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NOTICE

This policy manual is an overview and summary of the Claiborne Parish School Board's
policies currently in effect. It may also contain some regulations and/or procedures.
Nothing contained in this policy manual or any verbal statement about the provisions of
this manual shall constitute creating any type of employment contract, express or implied,
nor is any information presented intended to make any commitment to any employee
concerning how individual employment action can, should, or will be handled. The
information contained in this policy manual is subject to change at any time as deemed
necessary to ensure effective application of the policies of the Claiborne Parish School
Board. While the Board will normally attempt to provide employees advance notice of any
change, the School Board reserves the right to alter these policies, regulations, and/or
procedures at any time without advance notice.

The Claiborne Parish School Board does not violate the law and does not tolerate those
who do. If an employee believes that anyone in or associated with the School Board has
requested or directed him or her to do anything that violates state or federal law, or has
prohibited the employee from doing anything that state or federal law requires him or her
to do, the employee shall report any such incident immediately to the Superintendent.



POLICY MANUAL
of
CLAIBORNE PARISH SCHOOL BOARD

This manual consists of the policies of the Claiborne Parish School Board; some major
regulations and/or procedures adopted by the Board and intended to facilitate the
implementation of Board policy may also be included.

Policy development in a modern, forward-looking school system is a dynamic, ongoing
process. New problems, issues and needs give rise to the continuing need to develop
new policies or to revise existing ones. This is why the Board employs the loose leaf
format for its policy manual. It is easy to keep up to date.

Each person holding a copy of this manual shall make a diligent effort to keep it up to date
as new or revised policies are distributed by the central office.

How to Use This Manual

The Claiborne Parish School Board operates according to policies established by the
Board. The Board, which represents both the state and parish community, develops the
policies after careful deliberation; and the school administration implements them through
specific regulations and procedures. The Board then appraises the effects of its policies
and makes revisions as necessary. In the interest of harmony, efficiency, uniformity of
interpretation, coordination of effort, and in fairness to all concerned, the Board makes this
policy manual available to all who are affected by its policies.

How This Manual is Organized

The manual is organized according to the classification system originally developed by the
Educational Policies Service of the National School Boards Association. This system
provides an efficient means for coding, filing, and finding Board policies, regulations, and
procedures, and other documents.

There are 12 major classifications each bearing an alphabetical code:

SCHOOL DISTRICT ORGANIZATION
SCHOOL BOARD OPERATIONS
GENERAL SCHOOL ADMINISTRATION
FISCAL MANAGEMENT

BUSINESS MANAGEMENT

FACILITY EXPANSION PROGRAM
PERSONNEL

NEGOTIATIONS

INSTRUCTIONAL PROGRAM
STUDENTS
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K GENERAL PUBLIC RELATIONS
L EDUCATION AGENCY RELATIONS

Subclassification under each major heading is based on logical sequence and alphabetical
subcoding. For an example of the subcoding system, examine the bordered pages
immediately following the tab for Section A SCHOOL DISTRICT ORGANIZATION.

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

How To Find A Policy

There are two ways to find a policy in the manual:

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

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

What if you cannot find the term you are seeking? The code finder lists more than 1,400
terms, but no index of useful size could include every possibility. If the term you are
seeking is not included, look up a synonym or more general or specific term appropriate to
the topic.

What if you can find the term and the code, but there is no policy? This probably means
that the school system has no written policy in the particular area. All terms used in the
classification system appear in the sectional table of contents and code finder to
accommodate the coding and insertion in the manual. A brief statement related to the
policy you are seeking may be incorporated in a "superior" policy which covers the area
generally. This "superior" policy will be coded under a more general term. To find it, refer
to the classification system. For example, a policy statement which relates to all meetings
of the Board might be filed under "Meetings" (BC) rather than "Regular Meetings" (BCAC).

Using the Signs and Symbols

Various signs and symbols are used in connection with the classification system. They
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are for your use in locating and/or examining policies. Included are the following:

SN: Scope Note

Cf: Confer

-R Regulation

-P  Procedure

Dates:

Ref:

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

Certain policies relate to other policies. When a policy
bears two or more codes in the upper right-hand corner with
the second code (and perhaps others) preceded by the
symbol of Cf., check statements under such codes for related
statements.

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

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

The original date of adoption/issuance of the policy
manual appears on the title page. Dates appearing
immediately below the body of the policy indicate the date the
policy was adopted or revised and released for insertion into
the manual.

Pertinent legal references are given to tell the reader
where in state law he may find specific statutes that relate to a
policy. Court cases and Board minutes are also cited when
applicable to certain policies.

Additional cross references are offered in notes throughout the manual to help the reader
find all of the related information he seeks.

About School Board Policies

Generally, the role of a School Board is to set policy and the role of the administration is to
execute it. Here is the basic distinction between policies, regulations, and procedures:

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

clear guidance.

Rules and Regulations are specific requirements generally established by the

Superintendent and/or his staff, but may be specifically adopted by the Board.
They are specific directions to fully implement the intent of respective policy

statements.
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Procedures are step-by-step guides that assist all personnel to carry out the
specific regulations. They state exactly what is to be done and give detailed steps
of how to do it.

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

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

A School Board also signs many contracts which incorporate rules and regulations.

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

Thus, the separation of Board policies and administrative regulations and procedures
follows several rules of thumb in addition to "basic theory:"

1.

All edicts of the state (even though regulations) are usually considered
mandated Board policy.

All agreements signed through contract (even though regulations) may be
considered mandated Board policy.

Where the Board has written regulations in particularly sensitive areas, and
has incorporated them into policy, the entire statement may be included as
Board policy, or the information may be separated into a Board policy and a
Board regulation.

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

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

policies.

