If the documents 
are determined to be missing while in possession of a test 
administrator, obtain a signed and dated written detailed report from the 
test administrator of what happened and submit this as part of the 
written investigative report. 

 i. Monitor administration of tests.  Be available during the testing period to 
answer any questions that arise.  Report testing irregularities to the 
Principal and the District Test Coordinator immediately. 
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 j. School Test Coordinator should not be responsible for administering 
tests during peak testing periods. 

 k. Pack and return all used and unused answer sheets, test booklets, 
manuals, secure supplemental materials and other required documents 
to the District Test Coordinator according to instructions.  DO NOT 
destroy any items at the school building level! 

 l. Maintain security of individual student test data in paper and electronic 
format, and of aggregated data of fewer than ten students. 

23. Responsibilities of Test Administrators 
 a. Attend in-school inservice on Test Security and Test Administration. 
 b. Disseminate all testing materials in the same manner each time.  Do 

not allow students to pass materials to others.  Before beginning each 
testing session, check to see that each student has his/her own test 
booklet and answer document. 

 c. Before and after testing periods, and during any recess breaks, keep all 
testing materials under lock and key until returned to the School Test 
Coordinator.  Test materials should never be left out in the open in an 
unlocked and unattended room. 

 d. When taking any short break within the classroom, make sure all test 
materials are picked up off all students= desks.  Monitor the class 

during the break by standing at the front of the classroom and 
observing carefully. 

 e. Code student answer documents according to specific instructions 
provided.  Because answer documents are secure materials, this 
activity should be treated with the same security measures and 
procedures as test administration. 

 f. Adhere to test schedule provided by the District and School Test 
Coordinators.  Administering any test section out-of-schedule shall be 
treated as a test security irregularity. 

 g. Conduct testing in a classroom environment unless small-group or 
individual testing is provided as an allowable accommodation to eligible 
504, special education, or limited English proficient students. 

 h. Administer make-up testing if allowed.  Makeup testing is mandatory for 
all LEAP 21, GEE 21, and Iowa Tests. 

 i. Adhere to all test administration procedures as outlined in test 
administrator=s manual and instructions provided by the District Test 

Coordinator. 
 j. Adhere to all test security measures as outlined in administrators= 

manuals, this Calcasieu Parish School Board Test Security policy, and 
BESE Test Security policy. 

 k. Return all scorable and non-scorable materials, signed Security and 
Confidentiality Statement, and any other requested documents to the 
School Test Coordinator.  DO NOT destroy any items at the school 
building level! 

 l. Submit signed and dated written documentation of any testing 
irregularity or materials discrepancy to School Test Coordinator and 
Principal.  Maintain a file copy. 
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24. Testing Schedules 
a. All Calcasieu Parish schools shall follow testing schedules established 

at the state and/or district levels.  Administering any state test section at 
a time that is different to the state or district schedule without specific 
approval of the Louisiana Department of Education, Division of 
Assessments and Accountability and/or Calcasieu District Test 
Coordinator shall be treated as a test security violation. 

 b. Any school, single student, or group of students that requests early or 
late test administration of any whole test or test section on any LEAP 
test (LEAP 21, GEE 21, Aold@ GEE, the Iowa Tests, LAA) because of a 

school trip, convention, other Calcasieu Parish approved student 
activity, or any other reason, must make a written request signed and 
approved by the school principal to the District Test Coordinator.  The 
District Test Coordinator will refer the request to the Louisiana 
Department of Education, Division of Assessments and Accountability, 
seeking their approval prior to test administration. 

TEST ENVIRONMENT 
Testing shall be conducted in class-sized groups.  Permission for testing in 
environments that differ from the usual classroom environment (excluding computer 
labs used for online testing) must be obtained in writing from the Louisiana 
Department of Education, Division of Assessments and Accountability at least thirty 

(30) days prior to testing.  If testing outside the usual classroom setting is approved 
by the Division of Assessments and Accountability, the School Board shall provide 
at least one proctor for every thirty (30) students. 
In addition, To the extent practicable, the School Board shall maintain administrative 
procedures to assign a different test administrator for a class than the teacher of 
record for the class, except for teachers testing students with accommodations and 
younger students, grades 3 through 8. 
The School Board shall also maintain administrative procedures for the monitoring 
of test sites to ensure appropriate test security procedures are being followed and to 
observe test administration procedures. 
 
CONDITIONS AND PENALTIES FOR VIOLATIONS 
The State Superintendent of Education may disallow test results which may have 
been achieved in a manner which is violative of test security.  In addition: 
1. In cases where test results are not accepted because of breach of test 

security or action by the Louisiana Department of Education, any 
programmatic, evaluative, or graduation criteria dependent upon the data 
shall be deemed not to have been met. 

2. Anyone known to be involved in the presentation of forged, counterfeit, or 
altered identification for the purposes of obtaining admission to a test 
administration site for any test administered by or through the State Board of 
Elementary and Secondary Education or the Louisiana Department of 
Education shall have breached test security.  Any individual(s) or student 
who knowingly causes or allows the presentation of forged, counterfeit, or 
altered identification for the purpose of obtaining admission to any test 
administration site shall forfeit all test scores and will be allowed to retake the 
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test at the next test administration. 
3. Test scores may be voided at the school level in cases of cheating or other 

violations of test security.  When either cheating or the violation of test 
security is suspected, a committee to include at least the principal, school 
test coordinator, and test administrator shall be convened to determine 
whether or not a score should be voided.  A written report documenting and 
describing the incident(s) shall be completed.  In the event the decision is 
made to void scores because of cheating, the student and parents shall be 
notified and offered an opportunity for a hearing to be conducted by the 
principal with the test administrator and school test coordinator also present. 
 The principal shall make the final decision regarding voiding of test scores or 
breach of ethics.  If the decision is made to void test scores, the school test 
coordinator must submit a letter on school letterhead with the principal's and 
school test coordinator's signatures to the District Test Coordinator.  
Attached to the letter should be the written record of the breach of security or 
cheating, dates and times of all meetings/hearings relating to the incidents 
with signatures of all present at these meetings/hearings, and documentation 
of phone calls to parents.  Any witnesses to cheating or breach of security 
should complete a written statement describing the incident and sign and 
date the statement. These should be submitted with the written report. 

4. Any teacher or other personnel who breaches test security or allows 
breaches in test security shall be disciplined in accordance with the 
provisions of School Board policy and regulations adopted by BESE and any 
applicable state laws.  Any violation of test security or breach of ethics on the 
part of an employee of the Calcasieu Parish School Board before, during, or 
after testing (including erasure analysis and/or other evidence that results in 
the voiding of test scores) shall be investigated by the District Test 
Coordinator.  If the violation occurred at the school level, the building 
principal shall participate in the investigation.  In the event sufficient evidence 
exists to support a violation in test security or breach of ethics, a written 
report shall be submitted to the Superintendent.  A hearing shall be 
conducted by the Superintendent with the employee(s) under investigation, 
the District Test Coordinator, the building principal, and the Director of 
Personnel present.  If the Superintendent determines that a violation of test 
security or breach of ethics has occurred, appropriate recommendations for 
disciplinary action shall be made and action taken in accordance with School 
Board policy. 

5. In the event that an employee has participated in activities to provide 
answers or otherwise alter test scores, the recommendation will be dismissal. 
 All evidence of violations of test security and breach of ethics reported to the 
Superintendent by the Louisiana Department of Education shall require a 
written report from those suspected of violations, the building principal, and 
the school test coordinator regardless of whether or not the claims are 
substantiated. 

6. Anonymous complaints received by either the Superintendent or the District 
Test Coordinator regarding violations of test security or breach of ethics shall 
be investigated by the District Test Coordinator.  If evidence exists to support 
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the complaint(s), appropriate action as described above shall be initiated. 
Revised:  February, 1999   Revised:  August 5, 2008 
Revised:  June, 2001   Revised:  November, 2010 
Revised:  April, 2002    Revised:  February 7, 2012 
Revised:  May, 2003    Revised:  September, 2015 
Revised:  July 11, 2006 
 
Ref: La. Rev. Stat. Ann. ''17:24, 17:81, 17:81.6, 49:953; Statewide Assessment 

Standards and Practices, Bulletin 118, Louisiana Department of Education; 
Board minutes, 3-18-97, 2-2-99, 8-23-01, 5-7-02, 8-5-03, 7-11-06, 8-5-08, 2-7-12 

 

      FILE:  JBD 

      Cf:  JB, JBA 

           Cf:  JDD, JGFC 

 

STUDENT ABSENCES AND EXCUSES 
The Calcasieu Parish School Board recognizes that the fundamental right to attend 
the public schools places upon students the accompanying responsibility to be 
faithful in attendance.  Regular attendance can be assumed to be essential for a 
student's successful progress in the instructional program. 
The parent or legal guardian shall enforce the attendance of the student at the 
school to which the student is assigned. 
The principal of a school, or his/her designee, shall notify the parent or legal 
guardian in writing on or before a student's third unexcused absence or unexcused 
occurrence of being tardy, and shall hold a conference with such student's parent or 
legal guardian.  This notification shall include information relative to the parent or 
legal guardian’s legal responsibility to enforce the student’s attendance at school 
and the civil penalties that may be incurred if the student is determined to be 
habitually absent or habitually tardy.  The student's parent or legal guardian shall 
sign a receipt for such notification. 
Each school shall attempt to provide verbal notification to a child's parent, tutor, or 
legal guardian, and, if such verbal notification cannot be provided, then the school 
shall provide written notification to a child's parent, tutor, or legal guardian when that 
child has been absent from school for five (5) school days in schools operating on a 
semester basis, and for ten (10) days in schools not operating on a semester basis. 
  The accumulation of days absent need not be consecutive. 
No public elementary or secondary school pupil shall be permitted for any reason to 
absent himself/herself from school attendance during the school day upon his/her 
own authority, unless legally emancipated.   The principal or designee shall make all 
reasonable efforts to verbally notify the parent or other person responsible for the 
pupil's school attendance of any such prohibited absence by a pupil. 
TYPES OF ABSENCES 
The days absent for elementary and secondary school students shall include non-
exempted excused absences, exempted excused absences, unexcused absences, 
and suspensions.   
1. Non-exempted excused absences are absences incurred due to personal 

illness or serious illness in the family (documented by acceptable excuses, 



December 8, 2015 
 

 43 

 

including a parental note) which are not considered for purposes of truancy, 
but which are considered when determining whether or not a student is 
eligible to make up work and tests, receive credit for work completed, and 
receive credit for a course and/or school year completed.   

 
2. Exempted excused absences are absences which are not considered for 

purposes of truancy and which are not considered when determining whether 
or not a student is eligible to make up work and tests, receive credit for work 
completed, and receive credit for a course and/or school year completed. 

3. Unexcused absences are any absences not meeting the requirements set 
forth in the excused absences and extenuating circumstances definitions, 
including but not limited to absences due to any job (including agriculture and 
domestic services, even in the student’s own home or for their own parents 
or tutors) unless it is a part of an approved instructional program.  Students 
shall be given failing grades for those days missed and shall not be given an 
opportunity to make up work. 

 
4. Suspensions are non-exempted absences for which a student is allowed to 

make up his/her work and is eligible for consideration for credit provided it is 
completed satisfactorily and in a timely manner.  The absence shall be 
considered when determining whether or not a student may or may not be 
promoted, but shall not be considered for purposes of truancy.  Students 
absent from school as a result of any suspension shall be counted as 
absent. 

 
EXTENUATING CIRCUMSTANCES 
Exceptions to the attendance regulation shall be the enumerated extenuating 
circumstances below that are verified by the Supervisor of Child Welfare and 
Attendance or the school principal/designee where indicated. These exempted 
absences do not apply in determining whether a student meets the minimum 
minutes of instruction required to receive credit. 
 
