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Title I Guidelines

Purpose of Funding		
Funding is to enable children who are most at risk to meet the state’s challenging student academic achievement standards.  The schoolwide program is to improve academic achievement throughout a school so that all students, particularly the lowest achieving students, demonstrate proficiency related to the state’s academic standards.  Federal Programs is a support to instructional achievement and in no way will be used to circumvent CPSB Policies and/ or Procedures.

Schoolwide Program
A Schoolwide Program permits a school to use funds under Part A of Title I and other federal education program funds and resources to upgrade the entire educational program of the school and to raise academic achievement for all students.  Calcasieu Parish School System Federal Programs Department serves all schools having a poverty level of 60% and above for students grades K - 12.  Elementary and elementary grade span schools below 60% but greater than 40% poverty level are also served.  The date to determine Title I eligibility (ED %) is set by the LDOE. Title I schools are served with a uniform per pupil amount.  Schoolwide Programs have great latitude in determining how to spend their Title I, Part A and other program funds as long as they engage in schoolwide reform strategies that increase the amount and quality of learning time and help provide a high-quality curriculum for all children according to a comprehensive plan to help children meet the state academic achievement standards. The expanded opportunity in Title I for schoolwide programs is designed to significantly increase the opportunities of schools, districts, and states to raise the achievement of all children, but particularly those who have always been the intended beneficiaries of Title I:  economically disadvantage children, low-achieving children, migrant children, children who are neglected or at risk of dropping out, and Limited English Proficient children.  Core elements of a schoolwide program are:  a comprehensive needs assessment; a comprehensive plan based on the results of the assessment; and annual evaluation of the plan. 

School Wide Program Plan	  
Federal Guidelines refer to this as a School Wide Program Plan.  In Louisiana it has been referred to as the School Wide Plan (SWP). 

Any eligible school that desires to operate a schoolwide program shall first develop or amend a comprehensive plan for reforming the total instructional program in the school that:
Describes how the school will implement the required components listed below.
Describes how the school will use resources under this part and from other sources to implement those components.
Includes a list of state, local, and federal programs that will be consolidated in the schoolwide program.
Describes how the school will provide individual student academic assessment results in a language the parents can understand, including an interpretation of those results, to the parents of a child who participates in the state assessments.









SWP Reminders
Focus should be on student improvement.  Each initiative / strategy should be linked to student achievement.
Strategies must be Scientific & Research Based and/or Evidenced Based
Title I Request for Expenditures must be supported by SWP.
Must be available to the LDOE, District, parents and the public.
Each School Wide Plan must include ten components in the plan. 
School Wide Components ESSA
School Wide Plan ESSA
See following 4 pages for SWP Info:  
LDOE Focus Areas

School Wide Plan Committee
The School Wide Plan Committee according to the LDOE, is a school’s internal assistive team responsible for planning, implementing, and evaluating the school’s improvement process.  Typically, the principal or another instructional leader establishes this core planning team. The SWP must be developed with the involvement of parents and other members of the community to be served and individuals who will carry out the plan, including teacher, principals and administrators.  If appropriate, the plan developers may also include pupil service personnel, technical assistance providers, school staff and, if the plan relates to a secondary school, students from that school.   In addition to possessing diverse skills and experience, the team should be knowledgeable about Title I programs and their regulatory requirements. Use of an existing school leadership group may avoid duplication of effort and capitalize on the collective experience and expertise in the school as long as all the appropriate participants are represented.  CPSB recommends that the SWP Committee be diversified and representative of the school and community for which it serves.  
SWP Committee Meeting Reminders:
Documentation must include purpose of meeting, date and signatures of those in attendance.  (Agenda & Sign In)
As per the Superintendent, a copy of the documentation in bullet 1 above MUST be sent to the Federal Programs Director, given to all in attendance, as well as kept on file at school. 
It is recommended to have 4-6 SWP Committee meetings per year. SWP Committee meetings can include:  working on SWP, review of data, collaboration for Schoolwide Title I Budget, Family Involvement Action Plan and / or Family Engagement Budget.
SWP Committee meetings are not staff PD.
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Title I Documentation (5 years)
Title I Schoolwide Program documentation will be maintained according to the LDOE Title I School Checklist.  A Title I Documentation Box will be provided to each school to maintain the required documentation.  Documentation must be ongoing throughout the school year.  Documentation will be checked during each school year by district Federal Program Staff.  Title I Schoolwide documentation must be maintained and kept on file for a minimum of 5 years.
                     

Title I School Electronic Documentation (Documentation is NOT an Option!) The Federal Programs documentation box will assist Title I schools with the necessary documentation of the Title I Schoolwide Program.  Listed below are the Topics included in the Group Discussion Board and suggested items for evidence of compliance.
LDE Info: School Monitoring Checklist, info received from LDE
(1) SWP: SWP, School Budget Justification
(2) Budget & Related Information: Budget Sheet w/ updates & notifications, budget communications (e-mails, memos, etc.), calendar w/ dates
(3) Purchasing Procedures: Principal meeting agendas, memos, FP Handbook, meetings w/ FP Office
(4) Technical Assistance: Agendas, sign ins, FP technical assistance forms, FP Handbook & Website, memos, e-mails, FP forms, date checklist
(5) (13) Highly Qualified/Teaching Certification: Para Pro test info & form, para tuition reimbursement, FP Handbook & Website, HR info for teacher tuition reimbursement, New Teacher Academy info
(6) Professional Development: All documentation of PD, FP Handbook & Website PD info
(7) (16) Coordination of Services:  Examples of other services / programs supporting school, Title III, X, S&DFS folders in “Doc Box”
(8) Supplies support SWP: Documentation of R for E w/ SWP (PD, FI, Instructional)
(9) Fixed Assets: FA Inventory, FA Disposal Form, memos, e-mails
(10) (11) Title I Funded Staff & Support SWP: List of Title I found staff, job descriptions, budgets, PARs, copies of SWP pages(s) identifying positions
(12) Funds address needs: SWP portion indicating spending aligns w/needs, data sources / documentation 
(14) Principal Certification Attestation Form: Attestation form w/ Certification documentation for all staff
(15) Family Engagement: FE Action Plan, all FE documentation
Technology Integration: Alignment w/SIP, documentation for software selection, teacher accompanying students to lab, lab manager responsibilities / job description, lab reports generated & to teacher, equipment tagged & in FA inventory.
Paraprofessional Documentation: Job description, daily schedule, PD, HQ qualifications
Title III EL-Home Language Survey Attestation Form
S & DF Schools 
Title VII McKinney-Vento Homeless 






Allowable Cost Must Meet the Following Criteria
Necessary & Reasonable, Allocable
A cost is reasonable if it does not exceed that which would be incurred by a prudent person under similar circumstances.
Allocable to the Federal Grant /Adequately documented
If the goods or services involved benefit the program
            Authorized or Not Prohibited by State or Local Law
Supplement not Supplant
An LEA may use program funds only to supplement and, to the extent practical, increase the level of funds that would, in the absence of the Federal funds, be made available from Non-Federal sources for the education of participating students.  In no case may an LEA use Federal Programs to supplant funds from Non-Federal Sources.

Non-Allowable Expenditures (Not All-Inclusive List)
Subs for testing
Split funding of staff		
Furniture, Staff, Student ID badges, Clocks			
Incentives, gifts, door prizes
Student Refreshments, Meals (Pizza, Any Size Sandwiches, Condiments, etc.)			
Any item/staff used non instructionally
Excessive amounts of supplies (especially purchased end of year)
Any item for teacher/administrative use: Teacher’s Personal/Desk Supplies, stapler, staples, tape
Reimbursements to schools’ w/ exception of Field Trips.

Red Flag Expenditures (burden of proof on school, individual)
Large amounts of stipend pay per CPSB individual
Items that appear to be used administratively / non instructionally / personally
Paraprofessional that appears to being used other than by guidelines
Large quantities of supplies, Restocking of Teacher / Office Supplies

Budget
Title I funding is based on a formula grant.  Schools are given a Title I Schoolwide budget according to the number of students qualifying for F/R and/or ED lunch.  An electronic budget spreadsheet is available for each school.  One-on-one assistance will be given to schools as needed to plan their schoolwide budget.   Purchasing procedures and guidelines are included in a separate tabbed section.  All orders must be handled through the Title I office.  Accuracy is necessary
Electronic Request for Expenditure
The first step for spending any Federal Program funds
Completed in detail w/ accurate, current info, including shipping
Must attach to R for E email quote from the vendor (email 6wks prior to activity)
Must include the SWP page w/activity identified that supports request for funding.
Must be approved prior to spending 

See Quick Reference Guide for Forms



	2025-2026 Public Title I Budget

	
	
	
	

	School Name:
	 
	

	
	
	
	

	ALLOCATION SUMMARY

	Allocation Details
	Issued Date / Description
	Authorized Budget

	Tentative Allocation
	 
	Original
	$0.00 

	Allocation Change:
	 
	 
	0.00 

	Allocation Change:
	 
	Prior Year
	0.00 

	Allocation Change:
	 
	Final
	0.00 

	Total Approved Allocation
	 
	 
	$0.00 

	 
	 
	 
	 

	Budget Details
	Description of Activity
	Cost of Activity

	100 Salaries
	 
	 
	 

	Salaries
	Curriculum Coordinator
	$0.00 

	 
	Curriculum Coordinator
	0.00 

	 
	Lead Teacher
	 
	0.00 

	 
	Lead Teacher
	 
	0.00 

	 
	Instructional Teacher
	 
	0.00 

	 
	Instructional Teacher
	 
	0.00 

	 
	Paraprofessional
	 
	0.00 

	 
	Paraprofessional
	 
	0.00 

	 
	Lab Technician
	 
	0.00 

	 
	Lab Technician
	 
	0.00 

	Total Salaries
	 
	 
	$0.00 

	Stipends - Professional Development
	Activity 1:
	 
	$0.00 

	 
	Activity 2:
	
	0.00 

	 
	Activity 3:
	
	0.00 

	 
	Activity 4:
	
	0.00 

	Total Stipends - Professional Development
	 
	$0.00 

	Stipends - Tutorial Programs
	Activity 1:
	 
	$0.00 

	 
	Activity 2:
	
	0.00 

	 
	Activity 3:
	
	0.00 

	 
	Activity 4:
	
	0.00 

	Total Stipends - Tutorial Programs
	 
	 
	$0.00 

	Substitutes - Professional Development
	Activity 1:
	 
	$0.00 

	 
	Activity 2:
	
	0.00 

	 
	Activity 3:
	
	0.00 

	 
	Activity 4:
	
	0.00 

	Total Substitutes - Professional Development
	 
	$0.00 

	Bus Drivers - Tutorial Programs
	Activity 1:
	 
	$0.00 

	 
	Activity 2:
	
	0.00 

	 
	Activity 3:
	
	0.00 

	 
	Activity 4:
	
	0.00 

	Total Bus Drivers - Tutorial Programs
	 
	$0.00 

	Bus Drivers - Field Trip
	Activity 1:
	 
	$0.00 

	 
	Activity 2:
	
	0.00 





	
	Activity 3:
	
	0.00

	
	Activity 4:
	
	0.00

	Total Bus Drivers - Field Trip
	
	
	$0.00

	200 Benefits

	Benefits
	Salaries
	(Automatically populates)
	$0.00

	
	Stipends
	(Automatically populates)
	0.00

	
	Substitutes
	(Automatically populates)
	0.00

	
	Bus Drivers
	(Automatically populates)
	0.00

	Total Benefits
	
	
	$0.00

	300 Professional Services

	Contract Speaker
	Name of Spkr
	
	$0.00

	
	Name of Spkr
	
	0.00

	
	Name of Spkr
	
	0.00

	
	Name of Spkr
	
	0.00

	Total Contract Speaker
	
	
	$0.00

	Purchased Services
	Name of Vendor
	
	$0.00

	
	Name of Vendor
	
	0.00

	
	Name of Vendor
	
	0.00

	
	Name of Vendor
	
	0.00

	Total Purchased Services
	
	
	$0.00

	400 Property Services

	Copier Rental
	Vendor/Lease Term
	
	$0.00

	
	Vendor/Lease
Term
	
	0.00

	
	Vendor/Lease
Term
	
	0.00

	
	Vendor/Lease
Term
	
	0.00

	Total Copier Rental
	
	
	$0.00

	Maintenance/Repair Agreement
	Vendor/Lease Term
	
	$0.00

	
	Vendor/Lease
Term
	
	0.00

	
	Vendor/Lease
Term
	
	0.00

	
	Vendor/Lease
Term
	
	0.00

	Total Maintenance/Repair Agreement
	
	
	$0.00

	Equipment Wiring/Installation
	Vendor/Item
	
	$0.00

	
	Vendor/Item
	
	0.00

	
	Vendor/Item
	
	0.00

	
	Vendor/Item
	
	0.00

	Total Equipment Wiring/Installation
	
	
	$0.00

	500 Other Purchase Services

	Charter Bus
	Vendor
	
	$0.00

	
	Vendor
	
	0.00

	
	Vendor
	
	0.00

	
	Vendor
	
	0.00

	Total Charter Bus
	
	
	$0.00

	Field Trip/Admission Tickets
	Vendor
	
	$0.00

	
	Vendor
	
	0.00

	
	Vendor
	
	0.00

	
	Vendor
	
	0.00





	
Total Field/Trip Admission Tickets
	$0.00

	Printing & Binding
	Vendor
	$0.00

	
	Vendor
	0.00

	
	Vendor
	0.00

	
	Vendor
	0.00

	Total Printing & Binding
	
	$0.00

	Site License / Online Subscriptions
	Vendor
	$0.00

	
	Vendor
	0.00

	
	Vendor
	0.00

	
	Vendor
	0.00

	Total Site License / Online Subscriptions
	
	$0.00

	Testing Fees
	Vendor/# of Recipients
	$0.00

	
	Vendor/# of Recipients
	0.00

	
	Vendor/# of Recipients
	0.00

	
	Vendor/# of Recipients
	0.00

	Total Testing Fees
	
	$0.00

	Travel - Professional Development
	Conference
	$0.00

	
	Conference
	0.00

	
	Conference
	0.00

	
	Conference
	0.00

	
	Conference
	0.00

	
	Conference
	0.00

	
	Conference
	0.00

	Total Travel - Professional Development
	
	$0.00

	600 Supplies

	Instructional Supplies
	Vendor
	$0.00

	
	Vendor
	0.00

	
	Vendor
	0.00

	
	Vendor
	0.00

	
	Vendor
	0.00

	
	Vendor
	0.00

	
	Vendor
	0.00

	Total Instructional Supplies
	
	$0.00

	Professional Development Supplies
	Vendor
	$0.00

	
	Vendor
	0.00

	
	Vendor
	0.00

	
	Vendor
	0.00

	Total Professional Development Supplies
	
	$0.00

	700 Equipment

	Equipment* ($5,000+ per item)
	Vendor/Item
	$0.00

	* Requires formal justification
	Vendor/Item
	0.00

	
	Vendor/Item
	0.00

	Total Equipment
	
	$0.00

	

	TOTAL ALLOCATED AUTHORIZED BUDGET
	$0.00

	Budget Discrepancy (Over)/Under**
	$0.00


** If there is a balance greater than $0.00 in line identified as "Budget Discrepancy", this amount indicates that the authorized budget allocation




	is either over allocated or under allocated. An amount in "RED ($)" indicates that the budget allocation is over allocated and needs to be

	decreased to meet authorized budget. An amount in "BLACK $" indicates that budget allocation is under allocated and needs to be

	increased to meet authorized budget.
	