Is the Manual Complete?
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No. The manual contains all of the current written policies of the Board to date. But
continually, the need for developing additional policies in writing, for adopting new ones,
and revising old ones becomes apparent. No matter how well conceived and well
developed, a policy manual can never be 100% up-to-date. Policy statements will be
developed, coded according to the classification system, and issued for insertion in the
manual as the need arises.

*kkkkk *kkkkk

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

Claiborne Parish School Board
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AB
ABA
ABB
ABC
ABCA
ABCB
ABCC
ABCD
ABCDA
ABCE
ABCF
ABD
ABE

AC

AD
ADA

AE
AEA

AF
AFA
AFB

A - SCHOOL DISTRICT ORGANIZATION

School District Legal Status

School Board Legal Status

Authority

Powers and Responsibilities

Board Members Legal Status
Number
Qualifications for School Board Members
Term of Office
Method of Election

Unexpired Term Fulfillment

Resignation
Removal from Office

School Board Liability

School Superintendent Legal Status

School District Organization

School Attendance Districts
School Census

School Year
School Calendar

School Day
Double Sessions
Evening Sessions
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BA

BB
BBA
BBB
BBBA
BBBB
BBBC
BBBD
BBBE
BBBF
BBC
BBD
BBE
BBF
BBG

BC
BCA
BCAA
BCAB
BCAC
BCAD
BCB
BCBA
BCBB
BCBC
BCBD
BCBE
BCBF
BCBG
BCBH
BCBI
BCBJ
BCBK
BCBL

BD

BDA
BDB
BDC
BDD

BE
BE-E

B - SCHOOL BOARD OPERATIONS

School Board Goals and Objectives

Internal Organization

Officers of the Board

Members
Duties of Board Members
New Member Orientation
School Board Member Continuing Education
Bonded Members
Board Member Compensation and Expenses
Board Communications

Board Committees

Board - School Superintendent Relations

School Attorney

Advisory Committees

Consultants

School Board Meetings
Types
Regular
Special
Work Sessions
Teleconference/Remote Participation in Board Meetings
Board Meeting Procedures
Time and Place
Notification of School Board Meetings
Preparation
Agenda Preparation and Dissemination
Distribution of Materials
Rules of Order
Voting Method at Board Meetings
Minutes of School Board Meetings
Public Participation in School Board Meetings
Board Meeting News Coverage
Executive Sessions
Board Hearings

School Board Policy
Administrative Regulations and Procedures
Administration in Policy Absence
Suspension of Policies
Policy Implementation

School Board Ethics
Code of Conduct for Louisiana School Board Members
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C - GENERAL SCHOOL ADMINISTRATION

CA Goals and Objectives

CB School Superintendent

CBA Superintendent Qualifications

CBB Powers and Responsibilities

CBC Recruitment of Superintendent

CBD Employment of Superintendent

CBE Professional Development Opportunities

CBF Evaluation of the Superintendent

CBG Dismissal

CBH Retirement

CBI Evaluation

CcC Administrative Organizational Plan

CCA Organizational Charts

CCB Line and Staff Relations

Ccbh School Building Administration

CDA School Principals/Building Administrators
CcDB Evaluation of Principals/Building Administrators
CDC Assignment and Transfer of Building Administrators
CDD School Improvement Teams

CDE School Climate

CDF Support Personnel for Building Administration
CDG Elementary School Administration

CDH Secondary School Administration

CDHA Middle School/Junior High Administration
CDHB High School Administration

CE Special Administrative Programs

CEA Temporary Administrators

CEB Administrative Intern Program

CEC Summer Programs Administration

CF Administrative Councils, Cabinets, and Committees
CG Administrative Records

CH School Reports
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DA

DB

DC

DCA
DCB
DCC
DCD
DCE

DD

DE
DEA
DEB

DF
DFA
DFB
DFC
DFD
DFE
DFF
DFG
DFH
DFI
DFJ
DFJA
DFK
DFL

DG

DH

D - FISCAL MANAGEMENT

Goals and Objectives
Planning Programming Budgeting System

Annual Operating Budget
Fiscal Year
Budget Planning and Preparation
Publication
Periodic Budget Reconciliation
Budgetary Item Transfer Authority

State and Federal Aid

Indebtedness
Debt Limitation
Short Term Notes

Revenues
Local Tax Revenues
State Revenues
Federal Revenues
Tax and Bond Elections and Sales
Cash Management and Investments
Grants
Donations and Gifts
Tuition Income
Admissions and Gate Receipts
Lease of School Lands
Mineral Leases
Sale of Surplus Equipment and Supplies
Sale of Buildings and Land

Depository of Funds

Bonded Employees
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DI
DIA
DIB
DIBA

DIC
DID
DIE

DJ
DJA
DJAA
DJAB
DJB
DJC
DJCA
DJCB
DJCC
DJCD
DJD
DJE
DJEA
DJEB
DJEC
DJED
DJEE
DJEF
DJEG
DJEH
DJF
DJG

DK
DL
DM
DMA
DMB

DN

D - FISCAL MANAGEMENT (continued)

Accounting and Reporting
Accounting System
Financial Reports and Statements
American Recovery and Reinvestment Act Reporting
Requirements
Inventories
Audits
Records Retention

Expenditure of Funds
Authorized Signatures
(Reserved)
Check-Writing Services
Petty Cash Accounts
Payroll Procedures
Pay Day Schedules
Salary Deductions
Payment for Independent Services
Wage Assignment
Expense Reimbursement
Purchasing
Purchasing Authority
Quality Control
Cost Control
Bids and Quotations
Local Purchasing
Requisitions
Purchase Orders and Contracts
Payment Procedures
Lease and Rental Payments
Notes and Bond Payments

Student Activities Funds Management
Cash In School Buildings
Management of State Funds