1.     Extended personal physical or emotional illness as verified by a physician or 

nurse practitioner licensed in the state. 
2.     Extended hospital stay in which a student is absent as verified by a physician 

or dentist. 
3.     Extended recuperation from an accident in which a student is absent as 

verified by a physician, dentist, or nurse practitioner licensed in the state.  
4.    Extended contagious disease within a family in which a student is absent as 

verified by a physician or dentist licensed in the state.; or 
5. Quarantine due to prolonged exposure to or direct contact with a person 

diagnosed with a contagious, deadly, disease, as ordered by state or local 
health officials. 

6.     Observance of special and recognized holidays of the student's own faith. 
7. Visitation with a parent who is a member of the United States Armed Forces 

or the National Guard of a state and such parent has been called to duty for 
or is on leave from overseas deployment to a combat zone or combat 
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support posting.  Excused absences in this situation shall not exceed five (5) 
school days per school year. 

8. Absences as verified by the principal or his/her designee as stated below: 
 A. Prior school system-approved travel for education; 
 B. Death in the immediate family (not to exceed one week); or, 
 C. Natural catastrophe and/or disaster. 
For any other extenuating circumstances, the student’s parents or legal guardian 
must make a formal appeal in accordance with the due process procedures 
established by the school system. 
Students who are verified as meeting extenuating circumstances, and therefore 
eligible to receive grades shall not receive those grades if they are unable to 
complete makeup work or pass the course. 
SCHOOL-APPROVED ACTIVITIES 
Students participating in school-approved field trips or other instructional activities 
that necessitate their being away from school shall be considered to be present and 
shall be given the opportunity to make up work. 
 
CHILD PERFORMERS 
 
Minors employed to perform or render artistic or creative services under a contract 
or employment arrangement for two (2) or more days within a 30-day period must 
receive instruction pursuant to statutory provisions. 

 
MAKE UP WORK 
A student who is absent five (5) or more days in any nine-weeks period shall receive 
an incomplete grade in all subjects involved if the grade is not made up before the 
end of the grading period.  The student can make up the work during the next nine-
weeks period.  If he/she fails to do so, the incomplete grade automatically becomes 
a "U".  It shall be the responsibility of the teacher to inform the student of the 
deadline for any makeup work. 
WRITTEN EXCUSES 
For a student to be eligible to receive credit and make up work following an 
absence, the student shall be required in each instance to submit parental 
confirmation of the reasons for the absence.   If a student is tardy or absent, the 
parent or guardian must submit a written excuse, signed and dated, to school 
authorities upon the student's return to classes, stating the reason for the student's 
absence from school.  All excuses for a student's absence, including medical 
verification of extended personal illness, must be presented within five (5) school 
days of the student's return to school, or the student's absence shall be considered 
unexcused and the student not allowed to make up work missed. 
The following procedures shall be followed for excuses: 
1. Students who are absent from any class or from school for any cause will 

need a note from their parents or guardian.  This note, dated and signed by a 
parent or guardian, shall state the cause for absence and the date/s of 
absence.  The student must take the note to the appropriate school office or 
to a designated representative to secure an admit-to-class slip.  Every 
absence will be recorded as temporarily excused or unexcused, based on 
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the reason for the absence. 
2. A forged excuse will be dealt with by the student's principal. 
3. If after investigation by the teachers and principal, there is still a question as 

to the validity of the absence the case shall be reported to the Supervisor of 
Child Welfare and Attendance. 

REPORTING ABSENCES 
The attendance of all school pupils shall be checked each school day and at the 
beginning of each class period and shall be verified by the teacher keeping such 
record, which shall be open to inspection by the Supervisor of Child Welfare and 
Attendance or duly authorized representative at all reasonable times.  All schools 
shall immediately report to the Supervisor of Child Welfare and Attendance any 
unexplained, unexcused, or illegal absence, or habitual tardiness. 
The Supervisor of Child Welfare and Attendance shall, after written notice to the 
parent or legal guardian of a child, or a personal visit of notification, report any such 
child who is habitually absent or who is habitually tardy to the family or juvenile court 
of the parish as a truant child, there to be dealt with in such manner as the court 
may determine. 
The following procedures shall be followed for the reporting of unexcused absences: 
1. Any unexplained, unexcused, or illegal absence, or habitual tardiness, shall 

be reported to the visiting teacher and/or Supervisor of Child Welfare and 
Attendance when necessary. 

2. The Supervisor of Child Welfare and Attendance may visit the residence of a 
student or any other place in order to ensure that a student is in attendance 
during the hours of a school day. 

3. In the discharge of the duties of their office, Supervisors of Child Welfare and 
Attendance shall cooperate fully with the State Departments of Public 
Welfare, Labor, Health and Human Resources (DHHR), and other state and 
local agencies, and may serve such writs and process in law relating to 
compulsory attendance as may be necessary for the enforcement. 

4. Violations of the compulsory attendance law shall be investigated and, when 
necessary, shall include written notice, either in person or by registered mail, 
to the parent, tutor, or other person having control or charge of a student 
within the compulsory school attendance age. 

APPEAL OF ABSENCES 
When a student exceeds the maximum number of absences allowed the parents or 
student may make a formal appeal to the principal if they feel any of the absences 
are because of extenuating circumstances.  If they feel that the decision is 
unfavorable, they shall appeal to the Superintendent or his/her designee.   After a 
review by the Superintendent or his/her designee, a decision shall be made and 
communicated to the parents or legal guardian by letter. 
High school students in danger of failing due to excessive absences may be allowed 
to make up missed time in class sessions held outside the regular class time.  The 
make-up sessions must be completed before the end of the current semester and 
all other applicable policies must also be met. 
TARDINESS 
A student shall be considered tardy to class if the student is not in the classroom 
when the bell to begin class ceases.  A student shall be considered tardy to school if 
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the student is not in his/her homeroom/first period class when the bell to begin 
homeroom/class ceases.  Tardy shall also mean leaving or checking out of school 
unexcused prior to the regularly scheduled dismissal.  Habitual tardiness on the part 
of students shall not be tolerated. 
Students who exhibit habitual tardiness shall be subject to disciplinary action, 
appropriate under the circumstances.  Parents of students who continue to be tardy 
shall be notified for a conference with the principal, and the student may be subject 
to suspension from school and the parent/legal guardian subject to court fines or 
community service.   
Revised:  December, 1995    Revised:  September, 2008 
Revised:  March, 1999    Revised:  August, 2010 
Revised:  July, 1999    Revised:  May, 2011  

  
Revised:  April, 2008    Revised:  September, 2015 
 

Ref:   La. Rev. Stat. Ann. §§17:221, 17:226, 17:226.1, 17:230, 17:232, 17:233; 
Louisiana Handbook for School Administrators, Bulletin 741, Louisiana 

Department of Education; Board minutes, 10-7-08, 10-5-10, 2-7-12. 
 
 

NEW POLICY     FILE:  JGFH 

   Cf:  JBC 

 

STUDENT IDENTIFICATION 
A state identification number shall be assigned each student upon enrollment, in 
accordance with Louisiana Board of Elementary and Secondary Education 
requirements. 
EMERGENCY INFORMATION 
At the beginning of each school year, students shall be required to complete 
emergency information forms which shall contain such information as: 
 1. Parent/guardian’s work phone numbers 
 2. Home phone numbers 

3. Phone numbers where parents/guardians can be reached in case of 
emergencies 

4. The name, address, and phone number of the student’s physician 
5. The names of authorized persons to check-out and/or pick up 

students in the absence of the parent/guardian.   
6. Other information as may be requested on the form 

In addition, standardized school health forms shall be completed by the 
parents/legal guardian for each student.  These health/medical forms provide 
pertinent health, medical and emergency contact information in times of need. 
New policy:  September, 2015 
Ref:    La. Rev. Stat. Ann. §§17:81, 17:3914; Louisiana Handbook for School 

Administrators, Bulletin 741, Louisiana Department of Education. 

 

Agenda Item # 2  A. Reduction of Personnel 
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A motion was made by Mr. Caldarera and seconded by Mrs. Ballard to accept 
policy GBNA, Reduction of Personnel. 
 
Board members were concerned that they didn’t have any input on decisions.   
 
Mr. Bruchhaus explained that in the past, reduction in force was based on 
seniority alone.  Now it looks at the teacher’s effective rating, certification, 
advanced degrees, seniority and last a random selection. 
 
He stated that the reduction of teachers and administrators shall be based solely 
upon demand, performance and effectiveness according to state law. 
 
Discussion continued about reduction in force for other employees.  Ms. Gay and 
Mr. Dellafosse asked to put on the agenda how reduction in employees are 
effective when there is a closing of a school and also how central office is 
handled. 
 
Policy states that employees, who are not evaluated pursuant to La. Stat. Ann 
17:3881 through 3905, shall be based upon performance and effectiveness and 
certification or academic preparation, if applicable. 
 
Motion passed with one nay vote. 
 

On behalf of the committee, Mr. Hardy made a motion to 

accept; a second was not needed. On a vote, the motion carried. 
 

   
 FILE:  GBNA 

Cf:  GBI 

  

REDUCTION OF PERSONNEL 

  
 It shall be the policy of the Calcasieu Parish School Board to maintain a fair and 
balanced educational program consistent with the functions and responsibilities of 
public schools. When faced with circumstances which may necessitate a reduction 
of personnel greater than can be accomplished through attrition and appropriate 
reassignment, a reduction of personnel action may be employed.  All feasible 
alternatives to the layoffs of employees shall be considered prior to the 
implementation of the provisions stated herein.  The determination for the need to 
implement reduction of personnel procedures and all decisions effecting such 
action shall be made by the Superintendent. 
  
Except as otherwise provided herein, any existing procedure for reconsidering or 
examining an employee discharge, non-reappointment, or grievance shall not be 
considered in implementing a reduction of personnel action. Similarly, no 

http://www2.cpsb.org/System/policies/CAPS/Policy/GBI-14.htm
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personnel action other than a reduction of personnel may be considered under this 
policy. 
  
Employees on Board approved leaves of absence shall be treated in the same 
manner as other regularly employed personnel insofar as application of this policy. 
  
TEACHERS AND ADMINISTRATORS 
  

Reduction of teachers and administrators shall be based solely upon demand, 
performance, and effectiveness, as determined by the performance evaluation 
program adopted by the Board in accordance with La. Rev. Stat. Ann. §§17:3881 
through 3905.  Any reduction of teachers and administrators by the 
Superintendent shall be instituted by dismissing the least effective teacher within 
each targeted subject area or area of certification first, and then proceeding by 
effectiveness rating until the reduction of personnel has been accomplished. 
 

In cases where two or more teachers within a targeted subject area or area if 

certification subject to reduction in force share the same effectiveness 

rating. 

 

1. Certification for the position 

 

2.  Seniority in the system 

 

3. Academic Preparation—Advanced Degrees 

 

4. Random Selection (Lot - Pull name out of container) 

ALL OTHER EMPLOYEES 
  

Reduction of school employees, including bus drivers, who are not evaluated 
pursuant to La. Rev. Stat. Ann. §§17:3881 through 3905, shall be based upon the 
following criteria: 

1.  Performance and effectiveness as determined by the Board’s personnel 
evaluation plan. 

2. Certification or academic preparation, if applicable. 
  

NOTICE TO INDIVIDUAL EMPLOYEE 
  
When a reduction of personnel action is instituted, written notice of termination 
shall be given by the Superintendent or his/her designee by certified mail, return 
receipt requested, to the employee to be terminated.  The notice shall include a 
statement of the general conditions requiring a reduction of personnel.  The 
employee’s address, as it appears on the School Board’s record, shall be deemed 
to be the correct address.  It shall be the employee’s responsibility to see that the 
School Board has his/her current address on file. 
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REVIEW OF INDIVIDUAL TERMINATIONS 
  
Within ten (10) days after receiving a notice of termination, an employee may 
request, in writing, a review of the action taken and shall receive notice of the 
results of the review in a timely manner, but no later than ten (10) days after the 
notice to review is received. The employee shall have the right to pursue a 
reduction action through the Board’s grievance procedures. 
 