	

	Comments or Notes:
	
	

	
	
	

	
	
	

	
	
	

	Principal's Signature
	
	Date





	
2025-2026 Public Family Engagement Title I Budget

	
	
	
	

	School Name:
	
	

	
	
	
	

	ALLOCATION SUMMARY

	Allocation Details
	Issued Date / Description
	Authorized Budget

	Tentative Allocation
	01/00/00
	Original
	$0.00 

	Allocation Change:
	 
	District
	0.00 

	Allocation Change:
	01/00/00
	Prior Year
	0.00 

	Allocation Change:
	01/00/00
	Final
	0.00 

	Total Approved Allocation
	 
	 
	$0.00 

	 
	 
	 
	 

	Budget Details
	Description of Activity
	Cost of Activity

	100 Salaries
	 
	 
	 

	Stipends - Family Engagement
	Activity 1:
	 
	$0.00 

	 
	Activity 2:
	
	0.00 

	 
	Activity 3:
	
	0.00 

	 
	Activity 4:
	
	0.00 

	Total Stipends - Family Engagement
	 
	$0.00 

	Substitutes - Family Engagement
	Activity 1:
	 
	$0.00 

	 
	Activity 2:
	
	0.00 

	 
	Activity 3:
	
	0.00 

	 
	Activity 4:
	
	0.00 

	Total Substitutes - Family Engagement
	 
	$0.00 

	Bus Drivers - Family Engagement
	Activity 1:
	 
	$0.00 

	 
	Activity 2:
	
	0.00 

	 
	Activity 3:
	
	0.00 

	 
	Activity 4:
	
	0.00 

	Total Bus Drivers - Family Engagement
	 
	$0.00 

	200 Benefits
	 
	 
	 

	Benefits
	Stipends
	(Automatically populates)
	$0.00 

	 
	Substitutes
	(Automatically populates)
	0.00 

	 
	Bus Drivers
	(Automatically populates)
	0.00 

	Total Benefits - Family Engagement
	 
	 
	$0.00 

	300 Professional Services
	 
	 
	 

	Contract Speaker
	Name of Spkr
	 
	$0.00 

	 
	Name of Spkr
	 
	0.00 

	 
	Name of Spkr
	 
	0.00 

	 
	Name of Spkr
	 
	0.00 

	Total Contract Speaker - Family Engagement
	$0.00 

	500 Other Purchase Services
	 
	 
	 

	Postage - Family Engagement
	Vendor
	 
	$0.00 

	 
	Vendor
	 
	0.00 

	 
	Vendor
	 
	0.00 

	 
	Vendor
	 
	0.00 

	Total Postage - Family Engagement
	 
	 
	$0.00 

	Site License - Family Engagement
	Vendor
	 
	$0.00 

	 
	Vendor
	 
	0.00 

	 
	Vendor
	 
	0.00 

	 
	Vendor
	 
	0.00 

	Total Site License - Family Engagement
	 
	 
	$0.00 

	Travel - Family Engagement
	Conference
	 
	$0.00 

	 
	Conference
	 
	0.00 

	 
	Conference
	 
	0.00 

	 
	Conference
	 
	0.00 

	Total Travel - Family Engagement
	 
	$0.00 

	 
	 
	 
	 

	600 Supplies - Family Engagement
	 
	 

	Supplies - Family Engagement
	Activity 1:
	 
	$0.00 

	 
	Activity 2:
	
	0.00 

	 
	Activity 3:
	
	0.00 

	 
	Activity 4:
	
	0.00 

	 
	Activity 5:
	
	0.00 

	 
	Activity 6:
	
	0.00 

	Total Supplies - Family Engagement
	 
	$0.00 

	Refreshments - Family Engagement
	Activity 1:
	 
	$299.00 

	 
	Activity 2:
	 
	0.00 

	 
	Activity 3:
	 
	0.00 

	 
	Activity 4:
	 
	0.00 

	 
	Activity 5:
	 
	0.00 

	 
	Activity 6:
	 
	0.00 

	Total Refreshments - Family Engagement
	 
	$299.00 

	800 Other Objects - Family Engagement
	 
	 

	Membership Dues & Fees
	Vendor
	Johns Hopkins University - NNPS
	$0.00 

	 
	Vendor
	 
	0.00 

	Total Membership Dues & Fees
	 
	 
	$0.00 

	 
	 
	 
	 

	TOTAL ALLOCATED AUTHORIZED BUDGET
	 
	$299.00 

	Budget Discrepancy  (Over)/Under*
	 
	($299.00)

	* If there is a balance greater than $0.00 in line identified as "Budget Discrepancy", this amount indicates that the authorized budget allocation

	     is either over allocated or under allocated.   An amount in "RED ($)" indicates that the budget allocation is over allocated and needs to be

	     decreased to meet authorized budget.  An amount in "BLACK $" indicates that  budget allocation is under allocated and needs to be

	     increased to meet authorized budget.
	
	
	

	
	
	
	

	Comments or Notes:
	
	
	

	
	
	
	

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	
	
	
	

	 
	 
	
	 

	Principal's Signature
	
	Date











Fixed Assets
CPSB policy states that Equipment is property at the threshold of $5000.  Supplies are considered below the $5000 threshold.  Computers will be tagged as a Fixed Asset (items of street value).  Red flags are items bought in large quantities and items that are more expensive but less than $5000.  Examples are copiers, tv’s, printers, ActivBoards, electronic carts, etc. Title I items under $5000 must be labeled with permanent marker as “Title I”. For Title I purposes, schools are held accountable for all items purchased with Federal Funds.  Schools must be able to locate all items purchased with Federal Funds.  Title I Dept. will make random 
Fixed Asset checks.  
Items purchased with Title I $ must be instructional in purpose and may NOT be used in an administrative nature.  
All Title I Fixed Assets must be located and assigned to a specific location (instructional in nature).  “Cannot be located” is not an allowable response.
Contact Federal Programs prior to discarding OLD Title I Fixed Assets, so that she can advise you on the proper procedure.  
It is the school’s responsibility to replace items that cannot be located unless deemed old enough to be discarded at $0. (Contact Federal Programs)
A Police Report is required for any item purchased with Federal Funds that has been stolen.  A Police Report is required for the stolen item to be removed from the FA List. Federal Programs will not replace stolen items.  
Auditors have found issues with fixed assets in the following areas:
Schools purchasing items with school activity funds and never recording those items as fixed asset or requesting tags.
Items discarded at schools but never reported to the fixed asset department as discarded.
Items reported as stolen with no police report
Items listed in the wrong room or location
Items listed in non-instructional locations
Items not assigned to teacher

Technical Assistance
CPSB Federal Programs Department will hold an annual meeting for Title I principals and/or Title I school budget coordinator.  The Federal Programs Department will have a current Federal Programs Handbook and website.   A Federal Programs Doc Box/Electronic Documentation will be used for Title I Program documentation as required for LDE school monitoring.  Each school will have access to their school allocations and balances.  Federal Programs Department Staff will complete a Technical Assistance Form for documentation of technical assistance as assistance is given.  A signed copy of the form will be given to the school principal / designee and/or the person for whom assistance was provided.  









[image: ]

Professional Development
A schoolwide program must provide ongoing and high quality professional development aligned with the state academic standards for principals, teachers, and paraprofessionals to enable all children in the school to meet the state’s student academic achievement standards.  Teachers should also be included in professional development activities regarding assessments, so they can provide information on, and improve the achievement of individual students and the overall instructional program.  The school will devote sufficient resources to effectively carry out professional development activities.  Once a school is identified for improvement, the school must commit to spending at least 10% of its Title I funds (or an amount equal to 10% of Title I funds) to provide high quality professional development.  Stipend pay is NOT allowable for Professional Development Travel.  PD stipend pay is not allowable for subs.  It is not allowable to hire a sub for a sub to attend PD.

Professional Development includes activities that:
Improve and increase teachers’ academic knowledge;
Are an integral part of board schoolwide and district wide educational improvement plans;
Give teachers, principals, and administrators the knowledge and skills to provide students with the opportunity to meet challenging state academic content standards and student academic achievement standards;
Improve classroom management skills;
Are high quality, sustained, intensive and classroom-focused in order to have a positive and lasting impact on classroom instruction and the teacher’s performance in the classroom; and are not 1-day or short-term workshops or conferences;
Support the recruiting, hiring and training of certified teachers, including teachers who became certified through state and local alternative routes to certification;
Advance teacher understanding of effective instructional strategies that –
are based on scientifically based research/evidence based and strategies for improving student academic achievement or substantially increasing the knowledge and teaching skills of teachers; and
are aligned with directly related to state academic content standards, student academic achievement standards and assessments, and the curricula and programs tied to the standards;
Are developed with extensive participation of teachers, principals, parents and administrators of schools to be served under ESSA;
Are designed to give teachers of limited English proficient children, and other teachers and instructional staff, the knowledge and skills to provide instruction and appropriate language and academic support services to those children, including the appropriate use of curriculum and assessments;
To the extent appropriate, provide training for teachers and principals in how to use technology in the classroom to improve teaching;
As a whole, are regularly evaluated for their impact on increased teacher effectiveness and improved student academic achievement, with the findings used to improve the quality of professional development;
Provide instruction in methods of teaching special needs children;
Include instruction in the use of data and assessments to inform and instruct classroom practice; and
Include instruction in how school staff can work more effectively with parents.



Certification
Just as all children in a School Wide Program are considered Title I students, all staff in a Title I school is considered Title I staff.   Title I Principals must work toward a goal of 100% of core academic subjects being taught by certified teachers.  All Title I funded staff MUST be certified.  ESSA specifies that all teachers in core subjects are to be certified.  Core academic subjects are:    (These are umbrellas for related subjects)
English  				
Reading 
Language Arts
Math
Science
Foreign Languages
Civics & Government
Economics
Arts
History
Geography
 ESSA Parental Notification Requirements specify that an LEA must notify parents of Title I students that parents may request certain information on the professional qualifications of the student’s classroom teacher and paraprofessionals providing services to the child.  CPSB procedure for compliance with this requirement is fulfilled by all parents receiving notification at the beginning of the school year through the district Student Code of Conduct or another method of the school’s choosing.  This information is available for all stakeholders on the district Federal Programs Website and Brochure.  

Parental Notification Requirements also include that schools provide to each individual parent timely notice that the parent’s child has been assigned to, or taught for 4 or more consecutive weeks by a teacher who is not certified.  CPSB procedure for notifying parents is by use of a district form letter for parents.   This form letter accompanied by an assurance letter and a copy of the class roster will be sent to the appropriate school level personnel supervisor.  All parent notification procedures are on the Federal Programs website as well as the Federal Programs Handbook.  The “Parents Right to Know” information is available for all stakeholders on the Federal Programs Website.

Title I Principals are required to work with the CPSB Personnel Department to determine each teacher’s and paraprofessional’s Certification status.  The district form for Certification status and attached documentation must be kept on file at the school.  CPSB Certification Status form is on the Federal Programs Website and in the Federal Programs Handbook.  A Certification Attestation Form will be signed by the principal of each Title I school and submitted annually to the Director of Federal Programs.  Attestation form is available on the FP Website.












Paraprofessionals
All paraprofessionals (regular & special ed) hired to work in Title I schools in CPSB will be HQ prior to being hired.  All paras with instructional duties and working in a program supported by Title I funds must hold a high school diploma or its recognized equivalent AND 48 hours from an accredited college, or associate’s degree, or pass the Para Pro Test.  Paraprofessionals needing to take the Para Pro test to become HQ must be recommended by the school principal using the CPSB Federal Programs Para Pro Testing Recommendation Form (Website & Handbook).  The principal or designee will fax the Para Pro Testing Recommendation Form to the Federal Department at 337-217-4171Ext. 2403 or Ext. 2411.The Federal Programs Office will call the recommended para to set up a testing date prior to taking the test.  Once the test is completed the recommended para will receive a copy of PP scores to bring to the school principal.  

HQ Paraprofessionals may perform the following instructional support duties:
One on one tutoring for eligible students, if tutoring is scheduled at a time when a student would not otherwise receive instruction from a teacher;
Assisting with classroom management, such as organizing instructional and other materials;
Assisting in computer instruction;
Conducting parental involvement activities;
Providing instructional support in a library or media center;
Acting as a translator; and
Providing instructional support services.
Paraprofessionals cannot assume any duties that are inconsistent with this list.  A prerequisite to providing any instructional services (including the services identified above) is that the paraprofessional must work under the direct supervision of a highly qualified teacher.  Direct supervision means, first, the teacher must plan the instructional activities that the paraprofessional carries out.  Second, the teacher must evaluate the achievement of the students with whom the paraprofessional is working.  Finally the paraprofessional must work in “close and frequent physical proximity” to the teacher.  A program where a teacher visits a site once or twice a week but otherwise is not in the classroom, or a program where a para works with a group of students in another location while the teacher provides instruction to the rest of the class, would not meet the proximity requirement.  A paraprofessional may assume limited duties that are assigned to similar personnel who are not working in a Title I Program, as long as the amount of time spent on such duties is the same proportion of total work as the time spent by the similar personnel.  These limited duties may include non-instructional duties, such as recess or other duties that do not benefit Title I participating students.  

Title I Paraprofessional Tuition Exemption
Paraprofessionals working at a Title I School may be eligible for college tuition exemption.  The paraprofessional must be HQ and pursuing a teaching certification every semester in the core content area (see list under HQ).  The application for Title I Paraprofessional College Tuition Reimbursement (Handbook and Website) must be completed and approved prior to reimbursement.   Complete fulfillment of requirements with documentation as listed on the application must be attained for reimbursement.  Reimbursement amounts may vary by year according to District Title I budget.  Funds are limited.  More information is available in the Federal Programs Office.





		


Personnel Staffing
All staffing must support implementation and continuation of school Title I program as outlined in your SWP.  Schools must have sufficient funds to pay salaries including pay raises, cost of subs, benefits, insurance and pay supplements during the year.  All personnel hired with Title I funding must be recommended using the Title I Recommendation Form (on website and in Federal Programs Handbook).  The form will be sent to the appropriate Administrative Director first.  It will then be routed to Federal Programs Department.  All Title I funded employees must be Certified.  Every Title I funded employee must have a daily instructional schedule which will be kept on file at the district office.

Salaries
All salaries must support implementation and continuation of school Title I program as outlined in your SWP.  Title I teachers working or attending professional development that is outside the normal CPSB dates/time of pay may receive a stipend as long as the PD is held on a CPSB site and is in support of the SWP.  Stipend Pay is allowable only for support of instruction and increasing student achievement. Stipend pay is not allowable for administrative duties or teacher management tasks. Examples are planning or creating schedules, daily lesson plans, and the normal expectation of a job requirement as Open House & Parent Conferences.   Stipend pay is not allowable for Professional Development travel.  Stipend Pay is not allowable for subs. Stipend pay for tutoring is relative to the number of students in attendance.  Maximum amount allowable for specific activities may be determined by Federal Programs Department. The stipend must be requested on a R for E prior to work / PD being done.  Supplemental Pay forms must match sign in sheet(s) and agenda.  
Stipend Pay 
Degreed staff - $35 per hour
Paraprofessional - Hourly rate up to 40 hours per week then 1.5 hourly rate 
Subs needed for Title I teachers (not paras) to attend training or for other school needs must be requested on a R for E.  The recommended average sub pay is on the school budget sheet.  The actual cost of the sub will be according to the CPSB sub pay schedule and may vary from the average sub rate suggested on the school budget sheet.  (See procedures)

Title I Summer Activities / Programs
Any school planning a Title I funded summer activities and / or program for students must submit a written plan to the Director of Federal Programs for approval prior to completing a R for E.  The summer activity / program must be captured in the current SWP.  The plan must include a narrative and justification of the program.  The plan will also detail the exact location, summer activity / program dates / hours, daily instructional schedule, staffing needed, funding required, number of students per class, instructional program to be used and an ending evaluation for each student.  Staffing for summer student programs must be reasonable and necessary for the actual number of students attending (not the number registered).
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FEDERAL PROGRAMS

Families may access information about Federal Programs and State Accountability by visiting the CPSB website. http://www.cpsb.org  Under the Parent/Student tab, information may be found under Resources by going to Accountability and/or ESSA Parent Notification.  Also under the Parent/Student tab, information may be found under Departments by going to Federal Programs.

ESSA PARENT NOTIFICATION

Families are to be given timely information about Title I programs and their children’s progress, and be involved in their children’s education. There are numerous opportunities for family engagement provided through the Title I program through structured activities, volunteering or serving on committees, or just receiving information, resources, or assistance with a specific problem. 

Parents may find additional information regarding Federal Programs and the State Accountability Program on the Louisiana State Department website at https://www.louisianabelieves.com/   

Parents are encouraged to be actively involved in all aspects of their child’s education and have a right to know about their child’s school performance and the qualifications of their child’s teacher or paraprofessional.  Parents may access their child’s teacher qualifications through a new Teach Louisiana link https://www.louisianabelieves.com/  on the Louisiana State Department of Education website or contact their child’s school. 

Parents will be notified if their child is placed in a program for English Language (EL) students, or if they will be taught for four or more consecutive weeks by a teacher not meeting the ESSA definition of certified.  

TITLE I
DISTRICT PARENT/FAMILY ENGAGEMENT POLICY
CALCASIEU PARISH SCHOOL BOARD (CPSB)
2025/2026

BE ENGAGED. Louisiana believes that children are our highest priority; families are our partners; educators are valued professionals; graduates must be ready; equity matters; choice expands opportunities; schools are invaluable to communities; and our future is bright!

The Calcasieu Parish School Board recognizes the importance of the school and home working together as
partners in the education of each child. The Calcasieu Parish Title I Parent/Family Policy encourages the engagement of all families. The district Title I Parent/Family Policy as well as each school’s Parent/Family Policy are jointly developed, written and annually reviewed by school staff and parent/family members in order to improve and promote student academic success. These policies incorporate the requirements under the Every Student Succeeds Act (ESSA) of 2015.

Title I is a major provision of the Every Student Succeeds Act (ESSA) of 2015.  Title I, Part A –Improving the Academic Achievement of the Disadvantaged provides assistance for students in high-poverty schools. 

In order to accomplish our mission, the following policies have been developed to ensure
parental/family engagement in the CPSB Title I Schools.

PART 1. Division Practices and Expectations

CPSB will put into operation programs, activities and procedures for the engagement of
parents/families to support the success of ALL students.

CPSB families of participating children will give input for developing programs and activities that are planned and operated with meaningful consultation through our District ATP (Action Team Partnerships).

CPSB Title I Coordinators will work with the served schools to ensure that the required school-level family engagement policies meet the requirements of the law and that each policy will include a school-family compact.

CPSB will provide full opportunities, to the extent practicable, for the participation of family members with limited English proficiency, family members with disabilities, and family members of migratory children to receive, information and school reports in an understandable format and language family members can understand.

CPSB will submit all comments from family members, with the plan, to the Louisiana Department of Education if any family members are not satisfied with the district policy.

CPSB will engage the Title I families in decisions about how the one percent of Title I, Part A funds reserved for family engagement, will be spent.

