
 

 

 

These are the guidelines for all official Calcasieu Parish School Board Facebook pages. Before creating a social 

media site that will represent any aspect of the CPSB, permission must be obtained from both a 

principal/department head and the Public Information Department. To request permission from the Public 

Information Department, click here. These guidelines explain how to set up social media sites that best serve 

the public and our district. 

All official CPSB pages will include our district logo in the cover photo. The Public Information Department will 

provide a cover photo (of your choice) formatted correctly with the logo for your site once permission is 

obtained. 

All CPSB social media sites must be updated regularly. These pages are to serve as an additional 

communication tool between the district and the public and must be maintained. These sites are not to 

replace other tools currently utilized by our district, including School Messenger, but to be used in addition to 

those channels. Please contact Public Information Officer Holly Holland with any questions or concerns.  

 

Holly Holland 

Calcasieu Parish Public Information Officer 

holly.holland@cpsb.org 

(337) 217-4180, ext. 2510 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://forms.office.com/Pages/ResponsePage.aspx?id=3tJI6fe-CEuFnWyvK5o8p4AXZH6ur7RPg0porMbWKStUQ0o3V0NJT1FJVVRDVjBLQUxUUVpRWFREUy4u
mailto:holly.holland@cpsb.org


 

 

 
 

Our CPSB Facebook account is created as a page. This is required for any official CPSB Facebook account. It does have 

to be linked to a profile account, because a page cannot exist without an administrator. As you can see below, the 

Public Information Officer is the only administrator on CPSB’s page, and it is linked to a profile account. There is no 

sharing of material between the two accounts. Some site administrators are hesitant to make this connection, and 

that is understandable. However, CPSB’s page has been linked to the PIO’s profile account for several years now 

without any issues. 

 

 

 

 

Some schools/department have created a profile account instead of a page account. Those profiles will need to be 

converted to pages. For assistance with the conversion, contact the Public Information Department. If you would like 

to create a profile to serve as the admin of your page, you can. It is an extra step, but if you are uncomfortable linking 

your current profile account with a page, it is an option.  

 

 

 

 

 

 

 

 

 



 

 

 

SETTINGS: GENERAL 

Below you will find general page settings. These have worked well for the CPSB page, and they are recommended for 

the creation of all pages.  

 
 

This is the expanded Visitor Posts setting. We do allow people to comment on CPSB posts, however we do not allow 

the public to make wall posts. 

 
 



 

 

The CPSB profanity filter is set to strong to reduce the need of constant page monitoring for inappropriate comments. 

SETTINGS: MESSAGING 

The next section deals with direct messaging to the page. Below are CPSB’s current settings. There is an instant 

response set up, and the content is included below as an example.  

 



 

 

 

SETTINGS: EDIT PAGE 

These are other CPSB edit page settings that deal with overall appearance.  

 



 

 

 

 

SETTINGS: POST ATTRIBUTION 



 

 

The post attribution setting is important. The default selection is usually “posting as the page,” but it’s a good idea to 

double check before posting. There is no need to visit the settings each time. A prompt will appear as you’re posting 

letting you know who will be the author of the post.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

SETTINGS: NOTIFICATIONS 



 

 

Below are CPSB’s notification settings.  Notifications remain turned on for everything so that we can better monitor 

page activity. We do suggest utilizing the same for all pages. The email setting is a little misleading, as you will not 

receive an abundance of emails if you select this option. CPSB receives one email a week with page analytics.  

 

CPSB does not have a preferred page audience set. We don’t recommend setting one, because you may be limiting 

your audience. 

If you have any additional questions about setting up a CPSB Facebook page, please contact Public 

Information Officer Holly Holland. 