SEVERABILITY OF PROVISIONS 
  
If any provision of this policy or the application thereof is held invalid, such 
invalidity shall not affect other provisions of this policy which can be implemented 
without the invalid provisions and, to this end, the provisions of this policy are 
hereby declared severable.  
  
Any and all provisions of this policy shall yield to existing state law, whether 
statutory or not, when held to be in conflict with said law or laws. 
  

Revised:  July, 2000 Revised:  June, 2012 

Revised:  July, 2003 Revised:  September, 2012 

Recoded:  November, 2006   

   
Ref:     La. Rev. Stat. Ann. §§17:81, 17:81.4 

Board minutes, 10-15-96, 6-6-00, 7-22-03, 2-6-07, 10-2-12 
  
Calcasieu Parish School Board 

 

 

Item B.   Policy EFC, Publish on the World Wide Web 

 
On motion by Mr. Breaux, seconded by Mr. Williams and approved to accept 
Policy EFC, Publish on the World Wide Web.   
 

On behalf of the committee, Mr. Hardy made a motion to 

accept; a second was not needed. On a vote, the motion carried. 
 

  

FILE:  EFC 

Cf:  EFA 
  

PUBLISHING ON THE WORLD WIDE WEB 
   
PURPOSE 
  
Calcasieu Parish School Board provides an educational opportunity for students 
and staff to contribute to the school system's presence on the World Wide Web 

javascript:void(0);
javascript:void(0);
javascript:void(0);
javascript:void(0);
javascript:void(0);
javascript:void(0);
javascript:void(0);
http://www2.cpsb.org/System/policies/CAPS/Policy/EFA-12.htm
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(WWW) through the availability of Internet access.  The Calcasieu Parish School 
Board (CPSB) Web Server is a vehicle for providing two-way communication for 
the purposes of disseminating and sharing information about the district and its 
schools within the system as well as within the community.  Publishing privileges 
shall be provided to School Board staff through individuals who have been certified 
and authorized by the School Board.  Posting permission and content shall be 
maintained at the discretion of the School Board site administration.  Creators of 
web pages shall familiarize themselves with, and adhere to the following 
provisions.  Failure to follow these policy provisions may result in the loss of 
authoring privileges and/or other disciplinary measures.  The Calcasieu Parish 
School Board is committed to WWW publishing that supports the mission of the 
school system, is in good taste and of superior quality, and compliments the 
strengths of the school system. 
  
CONTENT STANDARDS 
  

 All subject matter published on the CPSB Web Server should relate to 
curriculum, instruction, school-authorized activities, and general information 
that is related to the school system. 
  

 The CPSB Web server shall not be used for financial gain, fundraising, 
political advertising, issue advocacy, or the posting of copyrighted images, 
text, sound files, or software. 

  
 Copyright laws shall be followed. 

  
 Personal information should not be included.  Phone numbers and e-mail 

links should be limited to the ones used within the system. 
  

 Photos of individuals and groups may be included only with a written 
release form signed by the parent(s) or legal guardian.  Links to retail sites 
and political promotions shall not be allowed. 

 
 Official school web pages must be published to the CPSB Web Server only. 

  
QUALITY 
  
Documents may not link to or contain inappropriate material. The decisions of the 
CPSB site administration shall be final when questions arise related to the quality 
or propriety of Web pages published on the CPSB Server. 
  
OWNERSHIP AND RETENTION 
  
By submitting content to the CPSB Web Server, the author shall grant Calcasieu 
Parish Schools the world-wide, royalty-free, and non-exclusive license to 
reproduce, modify, adapt and publish the content solely for the purpose of 
displaying, distributing and promoting the web pages on the CPSB Web Server 
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and other media. This license exists only for as long as the author continues to 
maintain web pages on the CPSB Web Server. 
  
The author of any web pages shall acknowledge that CPSB does not pre-screen 
content, but that the CPSB and its designees shall have the right (but not the 
obligation) in their sole discretion to refuse or remove any content that is available 
via the web server. Without limiting the foregoing, CPSB and its designees shall 
have the right to remove any content that violates district policies or is otherwise 
objectionable.  The author shall agree to evaluate and bear all risks associated 
with the use of any content, including any reliance on the accuracy, completeness, 
usefulness or copyright of such content. 
  
STUDENT SAFEGUARDS 
  

1. Web page documents may include only students’ names and images in 
accordance with policy JR-AP. 
 

1. Web page documents may include only the first name and initial of the 
student's last name with documented parental permission. 
 

2. Student phone numbers, addresses, or names of other family   members 
may not be included. 
  

3. Students may not establish e-mail accounts for use at school. 
  

4. A signed release from the parent/guardian must be on file in the school for 
the use of recognizable student photos, student creations, and/or 
products.  Access for the form may be obtained 
from http://www.cpsb.org/ or the school. 
 

45. Student schedules or any information that identifies a student's location 
during the school day may not be published. 

  
RESPONSIBILITIES 
  

1. Principals shall be responsible for gathering signed CPSB Web Publishing 
Agreement forms from publishing staff members. 
  

2. Staff shall ensure that web pages including information about students, 
student names (first name and last initial only), or identifiable photos are 
posted in accordance with policy JR-AP. require signed parent release form 
are on file in the school. 
  

3. Staff shall use appropriate language, spelling, and grammar. 
  

4. Staff shall follow copyright and permission laws when publishing web pages. 

http://www.cpsb.org/
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5. Staff not allow students to upload files. 
  

6. Staff shall safeguard passwords.  Only the authorized staff member may 
publish to his or her account. 

  
PUBLISHING PROCESS 
 
Technical Standards 
 

1. File Rules 
 

 Save all of the files in one file folder.  
 

 Keep pages and directory names in lower case letters.  
 

 All web pages must have the extension .htm or .html.  
 

 Do not use spaces in naming pages or directories.  
 

 If necessary, use underscores to make filenames clear. 
 
          Example - "tech_plan" 
 

2. Organization and Structure Rules 
 

 The main page is to be saved as "index.html." 
 

 Each staff person shall maintain his/her web page links and images 
directory. 
 

 The staff person shall maintain an e-mail link on main page for 
contact by users. 
 

3. Graphics Rules 
 

 All graphics are in the GIF or JPEG format. 
 

 Graphics and photos should be optimized so that they are displayed 
on a viewer's screen as quickly as possible.  Graphic files should be 
kept to 30K or smaller for maximum efficiency. 

 
 Animated GIFs on web pages greatly increase download times and 

should be limited if they are used at all. 

 
4. 

 
Content 
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 Time sensitive information (calendars, special event descriptions, 

etc.) must be current. 
 

 Student listings shall consist of first names and last initials only. 
 

 Student pictures are allowed only if a release form, signed by a 
parent or legal guardian, is kept on file at the school. 

 
 Nothing should be underlined that is not a link. 

  
Recoded:  January, 2005 
  
Ref:     La. Rev. Stat. Ann. §§17:81, 17:100.7 
            Board minutes, 7-18-00 
  
Calcasieu Parish School Board 
 
 
Item C:  Seclusion /Restraint Procedures 

 
Mr. Breaux made a motion and was seconded by Mr. Williams and approved to 
accept the procedures on Seclusion and Restraint. 
 

On behalf of the committee, Mr. Hardy made a motion to 

accept; a second was not needed. On a vote, the motion carried. 
 
Ms. Marilyn Habetz, Director of Special Education spoke on behalf of the revised 
procedure.  She explained that the training was very rigorous and stringent.   

Seclusion/Restraint Procedures 

Under 

Louisiana Revised Statutes 17:416.21 

and 

Louisiana Bulletin 1706, Revised 2012 

 

 

 

javascript:BSSCPopup('../Statutes/170081.htm');
javascript:BSSCPopup('../Statutes/170100-7.htm');
javascript:BSSCPopup('../Minutes/AddedMin/00-07-18.htm#EFC');
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INTRODUCTION 

This document provides procedures/guidance for the use, reporting, documentation, 

and oversight of seclusion and restraint in the Calcasieu Parish School System in 

accordance with regulations and guidance by the Board of Elementary and 

Secondary Education, Louisiana Department of Education (LDE).   

These procedures specifically address the statutory requirements of La. R.S. 

17:416.21 (Louisiana Act 328 of 2011) and Louisiana Bulletin 1706, as revised April 

20, 2012, regarding the use of seclusion and restraint as emergency safety 

measures to control the actions of students with exceptionalities in Louisiana’s 

public schools.  It is understood that this procedural/guidance document is a work in 

progress and in no way constitutes the totality of interventions and strategies used 

by the Calcasieu Parish School System and its personnel in addressing the 

educational needs of students. 

For the purposes of this document, Calcasieu Parish School System may 
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encompass policies adopted by Calcasieu Parish School System; administrative 

procedures implemented by school administrators and school employees (as 

defined herein) and guided forms developed to assist school employees in carrying 

out their responsibilities under La. R.S. 17:416.21 (Act 328 of 2011) and Louisiana 

Bulletin 1706, as revised. 

Additionally, Calcasieu Parish School System has adopted a proactive approach 

and will apply Seclusion/Restraint policies and procedures to all students, not only 

children with exceptionalities.  Deaths have occurred throughout the nation on 

children who were improperly restrained.  These policies and procedures shall be 

executed for all students to prevent injury and death.  Therefore, it is critical that the 

policies and procedures be implemented specifically as described. 
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SUPERINTENDENT’S DIRECTIVES 

PURSUANT TO SCHOOL BOARD POLICY 

The Calcasieu Parish School Board has approved the following guidelines and 

procedures relative to the use of seclusion and restraint by its employees: 

A. Notification requirements for school officials and parents/legal guardians: 

Parents must be notified within 24 hours if physical restraint or seclusion is used 

on their child.  Date, time, method and person contacting the parent must also 

be documented.  Copies of documentation should be signed by the person 

completing form and school administrator.  Copies of documentation must be 

sent within 24 hours of action to the Parent, Administrative Director, Director of 

Special Education (if student has an exceptionality), and Principal. 

B. Training requirements relative to the use of restraint: 

All school administrators, behavior facilitators and employees assigned to 

Calcasieu Parish School Board alternative sites (Boys Village, Harbour House, 

Juvenile Detention Center, Calcasieu Parish Alternative School (CPAS), Positive 

Connections and Methodist Children’s Home) are required to be trained in the 

district approved safety hold/restraint program.  School administrators will 

determine the composition of their Nonviolent Crisis Intervention (NCI) Team for 

their individual school with guidance from a certified NCI trainer.  Program 

facilitators, consultants, guidance counselors, teachers, related service 

providers, nurses, paraprofessionals, school bus drivers, bus attendants, 

cafeteria workers, custodians, and other school system personnel will be trained 

as deemed necessary by their immediate supervisor, principal and a certified 

NCI trainer. 

School administrators should call (337) 217.4150 Extension 1503 to schedule 

training for their campus team members.  All other employees require approval 

from their immediate supervisor prior to scheduling training. 