Employee Benefits Administration

Tax-Sheltered Annuities

School Loans
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EA

EB
EBA
EBB
EBBA
EBBB
EBBC
EBBD
EBBE
EBBF
EBBG
EBBH

EBBI
EBC
EBCA
EBCB
EBD
EBE
EBF
EBG
EBH
EBI
EBJ

EC

ECA
ECB
ECC
ECD
ECE
ECF

ED
EDA
EDAA
EDAB
EDAC
EDAD
EDAE
EDAF
EDB
EDBA

E - BUSINESS MANAGEMENT

Goals and Objectives

Buildings and Grounds Management
Inspections
Safety Program
Fire Prevention
School and Student Safety
Emergency/Crisis Management
School Closing and Cancellation
Traffic and Parking Controls
Building and Grounds Safety Inspections
Hazardous Substances
Use of Automated External Defibrillator (AED) and Cardiac
Emergency Plan
Public Health Emergency
Buildings and Grounds Security
Vandalism, Theft, and Arson
Video/Audio Monitoring of School Board Property
Energy Conservation
Heating and Lighting
Sanitation
Repairs
Leasing and Renting
Long-Range Maintenance Program
Buildings and Grounds Records

Equipment and Supplies Management
Authorized Uses of Equipment
Playground Equipment
Receiving/Warehousing
Distribution
Leasing and Renting
Equipment Maintenance

Student Transportation Management

Authorized Carriers
Board-Owned Buses
Leased Buses
Use of Driver-Owned School Buses
Public Carriers
Student Transportation in Private Vehicles
Driver Education Vehicles

Business and Personnel Transportation Management
Responsibility for Vehicle Operation



Policy

KKK K

<K K

< KK

EDBB
EDC
EDCA
EDCB
EDD
EDDA
EDDB
EDE
EDF

EE

EEA
EEB
EEC

EF
EFA
EFAA
EFB
EFC
EFD
EFE
EFF

EG
EGA
EGAA
EGB
EGC
EGD

E - BUSINESS MANAGEMENT (continued)

Use of Private Vehicles for School Business
Student Transportation Safety Program
Safety Inspection
Carpool and Bus Line Safety
School Bus Scheduling and Routing
Special Use of School Buses
Authorized Passengers
Maintenance Program
Transportation Records

Child Nutrition Program Management
Free Food Service
Sanitation Inspections
Food Services Records

Data Management

Computer and Internet Use for Employees
Employee Use of Social Media

Web Publishing

Copyright

Use of Computers in Recordkeeping

Data Protection and Recovery

Mail and Delivery Services

Insurance and Risk Management
Staff Insurance Coverages
Workers’ Compensation
Student Insurance Program
Property Insurance
Casualty Insurance



F - FACILITY EXPANSION PROGRAM

Policy
Y FA Facility Expansion Program Goals and Objectives
FB Building Committees
FC Information Campaigns
Y FD Long-Range Planning
FDA Long-Range Planning Involvement
FDB Long-Range Needs Determination
Y FDC Naming of Facilities
FE Facilities Planning
FEA Architectural and Engineering Services
FF Facilities Financing
FG Facilities Construction
Y FGA Supervision of Construction
Y FGB Site Acquisition
FGC Construction Contracts
FGD Bonds
FGE Payment Procedures
Y FGF Change Orders
FGG Building Project Records and Reports
FH Completed Project
Y FHA Board Inspection and Acceptance of New Facilities
FHB Staff Training for Occupancy
FHC Public Dedication
FHCA Names on Building Plaques
Fl Temporary School Facilities

FJ Facilities Renovations



G - PERSONNEL

Policy
GA General Section
GAA Goals and Objectives
Y GAAA Equal Opportunity Employment
Y GAAB Individuals with Disabilities
GAB Budget Planning Involvement
GAC Staff Involvement in Decision-making
Y GAD Professional Development Opportunities
Y GAE Non-Title IV Complaints and Grievances
GAEA Staff Protection
Y GAEAA Title VIl Employee Sexual Harassment
GAF Staff-Student Relations
GAG Staff Conflict of Interest
GAH Community Relations
GAHA Participation in Community Activities
Y GAHB Political Activities
GAHC Public Appearances
Y GAI Solicitations
GAIA Solicitations by Staff Members
Y GAIB Solicitations of Staff Members
Y GAJ Gifts to Personnel
Y GAK Personnel Records
GAL Ethics
GAM Working Conditions
Y GAMA Employee Tobacco Use
Y GAMB Employee Dress Code
Y GAMC Investigations
Y GAMD Drug-Free Workplace
GAME Employee Alcohol and Drug Testing
Y GAMEA Alcohol and Drug Testing-General Employees
Y GAMEB Alcohol and Drug Abuse Testing- Commercial
Drivers’ License Holders
Y GAMF Employee Health and Safety
Y GAMFA Employee Communicable Diseases
Y GAMFB Guidelines for Handling Body Fluids in School
Y GAMFC Health Examinations
GAMFD Personal Security and Safety
Y GAMG Dangerous Weapons
Y GAMH Defense and Indemnification of Employees
Y GAMI Employee Use of Telephones and Other Electronic
Telecommunication Devices
Y GAMIA Electronic Communications Between Employees
and Students
Y GAMJ Miscellaneous Conditions of Employment



G - PERSONNEL (continued)