CPSB supports and agrees with the statutory definition of parent/family engagement, and
expects that its Title I schools will carry out programs, activities and procedures in accordance with this definition:

CPSB family engagement is an empowering partnership among families, educators, practitioners and the community with shared responsibility for the personal success of children and youth.
An Empowering Partnership means that families, educators, practitioners, and the community cultivate and sustain relationships that are active, equitable and respectful to support the learning and social-emotional growth of children and youth.
Shared Responsibility means that families, educators, practitioners, and the community collaborate and communicate to promote positive educational outcomes for children and youth.
The Personal Success of children and youth means the accomplishment of their desired visions and goals.




PART 2. Implementation of CPSB Title I Family Engagement Components

CPSB will engage family members in the joint development, implementation and evaluation of the district-wide policy by serving on our district ATP. The results of the evaluation will be used to identify barriers and better design strategies for increased family engagement.

CPSB Title I specialists will provide technical assistance and other necessary support to assist the schools in developing and implementing effective family engagement policies and activities by participating in the development of the One Year Action Plan as a component of the school wide plan (Balance Score Card), and other events at the served schools in order to improve academic achievement.

CPSB Title I programs at the district and school levels will coordinate and integrate, as necessary, family engagement activities, workshops and meetings with the following programs: Head Start, Pre-K, World Languages, PIE (Partners in Education), Special Education, and Adult Education.

CPSB Title I schools will provide multiple opportunities/activities for family members of participating students.

Family/Community events/activities can be offered in a virtual and/or drive thru format.  This could include School Messenger, Remind, Facebook, “X” (formally Twitter), ZOOM and Microsoft TEAMS.

Title I schools will:
jointly develop school family policies through participation on the Action Team for Partnerships (ATP) and annually review the policy and activities during a Spring ATP meeting, in order to identify barriers and better design strategies to increase family engagement.

begin cultivating relationships by hosting an annual meeting(s) at the beginning of the school year at each Title I school, at a convenient time, to which all families of participating children shall be invited to attend.  Curriculum information will be shared and made available to all families at this time as well as information regarding the Title I program, its policies and requirements.

share power and decision making by including a parent(s)/family member(s) on the core “school wide team” to provide input into the various activities/decisions made at the school and to assist in the writing, implementation and evaluation of the One Year Action plan and family policy.

jointly develop a school-family Learning Compact and distribute to all families of participating students that outlines how the family members, the school staff, and the students will share in the responsibility for improved student achievement.

to support families as advocates and build capacity for engagement by providing workshops and trainings at a variety of times along with multimedia communications sent home, etc., throughout the year educating families on ways to support their child’s education through a better understanding of:
the importance of ongoing communication with the school staff
understanding the curriculum for core subjects of reading and mathematics
assisting with homework
monitoring their child’s school progress
understanding assessments, both local and state, that are used to measure student progress, as well as proficiency levels students are expected to meet
scheduling and participating in effective annual parent/teacher conferences
understanding the Every Student Succeeds Act (ESSA) of 2015

hold library and/or computer lab, math, reading, science or social studies family nights

continue cultivating relationships by scheduling activities/workshops such as: Title I Days, Drive thru Literacy, Principal Pals, March Mathness, Lunch and Learn, Student led Conferences, Zearnathon, volunteer programs, classroom observations etc.

make home visits as necessary to further assist/communicate with families.

collaborating with community partners to provide families with helpful community resources as needed, and

provide funding under this part for childcare and transportation as necessary for families to attend school activities, conferences, workshops, meetings, etc.

CPSB Title I schools will ensure that information related to the school and family programs, meetings, and other activities, is sent to the families of participating children in a format/language (upon request) and, to the extent practicable, for parents to understand. Such items may include, meeting/workshop notices, newsletters, phone calls, notes home from the teacher(s), community resources, parent brochures, spring survey, etc.  Interpreters and Translators will be used to assist family members at various parent/school activities as needed.

CPSB Title I schools will notify families of children attending Title I schools identified for school improvement by sending a letter to the families stating the reason for the identification and how parents can become engaged.

CPSB Title I schools will notify families when students are taught by a teacher who is not fully certified under ESSA for four or more consecutive weeks by sending a letter to the families.

Family members may reference, for further information, the entire law in Section 1118 of the Every Student Succeeds Act (ESSA), Title I, Part, Improving the Academic Achievement of the Disadvantage at www.ed.gov/programs/titleiparta/parentinvguid.doc. 

PART 3. ADOPTION

This District-wide Family Engagement Policy has been developed jointly with, and agreed on with, family members of children participating in the Title I, Part A programs, as evidenced by meeting agendas emails at the district and school level.

This policy was adopted by Calcasieu Parish School Board Title I ATP on March 25, 2025.
and will be in effect for the period of one year. CPSB will distribute this policy to all families of participating Title I, Part A, children upon adoption.

       

									      March 25, 2025	
Loree L. Smith, Coordinator Family Engagement			             Date







EXAMPLES OF ALLOWABLE
TITLE I FAMILY ENGAGEMENT EXPENDITURES

The focus of expenditures for Title I Family Engagement funds is on building the capacity of families of Title I participating children to be able to join in an effective partnership with schools to support high student achievement.  Expenditures should be planned in accordance with goals, objectives, and activities detailed in the district or school’s One-Year-Action Plan.  Families of Title I participating children must be consulted regarding Title I expenditures.  Such consultation must take place before any expenditures are made, be ongoing, and continue throughout the fiscal year.
  
**Expenditures should be reasonable and be made in accordance with the CPSB Title I policies and procedures as detailed in the Federal Programs Handbook for Principals.  Materials and supplies should be ordered prior to FE activities.  These materials may not be for restocking office supplies or school materials.**

Examples of allowable Family Engagement expenditures with Title I funds include:

Title I Family Engagement Supplies and Instructional Supplies: 
Family literacy training
Parenting skills building
Meetings to engage families in planning, development, and evaluation of Title I programs (ATP)
Professional development for families to enable all children in the school to meet District and State performance standards, during the regular school year and the summer
Per session costs of hiring teachers to provide classes or workshops for parents
EL’s and GED preparation courses for adults
Evening classes that develop practical skills, such as computer proficiency for families
Instructional supplies and materials for family workshops and trainings
Books to create a lending library collection for families
Supplies for a family resource room to be used for family workshops and other training sessions
Contracts with community-based organizations to provide family engagement services more appropriately provided by an external agency
Distribution of home-based educational activities
Activities for non-English speaking families

Title I Family Engagement Refreshments: 
Family engagement activities only -- no student activities.  School and individual reimbursements are allowed. Refreshments are coffee, water, and lite snacks (NO MEAT)
Refreshments requests are limited to $299 or less.  The quantity purchased must be proportionate to the number of attendees.
*Note: This is a list of examples of allowable expenditures
CPSB Title I Guidelines
For Family Engagement 

Each Title I School is required to develop and have the following:

An Action Team for Partnerships (ATP) consisting of faculty, staff & families.  In MS/HS could include students.

Family Engagement Policy reviewed annually with ATP.

School-Family Learning Compact reviewed annually with ATP.

One-Year Action Plan, to be included in the SWP or Balance Score Card and developed with the ATP.  This should include at least 2 Academic goals, 1 Behavioral goal and 1 Climate of Partnership goal.

The ATP must meet monthly or every six weeks (agendas, sign-in sheets and minutes should be kept). This schedule should be sent to Loree L. Smith, Family Engagement Coordinator by early September.

ALL family engagement activities should be documented with flyers, agendas, sign-in sheets, evaluations, photos, videos, etc…

Each Title I school should host at least 2 large family events during the school year.

Each Title I school shall have a minimum of 2 faculty/staff members and 2 parents/guardians on the District ATP.

Attendance at District ATP meetings is required by each Title I schools’ ATP.

Each Title I school shall complete annual UPDATE for National Network of Partnership Schools, to remain members of the NNPS.
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THE KEYS TO SUCCESSFUL
SCHOOL, FAMILY, AND COMMUNITY PARTNERSHIPS
EPSTEIN’S SIX TYPES OF ENGAGEMENT


PARENTING:  Assist families with parenting and childrearing skills understanding child and adolescent development, and setting home conditions that support children as students at each age and grade level.  Assist schools in understanding families. 

Type 1	
	

COMMUNICATION:  Communicate with families about school programs and student progress through effective school-to-home and home-to-school communication.

Type 2	               
	
VOLUNTEERING:  Improve recruitment, training, work, and schedules to involve families as volunteers and audience at the school or in other locations to support students and school programs.


Type 3	               
	

	               LEARNING AT HOME:  Involve families with their children in learning activities at home, including homework and other curriculum-related activities and decisions. 

Type 4	               
	


DECISION MAKING:  Include families as participants in school decisions, governance, and advocacy through PTA/PTO, school councils, committees, action teams, and other parent organizations.  

Type 5	      	         

	

COLLABORATING WITH THE COMMUNITY:  Coordinate community resources and services for students, families, and the school with business, agencies, and other groups, and provide services to the community.

Type 6      	         
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WHOLE GROUP DISCUSSION

HOW MIGHT YOUR SCHOOL(s) ORGANIZE AN
ACTION TEAM FOR PARTNERSHIPS (ATP)?

Think about the following decisions to organize a school’s ATP.


1.  Who should be the members and leaders of your school’s ATP?

REMEMBER: There should be at least 6-12 members of the ATP, including 2-3 teachers,
2-3 parents, principal, and others from the community or from the school.
If there is a PTA or parent organization at the school, it must have a representative on the ATP.  
If there is a Parent Liaison at the school, s/he must be on the ATP.
If there is an After-School Program at the school, it should have a representative on the ATP.
 				 					 				
 				 					 				
 				 					 				
 				 					 				

Are there other representatives at your school(s) who MUST be on the ATP?
_______________________________________________________________


When could the whole Action Team for Partnerships (ATP) meet?
Remember: The ATP must meet at least monthly.  Committees (e.g., those responsible for family and community involvement linked to reading or other goals in the One-Year Action Plan) meet as needed 

to plan and conduct activities.

How often?  _______________________________________________
What day?   _______________________________________________
What place?	 ______________________________________________
What time?	 ______________________________________________

How might the ATP get information from the meeting to those who could not attend?
_______________________________________________________________


3.	Which groups at your school should hear from the Action Team for 
Partnerships about its plans and progress on family and community engagement? BE REALISTIC about how frequently reports should be made.

  Which Groups? 	   	      HOW OFTEN?      WHAT FORM?         WHO will present? 

 School Council		   _________________    _________________   ________________________
 PTA/PTO			   _________________    _________________   ________________________
 ALL Parents	                _________________    _________________   ________________________
 ALL Faculty	                _________________    _________________   ________________________
 LOCAL MEDIA	                _________________    _________________   ________________________
 OTHERS (please list)
      _______________________   _________________    _________________   ________________________

WHAT OTHER QUESTIONS DO YOU HAVE ABOUT THE ATP
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Developing Meaningful Parent/Family Engagement				Tips and Tools


Checklist:  Demonstrating Parent/Family Engagement Compliance

Collect and keep on file the following documents to demonstrate compliance with ESSA parental involvement requirements.  Include any additional documents that demonstrate your district’s efforts to involve parents in district programs.  Also include any translated versions of these documents.

Notices to parents regarding the parental involvement Policy		__________

Copy of parent/family engagement policy					__________

Notices regarding school improvement, correction action or restructuring	__________

Printed copy of the school Web page providing parents/families 
with information about parental engagement plans				__________

Invitations to parent/family meetings						__________

Copies of agendas from parent/family meetings				__________

Copies of attendance sheets from meetings					__________

Copies of notices, surveys or other documentation soliciting parent 
input on use of funds reserved for parent/family engagement activities	__________
				

Copies of other documents demonstrating efforts to engage parent/family __________















Developing Meaningful Parent/Family Engagement -Continued 		Tips and Tools


A Checklist for Schools:  Making Parent/Family Engagement Work

Use this as an internal school or school district checklist to determine strengths in parental involvement activities, as well as areas that might need improvement.

Parenting and Family Skills

	1. _____ We sponsor parent education and family learning workshops.

2. _____ We ask families the types of workshops or informational events they would be interested 	in, and what session times would be most convenient.

	3. _____ We provide families with information about child development.

	4. _____ We lend families books, tapes, and CDs on parenting and parenting workshops.

	5. _____ We provide families with information about developing home conditions that support school learning.

6. _____ We survey parents to determine their needs, assign staff members to help address those needs, and work 
with parents to link community resources.

	7. _____ We have a family resource center or we help parents access other resource centers in the community.

	8. _____ We have support groups for families with special needs and interests.

	9. _____ We train staff members and support them in reaching out to all families.

Communication

	1. _____ We have parent-teacher conferences to establish student learning goals for the year. 

	2. _____ We listen to parents tell us about their children’s strengths and how they learn.

3. _____ Teachers have ready access to school telephones to communicate with parents during or after the school 
day.

	4. _____ Staff members send home positive messages about students.

	5. _____ We make efforts to communicate with fathers.

6. _____ Parents know the school telephone numbers of staff members and the times available to take phone calls 
from parents.

	7. _____ We involve families in student award and recognition events.

	8. _____ We encourage and make provisions for staff members to talk with parents several times each semester.

9. _____ We communicate the school’s mission and expectations for students to parents.

	10. _____ The school has a homework hotline or other kind of telephone system.






Developing Meaningful Parent/Family Engagement -Continued 		Tips and Tools
 
	11. _____ We provide parents with structured ways to comment on the school’s communications:  	
   Example:  mailed, phone, or take-home surveys.

	12. _____ We have staff members available to assist and support parents in their interactions with 	the school (i.e., 
    home-school liaisons).

	13. _____ We send home communications about:

		• Student academic progress.
		
		• Meetings at school.

		• How parents can be involved in student activities.

		• Student discipline.

		• Child development.

		• PTA/PTO.

		• Curriculum.

		• How parents can be involved as volunteers.

		• How parents can be involved in school governance.

		• How parents can help with homework and encourage learning at home.

		• Community resources available to families.

		• The school’s philosophy of learning.

	14. _____ Staff members make home visits.

15. _____ Before a crisis occurs, we speak directly to parents in a way that does not include leaving messages on 
   answering machines if students are having academic or behavioral difficulties.

Learning at Home

	1. _____ We have structured program to help parents assist their children with homework.

	2. _____ We offer learning events and activities for the whole family.

	3. _____ We invite families to borrow resources from school libraries.

	4. _____ We link parents with resources and activities in the community that promote learning.

5. _____ We give parents questionnaires they can use to evaluate their child’s progress and provide feedback to 
teachers.

6. _____ Schools staff and school communications help parents link home learning activities to learning in the   
               classroom.







Developing Meaningful Parent/Family Engagement -Continued 		Tips and Tools                                                                                                                              
 
Volunteering

	1. _____ We encourage families and other community members to attend school events.

	2. _____ We offer youth service learning opportunities for students who want to volunteer in the community. 

	3. _____ We help school staff learn how to work with parent and community volunteers.

4. _____ We ask family members how they would like to participate as volunteers at their child’s school or 
community.

	5. _____ We encourage family and community members to become involved as:

		• Participants in site-based management councils.

		• Presenters to students on careers and other topics.

		• Assistants with art shows, read-aloud events, theater workshops, book swaps and other activities.

		• Tutors/mentors.

		• Chaperones on field trips and other class outings.

		• Instructional assistants in classrooms, libraries and computer laboratories.

		• Non-instructional assistants.

		• From-the-home contributors of baked goods, assembled materials, typing, etc.

	6. _____ We have a program to recognize school volunteers.

	7. _____ We offer volunteer opportunities for working and single parents.

	8. _____ We gather information about the level and frequency of family and community participation.

Governance and Advocacy

	1. _____ We encourage parents to attend school board meetings.

	2. _____ We assign staff members to help address concerns or complaints.

	3. _____ We invite staff and parents to meet collaboratively.

4. _____ We assign staff members to help address concerns or complaints.

	5. _____ We involve parents in:

		• Revising school and district curricula.

		• Planning orientation programs for new parents.

		• Developing parental skills programs.

		• Establishing membership for site-based management councils.




Developing Meaningful Parent/Family Engagement -Continued 		Tips and Tools

Community Outreach

	1. _____ We act as a source of information and referral about services available in the community 	for families.

	2. _____ We use a variety of strategies to reach out to adults, families and children of all ages, races and 
socioeconomic backgrounds in the community.

	3. _____ We encourage local civic and service groups to become involved in schools in a variety of ways, such as 
mentoring students, volunteering, speaking to classes and helping with fundraising events.

	4. _____ We encourage staff and students to participate in youth service learning opportunities.

	5. _____ We work with local chamber of commerce or business partnership council and public library to promote 
literacy.

	6. _____ We widely publish and disseminate school board meeting notices, summaries and board policies and 
agendas and encourage the feedback and participation of community members.
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Procedures for Personnel Recommendation & Withdrawal

Personnel Recommendation

Degreed Positions:

Applicant must be certified in the area he/she is teaching.
	Complete Federal Programs Permission to Hire Form (FP 100-1)
	Attach copy of transcript or degree.
	Obtain Administrative Director’s approval
	Submit to the Title I Department 

Paraprofessional Positions:

	Applicant must have high school diploma or GED.
	Associates degree or 48 hours from an accredited college and university 			or passed the Para Pro test (score 450)
	Complete Federal Programs Permission to Hire Form (FP 100-1)
	Attach college transcript or Para Pro test scores.
	Obtain Administrative Director’s approval
	Submit to the Title I Department
	
The Para Pro test is available through the Title I Department.  Complete the Para Pro Testing Recommendation Form (FP 100-2) and fax to 217-4171.