The training program implemented by the Calcasieu Parish School System is the 

Non-Violent Crisis Intervention (NCI) Program by Crisis Prevention Institute 

(CPI). 
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Training will include: 

1. Preventive Techniques and Deceleration Strategies 

a. Understanding of Crisis Development Model 

b. Non-verbal and Para-verbal communication 

c. Understanding of defensive behavior Verbal Escalation Continuum 

d. Precipitating factors 

e. Personal safety techniques Staff Fear and Anxiety 

2. Physical Restraints Decision Making Strategies 

a. Knowledge of restraints and the risk of improper restraint Encourage 
critical analysis and reasoning for response decisions 

b. Execution of approved restraints by participants with 100% accuracy 

3. Reestablishing communication with student to reenter the classroom 
Physical      Intervention -Disengagement Skills 

a. Knowledge of principle-based skills in response to physical risk 
behavior based on one’s risk assessment of the behaviors. (Lower, 
Medium, High) 

4.   Physical Intervention-Holding Skills 

       a. Knowledge of progressive team responses to physical risk behaviors 
when a       restrictive to physical risk behaviors when restrictive intervention 
is necessary for safety. (Lower, Medium, High)    

5.   Postvention 

       a.  Re-establish communication with the student 

6.  Written exam which must be completed with 80% accuracy 

 

Staff members trained to use restraints holds must be refreshed annually.  

Documentation of certified trained personnel will be maintained at the district 
level.  
Department of Special Services  

 

C. Explanation of methods of district approved physical safety holds: 

1. Interim Control Position is a temporary position that allows a staff member to 
maintain control of both of the individual’s arms, if necessary, for a short time. 

2. Children’s Control Position which allows a staff member to maintain a 
balanced stance while managing the child. 

3. Team Control Position is more than two staff members used to manage 

individuals who have become dangerous to themselves or others. 
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4. Transport Position is a “cross-grain grip” to secure the individual between two 

staff members during transport while maintaining close body contact. 

    5.  Situational Application: 

         a.  Seated Position (Lower, Medium, High) Level Holding 

        b.  Standing Position (Lower, Medium, High) Level Holding 

 

D. Dissemination of Guidelines: 

1. Policy and Procedures for restraint and seclusion are posted on the 
Calcasieu Parish District Web Site with access by all school employees.  
Guidelines and Procedures for Seclusion and Restraint are posted on the 
Calcasieu Parish School Board website under the “Parents” tab. 

2. Superintendent, Assistant Superintendents, Administrative Directors, 
and all school administrators are provided a hard copy of the Special 
Education Discipline Handbook which includes the guidelines and 
procedures for seclusion and restraint.  Several copies of the Calcasieu 
Parish School System Seclusion and Restraint Guidelines and Procedures 
will be provided to each school to disseminate to parents upon request.  
(Refer to item 3 below.) 

3. Dissemination To Parents – Parents will have access to Seclusion and 
Restraint Guidelines and Procedures from the Calcasieu Parish School 
System website under the “Parents” tab.  Parents without internet access or 
who would like a paper copy may request a copy from the school.  The 
Student Code of Conduct which is distributed to all parents includes a 
statement about how and where to access these guidelines and procedures. 
 The Parents Rights Handbook will also include the statement on how and 
where to access these guidelines and procedures. 

E. Notification to the Louisiana Department of Education: 

A copy of Guidelines and Procedures was emailed to the Louisiana Director of 
Federal Programs by the Calcasieu Parish Schools’ Director of Special 
Education. 

 

SECLUSION GUIDELINES 

Seclusion is a procedure that isolates and confines a student in a separate room or 
area until he/she is no longer an immediate danger to self or others.  Seclusion 
does not include time-out, “which is a behavior management technique that is part 
of an approved program, involves the monitored separation of the student in a non-
locked setting, and is implemented for the purpose of calming.”  The term does not 
include in-school suspension or student requested breaks. 
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Seclusion is permitted only under the following conditions: 

1. As a LAST resort if and when less restrictive measures such a positive 
behavioral supports, constructive and non-physical de-escalation, and 
restructuring of a student’s environment, have failed to stop a student’s actions 
that pose an imminent risk of harm. 

2. By a school employee who uses accepted methods of escorting a student to 
a seclusion room, placing a student in a seclusion room, and supervising a 
student while he/she is in the seclusion room/area. 

3. If one student is placed in a seclusion room/area at any given time and the 
school employee supervising the student is able to see and hear the student the 
entire time the student is placed in the seclusion room/area.  It is acceptable to 
have cameras set up in the seclusion room for monitoring purposes with the 
contingency that the student is continuously monitored and the person 
monitoring is in close proximity to the seclusion room 

4. The room is free of any object that poses a danger to the student placed in 
the room/area. 

5. The room has an observation window and is of a size appropriate for a 
student’s size, behavior, and chronological and developmental age.  An 
observation window is still required when cameras are used to monitor the 
student. 

6. The room has a ceiling height and heating, cooling, ventilation, and lighting 
systems comparable to operating classrooms in the school. 

Seclusion is prohibited: 

1. For addressing behaviors such as general noncompliance, self-stimulation, and 
academic refusal.  (Staff shall respond to such behaviors with less stringent and 
less restrictive techniques). 

2. As a form of discipline or punishment. 

3. As a threat to control, bully, or obtain behavioral compliance. 

4. For the convenience of school personnel when unreasonable, unsafe, or 
unwarranted. 

5. If the student is known to have any medical or psychological condition that 
precludes such action (as certified by a licensed health care provider in a written 
statement provided to the principal of the school in which the student is enrolled). 

 

PHYSICAL RESTRAINT GUIDELINES 

Physical restraint is permitted only under the following conditions: 

1. If the student’s behavior presents a threat of imminent risk of harm to self or 
others. 
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2. As a last resort to protect the safety of self and others. 

3. In a manner that causes NO PHYSICAL INJURY to the student. 

4. Results in the least possible discomfort to the student. 

5. Does not interfere in any way with a student’s breathing or ability to 
communicate with others. 

6. Does not involve the use of any form of mechanical restraint. 

7. The student is not physically restrained in a manner that places excessive 
pressure on the student’s chest or back or that causes asphyxia. 

8. Applied only in a manner that is directly proportionate to the circumstances 
and to the student’s size, age, exceptionality (if applicable) and severity of 
behavior. 

9. When school administration and Non-Violent Crisis Intervention (NCI) Team 
determine that physical restraint is not effective, the student’s parents will be 
notified.  School administration along with the parent will determine the 
appropriate action (e.g., contact Sheriff’s Department, Emergency Medical 
Services). 

Physical restraint is prohibited: 

1. As a form of discipline or punishment. 

2. As a threat to control, bully, or obtain behavioral compliance. 

3. For the convenience of school personnel. 

4. When unreasonable, unsafe, or unwarranted. 

5. If the student is known to have any medical or psychological condition that 
precludes such action (as certified by a licensed health care provider in a written 
statement provided to the school in which the student is enrolled). 

 

MONITORING & DOCUMENTATION 

Seclusion/restraint requires monitoring, documentation, and analysis of data 
collected: 

1. Continuous monitoring. 

2. Documentation every five (5) minutes (with adjustments made accordingly). 

3. Student is released/removed as soon as the reasons for the action have 
subsided. 

4. Parent/guardian, Administrative Director, Director of Special Education (if 
student with an exceptionality) and Principal notified in writing 
(Restraint/Seclusion Report Forms in Appendix) within 24 hours of EACH 
incident of seclusion/restraint. 
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a. Reason for seclusion/restraint; 

b. Description of procedures used; 

c. Length of time of seclusion/restraint; 

d. Names and titles of school employees involved. 

5.  Person/Employee who used seclusion/restraint shall complete 
Seclusion/Restraint Report Form (Appendix) for each incident of restraint and 
seclusion. 

6.  Documentation of incidents of seclusion and/or restraint shall be reviewed at 
least once every three (3) weeks for students whose challenging behavior continues 
or escalates. 

7.  When a student is involved in 5 incidents in a single school year*, convene the 
IEP/504/RTI Behavior Team to review and revise the student’s behavior intervention 
plan to include any appropriate and necessary behavioral supports.  

*Five (5) incidents in a school year includes the cumulative number of incidents of 
restraint AND seclusion.  (e.g., 2 restraints + 3 seclusions = 5 incidents). 

Seclusion data must be analyzed at least annually.  These procedures should be 

reviewed and revised as necessary during the interim period to ensure 

appropriateness and effectiveness. 

It is recommended that data will be used to track the number of incidents of 

seclusion by student, staff, and type of incidents; and other factors such as 

precipitating events and other observable factors. 

 

MECHANICAL RESTRAINT 

NO STUDENT SHALL BE SUBJECTED TO ANY FORM OF MECHANICAL 

RESTRAINT. 

Children with physical disabilities may require assistance for positioning and require 

specialized devices to provide support.  These devices may include but are not 

limited to the following: 

1. Specialized seating systems 

2. Specialized positioning systems 

3. Individualized sensory supports 

4. Other adaptive equipment that provides support as prescribed by the 

licensed therapists 

Students using these systems should also be monitored with continuous supervision 
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to address circulation, breathing, and sensory concerns.  If adverse reactions are 

noted, the system and/or device should be discontinued immediately, and the 

licensed therapist should be contacted. 

It is noted that these systems and/or devices should not be utilized to restrict the 

movement of the student or as a punishment for behavior.  Students shall not to be 

in the systems for more than the number of minutes designated by the licensed 

therapists.  Any weight applied to the student should not exceed 5 to 10 percent of 

the student’s body weight.  Lap trays may be utilized for classroom and cafeteria 

activities as long as they are not used to restrict the student’s movements. 

 

SECLUSION AND RESTRAINT 

PROCEDURES 

 
I. Dissemination of Policy, Procedures, and Guidance 

 By the last working day of August of every school year, each school Principal 

shall inform school personnel and the parents/guardians/students of majority 

age, how to access copies of La. R.S. 17:416.21, guidance, and local 

policies and procedures regarding the use of reasonable restraint and 

seclusion of students.  Regulations, guidance, policies and procedures are 

published on the website of the Calcasieu Parish School System.  A 

statement on how to locate such restraint and seclusion guidelines shall be 

included in the district Student Code of Conduct that every parent receives 

and the annual notice of student rights and responsibilities provided to the 

parents/guardians of students with exceptionalities. 

II. Use of Seclusion by School Personnel 

School personnel may use seclusion (isolation and confinement of the 
student in a separate area) ONLY when the student poses an immediate risk 
of danger to self or others as described below: 

1.             Isolation is needed to break up a fight or maintain order at the school;            

          AND 

2.            The person poses a viable threat of imminent harm to self or others or            

          substantial destruction of school property; 

Seclusion SHALL BE: 

1. The action of last resort when de-escalation attempts have failed and 
the student continues to pose an imminent threat to self or others. 
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2. Used only as long as necessary to minimize the risk of harm 

When the use of a seclusion room/area is necessary, the student should be 

escorted to the seclusion area by executing the approved Non-Violent Crisis 

Intervention transport position.  Physical prompts are permissible for the 

purpose of safely guiding the student from one area to another, but care 

should be taken to limit the use of physical contact with the student and to 

avoid the unnecessary use of physical contact.  Verbal redirection and other 

means of positive support should be used before resorting to physical 

means. 

If the behavior persists for longer than 60 minutes, the student’s parent(s) will 
be notified.  School administration, along with parent, will determine the 
appropriate action (e.g., contact Sheriff’s Department Emergency Medical 
Services or other agencies) 

.Seclusion SHALL NOT be used: 

1. As the sole means of behavioral intervention and support for any 
student with a disability  

2. As a form of discipline or punishment 

3. As a threat to control, bully, or obtain behavioral compliance 

4. For the convenience of school personnel 

5. When unreasonable, unsafe, or unwarranted 

6. If the student is known to have any medical or psychological condition 
that precludes such action (as certified by a licensed health care 

providers in a written statement provided to the principal of the school in 
which the student is enrolled); or 

7. After the substantial risk of injury no longer exists. 

III.  Monitoring of Seclusion 

A student placed in seclusion must be monitored/supervised at all times by 

an adult. Monitoring requires close, visual proximity to the student, release as 

soon as the behaviors cease that led to the isolation/seclusion, the space 

where the student is secluded has adequate lighting, ventilation, heating and 

cooling, the space is free of objects or items that may unreasonably expose 

the student to danger; the space is designated by the school as a safe 

environment for temporary, safety-required seclusion.   