Policy
GB Personnel - Professional and Support
Y GBA Contracts and Compensation
Y GBAA Compensation Guidelines/Overtime
Y GBB Personnel Positions
Y GBC Recruitment
Y GBCA Protection of Criminal Background Information
Y GBD Employment of Personnel
Y GBDA Employment of Retired Personnel
Y GBE Assignment
GBF Orientation
Y GBG Probation
GBH Supervision
Y GBI Evaluation
Y GBJ Promotion
Y GBK Employee Discipline
Y GBL Tenure
Y GBM Personnel Transfer
Y GBN Dismissal of Employees
Y GBNA Reduction of Personnel
Y GBO Resignation
GBP Reemployment
Y GBQ Retirement
GBR General Responsibilities
Y GBRA Employee Conduct
Y GBRB Employee Attendance
Y GBRC Staff Schedules
Y GBRD Staff Meetings
Y GBRE Professional and Support Staff Work Load
GBRF Duty at Student Activities
Y GBRG Non-school Employment
Y GBRH Professional Leave
Y GBRHA Sabbatical Leave
GBRHB Conferences and Visitations
GBRHC Exchange Teaching
GBRI Employee Leaves and Absences
Y GBRIA Personal Leave
Y GBRIB Sick Leave
Y GBRIBA Family and Medical Leave
Y GBRIBB Sick Leave Bank
Y GBRIC Maternity and Adoptive Leave
Y GBRID Military Leave
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GBRIE
GBRIF
GBRIG
GBRIH
GBRII
GBRIJ
GBRJ
GBRK
GBRL
GBS

G - PERSONNEL (continued)

Religious
Bereavement
Public Service
Jury Duty or Subpoenas
Leave for Marriage
Leave without Pay

Substitutes

Annual Leave

Holidays

Employee Organizations



Policy

HA
HAA
HAB
HAC
HAD
HAE
HAF
HAG
HAH
HAI
HAJ
HAK
HAL
HAM
HAN
HAO

H - NEGOTIATIONS

Personnel Negotiations
Legal Status
Goals and Objectives
Scope of Negotiations
Board Rights and Duties
Board Negotiating Agent
Superintendent's Role
Staff Rights and Responsibilities
Staff Negotiating Organization (Cf. GBS)
Bargaining Meeting Procedures
Preliminary Agreement Disposition
Ratification and Implementation Procedures
Announcement of Agreement
Impasse Procedures
Professional Personnel Job Actions
Amendment and Renegotiations Procedures
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1A
IAA

ID
IDA
IDAA
IDB
IDBA
IDBB

IDC
IDCA
IDCB
IDCC
IDCD
IDCE
IDCF
IDCG
IDCH
IDCI
IDCJ
IDD
IDDA
IDDB
IDDC
IDDD
IDDE
IDDF
IDDFA
IDDFB
IDDFC
IDDG
IDDH
IDE
IDF
IDFA
IDFAA

IDFAB

| - INSTRUCTIONAL PROGRAM

Philosophy
Academic Freedom

Instructional Goals
Curriculum Development

Curriculum
Basic Instructional Program
Educational Assessment Program
Health Education
Sex Education
Alcohol, Tobacco, Drug and Substance Abuse
Education Program
Extended Programs
Summer School
After School/Evening Programs
Kindergarten
Travel Study
Advanced College Placement
Work-Study
Honors
Home Study Program
College/University Programs
Continuous Learning
Special Programs
Disadvantaged
Remedial
Homebound Instruction
Gifted Student
Student Driver Training
Education of Students with Exceptionalities
Special Education Advisory Council
Service Animals in Schools
Cameras in Special Education Classrooms
Alternative Schools Education Program
Limited English Proficiency Program
Co-curricular and Extracurricular Activities
Interscholastic Activities
Interscholastic Athletics
Athletic and Extracurricular Activity Drug
Screening
Concussions
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IDG

IE

IEA
IEB
IEC
IED
IEE

IF
IFA
IFAA
IFAB
IFAC
IFB
IFBA
IFBB
IFBC
IFBD
IFBE
IFBF
IFBG
IFBGA
IFC
IFCA
IFCB
IFCC
IFCD
IFD
IFDA

H
IHA
IHAA
IHAB
IHAC
IHAD

| - INSTRUCTIONAL PROGRAM (continued)

Adult Education

Instructional Arrangements
Grouping for Instruction
Class Size
Scheduling for Instruction
Student Schedules
Team Teaching

Instructional Resources
Instructional Materials
Textbook Selection and Adoption
Supplementary Materials Selection & Adoption
Equipment and Supplies Selection & Adoption
Instructional Services
Teacher Aides
Resource Teachers
Instructional Media Centers
School Libraries
Instructional Television
Instructional Radio
Computer Assisted Instruction
Student Computer Access and Use
Community Instructional Resources
University and Colleges
Field Trips and Excursions
Community Resource Persons
School Volunteers
Parental Involvement in Education
Parental Rights/Student Rights of Privacy

Guidance and Counseling Plan

Academic Achievement
Grading Systems
Final Examinations
Report Cards
Student Conferences
Parent Conferences
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IHB
IHC
IHD
IHE
IHF
IHG
IHH

!

A
B
Iic

IK
IKA
IKB
IKC
IKD
IKDA
IKDB
IKDC
IKE
IKF
IKG
IKH
IKI

| - INSTRUCTIONAL PROGRAM (continued)

Homework

Class Rankings and Honor Graduates
Honor Roll

Promotion and Retention

Graduation Requirements

Awards and Scholarships

Credit Recovery

Testing Program

Test Selection and Adoption
Test Administration
Use and Dissemination of Test Results

Evaluation of Instructional Program

Miscellaneous

Teaching Methods

Controversial Issues

Teaching About Religion

School Ceremonies and Observances
Pledge of Allegiance
Graduation Exercises
Prayer in Schools