Withdrawal of Positions:

Complete the Federal Programs Withdrawal Packet (FP 100-3A/3B) and submit to the Title I Department



Refer to Quick Reference Guide






























Procedures for Supplemental Salaries
**Due to Federal Programs 2 days prior to Payroll Due Dates**

Supplemental pay forms must be received by Title I by the 1st day of each month to receive pay that month.  Employee name and Employee I.D.# must match the CPSB system or the entire supplemental will be returned for corrections.  The Title I Department will stamp the budget code on the supplemental pay forms.  Scratch outs/changes on sign in sheets are audit exceptions.

TITLE I  SIGN  IN  SHEETS  MUST  BE  USED
A “Personnel Activity Report” must be completed for any person receiving supplemental pay from Title I.  To adhere to this USDOE requirement a statement has been added to the Federal Programs sign in sheets.  Sign in sheets without the statement will NOT be accepted.

Title I CPSB School Bus

6 weeks Prior to Activity:
	Request for Expenditure (FP 100/700) – one per activity
	Activity, date, estimated cost
	Page from SWP

Upon Completion:
	Supplemental Pay Forms (S 507) (must have dates, times, # of hours)
	Field Trip - Completed form from Transportation Dept.
Tutorial Program – Federal Programs Sign in sheets (FP 100-4A) (signed in and out daily) R/E # on all reimbursement documentation.



Title I Stipends

Reminder:  Paraprofessionals earn their hourly rate and overtime rate after 40 hours.  Please contact the Payroll Dept. with any questions.  Overtime log must be completed by all paraprofessionals (S 534), refer to Circular No.:14-106.

6 weeks Prior to Activity:
	Request for Expenditure (FP 100/700) – one per activity
	Activity, date, estimated cost
	Page from SWP
	




Title I Stipends-Continued

Upon Completion:
	Supplemental Pay Forms (S-507) (must have dates, times, # of hours and R for E #)
	Agenda
	Federal Programs in sheets (FP 100-4A) (signed in and out daily)
	Early Arrival Verification Form (FP 100-8) when applicable   
R/E # on all reimbursement documentation


Title I Substitutes

Substitutes used during testing is not an allowable Title I expense.

6 weeks Prior to Activity:
	Request for Expenditure (FP 100/700) – one per activity
	Activity, date, estimated cost
	Page from SWP
						
Upon Completion:
	Teacher left school – Sub signs teacher’s payroll and Sub Hired 			Form (FP 100-5) is submitted to the Title I Dept. 
Teacher remained in school – Supplemental pay form submitted to the 
Title I Dept. (S-507) with the agenda & Federal Programs sign in sheets (FP 100-4D) attached.  R/E # on all reimbursement documentation

	
Tuition Reimbursement

Title I school paraprofessional - teacher certification only in regular education core content areas.  

6 weeks Prior to Semester: (Approval before attending)
	Request for Expenditure (FP 100/700)
	Application for Paraprofessionals Tuition	Assistance Form (FP 100-6)

Upon Completion:
	Expense Voucher (S 536)
	Itemized Tuition Receipt
Transcript R/E # on all reimbursement documentation
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CPSB S-536














Procedures for Professional Services

Purchase Educational Services – Contract Speaker

6 weeks Prior to Activity:
	Request for expenditure (FP 100/700) – one per activity
Contract Packet (FP 300-1 and S 514) completed and approved by Adm.  Director & Superintendent
	Page from SWP (must be instructional)
	
Upon Completion:
	Invoice signed & dated by school principal.
	Agenda
	Federal Programs Sign in Form (FP 100-4A) (Stipends sign in and out) or  
 	Federal Programs Sign in Form (FP 100-4E) Attendance Only
R/E # on all reimbursement documentation























































Procedures for Property Services

Copier Rental & Maintenance Contracts

New contracts must follow procedures below.  POs will be generated for existing contracts on July 1.  Email any changes to federal.programs@cpsb.org 

Do not accept machines delivered on a “trial basis”. School will be responsible for contract payments.

Copiers rented with Title I funds must be located in teacher workrooms.  Title I equipment shall not be located in administrative offices. 
 DO  NOT  ACCEPT  A  NEW  MACHINE WITHOUT  A  TITLE  I  PURCHASE  ORDER.

Invoice directly to:	Calcasieu Parish School Board
				Federal Programs - School Name
				3310 Broad Street
				Lake Charles, LA 70615


New Copier Rental Agreement

Prior to Delivery:  Before R/E Federal Programs shall review contract.
	Request for Expenditure (FP 100/700)
	Contract approved by CPSB Purchasing Agent
	Contract signed by principal and salesman reflecting number of 			years, yearly charge, documentation fee, property tax.
	Page from SWP
	PO must be received BEFORE delivery of machines.

Upon Delivery:
	Sign & date invoice
	Submit to the Federal Programs Department
R/E # on all reimbursement documentation










New and Existing Copier Maintenance Agreement

6 weeks Prior to Invoice:
	Request for Expenditure (FP 100/700)
	Contract approved by CPSB Purchasing Agent 
	Contract signed by principal and salesman reflecting number of 			years, yearly charge
	Page from SWP

Upon Receipt of Invoice:
	Sign & date invoice
	Submit to the Federal Programs Department 
R/E # on all reimbursement documentation


Wiring / Installation

6 weeks Prior to Work Date:
	Request for Expenditure (FP 100/700)
	Quote
	Page from SWP
	
Upon Completion:
	Sign & date invoice 
	Submit to the Federal Programs Department
R/E # on all reimbursement documentation

Procedures for Other Purchase Services

Charter Bus Company
See Memo from Risk Management

6 weeks Prior to Activity:
	Request for expenditure (FP 100/700) one month prior to activity
	Contract with Principal’s signature (No Deposits)
	Page from SWP








Admission Tickets

6 weeks Prior to Activity:
	Request for expenditure (FP 100/700)
	Activity, date, estimated cost (no meals or t-shirts allowed)
	Page from SWP (must be instructional)
	
Upon Completion:
	Title I will reimburse the school
	Itemized receipt for admission tickets, signed & dated by vendor, 			and copy of school canceled check
	List of students that attended the field trip
R/E # on all reimbursement documentation

Site License

6 weeks Prior to Activation:
	Request for Expenditure (FP 100/700)
	Pending Tech Approval (Addendum)
	Quote
	Page from SWP

Upon Activation:
Sign, date, and submit invoice to Federal Programs Dept.
R/E # on all reimbursement documentation

Testing Fees

6 weeks Prior to Activity:
	Request for Expenditure (FP 100/700)
	Fee documentation
	Names of students testing
	Page from SWP

Upon Completion:
	Check needed before testing:
		Date of testing
		Receipt of payment 
	Check needed after testing:
		Sign, date and submit invoice to Federal Programs Dept.
Names of students that actually tested
R/E # on all reimbursement documentation


Teacher Travel

Important travel reimbursement information:
No school reimbursements allowed.  
Reimbursements made to individuals.  
An individual can only be reimbursed for one room and/or one airline ticket.
Do not reserve or pay for multiple hotel rooms or airline tickets.  
Credit card must be in employee’s name.
Registration fees and/or travel advances must be reimbursed to Federal Programs Department if individual does not attend the conference.  
no exceptions

6 weeks Prior to Activity: **{See Pre/Post Travel Check List (FP 500-1)}**

	Request for expenditure (FP 100/700)
	Activity, dates, number of participants & estimated cost
	Approved AESOP
Pre-Conference Travel Form (FP 500-2) for each person attending conference
	Page from SWP
Registration Forms/Conference information complete with names & cost at least 3 weeks before the early bird deadline and/or registration deadline 
	
Upon return:  (See Travel Check List FP 500-1) Paperwork is due within 10 school days 
	Travel Expense Voucher (S 536)
	Copy of AESOP Approved Permission to travel
	Agenda 
	Name badge or certificate of completion, if available
	Itemized hotel bill, $0 balance, conference hotel rate 					documentation
	Airline ticket/e-ticket that shows name & cost OR Out-of-State 			Mileage Reimbursement Form
	Shuttle/Taxi receipts signed by driver
	Meal reimbursement Form (S 504)
	***Please tape receipts & name badges to a sheet of paper**	
R/E # on all reimbursement documentation
		




FP 500-1

Pre-Travel Checklist 
	Checklist for Pre-Travel 
	Yes
	No 

	Request for Expenditure Form FP 100/700
	
	

	Page from SWP
	
	

	Pre-Conference Travel Form FP 500-2
	
	

	Activity, dates, number of participants & estimated cost 
	
	

	Submit registration forms complete with names, cost and Principals signature at least 3 weeks (15 schools days) before the early bird deadline and/or registration deadline
	
	

	Approved permission to travel – Entered into Aesop (include all travel dates; number and answer all “7” questions) (1) Name of Event (2) Destination – hotel, city, state (3) Date (s) of Trip – Abbreviate months, example – Mar, Nov, Dec (4) Indicate Fund that is paying for trip (5) Sub Needed – Yes or No (6) If sub is needed – who is paying for the sub, example – School or CPSB or Grant (7) Benefit to School System (see Updated Travel Approval Procedures)
	
	

	Out-of-state Travel:  The mileage reimbursement form must be completed by registrants choosing NOT to fly.  Submit Form S-505 along with approved travel (AESOP) to Wayne Foster, Director of Internal Auditing.
	
	

	Federal Programs Travel Advance Request Form FP 500-4 (airfare & hotel only) Submit no later than one month (30 school days) before trip
	
	

	Use Governmental Emp. Hotel Lodging Sales/Use Tax Exemption Form S-518 when checking into hotel.
	
	


Registration fees and/or travel advances must be reimbursed to Title 1 if individual does not attend the conference.  
I understand that there are no exceptions.  
Post-Travel Checklist 
	Checklist for Post-Travel 
	Yes
	No 

	Paperwork is due within 10 school days 
	
	

	Expense Voucher Form S-536 – completed, signed, and dated (Home Address Must be Included)
	
	

	Approved permission to travel – Entered into Aesop (include all travel dates; number and answer all “7” questions) (1) Name of Event (2) Destination – hotel, city, state (3) Date (s) of Trip – Abbreviate months, example – Mar, Nov, Dec (4) Indicate Fund that is paying for trip (5) Sub Needed – Yes or No (6) If sub is needed – who is paying for the sub, example – School or CPSB or Grant (7) Benefit to School System
	
	

	Agenda 
	
	

	Name badge or certificate of completion
	
	

	Itemized hotel bill with employee name, $0 balance, conference hotel rate documentation (list occupants & attach their approved permission to travel forms)
	
	

	Airline ticket/e-ticket that shows name & proof of payment or Out-of-State Mileage 
Reimbursement Form S-505 with Mr. Foster’s signature
	
	

	Shuttle/Taxi receipts with driver’s signature (if applicable)
	
	

	Enter travel advance amount (if applicable)
	
	

	Partial Reimbursement Agreement Form FP 500-3 (if applicable) 
	
	

	Meal Reimbursement Form S-504
	
	

	If registration is paid by individual, a copy of registration form, itemized receipt showing form of payment (statement or canceled check)
	
	

	Please tape receipts & name badges to a sheet of paper 
	
	


No school reimbursement allowed.  Reimbursements made to individuals.  An individual can only be reimbursed 
for one room and/or one airline ticket.  Do not reserve or pay for multiple hotel rooms or airline tickets.  Credit card 
must be in employee’s name.
Registration fees and/or travel advances must be reimbursed to Title 1 if individual does not attend the conference.  
I understand that there are no exceptions.  
Out-of-state Travel:  The Mileage Reimbursement Form S-505 must be completed by all registrants choosing NOT 
to fly.  Submit all forms in one packet to Wayne Foster, Director of Internal Auditing. 
  				**Give this sheet to teacher before travel**
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S 505
FP 500-2


CALCASIEU PARISH SCHOOL BOARD
Application for Mileage Reimbursement for Driving Out-of-State
Submit this form to the Internal Auditing Department at (337) 217-4191.

School or Department:	________________________________ Fax #:	
Employee Name:	
Number of Employees traveling from your site:	
Names of Employees riding in your vehicle:	
		
		
		
Destination:	
Conference Name:		
Conference Address:			
			
Date(s) of trip	
Employees are paid the lower of mileage or air fare
Employees are to carpool. If employees do not carpool, the rate is split between those driving. 
Employees are not paid extra days for meals or lodging because they choose to drive.

For Internal Auditing Use:
Reimbursable Amount: $	

Date:	


	
Internal Auditor

A COPY OF THIS FORM MUST BE ATTACHED TO THE TRAVEL REIMBURSEMENT FORM




CPSB S-518
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EXPENSE REIMBURSEMENT
 
 
The Calcasieu Parish School Board shall reimburse employees and School Board members for expenses incurred while on official Board business within budgetary and policy limitations.  Such reimbursement shall be in accordance with the following guidelines:
 
Definitions:
 
Official Domicile - The official domicile for employees shall be the person's work place.  For employees who work in more than one location, the official domicile shall be determined by the Superintendent or his/her designee.  Every employee will be assigned an official domicile, and no travel or subsistence expenses shall be allowed at the place of official domicile except as authorized in section 5, Reimbursement for Transportation, Subsistence, and Other Expenses, below.
Travel Period - The travel period shall be a period of time between the time of departure and the time of return.
In-Parish Travel - In-parish travel is all travel within the borders of Calcasieu Parish or travel through adjacent parishes between points within Calcasieu Parish when such is the most efficient route.
Out-of-Parish Travel - Out-of-parish travel is all travel outside of Calcasieu Parish.
Special Meals - Special meals are meals for persons who are considered guests of the Calcasieu Parish School system and for employees who are on official business with said guests.  In parish meals are also considered special meals and must be authorized and include receipts as listed herein.  All requests for reimbursement for special meals must be accompanied by a receipt as authorized by section 5, Reimbursement for Transportation, Subsistence, and Other Expenses, and must be approved by the superintendent or his/her designee.
 
Eligibility for Reimbursement of Travel Expenses:
 
Employees shall be eligible to receive reimbursement for travel when away from the official domicile or in accordance with section 5, Reimbursement for Transportation, Subsistence, and Other Expenses.
Employees shall be reimbursed on an actual expense basis for all reasonable travel expenses as outlined herein.  The request for reimbursement (travel voucher) must be accompanied by a receipt or other supporting documentation for each item claimed, except for:
 
taxicab or local public transportation of $10.00 or less.
tips for baggage handling, $1.00 per bag in and $1.00 per bag out of airport and hotel - 3 bag maximum.
parking at self-service lots when $5.00 OR less per day.
meals as per section 5, Reimbursement for Transportation, Subsistence, and Other Expenses.
 
No employee shall request travel reimbursement on behalf of any other employee.  Only the traveling employee will be entitled to reimbursement so that travel of each employee can be tracked for auditing purposes.
 
Authority to Incur Traveling Expenses:
 
All travel shall be authorized and approved by the appropriate department head.  Such approval authority may be delegated as deemed appropriate by each department head.
In-parish travel shall be limited to necessary trips, and requests for reimbursement for in-parish travel shall denote the date, destination, and mileage.
Out-of-parish, but within the state, travel shall be electronically approved by the department head after creation of an absence in the Aesop online absence management system that includes answers to the following 7 questions in the “Notes to administrator” section:  (1.Name of event, 2.Destination, 3.Date(s) of travel, 4.Fund to be charged, 5.Is sub needed, 6.If so, who’s paying for that, 7.Benefit to school system).
All out-of-state travel shall have prior approval of the Superintendent, and in the absence of the Superintendent, the Chief Academic Officer, Chief Operating Officer or the Chief Financial Officer shall render the decision.  The creation of an absence in the Aesop online absence management system that includes answers to the following 7 questions in the “Notes to administrator” section:  (1.Name of event, 2.Destination, 3.Date(s) of travel, 4.Fund to be charged, 5.Is sub needed, 6.If so, who’s paying for that, 7.Benefit to school system) shall be completed and submitted prior to the date of the requested trip.  Emergency situations may be approved by the Superintendent or his/her designee.  Meeting/conference agendas shall be attached to request.
Travel dates should encompass all dates that an employee will be traveling, including dates to and from, and not strictly conference dates listed on a brochure.  Return from travel will be on last day of reason for travel unless prior approved via initial travel request by the appropriate department head.
 
Transportation:
 
Travel routes should be the most direct and usually traveled route.  All mileage shall be computed on the basis of odometer readings or from point of origin to point of return as computed on an online mapping program such as “google maps or mapquest” showing the shortest distance between the two locations.  Any mileage reimbursement claimed must begin at an employee’s official domicile for work purposes.  (An employee’s official domicile is not an employee’s home.)
Out-of-state travel shall be approved by the Superintendent considering the purpose of the travel, benefit to the System, number of personnel involved, and the frequency of travel.  Among the factors to be considered should be the length of travel time, cost of operation of a vehicle, cost and availability of common carrier services, etc.  In the event that an employee chooses to drive instead of traveling by air, the amount reimbursed should be approved by the system’s Internal Auditing department.
Calcasieu Parish School Board System-owned vehicles must comply with the following regulations:
 
All purchases made on Calcasieu Parish School Board gasoline credit cards must be signed for by the employee making the purchase, and the license number, the unit price, and the quantity of the commodity purchases must be noted on the delivery ticket by the vendor.  Items incidental to the operation of the vehicle may be purchased via Calcasieu Parish School Board gasoline credit cards only when away from official domicile on travel status.  In all instances where a credit card is used to purchase items or services which are incidental to the operation of a vehicle, a receipt along with a written explanation of the reason for the purchase shall be attached to the travel voucher.
No employee shall carry unauthorized passengers in Calcasieu Parish School Board owned automobiles unless their presence is for purposes relating to official Calcasieu Parish School Board business.
Any personal use of vehicles owned by the Calcasieu Parish School Board is strictly prohibited.  If the School Board allows an employee to take a vehicle home, the personal usage allowed is only to commute to and/or from work in the vehicle.
Each Department Head which authorizes Calcasieu Parish School vehicles to employees, shall notify the Payroll Supervisor of any changes in the status of miles driven per year, the type of vehicle driven, or a different employee who drives the vehicle as soon as the change is initiated.
Any employee who uses vehicles owned by the Calcasieu Parish School Board in a reckless or careless manner or for unauthorized personal use will be subject to disciplinary action.
 