 

 

 

Seclusion used for reasons other than imminent risk of harm 

and contrary to the procedures listed above shall be 

considered unreasonable and strictly prohibited.  Seclusion 

SHALL NOT be used as a disciplinary consequence for minor 

infractions or to otherwise isolate the student from needed 

educational instruction. 
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DEFINITIONS 

 

Crisis Prevention Institute (CPI) – The institute whose purpose is to formally 
validate the global standard of providing high-quality, meaningful training in the safe 
management of disruptive and assaultive behavior and to formally recognize 
professionals and other stakeholders committed to that standard. 

Crisis Team – A group of up to five (5) persons trained and currently certified in 
Non-Violent Crisis Intervention (NCI) based at the school/site. 

Decision Making Matrix-a tool that can help staff reach objective critical 

decisions about risk 

Disengagement- the use of physical intervention to gain a release from any 

holding situation while minimizing risk or pain or injury in situations in which 

behavior has been assessed as a low, medium, or high risk to self or others 

Emergency - A sudden, generally unexpected set of circumstances that requires 
immediate action. 

Haptics – Communication through touch; a form of nonverbal communication 

Higher-Level Holding-physical intervention necessary to restrict a person’s 

range of movement in relation to high-risk behavior as determined by a 

behavioral risk assessment. Higher level holding is designed to restrict a 

person’s ability to move away from staff and prevent the person being held 

from causing significant harm to self or others. 

Imminent Risk of Harm - An immediate and impending threat of a person causing 
substantial physical injury to self or others.  The risk is “imminent” if it is likely to 
occur within a matter of moments. 

Lower-Level Holding-physical intervention necessary to use as a guide or 

physical prompt or to provide physical support to lime the person’s range of 

movement in relation to low-risk behavior as determined by a behavioral risk 

assessment. Lower-level holding does not limit a person’s choice to move 

away from staff. 

Mechanical Restraint - The application of any device or object used to limit a 
person’s movement.  The term does NOT include the following: 

· A protective or stabilizing device used in strict accordance with the 
manufacturer’s instructions for proper use and which is used in compliance 
with orders issued by an appropriately licensed healthcare provider. 
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· Any device used by a duly licensed law enforcement officer in the 
execution of his official duties. 

Medium-level Holding-physical intervention necessary to limit the person’s 

range of movement in relation to medium-risk behavior as determined by a 

behavioral risk assessment. Medium-level holding is designed to limit the 

person’s ability to move away from staff and cause harm to self or others. 

Non-Violent Crisis Intervention (NCI) – The research based training program 
developed and published by Crisis Prevention Institute (CPI) adopted by the 
Calcasieu Parish School System. 

Non-Violent Safety Holds - Includes safety holds that restrict youth movement for 
the management of violent or self-destructive behavior that jeopardizes the 
immediate physical safety of the student or others.  The approved holds: 

1. Interim Control Position 

2. Child Control Position 

3. Team Control Position 

4. Transport Position 

5.  Seated Position (Low, Medium, High) 

6.  Standing Position (Low, Medium, High) 

Opt-Out Sequence-an algorithm designed to assist staff in the assessment of 

risk behavior and decision making required during the use of physical 

interventions. The Opt-Out Sequence enables staff to reduce the duration of 

physical interventions, minimize the potential adverse outcomes(risk) 

associated with such approaches and re-establish Therapeutic Rapport. 

Physical Escort - Touching or holding a student with or without the use of force for 
the purpose of directing the student to a new location.  Physical escort does not 
including the unforced holding of a student’s hand or other physical prompts for the 
purpose of safely guiding the student from one task to another or directing the 
student in an educational activity. 

Physical Restraint - Bodily force used to limit a person’s movement.  The term 
does NOT include the following: 

· Consensual, solicited, or unintentional contact. 

· Holding of a student by a school employee, for less than 5 minutes in any 
given hour or class period for the protection of the student or others. 

· Holding of a student by a school employee, for the purpose of calming or 
comforting the student—provided the student’s freedom of movement or normal 
access to his/her body is not restricted. 

· Minimal physical contact for the purpose of safely escorting a student from 
one area to another. 
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· Minimal physical contact for the purpose of assisting the student in 
completing a task of response. 

Positive Behavior Interventions and Support (PBIS) - A systematic approach to 
embed evidence-based practices and data-driven decision making when addressing 
student behavior in order to improve school climate and culture. 

Seclusion - A procedure that isolates and confines a student in a separate room or 
area until he/she is no longer an immediate danger to self or others.   

School Employee - A teacher, paraprofessional, administrator, support staff 
member, or a provider of related services. 

Substantial Risk of Injury – Behavior expressed through verbal and/or physical 
means to cause serious physical harm to self or others, whether or not directly or 
substantially considered to be a manifestation of the student’s disability. 

Therapeutic Rapport:- an approach used to re-establish communication with an 
individual who is experiencing Tension Reduction. This is characterized by a 
decrease in emotional and physical energy. 

Time Out – A behavior reduction procedure that involves the absence of positive 
reinforcement for a limited period of time.  Time out may include:  (1) Inclusionary 
time-out where the student remains in sight and sound of others in the classroom; 
(2) Exclusionary time-out where the student leaves the learning environment and 
goes to another location but is not isolated and prevented from leaving.  These 
forms of time-out are NOT considered by the School Board to constitute seclusion 
but must be monitored and documented at the school level to ensure that repetitive 
incidents of time-out do not occur and, if occurring, do not result in substantial 
isolation of the student from instructional activities. 

Written Guidelines and Procedures - The written guidelines and procedures 
adopted by a school’s governing authority regarding appropriate responses to 
student behavior that may require immediate intervention. 

                                          RESTRAINT REPORT FORM        Date of 

Report:______________ 
CALCASIEU PARISH SCHOOL SYSTEM 

Student Name:  __________________________________ School:__________________________Grade:__________ 
Exceptionality:_________________ 

Date of Restraint:________________ Time of Restraint:  ____________Start Time:  _________End Time:___________ 

Teacher/Staff Initiating Restraint:______________________Location:________________________Students/Staff 
Present_____________________ 

 
Physical Intervention Used:                             Circle all that applies 

Interim Control Position Child Control Position Team Control Position  

Transport Position Seated Position (Low, Medium, High)      Standing Position (Low, Med, High) 
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 Injuries:  ___ Yes   ___ No   

____________________________________________________________________________________________________________________
_____________ 

Describe Behavior of Student and Environmental Situation Precipitating Restraint: 

Location:  ________________________Students/Staff Present:_______________________________________________ 

Class/Specific Activity at Time of Restraint/Preceding Restraint: _____________________________________ 

________________________________________________________________________ 

Other Possible Triggers:  
_____________________________________________________________________________________________________________ 

Class/Specific Activity at Time of  Restraint/ Preceding Restraint:_ 
________________________________________________________________________________________________________________________________
_______________ 

Student’s behavior that prompted the restraint: check all that applies 

Imminent serious physical harm to themselves Imminent serious physical harm to othersImminent serious 

physical harm to themselves and othersImminent serious property destructionImminent serious physical harm to 

themselves and imminent serious property destructionImminent serious physical harm to others and imminent serious 

property destructionImminent serious physical harm to themselves and others and imminent serious property 

destruction 

Explain student behavior(s) that prompted physical restraint:  

______________________________________________________________________________________________

____________ 
Efforts made to de-escalate the situation:  Check all that applies 

Provided choices   Verbal redirection   Calming techniquesReduced demands Reduced verbal interaction 

Other________________________________________________________________________________________

__________ 

Alternatives to restraint that were attempted: Check all that applies 

Removal of other studentsRequest for assistance  Voluntary removal of student to another location 

other_____________ 

Explain: 

______________________________________________________________________________________________

_____ 

Postvention: 

Describe the outcome of establishing Therapeutic Rapport with the student after the crisis 

incident:______________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________

______________________________Was Parent Notified?_ YesNo   Time & Date of Notification: 

_________________Method of Notification: __________________________  Person Contacting Parent: _____________________Has 

student been restrained and/or secluded 5 or more times this year?  Yes No    
If yes, IT IS MANDATORY the IEP/504 plan be reconvened immediately to review and revise appropriate behavioral supports. 
Other Comments or 

Observations:____________________________________________________________________________________________________________________________ 

Person Initiating Restraint______________________________________________ School 
Administrator__________________________________________________________ 
                                                                           Signature                                                                                                          Signature  

This form must be completed within 24 hours. Copies must be sent to Parent, Administrative Director, Director of Special 
Education and Principal within that time period.                                                                                                                                              
Revised 0/8/06/12 10/13/15 

 

 

SECLUSION REPORT FORM 

CALCASIEU PARISH SCHOOL SYSTEM 
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Student Name:  ____________________________Date of 
Report___________________ 

School __________________Grade: __________Exceptionality:  
___________________ 

Date of Seclusion:  _______________ Time of Seclusion: 
_______________________  

Teacher/Staff Initiating 
Seclusion:________________________________________________________
_______ 

Person(s) Supervising Student During Seclusion: 
________________________________________________________________
_______ 

Describe Behavior Warranting 
Seclusion:________________________________________________________
_______ 

________________________________________________________________
_______ 

Class/Specific Activity At Time of Incident/Preceding 

Seclusion:________________________________________________________

_______ 

________________________________________________________________

_______ 

Possible Triggers:  
________________________________________________________________
_______ 

________________________________________________________________
_______ 
 

It is MANDATORY that student be monitored constantly. 

  1.  Agitated   4.  Hostile                                      7.  Self Abusive 
  2.  Calm   5.  Physically Aggressive  8.  Verbally 
Aggressive    
  3.  Crying   6. Quiet                             9.  Other: 
_______________ 
 

Document Behavior every 5 min using codes above.          Start time:                   End Time 
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5   
min. 

10 
min 

15 
min 

20 
min 

25 
min 

30 
min 

35 
min 

40 
min 

45 
min 

50 
min 

55 
min 

60 
min 

            

 

Was Parent notified?  ________Yes_________No   Date & Time of Notification: 
______________ 

Method of Notification: ______________________Person Contacting Parent: 
________________ 

Has student been restrained/secluded 5 or more times this year?  ________Yes 
___________No   

 

 If yes, IT IS MANDATORY the IEP/504 plan be reconvened immediately to 

review and revise appropriate behavioral supports. 

Other Comments or 
Observations:_____________________________________________________
______________ 

________________________________________________________________
______________ 

Person Initiating Seclusion______________________School 
Administrator__________________ 
                                                        Signature                                                        

Signature                              

This form must be completed within 24 hours.  Copies must be sent to Parent, 
Administrative Director, Director of Special Education (if student with an 
exceptionality) and Principal within 24 hours. 