Assemblies

School Stores

Book and Science Fairs

Animals in Schools

Lesson Plans
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JA
JAA
JAAA

JB
JBA
JBB
JBC
JBCA
JBCB
JBCBA
JBCBB
JBCBB-P
JBCBC
JBCC
JBCD
JBCE
JBCF
JBD
JBE
JBF
JBG
JBH

JC
JCA
JCAA
JCAB
JCABA
JCABB
JCABC
JCB
JCD
JCDA
JCDAA
JCDAB
JCDAC
JCDAD
JCDAE

JCDAF
JCDB
JCE

J - STUDENTS

Goals and Objectives
Equal Education Opportunities
Title IX Sexual Harassment

Attendance
Compulsory School Attendance Ages
Entrance Age
School Admission
Resident Students
Nonresident Students
Tuition
Homeless Children and Youth

Homeless Children and Youth Procedures

Foreign Exchange Students

Student Assignment

Transfer and Withdrawal

Public School Choice

Unsafe School Choice
Student Absences and Excuses
Truancy
Released Time for Students
Readmission to School
Attendance Reports for Student Drivers

Rights and Responsibilities
Civil Rights of Minors
Due Process
Student Searches
Searches of Student’s Person
Use of Metal Detectors
Interrogations
Student Involvement In Decision-making
Student Conduct
Code of Conduct
Student Smoking/Tobacco Use
Student Alcohol and Drug Use
Dangerous Weapons
School Bus Conduct
Student Use of Electronic Telecommunication
Devices
Bullying and Hazing
Student Dress Code
Student Complaints and Grievances



J - STUDENTS (continued)

Policy
Y JCEA Sexually Related Student Misconduct
JCEB Hearing Procedures
Y JCEC Demonstrations of Students
Y JD Discipline
Y JDA Corporal Punishment
JDB Detention
JDC Probation
Y JDD Suspension
Y JDE Expulsion
JDF Discipline of Students with Disabilities
JE Guidance and Counseling
JF Academic Achievement
Y JG Student Welfare
Y JGA Student Insurance Program
Y JGB School Wellness
Y JGC Student Health Services
JGCA Physical Examinations
Y JGCB Immunizations
Y JGCC Student Communicable Disease
Y JGCD Administration of Medication
Y JGCE Child Abuse
Y JGCF Behavioral Health Support For Students
Y JGCFA Behavioral Health Services for Students
Y JGD Crisis Intervention
JGE Student Social Services
JGEA Home Visits
JGF Student Safety
JGFA Emergency Drills
Y JGFB Supervision of Students
Y JGFC Student Dismissal Precautions
JGFD Safety Patrols
JGFE Bicycle Use
Y JGFF Student Use of Personal Vehicles
Y JGFG lliness and Accidents
Y JGFH Student Identification

JGFHA Student Biometric Identification
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JH

JHA
JHB
JHC
JHD
JHE
JHF
JHG

Ji

JJ
JK
JL
JM
JN
JO
JP
JQ
JQA
JQB
JQcC
JQbD
JQE
JQF
JQG
JQH
JR

JS

J - STUDENTS (continued)

Student Activities
Activities Fees
Student Activities Funds Management
Student Organizations
Social Events
Student Publications
Contests for Students
Student Travel

Student Volunteers
Employment of Students
Solicitations
Gifts
Student Voter Registration
Student-State Government Relations
Student-Community Relations
Student-Staff Relations
Students with Special Needs
Pregnant Students
Married
Students with Children
Missing Students
Post-Secondary
Adult
Veterans
Language Minority Students

Student Privacy and Education Records

Student Fees, Fines and Charges
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KA

KB
KBA
KBB
KBC
KBCA
KBCB
KBCC
KBCD
KBCDA
KBD
KBE
KBF

KC

KD

KDA
KDB
KDC
KDD

KE

KF
KFA

KG

KH

KHA
KHB
KHC
KHD

Kil

KIA
KIB
KIC

K - GENERAL PUBLIC RELATIONS

School-Community Relations Goals

Public Information Program
Public's Right to Know
School-Sponsored Information Media
News Media Relations
News Releases
News Conferences and Interviews
Board Meeting News Coverage
Sports and Special Events Coverage
Broadcasting and Taping
Speaker Services
Information Campaigns
Use of Students in Information Programs

(RESERVED)

Community Involvement
Staff Participation in Community Activities
Staff Public Appearance
Public Gifts/Donations to Schools
Interviews with Students

Public Concerns and Complaints

Use of School Facilities
Public Conduct on School Property

Visitors to Schools

Business and Industry Involvement in Education
School Foundations
Partners in Education Program
Cooperative Programming with Business and Industry
Business and Industry Donations/Joint Ventures with Schools

Solicitations in Schools
Public Solicitations in Schools
Advertising in Schools
Distribution/Posting of Promotional Materials



K - GENERAL PUBLIC RELATIONS (continued)

Policy
KID Business Solicitations in Schools
KIE Political Solicitations in Schools
KJ Relations with Community Organizations
KJA Relations with Booster Organizations
KJB Relations with Neighborhood/Community Associations
KJC Relations with Churches
KJD Relations with Youth Organizations
KJE Relations with Community/Private Social Service
Organizations
KJF Relations with Labor Organizations
KJG Relations with Indian Tribal Councils
KJH Relations with Child Care Providers
KJI Relations with Senior Citizens
KK Relations with Professional Associations
KKA School Boards Association
KL Relations with Government Authorities
KLA Relations with Financial/Tax Authorities
KLB Relations with Election Authorities
KLC Relations with Social Service Agencies
KLD Relations with Housing Agencies
KLE Relations with Health and Welfare Agencies
KLF Relations with Parks and Recreation Agencies
Y KLG Relations with Law Enforcement Authorities
KLH Relations with Fire and Emergency Preparedness
Authorities
KLI Relations with Environmental Protection Agencies
KLJ Relations with Planning and Zoning Authorities
KLK Relations with Local Government Authorities
KLKA Relations with Municipal Authorities
KLKB Relations with County/Regional Authorities
KLL Relations with State Government Authorities
KLM Relations with Federal Government Authorities
Y KLMA Relations with Armed Forces/Military Agencies