Personally owned vehicles shall be subject to the following:
 
When two (2) or more persons travel in the same personally-owned vehicle, only the owner of the vehicle shall be reimbursed the expenses for use of the vehicle.
Employees with the rank of principal and above, as well as other designated employees, shall maintain vehicles for the purpose of conducting Calcasieu Parish School Board business pursuant to the job assignment.
 
Rented motor vehicles shall be subject to the following:
 
Written approval of the Superintendent or his designee prior to departure shall be required for rental of vehicles.
Only the cost of rental of subcompact or compact cars (models) shall be reimbursable, unless non-availability is documented, or the vehicle will be used to transport more than two (2) persons or excessive amounts of baggage and equipment.
The rental cost of buses or other commercial carriers shall be reimbursable pursuant to the leasing agreement approved by the department head but should not include any ordinary passenger van with more than 10 seating positions as dictated by safety standards.
Physical damage and liability insurance are required and reimbursable when renting a vehicle.
 
Reimbursement for Transportation, Subsistence and Other Expenses:
 
Transportation:
 
Mileage driven by an employee in a privately-owned vehicle while in the conduct of official Calcasieu Parish School Board business shall be reimbursed on a per mile basis in accordance with the standard mileage rate as established by the Internal Revenue Service.  When more than one employee is attending an out-of-parish meeting or function, the department head will make every effort to assure that the employees carpool to the greatest extent practical.  Reasons for not doing so must be documented in writing to the department head 20 days prior to the trip.  If reasons for not carpooling are inadequate or disapproved, the employee will be reimbursed ½ of the normal calculated mileage reimbursement.
Employees using motor vehicles on official Calcasieu Parish School Board business shall be reimbursed for storage and parking fees, ferry fares, road fares, and bridge tolls.
Calcasieu Parish School Board owned credit cards shall not be issued to employees for use in the operation of privately-owned vehicles.
The School Board is always interested in the lowest fare available for airfare travel.

Employees should make every effort to purchase the lowest priced ticket through on-line resources or a School Board authorized travel agent.

Proof of trip taken at quoted airfare price will be required for reimbursement of airfare.  Attachment of such proof should include a ticket receipt showing destination of trip.
When out-of-state travel is required, air travel will be the normal mode of transportation.  However, occasions may arise where it is more economical or desirable to travel by motor vehicle.  In such cases, the mileage reimbursement shall not exceed the cost of air travel which would have otherwise been incurred based on the lowest quoted airfare rates by airlines or travel agents based on coach class rates booked twenty (20) days in advance for flights between the hours of 6:00 a.m. and 6:00 p.m.  The amount reimbursed must be pre-approved by the system’s Internal Auditing Department to verify reasonableness.  Additional meals/lodging costs incurred as a result of driving rather than flying shall not be reimbursed.  If an employee uses a personal automobile to transport other employees to an out-of-state function, the employee should be eligible for reimbursement at the higher of airfare rate or actual mileage.
 
Meals:
 
Employees will be reimbursed for meals pursuant to the schedule herein, while traveling, as follows:
 
	 
	Regular Cost
Travel Areas
Including Baton Rouge
	High Cost
Travel Areas*

	Breakfast
(if travel begins before 6:00 a.m.)
	$9.00
	$11.00

	Lunch
 
	$13.00
	$15.00

	Dinner
(If travel extends beyond 6:00 p.m.)
	$20.00
	$26.00

	Total per day
	$42.00
	$52.00


 
* High Cost Travel Areas:  New Orleans, Dallas/Fort Worth, Austin, Houston, San Antonio, Little Rock, Pensacola.  High cost areas other than those listed will be determined by the Superintendent or Chief Financial Officer using the per diem rate on the U.S. General Services Administration website as a guide.
 
Employees will be reimbursed for special meals.  Documentation must be provided on the travel voucher indicating the purpose of the special meal and why it is in the interest of the Calcasieu Parish School Board.  Additionally, the names of all persons attending for which reimbursement is requested must be provided on the travel voucher.
Meals with set prices determined by approved conference, seminar, or other function registration brochures are reimbursable at the level identified in the brochure if approved by the appropriate administrator.
Employees will not be reimbursed for a meal if it has already been included in a conference registration fee as listed on the conference brochure.
 
Lodging:
 
Employees who have obtained prior approval to attend a convention or conference will be reimbursed for lodging expense at the single room convention or conference site rate provided that upon request for reimbursement the original hotel/motel receipts and convention or conference site verification are attached to the travel voucher.  Documentation should be attached showing the conference approved single room rate.  If the conference rate is no longer available at the time reservations are made, alternate accommodations or rates may be obtained but will be reimbursed a maximum of 105% of the conference rate.
Employees will be reimbursed, based upon original hotel/motel receipts (single room rate), for lodging cost while traveling not to exceed the limits presented herein, plus taxes.
 
	Regular Cost
Travel Areas
 
	Baton Rouge
Travel Area
	High Cost*
Travel Areas

	$100.00
	$130.00
	$160.00


 
* High Cost Travel Areas: As listed and updated from time to time on the U.S. General Services Administration website at www.GSA.gov.  High cost areas will be extended to include surrounding suburban areas associated with high cost metropolitan areas as listed by the GSA.
 
If reasonable lodging cannot be obtained for these amounts, the Superintendent may authorize appropriate amounts after being provided adequate documentation of efforts to secure lodging within the stated amounts.
 
Other Expenses:

The following expenses incidental to travel may be reimbursed with required receipts attached:
 
communication expenses relative to official Calcasieu Parish School Board business
registration fees at conferences
charges for storage and handling
taxi or local public transportation fares - more than $10.00
tips for baggage handling - more than $6.00
limousine services to and from terminals or stations
vehicle parking cost – more than $5.00
vehicle rental, when documented and approved as required in Section 4, Transportation
no mileage on a vehicle rented for official Calcasieu Parish School Board business is reimbursable
 
Requests for Reimbursement:
 
All requests for reimbursement shall be submitted on the approved travel voucher form.  A request for reimbursement must be completed for all travel for which any payment has been made or is due.
 
All travel vouchers shall be completed in full, signed by the person requesting reimbursement, approved and signed by the appropriate officer(s), and submitted to appropriate personnel prior to reimbursement.  Travel reimbursement requests are to be submitted to the Accounts Payable Department by the end of the month following the month of travel (e.g., February travel submitted by March 31).  Otherwise, late submissions must be approved by the C.F.O.
Reimbursement for submitted expenses shall be made within 10 working days after the travel voucher has been appropriately approved and submitted to the Accounts Payable Department.
Documentation including invoices for registration fees, airline tickets, hotel receipts, etc., must be attached to travel reimbursement request when submitted.
 
Direct billing to the Calcasieu Parish School Board shall be approved by the Superintendent or his/her designee prior to the occurrence of the activity.  When direct billing has been approved, the person receiving said approval shall complete a travel voucher noting the direct billing status and attach to the voucher copies pertinent thereto, such as airline tickets, hotel receipts, conference registration, etc.
Out-of-parish travel, involving a significant amount, may be submitted anytime during the month; however, the person so requesting reimbursement should not expect reimbursement prior to ten (10) working days after receipt of the request by the accounts payable department.
All requests for travel advances for out-of-parish travel shall be submitted on the appropriate form to the Superintendent or his designee for approval not less than ten (10) working days in advance.  Only airfare and hotel are allowable advance items with appropriate documentation.  Mileage and meals will not be advanced.  A travel reimbursement form must be completed after every trip in which a travel advance was obtained even if no money is owed an employee.  This request should have all required receipts attached.
Under extraordinary circumstances where the best interest of the Calcasieu Parish School Board requires that travel be undertaken not in compliance with this policy, approval after-the-fact may be given by the Superintendent if appropriate documentation is presented promptly.
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	Revised:  June, 2007
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Procedures for Family Engagement Supplies, Instructional Supplies  and Equipment

Instructional Supplies

Check item number and description for accuracy within 24 hours – No returns will be allowed unless the vendor has made an error. 
6 weeks Prior to Activity:
	Request for Expenditure (FP 100/700)  
	Itemized quote WITH shipping with vendor contact info
	Fixed Assets info – names & room numbers (iPads, laptop, desktop, Promethean board, camera, etc.)
	Page from SWP
	
Orders 
A PO will be sent to the vendor.  The CPSB warehouse will receive, check in, and forward proof of delivery to account payable.  The warehouse will deliver the order to the school and accounts payable will pay the invoice.  

Check # of boxes within 24 Hours of delivery and contact the Federal Programs if there is damage and/or discrepancy in the order.  

Sign, date, and forward invoices to the Federal Programs Dept. if order is correct and payment is approved.

Upon Completion of FE Supplies:
   Email a copy of the following documents within 10 days.
Agenda of activity serving refreshment.
Sign in Sheet with FI activity, dated, printed participant’s names and signatures
R/E # on all reimbursement documentation.


Equipment

6 weeks prior Request for Expenditure ($5000+ per item)
 	Written justification 
	Attach quote
	Fixed Assets info – teachers’ names & room numbers
	Page from SWP

Warehouse will receive, tag, and deliver equipment to the school. 
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Parental Information
[bookmark: Federal_Programs_Information]Federal Programs Information
For Parents of
Calcasieu Parish Students

Information also available at: http://www.cpsb.org

Click:  Parents/Students
Click:  Student Code of Conduct

FEDERAL PROGRAMS

Parents and Guardians may access information about Federal Programs and State Accountability by visiting the CPSB website. http://www.cpsb.org Under the Parent/Student tab, information may be found under Resources by going to Accountability and/or ESSA. Also, under the Parent/Student tab, information may be found under Departments by going to Federal Programs

ESSA PARENT NOTIFICATION

Parents are to be given timely information about Title I programs and their children’s progress and be involved in their children’s education. There are numerous opportunities for family involvement provided through the Title I program through structured activities, volunteering or serving on committees, or just receiving information, resources, or assistance with a specific problem.

Parents may find additional information regarding Federal Programs and the State Accountability Program on the Louisiana State Department website at http://www.louisianabelieves.com

Parents are encouraged to be actively involved in all aspects of their child’s education and have a right to know about their child’s school performance and the qualifications of their child’s teacher or paraprofessional. Parents may access their child’s teacher qualifications through a new Teach Louisiana link teachlouisiana.net on the Louisiana State Department of Education website. Click verify a Louisiana Certificate (may have to click more than once), type in teacher’s name.

Parents will be notified if their child is placed in a program for English Learners (EL) students, or if they will be taught for four or more consecutive weeks by a teacher who has not yet met requirements for a standard certificate as defined by ESSA.

Louisiana Department of Education Complaint Procedures for The Elementary and Secondary Education Act of 1965

If the  Calcasieu Parish School Board Title I Program is not providing services in accordance with state and federal regulations, a parent may file a complaint in accordance with the The Louisiana Handbook for School Administrators, Bulletin 741, Section 349, which is available online at the following website address:  bese.louisiana.gov/policy Parents may also request a copy of this bulletin by calling the Department’s toll-free number 1.877.453.2721. This bulletin contains detailed procedures established for resolving complaints filed against the Department of Education or a local education agency pursuant to provisions of the Elementary and Secondary Education Act of 1965, 20 U.S.C. §6301, et. seq.(ESEA).

Summarized from the above handbook, complaints to the Louisiana Department of Education must (1) be in writing and (2) describe a violation of the law or a violation of federal statutes or regulations.

The written complaint must include:
A statement of the violation of requirement of pertinent federal statue or regulation.
The facts on which the statement is based, including the name of the local education agency;
A proposed solution for the problem;
The parent’s signature and contact information;
Only violations occurring within the past year.

A parent is notified when a complaint has been received by the Department, and complaints will be resolved within 60 days of receiving the complaint, unless the timeline has been extended.
The parent will receive a written decision addressing each violation and will also be informed of the right to request that the Secretary of the United States Department of Education review the decision made by the Louisiana Department of Education










TITLE I
DISTRICT PARENT/FAMILY ENGAGEMENT POLICY CALCASIEU PARISH SCHOOL BOARD (CPSB) 2025/2026

BE ENGAGED. Louisiana believes that children are our highest priority; families are our partners; educators are valued professionals; graduates must be ready; equity matters; choice expands opportunities; schools are invaluable to communities; and our future is bright!

The Calcasieu Parish School Board recognizes the importance of the school and home working together as
partners in the education of each child. The Calcasieu Parish Title I Parent/Family Policy encourages the engagement of all families. The district Title I Parent/Family Policy as well as each school’s Parent/Family Policy are jointly developed, written and annually reviewed by school staff and parent/family members in order to improve and promote student academic success. These policies incorporate the requirements under the Every Student Succeeds Act (ESSA) of 2015.

Title I is a major provision of the Every Student Succeeds Act (ESSA) of 2015. Title I, Part A – Improving the Academic Achievement of the Disadvantaged provides assistance for students in high-poverty schools.

In order to accomplish our mission, the following policies have been developed to ensure parental/family engagement in the CPSB Title I Schools.

PART 1. Division Practices and Expectations

CPSB will put into operation programs, activities and procedures for the engagement of parents/families to support the success of ALL students.

CPSB families of participating children will give input for developing programs and activities that are planned and operated with meaningful consultation through our District ATP (Action Team Partnerships).

CPSB Title I Coordinators will work with the served schools to ensure that the required school- level family engagement policies meet the requirements of the law and that each policy will include a school-family compact.

CPSB will provide full opportunities, to the extent practicable, for the participation of family members with limited English proficiency, family members with disabilities, and family members of migratory children to receive, information and school reports in an understandable format and language family members can understand.

CPSB will submit all comments from family members, with the plan, to the Louisiana Department of Education if any family members are not satisfied with the district policy.

CPSB will engage the Title I families in decisions about how the one percent of Title I, Part A funds reserved for family engagement, will be spent.

CPSB supports and agrees with the statutory definition of parent/family engagement, and
expects that its Title I schools will carry out programs, activities and procedures in accordance with this definition:

CPSB family engagement is an empowering partnership among families, educators, practitioners and the community with shared responsibility for the personal success of children and youth.
An Empowering Partnership means that families, educators, practitioners, and the community cultivate and sustain relationships that are active, equitable and respectful to support the learning and social-emotional growth of children and youth.
Shared Responsibility means that families, educators, practitioners, and the community collaborate and communicate to promote positive educational outcomes for children and youth.
The Personal Success of children and youth means the accomplishment of their desired visions and goals.
PART 2. Implementation of CPSB Title I Family Engagement Components

CPSB will engage family members in the joint development, implementation and evaluation of the district-wide policy by serving on our district ATP. The results of the evaluation will be used to identify barriers and better design strategies for increased family engagement.

CPSB Title I specialists will provide technical assistance and other necessary support to assist the schools in developing and implementing effective family engagement policies and activities by participating in the development of the One Year Action Plan as a component of the school wide plan (Balance Score Card), and other events at the served schools in order to improve academic achievement.

CPSB Title I program at the district and school levels will coordinate and integrate, as necessary, family engagement activities, workshops and meetings with the following programs:

Head Start, Pre-K, World Languages, PIE (Partners in Education), Special Education, and Adult Education.

CPSB Title I schools will provide multiple opportunities/activities for family members of participating students.

Family/Community events/activities can be offered in a virtual and/or drive through format. This could include School Messenger, Remind, Facebook, “X” (formally Twitter), ZOOM and Microsoft TEAMS.

CPSB Title I schools will ensure that information related to the school and family programs, meetings, and other activities, is sent to the families of participating children in a format/language (upon request) and, to the extent practicable, for parents to understand. Such items may include, meeting/workshop notices, newsletters, phone calls, notes home from the teacher(s), community resources, parent brochures, spring survey, etc. Interpreters and Translators will be used to assist family members at various parent/school activities as needed.

CPSB Title I schools will notify families of children attending Title I schools identified for school improvement by sending a letter to the families stating the reason for the identification and how parents can become engaged.

CPSB Title I schools will notify families when students are taught by a teacher who is not fully certified under ESSA for four or more consecutive weeks by sending a letter to the families.

Family members may reference, for further information, the entire law in Section 1118 of the Every Student Succeeds Act (ESSA), Title I, Part, Improving the Academic Achievement of the Disadvantage at www.ed.gov/programs/titleiparta/parentinvguid.doc.

PART 3. ADOPTION

This District-wide Family Engagement Policy has been developed jointly with, and agreed on with, family members of children participating in the Title I, Part A programs, as evidenced by meeting agendas emails at the district and school level.