Revised 05/18/12 

West’s Louisiana Statutes Annotated  
Louisiana Revised Statutes 

Title 17. Education (Refs & Annos) 
Chapter 2. Teachers and Employees 

Part I. General Provisions (Refs & Annos) 

LSA-R.S. 17:416.21 

 

Currentness 

A. As used in this Section: 
 

(1) “Imminent risk of harm” means an immediate and impending threat of a person 

http://www.westlaw.com/Browse/Home/StatutesCourtRules/LouisianaStatutesCourtRules?transitionType=DocumentItem&contextData=(sc.UserEnteredCitation)&rs=clbt1.0&vr=3.0
http://www.westlaw.com/Browse/Home/StatutesCourtRules/LouisianaStatutesCourtRules?guid=N1282D15091CC11DA8AEFC0E34704ED4D&transitionType=DocumentItem&contextData=(sc.UserEnteredCitation)&rs=clbt1.0&vr=3.0
http://www.westlaw.com/Browse/Home/StatutesCourtRules/LouisianaStatutesCourtRules?guid=N52E449E0927611DA8F31F36A61DA40A7&transitionType=DocumentItem&contextData=(sc.UserEnteredCitation)&rs=clbt1.0&vr=3.0
http://www.westlaw.com/Browse/Home/StatutesCourtRules/LouisianaStatutesCourtRules?guid=N52E449E0927611DA8F31F36A61DA40A7&transitionType=DocumentItem&contextData=(sc.UserEnteredCitation)&rs=clbt1.0&vr=3.0
http://www.westlaw.com/Browse/Home/StatutesCourtRules/LouisianaStatutesCourtRules?guid=N0C1451C0927811DA8F31F36A61DA40A7&transitionType=DocumentItem&contextData=(sc.UserEnteredCitation)&rs=clbt1.0&vr=3.0
http://www.westlaw.com/Browse/Home/StatutesCourtRules/LouisianaStatutesCourtRules?guid=N0C546800927811DA8F31F36A61DA40A7&transitionType=DocumentItem&contextData=(sc.UserEnteredCitation)&rs=clbt1.0&vr=3.0
http://www.westlaw.com/Browse/Home/StatutesCourtRules/LouisianaStatutesCourtRules?guid=N0C546800927811DA8F31F36A61DA40A7&transitionType=DocumentItem&contextData=(sc.UserEnteredCitation)&rs=clbt1.0&vr=3.0
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causing substantial physical injury to self or others. 

(2)(a) “Mechanical restraint” means the application of any device or object used to 
limit a person’s movement. 

(b) Mechanical restraint does not include: 

(i) A protective or stabilizing device used in strict accordance with the 
manufacturer’s instructions for proper use and which is used in compliance with 
orders issued by an appropriately licensed health care provider. 

(ii) Any device used by a duly licensed law enforcement officer in the execution of 
his official duties. 

(3)(a) “Physical restraint” means bodily force used to limit a person’s movement. 

(b) Physical restraint does not include: 

(i) Consensual, solicited, or unintentional contact. 

(ii) Holding of a student, by a school employee, for less than five minutes in any 
given hour or class period for the protection of the student or others. 

(iii) Holding of a student, by one school employee, for the purpose of calming or 
comforting the student, provided the student’s freedom of movement or normal 
access to his or her body is not restricted. 

(iv) Minimal physical contact for the purpose of safely escorting a student from one 
area to another. 

(v) Minimal physical contact for the purpose of assisting the student in completing a 
task or response. 

 (4) “Positive behavior interventions and support” means a systematic approach to 
embed evidence-based practices and data-driven decision making when addressing 
student behavior in order to improve school climate and culture. 

(5) “School employee” means a teacher, paraprofessional, administrator, support 
staff member, or a provider of related services. 

(6) “Seclusion” means a procedure that isolates and confines a student in a 
separate room or area until he or she is no longer an immediate danger to self or 
others. 

(7) “Seclusion room” means a room or other confined area, used on an individual 
basis, in which a student is removed from the regular classroom setting for a limited 
time to allow the student the opportunity to regain control in a private setting and 
from which the student is involuntarily prevented from leaving. 

(8) “Written guidelines and procedures” means the written guidelines and 
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procedures adopted by a school’s governing authority regarding appropriate 
responses to student behavior that may require immediate intervention. 

B. (1) Seclusion shall be used only: 

(a) For behaviors that involve an imminent risk of harm. 

(b) As a last resort when de-escalation attempts have failed and the student 
continues to pose an imminent threat to self or others. 

(2) Seclusion shall not be used to address behaviors such as general 
noncompliance, self-stimulation, and academic refusal. Such behaviors shall be 
responded to with less stringent and less restrictive techniques. 

(3)(a) A seclusion room shall be used only as a last resort if and when less 
restrictive measures, such as positive behavioral supports, constructive and non-
physical de-escalation, and restructuring of a student’s environment, have failed to 
stop a student’s actions that pose an imminent risk of harm. 

(b) A student shall be placed in a seclusion room only by a school employee who 
uses accepted methods of escorting a student to a seclusion room, placing a 
student in a seclusion room, and supervising a student while he or she is in the 
seclusion room. 

(c) Only one student may be placed in a seclusion room at any given time, and the 
school employee supervising the student must be able to see and hear the student 
the entire time the student is placed in the seclusion room. 

(4) A seclusion room shall: 

(a) Be free of any object that poses a danger to the student placed in the room. 

(b) Have an observation window and be of a size that is appropriate for the 
student’s size, behavior, and chronological and developmental age. 

(c) Have a ceiling height and heating, cooling, ventilation, and lighting systems 
comparable to operating classrooms in the school. 

C. (1) Physical restraint shall be used only: 

(a) When a student’s behavior presents a threat of imminent risk of harm to self or 
others and only as a last resort to protect the safety of self and others. 
 

(b) To the degree necessary to stop dangerous behavior. 

(c) In a manner that causes no physical injury to the student, results in the least 
possible discomfort, and does not interfere in any way with a student’s breathing or 
ability to communicate with others. 
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(2) No student shall be subjected to any form of mechanical restraint. 

(3) No student shall be physically restrained in a manner that places excessive 
pressure on the student’s chest or back or that causes asphyxia. 

(4) A student shall be physically restrained only in a manner that is directly 
proportionate to the circumstances and to the student’s size, age, and severity of 
behavior. 

D. Seclusion and physical restraint shall not be used as a form of discipline or 
punishment, as a threat to control, bully, or obtain behavioral compliance, or for the 
convenience of school personnel. 

E. No student shall be subjected to unreasonable, unsafe, or unwarranted use of 
seclusion or physical restraint. 

F. A student shall not be placed in seclusion or physically restrained if he or she is 
known to have any medical or psychological condition that precludes such action, 
as certified by a licensed health care provider in a written statement provided to the 
school in which the student is enrolled. 

G. A student who has been placed in seclusion or has been physically restrained 
shall be monitored continuously. Such monitoring shall be documented at least 
every fifteen minutes and adjustments made accordingly, based upon observations 
of the student’s behavior. 

H. A student shall be removed from seclusion or released from physical restraint as 
soon as the reasons for justifying such action have subsided. 

I. (1) The parent or other legal guardian of a student who has been placed in 
seclusion or physically restrained shall be notified as soon as possible. The 
student’s parent or other legal guardian shall also be notified in writing, within 
twenty-four hours, of each incident of seclusion or physical restraint. Such notice 
shall include the reason for such seclusion or physical restraint, the procedures 
used, the length of time of the student’s seclusion or physical restraint, and the 
names and titles of any school employee involved. 

(2) The director or supervisor of special education shall be notified any time a 
student is placed in seclusion or is physically restrained. 

J. A school employee who has placed a student in seclusion or who has physically 
restrained a student shall document and report each incident in accordance with the 
policies adopted by the school’s governing authority. Such report shall be submitted 
to the school principal not later than the school day immediately following the day on 
which the student was placed in seclusion or physically restrained and a copy shall 
be provided to the student’s parent or legal guardian. 

K. If a student is involved in five incidents in a single school year involving the use of 
physical restraint or seclusion, the student’s Individualized Education Plan team 
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shall review and revise the student’s behavior intervention plan to include any 
appropriate and necessary behavioral supports. 

L. The documentation compiled for a student who has been placed in seclusion or 
has been physically restrained and whose challenging behavior continues or 
escalates shall be reviewed at least once every three weeks. 

M. (1) The governing authority of each public elementary and secondary school 
shall adopt written guidelines and procedures regarding: 

(a) Reporting requirements and follow-up procedures. 

(b) Notification requirements for school officials and a student’s parent or other legal 
guardian. 

 (c) An explanation of the methods of physical restraint and the school employee 
training requirements relative to the use of restraint. 

(2) These guidelines and procedures shall be provided to all school employees and 
every parent of a child with an exceptionality. 

N. (1) The governing authority of each public elementary and secondary school 
shall report all instances where seclusion or physical restraint is used to address 
student behavior to the Department of Education. 

 (2) The Department of Education shall maintain a database of all reported incidents 
of seclusion and physical restraint of students with exceptionalities and shall 
disaggregate the data for analysis by school; student age, race, ethnicity, and 
gender; student disability, where applicable; and any involved school employees. 

Credits 
 
Added by Acts 2011, No. 328, § 1, eff. June 29, 2011. 
Current through the 2011 First Extraordinary and Regular Sessions. 

Agenda Item 3  Loaning Money to Schools 
 
A motion was made by Mr. Dellafosse and seconded by Mr. Roberts to allow 
loaning money to schools. 
 
Questions were asked about schools  going to Board first for approval, available 
funds, and what happens if a school cannot pay it back. 
 
A substitute motion was made by Mr. Duhon and seconded by Mr. Williams to 
only use monies from Riverboat funds.   Motion was withdrawn. 
 
Mr. Delafosse called for point of order. Mr. Belfour stated that the motion was out 
of order. 
 

http://www.westlaw.com/Link/Document/FullText?findType=l&pubNum=1077005&cite=UUID(I63E0CB50A3-A611E0BC5CD-31135161F61)&originationContext=document&vr=3.0&rs=cblt1.0&transitionType=DocumentItem&contextData=(sc.UserEnteredCitation)
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Mr. Dellafosse made a motion and seconded by Mr. Roberts to send back to 
staff for clarification. 
 
Next, Mr. Breaux asked to TABLE the discussion, seconded by Mr. Dellafosse 
and approved with 2 nay votes.  
 

On behalf of the committee, Mr. Hardy made a motion to 

accept; a second was not needed. On a vote, the motion carried. 
 
 

 

NEW POLICY      Policy 

DN 

 

     SCHOOL LOANS 
The Calcasieu 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 and history of fund raising efforts. 

3. Copies of all approved requests along with completed copies of the debt 
instrument shall be maintained in the Board's business office. 

LOANS TO SCHOOLS FROM BOARD 
The Board shall authorize a school loan program within Calcasieu Parish whereby a 
school may request a loan from the Calcasieu Parish School Board, subject to a per 
school maximum of $500,000 or one-half (1/2) of the project cost (whichever is less) 
and a parish-wide maximum of $2,000,000. Schools shall submit a Request for 
School Loan, outlining the project to the School Board for review by the Budget and 
Finance Committee and approval of the School Board.  Such loans shall only be 
used for capital outlay, improvements, or renovation and the project request 
submitted must detail plans of how the school will repay the loan over five (5) years 
maximum with no interest. Schools shall be required to have at least one-half (1/2) 
of the estimated project cost available at the time the project request is submitted.  
Final approval shall be dependent on the school's financial status and history 
regarding repayment plans and history of fund raising efforts.  Schools shall be 
bound by the terms of the project request once approved by the Board regardless of 
change in school-level administrators or contributing organizations. 
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There being no further business to discuss, a motion was made by Mr. Natali, 
seconded by Mr. Breaux and approved.  The meeting was adjourned at 6:05 p.m. 
   

B. C&I Committee, November 17, 2015/Annette Ballard/Chair 

 

The Calcasieu Parish School Board Curriculum and Instruction 

Committee met Tuesday, November 17th, 2015 in the Board Room, 

3310 Broad Street, Lake Charles, Louisiana. 

 

Committee Members Present:  Annette Ballard; Chair, John Duhon; 

Vice Chair, Glenda Gay, Fred Hardy, Dean Roberts, Eric Tarver. 

 

Other Board Members Present:  Max Caldarera, Aaron Natali, Billy 

Breaux, Alvin Smith, Wayne Williams, Mack Dellafosse 

 

Committee Member Absent:  Chuck Hansen, Chad Guidry and Ron 

Hayes 

 

The C&I Committee Meeting was called to order by Mrs. Ballard, 

Chairman.  A quorum was present.   