KM Relations with Cultural Institutions



SECTION L: EDUCATION AGENCY RELATIONS

Policy

LA Education Agency Relations Goals/Priority Objectives
LB Relations with other Schools and School Systems
LBA Shared Services and Staff
LBB Cooperative Educational Programming
LBC Relations with Nonpublic Schools
LC Relations with Education Research Agencies
LD Relations with Colleges and Universities

Y LDA Student Teaching and Internships
LDB Cooperative Programming with Higher Education
LDC Staff Development Assistance from Higher Education
LE Relations with County/Regional Education Agencies

Y LEH Patriotic Organizations
LF Relations with State Education Agencies
LG Relations with Federal Education Agencies
LH Relations with Education Accreditation Agencies

LI Professional Visitors and Observers from Education Agencies
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SCHOOL DISTRICT LEGAL STATUS

School Boards, created by the Constitution of the State of Louisiana, have been
empowered by state law to create school districts composed of the parish as a whole or
any part thereof. New school districts may only be created in accordance with statutory
provisions.

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

School districts shall be under the exclusive control and management of the respective
School Boards, unless otherwise provided for by state law.

Ref: US Constitution, Amend. X; US Constitution, Amend XIV, Sec. 1; Constitution of
Louisiana, Art. VIII, Sec. 9; La. Rev. Stat. Ann. '"17:51, 17:72, 17:1371, et seq.,
17:1953, 17:1957; Wisconsin v. Yoder, 92 S.Ct. 1526 (1972); Milliken v. Bradley,
94 S.Ct. 3112 (1974); Dayton Board of Education v. Brinkman, 97 S.Ct. 2755
(1977); Hawthorne v. Jackson Parish School Board, 5 La. App. 508 (1927).

Claiborne Parish School Board
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SCHOOL BOARD LEGAL STATUS

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

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

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

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

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

Ref:  Constitution of Louisiana, Art. VI, Sec 44, Art. VIII, Sec. 9, Art. 12, Sec. 10; La. Rev.
Stat. Ann. '""17:51; Hawthorne v. Jackson Parish School Board, 5 La. App. 508
(1927); Wells v. St. Tammany Parish School Board, App. 1 Cir.1976, 340 So.2d

Claiborne Parish School Board
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AUTHORITY

The Claiborne Parish School Board is a legislative, evaluative and judicial body and is
responsible for the operation and improvement of public education within its
jurisdictional boundaries of Claiborne Parish. As a legislative body, the Board has the
authority to determine and establish written policies and to evaluate their effectiveness.
It also evaluates and acts on recommendations concerning the progress and
improvement of the schools. Knowledge of educational principles and policies by the
Board is essential to making decisions and resolving issues. The function of the Board
is not to operate the schools, but to see that they are operated for the best interest of
the children and taxpayers within the provisions of Louisiana law. The final
responsibility for educational planning rests with the Board.

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

Members of the Board have authority only when acting as a Board when called legally
into session. The Board shall not be bound in any way by any statement or action on
the part of any individual Board member except when such statement or action is
pursuant to specific instructions of the Board.

Ref: Constitution of Louisiana, Art. VI, Sec. 29, 30, 31, 32, 33, 35, 44, Art. VIII, Sec.
10; La. Rev. Stat. Ann. '"17:51,17:81; Lincoln Parish School Board v. Ruston

Claiborne Parish School Board
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College, App. 2 Cir.1964, 162 So.2d 419.
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POWERS AND RESPONSIBILITIES

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

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

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

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

discharge of his/her duties;

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

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

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

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

6. To adopt policies for the direction of the school district that are in the best
interests of all students;

Claiborne Parish School Board 10f2
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7. To delegate to the Superintendent hiring and placement functions of
personnel.
8. To determine salary schedules for all employees;
9. To consider reports of the Superintendent on the progress of the schools

and advise him/her on recommended changes in the educational program;

10. To adopt plans for structural improvements and determine the means to
finance them; and

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

Revised: September 6, 2012

Ref: La. Rev. Stat. Ann. "17:51, 17:64, 17:81, 17:84, 17:88, 17:95, 17:97, 17:101,
17:102, 17:103, 17:104, 17:104.1, 17:105, 17:105.1, 17:106, 17:108, 17:109,
17111, 17112, 17:1588, 17:221, 17:441, 17:442, 17:443, 17:444, 17:1373,
38:2211, 38:2212, 38:2212.1; Board minutes, 9-6-12.
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BOARD MEMBERS LEGAL STATUS

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

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

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

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

Claiborne Parish School Board
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NUMBER

The Claiborne Parish School Board shall be composed of ten (10) members, each
elected by qualified voters residing within each of the respective special election
districts within its jurisdictional boundaries of Claiborne Parish. Each election district
shall encompass the geographic and demographic areas fixed by the Claiborne Parish
School Board for school board member election purposes. An official map showing
each election district shall be made available for viewing during normal business hours
at the School Board office.

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

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

The Claiborne Parish School Board shall reapportion itself every ten (10) years, using

the federal census, so that each member shall represent as nearly as possible the same
number of persons.

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

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

2. A School Board member shall possess a high school diploma or its
equivalent, as determined by the Louisiana Department of Education;

3. A School Board member has resided in the state for the preceding two (2)
years;
3. A School Board member has been domiciled in the election district for the

preceding year, except after a reapportionment;
5. A School Board member is able to read and write;

6. A School Board member is not otherwise prevented by Louisiana law from
serving as a member of the Claiborne Parish School Board; and,

7. A School Board member shall have affirmed to the prescribed oath.

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

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

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

Revised: September 5, 2024

Ref:  Constitution of Louisiana, Art. VIII, Sec. 8(a); La. Rev. Stat. Ann. §§17:52, 17.71.2,
17:71.3; Board minutes, 9-5-24.