This policy was adopted by Calcasieu Parish School Board Title I ATP on March 25, 2025.
and will be in effect for the period of one year. CPSB will distribute this policy to all families of participating Title I, Part A, children upon adoption.




     Loree L. Smith  March 25, 2025
Loree L. Smith, Coordinator Family Engagement                    Date






Safe and Drug Free School & Communities
NOTICE TO PARENTS AND STUDENTS OF CALCASIEU PARISH

The Calcasieu Parish School Board and the Louisiana State Department of Education have directed that each student and his parents/guardians be told that, without exception, a student shall not be under the influence of, bring on, consume or have in his/her possession on a school bus, on school premises, or at a school function away from school, any narcotic drugs or controlled dangerous substance as defined by State law, unless dispensed by a licensed physician as allowed by law. Any student of the Calcasieu Parish School Board found to be in violation of this policy will be subject to expulsion as provided in the Drug-Free Schools and Communities Act Amendments of 1989, Public Law 101-226. Terms of the law are mandatory and include a statement that referral sources are available to parents/guardians.

Act 909—1990 Louisiana Legislative Action
Mandates that any student, sixteen (16) years or older, found guilty of knowledge of and intentional distribution of or possession with intent to distribute any controlled dangerous substance on school property, on a school bus, or at a school event shall be expelled from school for a minimum of twenty-four calendar months.
Mandates that any student who is under sixteen (16) years of age and in grades 6-12 and who are found guilty as in (1.) above shall be expelled from school for a minimum period of twelve (12) calendar months.
Mandates that any student who is kindergarten through grade five and who is found guilty as in (1.) above shall be referred to the local school board through a recommendation for action from the superintendent.
Specifies procedures for review or appeal as follows:
The parent or tutor of the pupil may within five days after the decision is rendered, request the school board to review the findings of the superintendent or his designee.
The parent or tutor of the pupil may, within ten days, appeal to the district court for an adverse ruling of the school board/superintendent.
Requires that upon recommendation by a principal for the expulsion of any student referred to above, a hearing shall be conducted by the superintendent or his designee to determine whether the student shall be expelled or if other corrective or disciplinary action shall be taken. Until such hearing, the student shall remain suspended from school.
Mandates that no student expelled pursuant to this act shall be readmitted to any public school in the State except upon the approval of the school board system to which he seeks admittance.







Title IX
Title IX of the Education Amendments of 1972 prohibits discrimination on the basis of sex in education programs or activities which receive Federal financial assistance.
It is the policy of the Calcasieu Parish School Board, in compliance with the requirements of Title IX, to maintain a learning environment that is free from prohibited sexual discrimination or sexual harassment. CPSB does not discriminate on the basis of sex in its educational programs or activities. Title IX additionally prohibits such discrimination in admission and employment. All forms of unlawful sex discrimination on the part of an employee-to-employee, employee-to-student, student-to-student, or any person to another person or any combination of these relationships are prohibited. Inquiries about or complaints of violation of this policy or of Title IX of the Education Amendments of 1972 may be directed to the Title IX Coordinator, Dr. Felicia Coleman, 600 S. Shattuck St., Lake Charles, LA 70601, Ph: 337-217-4150, Ext 1503 email: felicia.coleman@cpsb.org or the Assistant Secretary for Civil Rights of the U.S. Department of Education, Office for Civil Rights, Department of Education, 400 Maryland Ave., SW, Washington, DC 20202-1100, Email: ocr@ed.gov, 1-800-421-3481.

McKinney-Vento Homeless
Education of Children and Youth in Homeless Situations

The CPSB Policy supports the McKinney-Vento Homeless Act by removing barriers to enable students to enroll in school. The McKinney-Vento Act applies to a student who does not have a fixed regular and/or adequate residence. This would include a family/student that is doubled up due to economic hardship, forced eviction, living in emergency/transitional shelter, campground, trailer park, a car, or a public area (bus/train station), an unaccompanied youth, and Migrant children living in “Homeless” situations. All school fees are waived. Each school has a person who is trained to assist a family/student throughout the school year. A Dispute Resolution Form and procedures are available by contacting the Homeless Liaison Office.

DCFS Foster Care
Foster Care Parents will provide DCFS Foster Care Placement Forms to the assigned schools.

Migrant Education:
Please complete the Louisiana Migrant Education Family Search Form and return it to your school. You can obtain the form in English, Spanish, or Vietnamese at the following links listed below:
English Migrant Family Search Form: https://forms.office.com/r/FYjqWxZDwb Spanish Migrant Family Search Form: https://forms.office.com/r/hAG0xuytq4

Vietnamese Migrant Family Search Form: https://forms.office.com/r/LayUHV7WCi




Johnethia Bellard, District McKinney-Vento Homeless Liaison, Point of Contact DCFS and Migrant Education
2423 6th Street Lake Charles, LA
Phone: 337.217.4170 Ext. 2408 Fax: 337.217.4173 Email: johnethia.bellard@cpsb.org Email: federalprogramsrosteet@cpsb.org




























FEDERAL PROGRAMS REQUIRED PARENTAL INFORMATION

I have read and understand the documents listed below in the student’s CPSB Code of Conduct Handbook regarding Federal Programs. My signature on the CPSB Student Code of Conduct Acknowledgement Page indicates that I have reviewed on these documents:
Federal Programs Information
Parent Notification Information
LA Dept. of Education Complaint Procedures for The Elementary and Secondary Education Act of 1965
District Family Engagement Policy
Act 909
Title IX Information
McKinney-Vento Homeless Information
DCFS Foster Care Contact
Migrant Education
McKinney-Vento Louisiana Student Residency Questionnaire Form
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Title III
Loree L. Smith, Supervisor
Federal Programs Calcasieu Parish Schools
2423 6th Street (Rosteet Annex)
Lake Charles, LA  70601
Phone: 337.217.4170 Ext. 2406
Fax: 337.217.4173

TBD Consultant, World Languages EL/ PK-12
Cindy Dore’, Lead EL Teacher, Calcasieu Parish
600 S. Shattuck Street
Lake Charles, LA 70601
Phone: 337.217.4150 Ext. 1516
Fax: 337.217.4152

https://www.cpsb.org/curriculum/english-learners-esl/home























[bookmark: SAPE_Info_and_Forms]
SAPE 
(Substance Abuse Prevention Education)

INFORMATION AND FORMS


































 



















				
       NOTICE TO PARENTS AND STUDENTS OF CALCASIEU PARISH

The Calcasieu Parish School Board and the Louisiana State Department of Education have directed that each student and his parents/guardians be told that, without exception, a student shall not be under the influence of, bring on, consume or have in his/her possession on a school bus, on school premises, or at a school function away from school, any narcotic drugs or controlled dangerous substance as defined by State law, unless dispensed by a licensed physician as allowed by law.  Any student of the Calcasieu Parish School Board found to be in violation of this policy will be subject to expulsion as provided in the Drug-Free Schools and Communities Act Amendments of 1989, Public Law 101-226.  Terms of the law are mandatory and include a statement that referral sources are available to parents/guardians.

Act 909—1990 Louisiana Legislative Action
Mandates that any student, sixteen (16) years or older, found guilty of knowledge of and intentional distribution of or possession with intent to distribute any controlled dangerous substance on school property, on a school bus, or at a school event shall be expelled from school for a minimum of twenty-four calendar months.
Mandates that any student who is under sixteen (16) years of age and in grades 6-12 and who are found guilty as in (1.) above shall be expelled from school for a minimum period of twelve (12) calendar months.
Mandates that any student who is kindergarten through grade five and who is found guilty as in (1.) above shall be referred to the local school board through a recommendation for action from the superintendent.
Specifies procedures for review or appeal as follows:
The parent or tutor of the pupil may within five days after the decision is rendered, request the school board to review the findings of the superintendent or his designee.
The parent or tutor of the pupil may, within ten days, appeal to the district court for an adverse ruling of the school board/superintendent.
Requires that upon recommendation by a principal for the expulsion of any student referred to above, a hearing shall be conducted by the superintendent or his designee to determine whether the student shall be expelled or if other corrective or disciplinary action shall be taken.  Until such hearing, the student shall remain suspended from school.
Mandates that no student expelled pursuant to this act shall be readmitted to any public school in the State except upon the approval of the school board system to which he seeks admittance.













McKINNEY-VENTO HOMELESS, Foster Care, Migrant
INFORMATION AND FORMS
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McKinney-Vento Homeless, Foster Care and Migrant Programs
Goals, Procedures and Services

Focus:
Awareness, Identification and Access
School enrollment and stability
Support academic success
Student centered decisions based on the best interest of the student

Who qualifies for McKinney-Vento Homeless Act?
Children living in shelters, including domestic violence shelters
Children living in hotels/motels 
Children living on the streets or in cars, abandoned buildings, campgrounds, etc.
Children living in substandard conditions – not fit for human habitant (i.e. no electricity, no heat, no running water, no windows/doors, holes in the roof/floor)
Abandoned and/or runaway children and youth (Unaccompanied Youth)
Two or more families living together in crowded or undesirable living conditions, (doubling/tripling up) because they have no place of their own to live where they can safely and healthfully meet their basic needs in privacy and with dignity. (Extreme poverty) 
The Rights of Homeless Students 
(Federal Law:  McKinney-Vento Homeless Act)
McKinney-Vento Homeless students stay in their school throughout the school year even if their residence has changed (school of origin).  This decision is always made in the best interest of the children.
MV students will receive a permit from CWA (when required).
MV students have immediate access to school enrollment without proof of residency, birth certificate, immunizations, school records or other required documents.
MV students are provided transportation to school of origin.
MV students can enroll in a pre-school program.
MV students are provided appropriate school services that are provided by CPSB.
If there is a Dispute Resolution Request, the MV student is to attend school while the issue is being resolved.
CPSB Homeless and Foster Care Policy is located on District Website (File: JBCBB, Cf: JBC)
Procedures:
Families and/or students must apply each school year for McKinney-Vento Homeless services.  
Each school will provide a primary and secondary McKinney-Vento and Foster Care Contact Person who will be trained by completing the 2021/2022 MV and FC Training Webinar “Certificate of Completion” and email: federalprogramsrosteet@cpsb.org or Fax 217-4173 to my office.
School contacts or administrators will provide McKinney-Vento information at the beginning of the year school staff in-service. 
Title I Administrators will post Agenda and Sign in Sheets to Federal Programs Blackboard.
Non-Title I Administrators will email: federalprogramsrosteet@cpsb.org or fax (217-4173) Agenda and Sign in Sheets to my office
Each student’s Enrollment packet/Code of Conduct will have a Louisiana Questionnaire Form or Migrant Form for parents to complete and return to their child’s school.
When the Louisiana Questionnaire Form (A) is returned to the School Contact person with questions #1 and/or #2 checked yes, that student may meet the qualification for the MV Program.  The School Contact person will interview the family/student to assess their needs and provide further information of services provided by the MV program and other resources/agencies.  The family/student will receive a MV pamphlet (purple).
If a school contact receives the La. Questionnaire from a student and Foster Care question is checked YES, please email: federalprogramsrosteet@cpsb.org or fax (217-4173) the application to Federal Programs office along with the FC Referral Form and the DCFS child’s placement Forms.
If a school contact receives the Migrant Form from a student and the Migrant question is checked YES, please email: federalprogramsrosteet@cpsb.org or fax (217-4173) the application to Federal Programs office.
The school’s contact person will email: federalprogramsrosteet@cpsb.org or fax (217-4173) the completed Louisiana Questionnaire Form (A), Title VII McKinney-Vento Homeless Confidential Referral Form (B) (with the Principal’s signature) per student, Title VII McKinney-Vento Homeless Student Needs Assessment Form (C) (if applies), if in need of an Out of Zone bus transportation a McKinney-Vento Transportation Request Form (D) {Out of Zone Form D requires Principal signature} (email: federalprogramsrosteet@cpsb.org or fax (217-4173). 
The Liaison’s signature (Carolyn Toups) indicates that the student qualifies for MV Homeless services. The approved MV Homeless Confidential Referral Form (B) will be emailed to the school contact person.  A copy of the approved MV Homeless Confidential Referral Form (B) is to be kept in the school contact person’s MV files and a copy of Forms A & B are placed in each MV student’s cum-folder.  This will ensure that “homeless” documentation travels with the student’s school information. 
The McKinney-Vento Homeless Student Needs Assessment Form (C) will provide the necessary information for the MV staff to bundle the school uniform and basic school supplies.  The school contact person will notify the parent or guardian that the uniform and school supplies bundles are ready to be picked up at the school.    
MV Homeless student’s information is to be handled with complete confidentiality and utmost discretion.  I suggest you advise classroom teacher(s) of their “homeless” students, because all school fees are waived, and no pressure should be placed on “homeless” students for payment.  (CPSB Registration Hardship Waiver Request)
Each family is required to follow schools’ guidelines and procedures regarding the Food Services Department.  The MV office will email Food Services and JCampus daily, with a list of approved homeless students’ names.  All MV students and Foster Care students qualify for Free School Meals but is required to complete application if not a CEP school.
The MV office will email a request the McKinney-Vento Transportation Request Form (D) {requires Principal signature} for Out of Zone.  The MV students can remain in their school of origin for the remainder of the school year.  The MV office must have Form D for any MV student riding a CPSB bus requesting an Out of Zone bus. If a student’s address changes during a school year, then a new Form D with “change of address” must be email: federalprogramsrosteet@cpsb.org or fax (217-4173) to the MV office.
Once the student has been qualified for the MV Homeless Program, the student remains under this MV Homeless Program for the remainder of the school year.
If a student’s living situation changes and/or becomes unstable at any time during the school year, they may be eligible for the MV Homeless Program.
Schools are to display a MV Homeless poster in a public area of their school.
All MV Homeless information is posted on CPSB Federal Programs McKinney-Vento Blackboard.
Families are notified by the Dianna Thompson, Child Advocate, of agencies/resources available.
Any student who qualifies for MV Homeless services is provided a MV Homeless pamphlet.
Contact the District’s Homeless Liaison (Carolyn Toups) regarding a Dispute Resolution Form.
Families who do not meet the qualifications for McKinney-Vento Homeless under the new ESSA law, will receive a notification letter.
Family or students must apply every year.

Federal Monitoring Requirements: 
The schools Administrator allows time for MV Professional Development/Training by the MV School contact person to inform staff of MV information.  Documentation of training at your school will need to be documented (on beginning of the school year Agenda) for Federal monitoring requirements.   Email: federalprogramsrosteet@cpsb.org or fax (217-4173) documentation (copy of Agenda and MV Webinar Certificate of Completion) to the Federal Programs office.  MV poster is to be displayed in a public area of the school.  Schools are required to keep Federal Programs Documents on file for 5 years.

McKinney-Vento Homeless Educational School Reimbursement Guidelines:
  Step #1.  Email: federalprogramsrosteet@cpsb.org or fax (217-4173) the VII McKinney-Vento Pre-Approval     
 	   for Educational School Reimbursement Form (E) with the school principal’s signature, a copy of the  
 	  Letter to Parents and copy of Transportation “Trip Tracker” Approved Form (when applicable).
  Step #2.  BEFORE spending any money, the McKinney-Vento Pre-Approval for Educational 
   	   Reimbursement Form (E) must be approved by Carolyn Toups and emailed back to your school 
               contact person with approved signature.  (REVISED-2019)
  Step #3.  The McKinney-Vento Request for Educational Reimbursement Form (F), with the 
                Principal’s signature can be faxed for reimbursement along with proof of payment (copy of canceled    
  	   check from school); CPSB Federal Programs will reimburse the school.  Reimbursement Forms (F) 
  	  are due the second Friday of May annually.  (REVISED-2019)
**All schools are to waive school fees for all McKinney-Vento Homeless students. Under the 
McKinney-Vento Homeless Program, student’s report cards cannot be held because of unpaid fees. 

McKinney-Vento Homeless Forms:
Form A – Louisiana Student Residency Questionnaire Form, (Spanish version on 
                Federal Programs Blackboard)
Form B – McKinney-Vento Homeless Confidential Referral Form (Requires principal’s signature)
Form C – McKinney-Vento Homeless Student Needs Assessment Form
Form D – McKinney-Vento Transportation Request Form-Out of Zone (Requires principal’s signature)
Form E – McKinney-Vento Pre-Approval for Educational Reimbursement 
Form F – McKinney-Vento Request for Educational Reimbursement 
Caregiver Form for Unaccompanied Youth
CPSB Registration Hardship Waiver Request
Dispute Resolution Form (Contact District Homeless Liaison)

Services provided by McKinney-Vento Homeless Program:
Qualifies for Free School Meals
Basic school supplies and a back pack (if needed)
Tops, bottoms, 1 belt, and 1 jacket
1 P.E. uniform for Middle & High school students
Specialize school supplies (upon request-Form E)
According to CPSB policy Bus Transportation is provided for all MV Homeless students 
Pre-Approved Reimbursement Form (E)
Example: Reimburse school for cap, gown, and diploma for graduating seniors
MV Homeless pamphlet (information for MV students)
MV Homeless pamphlet (contact information)
Reimbursement to the school for MV Senior Students Cap & Gown
Send in Form E for approval for any items the student needs
iPads, laptops, and Hot Spots

 Services provided by the School for the McKinney-Vento Homeless Student:
Louisiana Student Residency Questionnaire Form is provided in the school’s enrollment packet (Code of Conduct).  Forms are to be completed and returned to the school and forms are kept on file at the school for (5) five years.  Forms returned with “Yes” on questions #1 and 2 will need to be addressed. Returned Form A if Migrant is checked YES or if Foster Care is check YES.  If FC is checked YES, send a copy of a completed Foster Care Form A along with DCFS Placement Forms.
Enroll students without barriers 
MV family follows school’s procedure for Food Services Department
Dress code for MV Students will be waived until uniform and school supplies are delivered to the school.
WAIVE ALL SCHOOL FEES (CPSB Registration Hardship Waiver Request)
Distribution of uniforms and school supplies to MV students with discretion and confidentiality
Contact the District Homeless Liaison for the Dispute Resolution Form.
MV Forms A & B will be placed in each student cum folder and the school will keep all MV Forms on file at your school (5 years).  (The MV office can provide you an updated list of your school’s MV students upon request.)
Provide MV information/training to your school faculty (guidelines and services).  Please email: federalprogramsrosteet@cpsb.org or fax (217-4173) documentation (Agenda and sign in sheet) to the MV office.