 

In response to inquiries from Board members on how to best provide 

academic support for our students in Calcasieu Parish; Mr. 

Campbell had the three Administrative Directors (Elementary, 

Middle and High) put together  presentations from numerous 

Principals and teachers to explain the academic supports that are 

currently being used in our schools. 

Presenters for Elementary were: Dr. George Reado; Director of 

Elementary Curriculum, Dr. Jill Portie; Administrative Director 

Elementary, Mildred Smith; Principal Combre Fondel, Michelle 

Joubert; Principal J.J. Johnson,  Orenthal Lewis: Teacher Combre 

Fondel, Chantelle Smith; Teacher Brentwood.  Presenters for Middle 

were:  Bobby Jack Thompson; Principal S.J. Welsh, Shonna 

Anderson; Principal Ray D. Molo; Gena Granger; Principal Vinton 

Middle.  Presenters for High were:  Rico Guillory; Principal 

LaGrange, Dr. Shannon LaFarque; Principal Barbe, Scott Nunez; 

Assistant Principal Bell City, Gina Murphy; Elementary Counselor 

Bell City, Mari-Scott Conrad; Assistant Principal Sam Houston, Dr. 

Jason VanMetre; Principal Westlake, Jacqueline Shelton; Principal 

Washington Marion, Wendy Bernard; Counselor Washington Marion. 

The presentations described how schools have effectively 

incorporated various RTI models into their instructional day along 

with tutoring before school, at lunch and after school, as well as web 
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based computer programs and peer tutoring.  Students are selected 

for RTI based on teacher recommendation, classroom 

grades/performance, and standardized test scores. In the 

Elementary schools; for example, Labs provide Literacy initiatives, 

Fasttmath, Learnzillion and Read 180 as well as the use of parent 

and community volunteers and McNeese students as tutors. Middle 

school RTI interventions consist of Moby Max, Voyager, ALEKS, 

Achieve 3000 and Read 180 as well as other homework help sites.  

At the High School level; RTI is also effectively used to provide 

support for ACT, EOC, and grade recovery. 

 

Mr. Campbell then presented the C&I Department’s recommendation 

for Academic support at the Elementary, Middle, and High School 

levels as well as the estimated cost to implement the 

recommendations for an eight month period.  Included in the 

recommendation were major challenges that our schools would have 

to overcome as they implement successful after school models. 

 

A motion was made by Mr. Breaux and seconded by Mr. Dellafosse 

to accept staff’s recommendation for Academic Support.  

After numerous questions and discussion, the recommendation was 

approved unanimously by the C&I Committee.  

 

On behalf of the committee, Mrs. Ballard made a motion to 

accept; a second was not needed. On a vote, the motion carried. 
 

Next Mr. Campbell introduced Delaina LaRocque and Jesse Unkel to 

speak about the current efforts the New Teacher Mentoring Program 

is making to retain new teachers in Calcasieu Parish.  A 

presentation with greater detail will follow at the January C&I 

Committee Meeting along with efforts to train and recruit new 

teachers through the Believe and Prepare Grant.  This was for 

informational purposes only and questions were fielded by Mr. 

Campbell and staff. 

 

There being no further business to discuss; Mrs. Ballard requested a 

motion to 

 

C. Long Range Planning Committee, November 19, 2015/Mack Dellafosse, Chair 

 

The Calcasieu Parish School Board Long Range Planning Committee meeting was held 

in the Board Room of the Calcasieu Parish School Board, located at 3310 Broad Street, 

Lake Charles, Louisiana, 70615, on Thursday, November 19, 2015, at 5:00 p.m. 
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The meeting was called to order by Mack Dellafosse, Chair. The prayer and pledge were 

led by Annette Ballard. 

 

ROLL CALL 
  

The roll was called by Superintendent Bruchhaus and the following members were 

present: John Duhon, Fredman Hardy, Glenda Gay, Annette Ballard, Ron Hayes, 

Mack Dellafosse, Eric Tarver, Max Caldarera, Alvin Smith, Chuck Hansen, Chad 

Guidry, and Dean Roberts. 

 

Mr. Breaux and Mr. Natali arrived after the roll was called. Mr. Williams was 

absent. 

 

TAKE APPROPRIATE ACTION 

 
A. Discussion of Action Plans and Timelines on Long Range Planning Topics 

 

Tom Hatfield moderated the discussion; the following items were accepted and voted on 

by the Board regarding future Long Term and Short Term plans: 

 

LONG TERM 
  

 

 Discussion Points 

Operations   
 

Facility Growth, Capacity/Conditions, Roof Analysis & Timeline 
 

Where should new schools be? 

  

Are there overcrowded schools based on standards? 

  

Inventory of capital outlay events 

  

Roof survey & replacement timeline 

Buses: Purchase Plans, Routes & Trips 
 

New routing software 

  

Audit routes and capacities 

  

Preventative maintenance schedule on buses 

  

Driver & mechanic pay 

  

Replacement calendar & timeline 

  

Community bus leaders determine routes for 

  

community and fix routes 

Outsourcing of Select Support Services 
 

Review current items outsourced 

  

Examine potential opportunities for outsourcing 

  

Conduct cost/benefit analysis 

  

Possible Pilot Program 

Financial   
 

Employee Pharmacy/Medical Clinic 
 

Cost/benefit analysis 

  

Review successful models from other entities 

  

Define benefit offerings 

  

One east/one west location 

  

Alignment with health insurance carrier 
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Use of General Funds/Property Taxes for Capital Financing 
 

What is paid for now from General Fund? 

  

Set aside reserves for capital outlay 

Academics   
 

School Accountability Improvements 
 

Review state model in place 

  

Look at district areas for improvement 

  

Analyze individual indicators by school 

Parental Involvement 
 

Current Title I Model 

  

Review calendar of school events to review 

  

Review participation in promotional events 

  

Posting of long range plan info in newsletters 

Alternative School Plan 
 

Ways to keep students on regular campus  

  

Full day alternative programs 

  

Examine virtual curriculum being used - Plato 

  

Review alternative grade distribution 

  

Limit alternative schools to Tier 3 issues 

  

Structure of in-school suspensions 

  

Have alternative school be an accepting school 

  

Accountability scores stay with alternative school 

  

Add space at alternative school 

  

Teach values  

  

Make it a viable alternative for student education 

  

Revise curriculum and add certified teachers 

  

Teach same curriculum as original school 

  

Coordinate lessons with original teacher 

  

Consistent enforcement of policy 

Student Assessment 
 

Align all levels for consistency 

  

Only give assessments that directly affect instruction 

  

List mandatory assessments 

LCB Academy- Structure & Mission 
 

Review original purpose versus what we are doing there now 

  

Examine current participation and course offerings 

  

Look at transportation efficiency 

  

Review Jumpstart opportunities for LCBA 

  

Does conglomeration of so many things at LCBA work? 

  

Look into distance learning and virtual classrooms 

  

Look into partnerships with local business and industry 

  

Is it more of a vocational school than an academy 

  

Duplication of classes at other schools 

  

Capital outlay -- all districts should support 

  

LCB as a specialty school 

Alignment of Curriculum to Business & Industry Needs 
 

Continue to interact with workforce development groups 

  

Gather feedback from business and industry 

  

Promote coursework with direct job opportunities 

  

Which schools will be involved with this 
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Make sure this doesn’t take the place of basic education 

 

 

  

SHORT TERM 
  

  
Discussion Points 

Operations   
 

Uniform School Safety Issues: Fences, Cameras, Officers 
 

Inventory of fences 

  

Inventory of cameras 

  

Discuss Resource Officer program 

  

Discuss Crossing Guard program 

  

Examine drills and compliance 

Food Service - Staffing & Food Options 
 

Identify areas for program improvement 

  

Student menu survey 

  

Review other school system ideas to increase participation 

  

Explore limits of USDA guidelines 

  

Staffing opportunities 

  

Compare with other school districts 

Employee Retention & Recruitment 
 

Job Fairs 

  

Alternative certification programs with universities 

  

Teacher transfer policy 

  

Mentoring program 

  

New teacher support 

  

Certified teachers 

Centralized Copy Machine Contracts for Schools 
 

Review current copier acquisition process 

  

Inventory current copiers and lease periods 

  

Research costs associated with centralized bid 
 
Financial 
Riverboat Funds Allocations Parish wide vs. District 

 
Divide funds per Board Member district 

  

Divide funds per Bond district 

  

POD program 

  

Allowable expenditures 

  

Stability of revenues 

  

Historical aspects of use 

Facility Financing/Bonding 
 

Current bonding districts 

Structure of Bond Issues 
 

Parish-wide financing 

  

Absorb current debt or leave outstanding 

  

Combine some Bonding Districts, but not all 

  

Growth areas 

  

How to apportion the districts 

  

Incentives for districts with less capacity 

  

20 year property tax issue 

Capital Financing Sales Tax Pre-Payments by Vendors 
 

Opportunities for Pilot Programs 
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Discuss 10 year tax exemption on expansion 

  

Different ways to get revenues 

  

Payment in lieu of future taxes/discount 

Plan for Emergency: Unexpected Expenditures 
 

Current reserve target 

        Reserve Target Level for General Funds as a % of Revenues 
 

Industry standard 

  

Types of reservations 

  

Dedicated tax revenues 

School Staffing Formulas 
 

Curriculum Coordinators 

  

Current staffing ratios 

  

Grant positions 

  

Enrichment classes 

  

Optional programs 

  

SPED ratios 

  

Parish wide staffing 

Salary Schedule Corrections & Inequities 
 

Examine supplemental pay areas 

  

Review school administration months worked & pay 

  

Review vacation policy 

  

Compare to other districts 

  

Survey of bus drivers 

  

Coaches, band directors, supervisors, counselors 

  

Bus drivers pay 

Academics   
 

Student Conduct/Discipline: PBIS, Bullying Prevention/Reduction 
 

Presentation to Board made on PBIS 

(In Progress) 
 

Student to student peer mentoring 

  

Coordinate class behavior with extra curricular 

  

District Attorney program - FINS  

  

Examine discipline statistics for high frequency 

Jump Start & Curriculum Integration 
 

Study Pathways 

  

Provide statistics on anticipated student participation 

  

Outline certifications 

  

Pathway for regular curriculum 

After-School Tutoring & Supplemental Instruction 
 

Fully discuss Response to Intervention 

(In Progress) 
 

Present options to Board at C&I Meeting - November 

Counselor Duties & Student Ratios 
 

Discuss Counselor responsibilities and job descriptions 

  

Review days worked 

  

Review options for assistance 

  

How are counselors assigned to schools 

 

In two rounds of voting, the results were as follows: 

 

 

LONG TERM 
Round 
1 Round 2 

Operations 
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Facility Growth, Capacity/Conditions, Roof Analysis & Timeline 11 
 Buses: Purchase Plans, Routes & Trips 12 
 

Outsourcing of Select Support Services 1 
 

Financial 
  Employee Pharmacy/Medical Clinic 13 

 
Use of General Funds/Property Taxes for Capital Financing 6 

 
Academics 

  School Accountability Improvements 10 
 Parental Involvement 2 
 

Alternative School Plan 13 
 

Student Assessment 1 
 

LCB Academy- Structure & Mission 8 
 

Alignment of Curriculum to Business & Industry Needs 3 
 

SHORT TERM 
  

Operations 
  Uniform School Safety Issues: Fences, Cameras, Officers 10 10 

Food Service - Staffing & Food Options 6 
 

Employee Retention & Recruitment 12 11 

Centralized Copy Machine Contracts for Schools 3 
 

Financial 
  

Riverboat Funds Allocations Parish wide vs. District 11 12 

Facility Financing/Bonding 9 8 

Capital Financing Sales Tax Pre-Payments by Vendors 6 
 

Structure of Bond Issues 
  Plan for Emergency: Unexpected Expenditures 1 

 
      Reserve Target Level for General Funds as a % of Revenues 

  
School Staffing Formulas 7 3 

Salary Schedule Corrections & Inequities 10 9 

Academics 
  Student Conduct/Discipline: PBIS, Bullying Prevention/Reduction 9 6 

Jump Start & Curriculum Integration 3 
 After-School Tutoring & Supplemental Instruction 

  Counselor Duties & Student Ratios 9 6 

 

 

 

The Staff will now develop plans and timelines for the two long term and five short term 

items. None of the items will be permanently eliminated. All items will continue to be 

reviewed as priority items are dealt with. 