Claiborne Parish School Board



TERM OF OFFICE

All members of the Claiborne Parish School Board shall serve for four-year concurrent
terms. School Board members shall be elected at the same time as members of the
United States Congress are elected to office.

Except in cases of special elections to fill vacancies on the School Board, the term of
each member shall begin on January 1, following his/her election and expire on

December 31, four (4) years later. Beginning with elections after January 1, 2014,
School Board members shall be limited to three (3) consecutive four-year terms.

Revised: November 6, 2014

Ref: La. Rev. Stat. Ann. §§17:52, 17:60.4, 17:71.2, 17.71.3; Board minutes, 11-6-14.
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UNEXPIRED TERM FULFILLMENT

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

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

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

Multiple vacancies shall be filled according to state statutory provisions.

Revised: June 6, 2013

Ref: Constitution of Louisiana, Art. VI, Sec. 13; La. Rev. Stat. Ann. §§18:402, 18:581,
18:602: Board minutes, 6-6-13.
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SCHOOL BOARD LIABILITY

The Claiborne Parish School Board, as a political subdivision, can sue and be sued as a
corporate body for its actions. The Board should act prudently and responsibly in
performing its responsibilities. However, for circumstances in which Board action may
be challenged through lawsuits, the Board shall secure adequate liability insurance
coverages for the Board, both individually and collectively, as well as for all teachers,
employees, and volunteers of the school district. Proper legal representation shall also
be obtained as the Board may determine.

Ref: Constitution of Louisiana, Art. VIII, Sec. 9; La. Rev. Stat. Ann. "17:51, 17:52,
17:81, 17:416.1, 17:416.3, 17:416.4, 17:416.6; Wood v. Strickland, 95 S.Ct. 992
(1975); Monell v. Department of Social Services of New York, 98 S.Ct. 2018,
2035-36 (1978); Owen v. City of Independence, Mo., 98 S.Ct. 3318 (1978);
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Harlow v. Fitzgerald, 1102 S. Ct. 2727 (1982).
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SCHOOL SUPERINTENDENT LEGAL STATUS

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

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

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

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

The Superintendent shall sign each teacher contract issued.

Revised: October 6, 2011
Revised: August 9, 2012

Ref: Constitution of Louisiana, Art. VIIl, Sec 9; La. Rev. Stat. Ann. '"17:54, 17:81,
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17:83, 17:91; Board minutes, 10-6-11, 8-9-12.
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SCHOOL DISTRICT ORGANIZATION

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

The School Board is authorized to reorganize schools and to determine and fix the
number of grades to be taught at each school, taking into consideration the dictates of
the public and best interests of the students of the district.

Revised: November 6, 2014

Ref: La. Rev. Stat. Ann. §§17:81, 17:104, 17:151, 17:151.1; Louisiana Handbook for
School Administrators, Bulletin 741, Louisiana Department of Education; Board
minutes, 11-6-14.
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SCHOOL ATTENDANCE DISTRICTS

School attendance boundaries shall be approved by the Claiborne Parish School Board.
Prior to the adoption of school boundaries, the School Board shall conduct public
hearings for the purpose of receiving input regarding proposed boundary changes.
Official notice of these hearings shall be published in the official journal of the School
Board and other appropriate publications.

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

Revised: November 6, 2014

Ref: La. Rev. Stat. Ann. §§17:81, 17:104, 17:151, 17:1371, 17:1371.1, 17:1371.2,
17:1372, 17:1373.; Board minutes, 11-6-14.
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SCHOOL CENSUS

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

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

Revised: June, 2008

Ref. Louisiana Handbook for School Administrators, Bulletin 741, Louisiana
Department of Education, Louisiana Administrative Code, Title 28-Education
(BESE), §1107; Board minutes, 11-6-08.
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SCHOOL YEAR

The Claiborne Parish School Board shall annually adopt a school calendar calling for a
minimum session of 182 days, of which at least 177 days shall be scheduled to provide
the required instructional time. However, the School Board may authorize some or all of
its schools to modify the number of instructional days per year provided the minimum of
instructional minutes per year is no less than 63,720 instructional minutes.

Revised: June 6, 2013

Ref: La. Rev. Stat. Ann. §§17:154, 17:154.1, 17:154.3, 17:154.4; Louisiana Handbook
for School Administrators, Bulletin 741, Louisiana Department of Education;
Board minutes, 6-6-13.
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SCHOOL CALENDAR

The school calendar for the ensuing school year shall be prepared by the
Superintendent and presented for Claiborne Parish School Board approval in the early
spring of each year.

The calendar shall set forth the days that schools shall be in session, holidays, and
vacation periods, in-service days, and days marking the beginning and end of reporting
periods at elementary and secondary levels.

A school calendar showing working days for the administrative, secretarial,

maintenance and custodial personnel, including personnel employed on a 12 month
basis or otherwise, shall also be presented for approval by the Board.

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

The Claiborne Parish School Board shall require every school under its jurisdiction to
conduct a minimum daily session of not less than 360 minutes of instructional time,
exclusive of all recesses, provided that this shall not be construed as to prevent half-day
sessions where the school accommodations are insufficient for all pupils of the system
in a whole day session. Two (2) or more partial days may be combined to meet the
minimum required instructional time. The class schedule shall be altered to assure all
classes are conducted during partial days.

The school day shall include, by definition, the daily period of time established by the
School Board as the official operating hours of the school for administrative and
instructional purposes, as well as co-curricular activities.

The School Board shall require each elementary school to dedicate any instructional
time beyond that offered during the 1997-98 school year to the study of those subjects
for which content standards have been adopted by the Louisiana Board of Elementary
and Secondary Education (BESE). Specific emphasis shall be placed in the lower
grades on teaching mathematics and reading or language arts.