Services Provided by McKinney-Vento Sub Grant FY 2021-2022:  
Homeless Child Advocate will contact families/Unaccompanied Youth to provide community resources
Educational Field Trips
Tuition for Educational Services
Special Fees for School Tools (ex. Sewing Kit)
Tutoring
Transit System bus tickets
Summer Programs
iPads, laptops, and Hot Spots
Foster Care Program
Foster Care students will not qualify for McKinney-Vento Homeless under the new ESSA Law.
DCFS Foster Care Case Managers will provide a School Counselor Letter/Placement Agreement Form to the school when a child enters Foster Care and when updating any changes regarding previous DCFS Letter sent to the school.  
Adoptive parents will notify the school about the child’s legal name change once adopted.
Please email: federalprogramsrosteet@cpsb.org or fax (217-4173) a copy of the CPSB Foster Care Confidential Referral Form A and the DCFS Child Placement Forms to Carolyn Toups, POC 

Contact information:	Johnethia Bellard, District McKinney-Vento Homeless Liaison and 
District Foster Care POC (Point of Contact) 
2423 6th Street (Rosteet Annex)
Lake Charles, LA  70601
E-mail: federalprogramsrosteet@cpsb.org 
Phone:  337.217.4170 Ext. 2408 Fax:  337.217.4173

Natasha Walker, MV Homeless Child Advocate
2423 6th Street (Rosteet Annex)
Lake Charles, LA  70601
Phone:  337.217.4170 Ext. 2416 Fax:  337.217.4173

                                                	Kendria Guice, Federal Programs MV Homeless Secretary                                              				2423 6thStreet (Rosteet Annex)
                                                	Lake Charles, LA  70601
				Phone:  337.217.4170 Ext. 2407 Fax:  337.217.4173


























































McKINNEY-VENTO HOMELESS DISPUTE RESOLUTION FORM

McKinney-Vento Homeless Liaison will be charged with providing a written explanation if there is a need for a “Dispute Resolution”.  

McKINNEY-VENTO HOMELESS WRITTEN NOTIFICATION OF 
ENROLLMENT DECISION FORM


The McKinney-Vento Homeless Liaison will provide a written explanation to the student or parent/guardian if the District assigns the child or youth to a school other than the “School of Origin” or other than a school requested by the parent/guardian.

Please contact District McKinney-Vento Homeless Liaison 
if there is a need for the above forms:
Johnethia Bellard
2423 6th Street (CPSB Rosteet Annex)
Lake Charles, LA  70601
E-mail: Johnethia.Bellard@cpsb.org 
Phone:  337-217-4170 Ext. 2408
Fax:  337-217-4173
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Louisiana Migrant Education Program
Family Search Form QR Codes

To better serve your children’s academic needs, our program wants to identify students who may qualify to receive FREE additional educational services.
https://forms.office.com/r/hAG0xuytq4
https://forms.office.com/r/LayUHV7WCi
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CPS B   Federal Programs Checklist   20 2 5 / 202 6   AUGUST  

Date Due  Date  Sent/Posted  Federal Program Dept.  Activity/Form  

08/0 8 /2 5   McKinney - Vento Homeless  Distribution of Homeless Uniforms may begin  

  I   

8/ 29/25   I  Budget Revision #1  BY EMAIL   by noon  

8/2 7 - 8/29/25       I   / VII     Budget 101 Meetings (9:00 A.M. and 1:00 P.M.) by Appointment      Budget Revision #1,  BY APPT.   w/La Tarsha      All Title I Employee schedules (Para & Teachers) - Mr. Vail post on  FP DD      Title I Contact Information Form on post on  FP DD      Title VII Homeless  School Contact s   Form FY  2 5 /2 6   post on  FP DD  

8/ 29 / 2 5   Title VII  Homeless  Title VII   Homeless/Foster Care   Webinar Training  Certificate   posted on  FP DD  

SEPTEMBER  

Date Due  Date  Sent/Posted  Federal Program Dept.  Activity/Form  

  9/1 2 /2 5     F E   /   III     School Representative, Chair and Co - Chair Forms Schedules of  Monthly School ATP meetings      1 Yr  202 5 /202 6   Family  Engagement   Action Plan      Family  Engagement   Policy & Student Compacts w/Adoption date      Post all Forms on  FP DD      HLS - Title III Attestation Form post on  FP DD  

9/ 2 6 / 2 5   I  Certification   Attestation  Form post   on  FP DD  

9/2 6 / 2 5   S afe &  D rug  F ree  S chools  SAPE Team Form A post on  FP DD  

OCTOBER  

Date Due  Date  Sent/Posted  Federal Program Dept.  Activity/Form  

10/ 1 7 /2 5   I  50%   encumbered/Requested for all Instructional Supplies only  

  TBD     F E     NNPS/ATP Training New Members      NNPS/ATP  Celebration  

DECEMBER   

Date Due  Date  Sent/Posted  Federal Program Dept.  Activity/Form  

12/ 0 5 /2 5   I     100 %   encumbered/Requested for all Instructional  and Family  Engagement  Supplies only    

MARCH  

Date Due  Date  Sent/Posted  Federal Program Dept.  Activity/Form  

3/ 0 6/26   I     Deadline for  all   20 25 /20 26   R for E  by 12:00 Noon  

MAY  

Date Due  Date  Sent/Posted  Federal Program Dept.  Activity/Form  

TBD   F E  Spring ATP  Training  

5 /0 1 /2 6   S & DFS  SAPE Mandated Drug Education Forms   post on  FP DD  

5/ 15 /2 6   Title VII  Homeless  Deadline for  Title VII  McKinney - Vento reimbursements ( Form F )  

5/2 2 /2 6   I  Deadline to earn  stipend &   submit Supplemental Pay form for 20 2 5 /20 2 6     (NO    Projected Supplemental Pay)  

TBD   I  Title I Principal’s Meeting  

JUNE  

Date Due  Date  Sent/Posted  Federal Program Dept.  Activity/Form  

TB A   I  Title I Principal’s Meeting  

JULY  

7/ 01/2 6   I  Begins  202 5 /202 6   Title I Year  
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CPSB Federal Programs Checklist 2025/2026

AUGUST


		Date Due

		Date Sent/Posted

		Federal Program Dept.

		Activity/Form



		08/08/25

		

		McKinney-Vento Homeless

		Distribution of Homeless Uniforms may begin



		

		

		I

		



		8/29/25

		

		I

		Budget Revision #1 BY EMAIL by noon



		8/27-8/29/25



		

		
I / VII

		· Budget 101 Meetings (9:00 A.M. and 1:00 P.M.) by Appointment

· Budget Revision #1, BY APPT. w/LaTarsha

· All Title I Employee schedules (Para & Teachers)-Mr. Vail post on FPDD

· Title I Contact Information Form on post on FPDD

· Title VII Homeless School Contacts Form FY 25/26 post on FPDD



		8/29/25

		

		Title VII Homeless

		Title VII Homeless/Foster Care Webinar Training Certificate posted on FPDD





SEPTEMBER


		Date Due

		Date Sent/Posted

		Federal Program Dept.

		Activity/Form



		9/12/25

		

		
FE / III

		· School Representative, Chair and Co-Chair Forms Schedules of Monthly School ATP meetings

· 1 Yr 2025/2026 Family Engagement Action Plan

· Family Engagement Policy & Student Compacts w/Adoption date


· Post all Forms on FPDD

· HLS-Title III Attestation Form post on FPDD



		9/26/25

		

		I

		Certification Attestation Form post on FPDD



		9/26/25

		

		Safe & Drug Free Schools

		SAPE Team Form A post on FPDD





OCTOBER


		Date Due

		Date Sent/Posted

		Federal Program Dept.

		Activity/Form



		10/17/25

		

		I

		50% encumbered/Requested for all Instructional Supplies only



		
TBD

		

		
FE

		· NNPS/ATP Training New Members


· NNPS/ATP Celebration





DECEMBER 


		Date Due

		Date Sent/Posted

		Federal Program Dept.

		Activity/Form



		12/05/25

		

		I

		· 100% encumbered/Requested for all Instructional and Family Engagement Supplies only







MARCH


		Date Due

		Date Sent/Posted

		Federal Program Dept.

		Activity/Form



		3/06/26

		

		I

		· Deadline for all 2025/2026 R for E by 12:00 Noon





MAY


		Date Due

		Date Sent/Posted

		Federal Program Dept.

		Activity/Form



		TBD

		

		FE

		Spring ATP Training



		5/01/26

		

		S & DFS

		SAPE Mandated Drug Education Forms post on FPDD



		5/15/26

		

		Title VII Homeless

		Deadline for Title VII McKinney-Vento reimbursements (Form F)



		5/22/26

		

		I

		Deadline to earn stipend & submit Supplemental Pay form for 2025/2026
 (NO  Projected Supplemental Pay)



		TBD

		

		I

		Title I Principal’s Meeting





JUNE


		Date Due

		Date Sent/Posted

		Federal Program Dept.

		Activity/Form



		TBA

		

		I

		Title I Principal’s Meeting





JULY


		7/01/26

		

		I

		Begins 2025/2026 Title I Year
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Calcasieu Parish School Board FORM.F

B u 1 L D I N G F O U N D A T I O N S L T H E F U T U R E

Dr. Jason VanMetre, Superintendent REIMBURSEMENT

CPSB Federal Programs McKinney-Vento Homeless
EDUCATIONAL SCHOOL REIMBURSEMENT FORM

School Name: Date:

Please check one:] |Educational School Field Trip Graduation Cap/Gown —|Other
** Email: federalprogramsrosteet@cpsb.org along with a copy of the “Canceled Check” **

DATE
STUDENT NAME STUDENT L.D.# | GRADE Field Trip or Graduation COST

TOTAL

.

All reimbursements must be Pre-approved (Form E)

» Once the student has completed educational request from Form E, fax “Form F” along with a copy of the “canceled check”
showing proof of payment.

High School Graduation Cap and Gown Reimbursement pending student(s) graduating.

All request for Educational Reimbursement (Form F) due on the 2" Friday of May.

)
8

D3

.

)
8

3

*

Form completed by:

Please keep a copy for your McKinney-Vento Homeless records

PRINCIPAL’S SIGNATURE DATE

sfe st s st st s s sk s s sk e e e e ke ek e sk ke sk ke s she sk oot sheste sk sheste sk st st sk st sk sk sk sk sk sk s sk e s ke s sk skeske kst ske sk sfeste e st st sheste sk sk st st sk st sk st sk sk st sk sk e s ke s sk ek sk ke sk ke st ke st sk skeste st sk steste sk sk steste st sk st sk sk s sk e s sk sk sk skeskeske sk ket sk skt stk stk stk skeokskokoskok

APPROVED/NOT APPROVED

McKinney-Vento Homeless Liaison DATE John Spikes, Federal Programs Director DATE
(Revised 7/2024)



mailto:federalprogramsrosteet@cpsb.org



		School Name: 

		Date: 

		Other: 

		STUDENT NAMERow1: 

		STUDENT ID Row1: 

		GRADERow1: 

		DATE Field Trip or GraduationRow1: 

		COSTRow1: 

		STUDENT NAMERow2: 

		STUDENT ID Row2: 

		GRADERow2: 

		DATE Field Trip or GraduationRow2: 

		COSTRow2: 

		STUDENT NAMERow3: 

		STUDENT ID Row3: 

		GRADERow3: 

		DATE Field Trip or GraduationRow3: 

		COSTRow3: 

		STUDENT NAMERow4: 

		STUDENT ID Row4: 

		GRADERow4: 

		DATE Field Trip or GraduationRow4: 

		COSTRow4: 

		STUDENT NAMERow5: 

		STUDENT ID Row5: 

		GRADERow5: 

		DATE Field Trip or GraduationRow5: 

		COSTRow5: 

		STUDENT NAMERow6: 

		STUDENT ID Row6: 

		GRADERow6: 

		DATE Field Trip or GraduationRow6: 

		COSTRow6: 

		STUDENT NAMERow7: 

		STUDENT ID Row7: 

		GRADERow7: 

		DATE Field Trip or GraduationRow7: 

		COSTRow7: 

		STUDENT NAMERow8: 

		STUDENT ID Row8: 

		GRADERow8: 

		DATE Field Trip or GraduationRow8: 

		COSTRow8: 

		STUDENT NAMERow9: 

		STUDENT ID Row9: 

		GRADERow9: 

		DATE Field Trip or GraduationRow9: 

		COSTRow9: 

		STUDENT NAMERow10: 

		STUDENT ID Row10: 

		GRADERow10: 

		DATE Field Trip or GraduationRow10: 

		COSTRow10: 

		STUDENT NAMERow11: 

		STUDENT ID Row11: 

		GRADERow11: 

		DATE Field Trip or GraduationRow11: 

		COSTRow11: 

		STUDENT NAMERow12: 

		STUDENT ID Row12: 

		GRADERow12: 

		DATE Field Trip or GraduationRow12: 

		COSTRow12: 

		COSTTOTAL: 

		Please keep a copy for your McKinneyVento Homeless records: 

		DATE: 

		McKinneyVento Homeless Liaison: 

		DATE_2: 

		John Spikes Federal Programs Director DATE: 
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__See

Calcasieu Parish School Board

F 0 R T H E F U T U RE Form A

B U I L DI N G

Louisiana School District: Calcasieu Parish

F O U ND A TI O N §
Dr. Jason VanMetre, Superintendent

Foster Care

FOSTER CARE CONFIDENTIAL REFERRAL FORM

Date
Student (M/F) Foster Parent/Guardian Race
School Age Grade ______ Special Ed: Gifted:
Student L.D.# D.O.B. Phone Number
Address City Zip
School Foster Care POC (Point of Contact)

(Print Name)

School Bus Transportation needed

School of origin:

COMMENTS:

Yes

INo

[No

Other children in home:

this form along with a copy of the DCFS CHILD WELFARE CHILD PLACEMENT AGREEMENT FORM

Email: federalprogramsrosteet@cpsb.org

DCopy sent to J. Bellard, District Foster Care Point of Contact

|:| Copy Placed in Student’s Cumulative Record

Principal or Asst. Principal Signature

DATE

Johnethia Bellard, Foster Care POC Signature DATE

NOTE: Email: federalprogramsrosteet@cpsb.org

2423 6" Street, Lake Charles, LA 70601

PHONE: (337) 217-4170 Ext. 2408 or Ext. 2407

(Revised 7/2024)



mailto:federalprogramsrosteet@cpsb.org

mailto:federalprogramsrosteet@cpsb.org



		Date: 

		Student: 

		MF Foster ParentGuardian: 

		Race: 

		School: 

		Age: 

		Grade: 

		Gifted: Off

		Student ID: 

		DOB: 

		Phone Number: 

		Address: 

		City: 

		Zip: 

		School Foster Care POC Point of Contact: 

		COMMENTS 1: 

		COMMENTS 2: 

		Other children in home 1: 

		Other children in home 2: 

		Copy sent to R Robertson District Foster Care Point of Contact: Off

		Copy Placed in Students Cumulative Record: Off

		DATE: 

		DATE_2: 
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English
Migrant Education Family Search Form

Scan the QR code on the left to access

and submit the form electronically.
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Escanea el cdigo QR de la izquierda y envia

la forma electrénicamente.
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This checklist serves as a guide to schools as they develop or revise their school wide plans. However, if schools
have existing documents to satisfy the schoolwide planning requirement that incorporates most of the statutory Eight
Components, that plan can be used in conjunction with other documents to satisfy the schoolwide plan requirements.

Title I School Wide Plan Checklist
SY

FP 100-700-2

e Reference where each component can be found in the Schoolwide Plan or other existing documents.
o Review the Title I School Wide Plans to ensure that all requirements listed below have been met.
e Maintain a copy at the school and district office.

Date

District/School

Grade
Configuration

Principal

School Wide
Program Planning
& Review Team
(Required)

This team is responsible for
planning, developing, revising,
and evaluating the school
wide plan. The team does not
need to be named
“Schoolwide Team” but may
be a part of an existing
leadership or building team.
Representation should include
building administration,
teaching staff, students if the
plan relates to a high school,
members of the community
who will be served in the plan,
if relevant and parents.

List members’ names and titles. This committee must include parent representation for this specific

building.
Name

Title

Example: Pat Edwards

Third Grade Teacher

Dates this team
will meet during
SY






Components of a School Wide Plan:

Found on SWP
Page(s)/ or Reference
Document

1.1. Family and Stakeholder Engagement

Describe how the school prepared a diverse group of families/parent leaders (including parents of
English Learners and students with disabilities) to provide input on the development of the
schoolwide plan by offering or connecting families/parents to training on analyzing data or
curriculum and assessments. Please provide examples of changes made to the schoolwide plan
based on input from families/parents.