 

Long Term 

 

Financial:  
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(1) Employee Pharmacy/Medical Clinic 

Academics:  

(2) Alternative School Plan 

 

Short Term 

 

Operations:  

(1) Uniform School Safety Issues: Fences, Cameras, Officers 

(2) Employee Retention and Recruitment 

Financial:  

(3) Riverboat Funds Allocations Parish-wide versus District  

(4) Facility Financing/Bonding 

(5) Salary Schedule Corrections and Inequities 

 

Blue cards or open call comments to the Board: 

 

Angie Broussard 

Leodis Carter  

Lisa Thompson 

Tonya Welcome 

Butch Guidry 

Michael Cuba, Jr. 

Delores Guillory 

 

On behalf of the committee, Mr. Dellafosse made a motion to 

accept; a second was not needed. On a vote, the motion carried. 
 

ADJOURN MEETING 

 
On a motion to adjourn by Mr. Hardy and a second by Mr. Hayes, the meeting was 

adjourned at 7:06 p.m. 

 

D. Insurance Committee, December 3, 2015/Ron Hayes/Chair 

 

MINUTES 

EMPLOYEE BENEFITS COMMITTEE 

December 3, 2015 

 

The Calcasieu Parish School Board Employee Benefits Committee met in the Board 

Room at 3310 Broad Street, Lake Charles, Louisiana, on Thursday, December 3, 2015, at 

5:00 p.m.  The meeting was called to order by Mr. Ron Hayes, Chairman.  Mr. Gerald 

Treme gave the invocation and Mrs. Mary Margaret David led the Pledge of Allegiance.  
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The roll was called with the following committee members in attendance; Ron Hayes, 

Chairman; Diane Bagwell, Karen Bryant, Wayne Foster, Gerald Treme, Mary Margaret 

David, Suzanne Heath, Carolyn Toups, and Sue Hinchee.  

 

Mr. Hayes advised the committee that a quorum was not present and on the advice of 

legal counsel, the meeting was adjourned.  Mr. Hayes informed the committee of the 

agenda item Blue Cross Blue Shield of Louisiana Mid-Year Health Insurance Review. 

 

Mrs. Skylar Giardina introduced Mrs. Kathy Sonnier, Account Executive with Blue Cross 

Blue Shield of Louisiana, for presentation of the group health insurance Mid-Year 

Review.  

 

Mrs. Sonnier’s presentation included overall claim utilization as of mid-year (May 1 – 

October 30) is up $2,180,951 for 2015 - 2016. Average net claims PM/PM 2014-2015 

was $631.16 vs. $704.21 for 2015-2016.  In 2014 there were 3125 Single/2072 Family 

Contracts and 3140 Single/2033 Family for 2015, there are 23 less contracts on average 

per month. Prescription drug utilization PM/PM was 2.12 for 2014 vs. 2.21 for 2015. 

Generic drug usage is 82% vs. Brand name drug usage at 18%. The cost of prescription 

drugs increased $967,174 over the prior year.  Due to the plan change in 2015 compound 

drugs requiring authorization for Rx over $100, the cost of compound drugs for 2014 was 

$509,235.37 in 2015 the cost to the plan is $1,181.  Large claims over $100k increased in 

number, however; the claims are $529,000 less and there has not been any Reinsurence 

Recovery to date ($540,918 prior year).  The Patient Protection Affordable Care Act 

(PPAC)  impact to the group plan was a new additional benefit plan choice was 

implemented on May 1, 2015,  to insure the CPSB is ACA compliant for all employee 

income levels. A $5,000 high deductible plan, a BlueSaver HSA eligible plan and a $93 

premium for Single coverage were added.  To date there are 21 employees in this plan. 

 

Glenda Gay, board member; arrived and at 5:10.  Hattie White, committee member, 

arrived at 5:18. A quorum was now present.   

 

The Voluntary Preventive Care Incentive for 5/1/2015 – 4/15/2016 upon completion of 

the  requirements results in a 5% reduction of Employee Only Premium.  All fulltime 

school board employees and Retirees enrolled in CPSB Health Insurance Plan are 

eligible. Earn 8 of the possible 20 points on the Preventive Care Incentive Form by April 

15, 2016.  464 people earned the 5% discount for 2015-2016 plan year.  Currently there 

are 503 enrolled in the plan for 2015-2016 plan year.  Participants will receive a 5% 

discount for the 2016-2017 plan year employee only premium when 8 points are earned.   

 

There being no further business, a motion to adjourn was made by Mrs. Karen Bryant and 

seconded by Mrs. Suzanne Heath and approved unanimously at 5:58 p.m.  
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TAKE APPROPRIATE ACTION 

 
Mr. Dellafosse read the following items: 

 

A. Election of CPSB Officers for 2016 

 

Mrs. Ballard, with a second by Mr. Breaux, nominated Mr. Duhon as the CPSB President 

for 2016. Mr. Caldarera made a motion to close the nominations; Mr. Hardy seconded. 

The motion passed on a vote. Mr. Duhon was elected President on a unanimous vote. 

 

Mr. Tarver nominated Mr. Hayes as Vice-President; Mr. Breaux seconded. Mr. Williams 

nominated Mr. Hardy as Vice-President; Mrs. Gay seconded. Mr. Caldarera, with a 

second by Mr. Tarver, offered a motion to close the nominations. The motion carried. 

 

On a vote, Mr. Hayes was elected Vice-President of the CPSB for 2016 on an 8-4 vote. 

 

B. Request for approval for National Clean Diesel Rebate Program 2015/ 

School Bus Replacement Funding Program grant 
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Mrs. Ballard offered a motion to approve, with a second by Mr. Breaux. Mr. Williams 

offered an amendment to include air conditioning in the buses; Mr. Hardy seconded. 

After much discussion, Mr. Breaux called the question to cease discussion. Mrs. Ballard 

seconded and the motion carried on a vote. The amended motion failed on a vote. 

 

On a vote for the original motion by Mrs. Ballard and Mr. Breaux, the motion carried. 

 

 

BID REPORTS 
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Mr. Dellafosse read the following items: 

 
A. Bid #2016-32, Packaged Meals for Supper Program 

 

BID 2016-32  - PACKAGED MEALS FOR SUPPER PROGRAM was opened on 

December 1, 2015 at 11:00 a.m. 

 
BIDS WERE SENT TO THE FOLLOWING: 

 DIAMOND FOODS 

 LACASSAGNES 

 PON FOODS 

REINHART FOODSERVICE 

WILLIAM GEORGE 

 

BID RESULTS AS FOLLOWS:  5-DAY AVERAGE COST PER MEAL (approx. 120,000 

meals) 

 PON FOODS                        $1.7748 

REVOLUTION FOODS           $2.0500    

 

 

THE STAFF RECOMMENDS AWARDING TO PON FOODS AS THE LOWEST RESPONSIBLE 

RESPONSIVE BIDDER. 

 

 

 

On a motion to approve by Mr. Breaux, seconded by Mrs. Ballard, the motion carried. 

 

B. RFP for Bus Routing/Transportation Software 

 

The Calcasieu Parish School System Department of Transportation is requesting the 

purchase of Versatrans Routing and Fleet Maintenance Software Suite for the following 

reasons: 

o Open database that will allow district Transportation Staff to make, export, and or 

use any accumulated data in other programs.  

o Student centered interface. 

o Software will interface well with current student management system and other 

communication software packages. 

o Field trip software is user friendly to customize to the districts invoicing needs.  

 

Staff recommends the purchase of Versatrans Routing and Fleet Maintenance Software 

for Student Transportation, Field Trip Management, and Fleet Maintenance 

Administration. 
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On a motion to approve by Mr. Breaux, seconded by Mrs. Ballard, the motion carried. 

 

PERMISSION TO ADVERTISE 

 
Mr. Dellafosse read the following items: 

 

A. Batting cage at Sam Houston High School/District 3 Sales Tax Funds 

 

On a motion to approve by Mr. Duhon and a second by Mr. Breaux, the motion carried. 

 

B. Covered pavilion at Gillis Elementary School/District 3 Sales Tax Funds 

 

On a motion to approve by Mr. Duhon and a second by Mr. Natali, the motion 

carried. 

 

 

CORRESPONDENCE 

 
Mr. Dellafosse read the following items: 

 

A. Change Order Number Two (2) for the Project, “New Ball Fields, Site Clearing            

and Dirt Work, Phase 1 and Phase 2 Construction of Ball Fields/Vinton High                    

School,” District #26 Bond Funds; Ellender Architects and Associates, LLC,                     

Designer; Pat Williams Construction, LLC, Contractor; Increase of $52,697.36                 

and Increase of thirty (30) calendar days.      

 

On a motion to approve by Mr. Guidry and a second by Mr. Breaux, the motion carried. 

 

 B. Change Order Number Three (3) for the Project, “Renovations to 4 Tracks for             

 Barbe, Iowa, LaGrange and Washington-Marion,” Riverboat Funds; C.R. Fugatt,             

 AIA, Designer; Pat Williams Construction, LLC, Contractor; Increase of                          

 $31,921.04.  

 

On a motion to approve by Mr. Caldarera and a second by Mr. Hardy, the motion carried. 
 

C. Beneficial Occupancy for the Project, “Renovations to 4 Tracks for CPSB:                   

 Barbe, Iowa, LaGrange and Washington-Marion.”   

 

On a motion to approve by Mr. Caldarera and a second by Mr. Hardy, the motion carried. 

 

CONDOLENCES/RECOGNITIONS 

 
Christmas greetings were offered by several members.  

 

Mr. Hayes noted that Assistant Superintendent Gary Anderson would be retiring in 
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December. Mr. Tarver mentioned the same regarding Director Marilyn Habetz. 

 

Mr. Caldarera asked for a letter of condolence to the family of Mr. Gordon McGinnis. 

 

Mr. Duhon asked for a letter of condolence to Sabra Soileau on the loss of her father. 

 

Mr. Dellafosse congratulated Mrs. Ballard on her appointment to the K-12 Education 

Transition Team by Governor-Elect Edwards.  

 

Mr. Hardy asked for the following: 

 

50th wedding anniversary recognition Mr. and Mrs. Lincoln Richardson 

Condolence letter to the family of Mrs. Ella Mae Frances 

Condolence letter to the family of Mr. George Guillory 

Condolence letter to the family of Mr. Percy LaPointe 

 

COMMITTEE AGENDA ITEMS   

 
Mr. Hardy asked for the following: 

 

Discussion on policy change for a rotation system regarding board officers 

Job Description for bus shop mechanics 

C&I discussion on accountability and snap shot evaluations 

Substitutes given supplements (when given to active employees) 

 

SCHEDULE COMMITTEES 

 
C&I Committee ……………………………………...….January 26, 2016, 5:00 p.m. 

Budget Committee (Tentative)………………………….January 26, 2016 (to follow) 

 

 

ADJOURN MEETING 

 
On a motion to adjourn by Mr. Hardy and a second by Mr. Hayes, the meeting was 

adjourned at 7:19 p.m. 

 

 

                             

  __________________________                  ___________________________ 

  Mack Dellafosse, President                                 Karl Bruchhaus, Secretary 

 

 

           

 