Response:

1.2. Comprehensive Needs Assessment

To ensure the schoolwide plan best serves the needs of all students, especially high need students
who are failing, or are at-risk of failing, the school must conduct a comprehensive needs
assessment. The results of data analysis must guide strategies to improve academic performance
and close achievement gaps.

Summarize the results and conclusions from the comprehensive needs assessment, including the
school-level results for applicable data points listed under critical goals in Believe to Achieve:
Educational Priorities, e.g. percentage of students on or above grade level in literacy by subgroup.

Response:

Based on the results of the needs assessment, list the school’s priorities.

Response:

1.3. Strategies for Improvement

Provide a description of schoolwide strategies that the school is implementing to: 1) use methods
and instructional strategies that strengthen the academic program in the school; 2) increase the
amount and quality of learning time; 3) help provide an enriched and accelerated curriculum, which
may include programs, activities, and courses necessary to provide a well-rounded education; and 4)
include interventions and strategies to increase student achievement in underperforming subgroups.
Be sure to address all four strategies and identify the Believe to Achieve: Educational Priorities

the school will target in the narrative.

Narrative:

Evidence-based Practice: (provide link(s) for the research used to support this strategy, e.g. IES
Practice Guide/What Works Clearinghouse)

Budget Decisions/Coordination: (must be align with expenditures in the Super App ) e.g. 1 FTE -
TAP Master Teacher Coordination of Resources:

Evaluation: (research protocols for eval.)






1.4. Student Support Services

Provide a description of schoolwide improvement strategies the school is implementing to address
student well-being through activities such as counseling, school-based mental health programs,
specialized instructional support services, mentoring services, and other strategies to improve
students’ social and emotional skills that align with the results of the comprehensive needs
assessment and address applicable Believe to Achieve: Educational Priorities.

Narrative:

Evidence-based Practice (provide link(s) for the research used to support this strategy, e.g. IES
Practice Guide/What Works Clearinghouse):

Budget Decisions/Coordination (this must be reflected in the budget in the Consolidated
Application): Coordination of Resources:

Evaluation:

1.5. Student Opportunities

Provide a description of schoolwide improvement strategies that the school is implementing for
students in preparation for and awareness of opportunities for postsecondary education and the
workforce, which may include career and technical education programs and broadening secondary
school students’ access to coursework to earn postsecondary credit while still in high school (such
as Advanced Placement, International Baccalaureate, dual or concurrent enrollment, or early college
access) and address applicable Believe to Achieve: Educational Priorities.

Narrative:

Evidence-based Practice (provide link(s) for the research used to support this strategy, e.g. IES
Practice Guide/What Works Clearinghouse):

Budget Decisions/Coordination (this must be reflected in the budget in the Consolidated
Application): Coordination of Resources:

Evaluation:






1.6. Multi-Tiered Systems of Support (MTSS) for Behavior

Describe the school’s implementation of a multi-tiered system of support to prevent and address
problem behavior as noted in Believe to Achieve: Educational Priorities, including coordinated early
intervening services (CEIS) under the Individuals with Disabilities Education Act (IDEA), if
applicable.

Narrative:

Evidence-based Practice (provide link(s) for the research used to support this strategy, e.g. IES
Practice Guide/What Works Clearinghouse):

Budget Decisions/Coordination (this must be reflected in the budget in the Consolidated
Application): Coordination of Resources:

Evaluation:

1.7. Professional Development

Describe the professional development and other activities for teachers, paraprofessionals, and other
school personnel to improve instruction, support Believe to Achieve: Educational Priorities and use
of data from assessments. Include how the school recruits and retains effective teachers, particularly
for high need students who are failing or at-risk of failing and students with diverse needs.

Narrative:

Evidence-based Practice (provide link(s) for the research used to support this strategy, e.g. IES
Practice Guide/What Works Clearinghouse):

Budget Decisions/Coordination (this must be reflected in the budget in the Consolidated
Application): Coordination of Resources:

Evaluation:






1.8. Student Transition
Describe the strategies for assisting students in the transition from preschool to kindergarten,
elementary to middle school, and/or middle to high school.

Narrative:

Evidence-based Practice (provide link(s) for the research used to support this strategy, e.g. IES
Practice Guide/What Works Clearinghouse):

Budget Decisions/Coordination (this must be reflected in the budget in the Consolidated
Application): Coordination of Resources:

Evaluation:

SCHOOLWIDE PLAN ASSURANCES

The school assures:

The plan referenced in the Schoolwide Plan template was developed with the involvement of parents
and other community stakeholders.

The plan was initially developed during a one-year period, unless the LEA, in consultation with the
school, determined that less time was needed to develop and implement a schoolwide plan.

The plan will remain in effect for the duration of the school’s participation in Title I, except that the
school will regularly monitor and revise the plan as necessary to ensure that all students are provided
opportunities to meet Louisiana’s challenging academic standards.

The plan is available to the LEA, parents, and the public, is in an understandable and uniform format
and, to the extent practicable, is provided in a language that parents/guardians can understand.
Where appropriate, the plan was developed in coordination with other federal, state, and local
services, resources, and programs, and where applicable, consistent with Comprehensive Intervention
Required (CIR) or Urgent Intervention Required (UIR) activities.





		School Wide Program Planning & Review Team (Required)

		Dates this team will meet during SY _____

		Components of a School Wide Plan:

		Found on SWP Page(s)/ or Reference Document
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Components of a School Wide Plan:

Found on SWP
Page(s)/ or Reference
Document

1.1. Family and Stakeholder Engagement

Describe how the school prepared a diverse group of families/parent leaders (including parents of
English Learners and students with disabilities) to provide input on the development of the
schoolwide plan by offering or connecting families/parents to training on analyzing data or
curriculum and assessments. Please provide examples of changes made to the schoolwide plan
based on input from families/parents.

Response:

1.2. Comprehensive Needs Assessment

To ensure the schoolwide plan best serves the needs of all students, especially high need students
who are failing, or are at-risk of failing, the school must conduct a comprehensive needs
assessment. The results of data analysis must guide strategies to improve academic performance
and close achievement gaps.

Summarize the results and conclusions from the comprehensive needs assessment, including the
school-level results for applicable data points listed under critical goals in Believe to Achieve:
Lducational Priorities. e.g. percentage of students on or above grade level in literacy by subgroup.

Response:

Based on the results of the needs assessment, list the school’s priorities.

Response:

1.3. Strategies for Improvement

Provide a description of schoolwide strategies that the school is implementing to: 1) use methods
and instructional strategies that strengthen the academic program in the school; 2) increase the
amount and quality of learning time; 3) help provide an enriched and accelerated curriculum, which
may include programs, activities, and courses necessary to provide a well-rounded education; and 4)
include interventions and strategies to increase student achievement in underperforming subgroups.
Be sure to address all four strategies and identify the Believe to Achieve: Educational Priorities

the school will target in the narrative.

Narrative:

Evidence-based Practice: (provide link(s) for the research used to support this strategy, e.g. IES
Practice Guide/What Works Clearinghouse)

Budget Decisions/Coordination: (must be align with expenditures in the Super App ) e.g. 1 FTE -
TAP Master Teacher Coordination of Resources:

Evaluation: (research protocols for eval.)
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1.4. Student Support Services

Provide a description of schoolwide improvement strategies the school is implementing to address
student well-being through activities such as counseling, school-based mental health programs,
specialized instructional support services, mentoring services, and other strategies to improve
students’ social and emotional skills that align with the results of the comprehensive needs
assessment and address applicable Believe to Achieve: Educational Priorities.

Narrative:

Evidence-based Practice (provide link(s) for the research used to support this strategy, e.g. IES
Practice Guide/What Works Clearinghouse):

Budget Decisions/Coordination (this must be reflected in the budget in the Consolidated
Application): Coordination of Resources:

Evaluation:

1.5. Student Opportunities

Provide a description of schoolwide improvement strategies that the school is implementing for
students in preparation for and awareness of opportunities for postsecondary education and the
workforce, which may include career and technical education programs and broadening secondary
school students’ access to coursework to earn postsecondary credit while still in high school (such
as Advanced Placement, International Baccalaureate, dual or concurrent enrollment, or early college
access) and address applicable Believe to Achieve: Educational Priorities.

Narrative:

Evidence-based Practice (provide link(s) for the research used to support this strategy, e.g. IES
Practice Guide/What Works Clearinghouse):

Budget Decisions/Coordination (this must be reflected in the budget in the Consolidated
Application): Coordination of Resources:

Evaluation:
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1.6. Multi-Tiered Systems of Support (MTSS) for Behavior

Describe the school’s implementation of a multi-tiered system of support to prevent and address
problem behavior as noted in Believe to Achieve: Educational Priorities, including coordinated early
intervening services (CEIS) under the Individuals with Disabilities Education Act (IDEA), if
applicable.

Narrative:

Evidence-based Practice (provide link(s) for the research used to support this strategy, e.g. IES
Practice Guide/What Works Clearinghouse):

Budget Decisions/Coordination (this must be reflected in the budget in the Consolidated
Application): Coordination of Resources:

Evaluation:

1.7. Professional Development

Describe the professional development and other activities for teachers, paraprofessionals, and other
school personnel to improve instruction, support Believe to Achieve: Educational Priorities and use

of data from assessments. Include how the school recruits and retains effective teachers, particularly
for high need students who are failing or at-risk of failing and students with diverse needs.

Narrative:

Evidence-based Practice (provide link(s) for the research used to support this strategy, e.g. IES
Practice Guide/What Works Clearinghouse):

Budget Decisions/Coordination (this must be reflected in the budget in the Consolidated
Application): Coordination of Resources:

Evaluation:
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1.8. Student Transition
Describe the strategies for assisting students in the transition from preschool to kindergarten,
elementary to middle school, and/or middle to high school.

Narrative:

Evidence-based Practice (provide link(s) for the research used to support this strategy, e.g. IES
Practice Guide/What Works Clearinghouse):

Budget Decisions/Coordination (this must be reflected in the budget in the Consolidated
Application): Coordination of Resources:

Evaluation:

SCHOOLWIDE PLAN ASSURANCES

The school assures:

The plan referenced in the Schoolwide Plan template was developed with the involvement of parents
and other community stakeholders.

The plan was initially developed during a one-year period, unless the LEA, in consultation with the
school, determined that less time was needed to develop and implement a schoolwide plan.

The plan will remain in effect for the duration of the school’s participation in Title I, except that the
school will regularly monitor and revise the plan as necessary to ensure that all students are provided
opportunities to meet Louisiana’s challenging academic standards.

The plan is available to the LEA, parents, and the public, is in an understandable and uniform format
and, to the extent practicable, is provided in a language that parents/guardians can understand.
Where appropriate, the plan was developed in coordination with other federal, state, and local
services, resources, and programs, and where applicable, consistent with Comprehensive Intervention
Required (CIR) or Urgent Intervention Required (UIR) activities.
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The following faculty members have reviewed the BSC/SWP and have discussed their part in implementing it.

ASSURANCE OF FACULTY REVIEW OF BSC/SWP

Total Faculty in School:

Date

FP 100-700-3

NAME

TITLE/POSITION

SIGNATURE (in blue ink)

SIGNATURE/DATE

1.

2.

10.

11,

12,

13.






NAME

TITLE/POSITION

SIGNATURE (in blue ink)

SIGNATURE/DATE

14,

15.

16.

17,

18.

19.

20.

21,

22,

23.

24,

25,

26.

217,

28.

29.






30.

31.

32.

33.

34.

35.

36.

37.

38.

39.

40.

41.

42.

43.

44,

45.






46.

47.

48.

49.

50.

o1,

52,

53.

o4.

55,

56.

of.

58.

59.

60.

61.

62.






63.

64.

65.

66.

67.

68.

69.

70,

/1.

72,

/3.

74.

75.

/6.

77,

/8.






79,

80.

81.

82.

83.

84.

85.

86.

87.

88.

89.

90.

91.

92.

93.

94,

95.
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Calcasieu Parish School Board FP 100-700-2A
Plan for Attracting High Quality/Certified Teachers

School Policies and Partnerships

School Name: Year:

Calcasieu Parish School Board employs numerous strategies to recruit & retain Certified Teachers.
Efforts are coordinated between district & school. Schools may follow the district plan with the
flexibility to offer additional school specific strategies.

e Human Resource Department attends University Job Fairs across the state & regionally to recruit
certified teachers for CPSB.

e HR supervisors consult individually with new teachers to determine certified status and if needed
develop a plan for becoming certified.

e CPSB provides a comprehensive New Teacher Academy with an Induction Program for beginning
teachers and teachers new to the district. The NTA also provides support throughout the year with
professional development, on site visits, e-mail, or phone communication.

e Tuition Reimbursement (Proportional amount) for teachers working to attain certification.

e Tuition Reimbursement (Proportional amount) for paras in Title | schools working on regular
education certification and paras in all schools working on special education certification.

e Ongoing support form District staff: Curriculum and Instruction, Federal Programs, Human
Resource Department, Risk Management, Child Welfare & Attendance, Grant Department,
Technology Department, etc.

e High quality PD is provided by the District office as well as school specific all based on current
needs assessment. Stipends and/ or subs are funded.

e Technology Department provides numerous opportunities for PD free of charge. Pending the
funding, stipends may be offered for participation.

e Teachers have 24 hour access to the Student Progress Center from home or school to on-line grading.

e District web site highlights the successes of district, schools, staff, and students.

e Title I Schools have schoolwide budgets to supplement district initiatives. Funding allows schools to
meet specific needs to increase student achievement.

e On some occasions, we have recruited by posting jobs on the LDOE certification site, though not a
regular occurrence.

e An online recruitment package that allows an applicant to select an option to be notified of new job
postings by email when they are created. This will enable applicants not selected to continue to
receive notifications of opportunities.

¢ Human Resource Department hosts job fairs in the month of June to recruit employees.
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SCHOOL NAME:

CALCASIEU PARISH SCHOOL
EARLY CHILDHOOD DEPARTMENT

Transition plan for Preschool Children
8(g), Title I, Community Network, Head Start, and Cecil Picard LA4 Pre-Kindergarten Programs

YEAR:

FP 100-700-2B

GOAL: The Early Childhood Department will establish and maintain procedures to support
successful transitions for enrolled children and families from Pre-Kindergarten to Kindergarten.

lists and websites to
promote literacy
opportunities

ACTION TIMELINE COMMUNICATION | EVALUATION PERSON(S)
RESPONSIBLE
Parents informed of a April - ongoing Letter Sign-in sheet Teachers
transition meeting to Agenda Paraprofessionals
prepare students for
kindergarten.
Guidance regarding April - ongoing School Marquee Pictures School Administrator
kindergarten Newsletter Copies of
registration will be CPSB Website newsletters
given to parents
Pre-Kindergarten April - ongoing Letter Pictures Teachers
students will participate Paraprofessionals
in a “Move-up Day”’ to
kindergarten. Teachers
may read, Miss
Bindergarten Gets Ready
for Kindergarten.
Parents are provided May - ongoing Memo Copies of memos | Teachers
with a summer reading Paraprofessionals

OTHER:

OTHER:

Supplemental activities provided by school may be attached.
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Title |
Committee and/or Faculty Meetings
Planning Documentation

Year

Title I Committee Meetings
Our committee met on the following dates:
(A minimum of 4 times a year)

Topics Discussed/Presented Date

FP 100-700-4

Faculty Meetings
Our faculty met on the following dates:

Topics Discussed/Presented Date

Sign in sheets and agendas on file.
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Revision 5/18

Calcasieu Parish School Board - Federal Programs FP-100-700
REQUEST FOR EXPENDITURE OF FUNDS
School/Consultant: REQUEST #: #
Location Date (MMDD) bdzY oSl
Funding Source: Choose One Code
STIPENDS, SUBSTITUTES, BUS DRIVERS
Type of Expenditure: Choose One Total Cost:
Activity: Date(s):
TUITION ASSISTANCE, TESTING FEES, CONTRACT SPEAKER (attach quote)
Type of Expenditure: Choose One Total Cost:
Payment to:
COPIER RENTAL/MAINTENANCE, WIRING, INSTALLATION (attach quote/contract)
Type of Expenditure: Choose One Total Cost:
Payment to:
ADMISSION TICKETS, CHARTER BUS, SITE LICENSE, TRAVEL
Type of Expenditure: Choose One Total Cost: $ 0.00
Payment to:
Travel - Conference Name: Date(s):
# of Registrants: TOTAL Reg. Fees: Hotel:
Meals: Mileage: Airfare:
Miscellaneous: Cost:
SUPPLIES (attach quote with SHIPPING)/ FE SUPPLIES
Type of Expenditure: Choose One Total Cost:
Payment to:
EQUIPMENT-$5000+PER ITEM (attach quote with SHIPPING
Payment to: Total Cost:
COMMENTS OR NOTES
For Title IV ONLY: select one of the following Safe & Healthy Well-Rounded Technology PD
APPROVALS
Request Preparer: Date:
Principal/Consultant: Date:
FP Funds Coordinator: Funds Available: Choose One Date:
FP Supervisor: Approved Choose One Date:
FP Director Approved Choose One Date:

COMMENTS OR NOTES (IF DISAPPROVED)
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