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

The Claiborne Parish School Board shall elect at its regular meeting in January each
year, one of its members to serve as President and one to serve as Vice-President.
The President shall preside at all meetings of the Board and shall call special meetings
when required. He/she shall sign with the Superintendent, the minutes and other official
documents which require the signature of the President. He/she shall perform other
duties as prescribed by law or Board policy. In the absence of the President or in the
event of his or her death, or his or her inability or failure to act, the Vice-President shall
perform the duties of the President and, when so acting, shall have all the powers of the
President. If the President and Vice-President are absent from a meeting at which a
quorum is present, the Superintendent shall preside until the members elect one of their
members to serve as President for that meeting.

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

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

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

For each school year, the treasurer shall give a bond for the faithful performance of
duties; said bond to be written by an insurance company licensed to do business in the
State of Louisiana and in an amount to be determined by the Board. The treasurer shall
be responsible under such bond for the faithful performance of duties as treasurer. The
Board shall pay the premium of the bond.

The President shall have the discretionary authority to appoint a parliamentarian to
serve at Board meetings who shall assist in the orderly conduction of meetings.
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ELECTION OF OFFICERS

Election of the President and Vice-President shall be by roll call vote, unless a single
member has been nominated for an office, in which event the nominee shall be elected
by acclamation. In the event no candidate for office receives the votes of a majority of
the elected members, further balloting shall continue until the required votes are
obtained. Those elected shall assume the responsibilities of office immediately.

Filling of Vacancies

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

Ref: La. Rev. Stat. Ann. ''17:54, 17:55, 17:56, 17:83, 17:91, 17:95.
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DUTIES OF BOARD MEMBERS

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

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

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

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

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

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

4. To vote and act in the Board meetings impartially for the good of the
district;
5. To accept the will of the majority vote in all cases and give wholehearted

support to the resulting policy;

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

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

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

Claiborne Parish School Board
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NEW MEMBER ORIENTATION

The Claiborne Parish School Board realizes the importance of a functional orientation
program for new Board members. Under the guidance and directions of experienced
Board members and the Claiborne Parish Superintendent of Schools, orientation shall
be provided new Board members to allow the members to become fully informed about
the Board's functions, policies, procedures and problems. Administrative staff members
shall participate in such activities, when appropriate.

Claiborne Parish School Board
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SCHOOL BOARD MEMBER CONTINUING EDUCATION

SCHOOL BOARD MEMBER TRAINING

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

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

Distinguished School Board Member

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

Verification and Disclosure of Training

The Superintendent shall be responsible for verifying that any of the training or
instruction received by the School Board member meets statutory requirements. The
provider of any School Board member training and instruction shall issue a certificate of
completion annually to those members who complete the required instruction. A copy
of the certificate shall be entered into the minutes of the School Board.

At least annually, the Superintendent shall transmit to the School Board'’s official journal

a press release detailing the training and instruction received by each School Board
member, as well as information on each School Board member who has been
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designated a Distinguished School Board Member.

ETHICS EDUCATION AND TRAINING

Each School Board member is required to receive a minimum of one (1) hour of
education and training on the Louisiana Code of Governmental Ethics during each year
of his/her office. All newly elected School Board members shall receive the required
one (1) hour of education training within the first ninety (90) days after taking the oath of
office.

Campaign Finance Disclosure Training

In addition to ethics training, a School Board member shall be required to receive a
minimum of one (1) hour of education and training on the Campaign Finance Disclosure
Act during his/her term of office.

Revised: December, 2008
Revised: October 6, 2011
Revised: June 6, 2013
Revised: October 10, 2013

Ref: La. Rev. Stat. Ann. ' '17:53, 42:1170; Board minutes, 2-5-09, 10-6-11, 6-6-13,
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10-10-13.
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SCHOOL BOARD MEMBER CONTINUING EDUCATION

SCHOOL BOARD MEMBER TRAINING

Each Claiborne Parish School Board member shall be required to receive a minimum of
six (6) hours of training and instruction annually. Training and instruction shall address
such topics as the school laws of Louisiana, laws governing the powers, duties and
responsibilities of school boards, the Open Meetings law, the public bid law, and in
educational trends, research, and policy. Training and instruction shall also include
education policy issues, including but not limited to, special education, the minimum
foundation program and formula, leadership development, dropout prevention, school
discipline, and harassment, intimidation, and bullying. In a school district with a school(s)
identified as academically unacceptable or in need of academic assistance, at least two
(2) of the required hours shall focus on the improvement of schools identified as failing
schools.

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

Distinquished School Board Member

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

Verification and Disclosure of Training

The Superintendent shall be responsible for verifying that any of the training or instruction
received by the School Board member meets statutory requirements. The provider of
any School Board member training and instruction shall issue a certificate of completion
annually to those members who complete the required instruction. A copy of the
certificate shall be entered into the minutes of the School Board.

At least annually, the Superintendent shall transmit to the School Board’s official journal
a press release detailing the training and instruction received by each School Board
member, as well as information on each School Board member who has been designated
a Distinguished School Board Member.
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ETHICS EDUCATION AND TRAINING

Each School Board member is required to receive a minimum of one (1) hour of education
and training on the Louisiana Code of Governmental Ethics during each year of his/her
office. All newly elected School Board members shall receive the required one (1) hour
of education training within the first ninety (90) days after taking the oath of office.

Campaign Finance Disclosure Training

In addition to ethics training, a School Board member shall be required to receive a
minimum of one (1) hour of education and training on the Campaign Finance Disclosure
Act during his/her term of office.

Revised: December, 2008
Revised: October 6, 2011
Revised: June 6, 2013
Revised: October 10, 2013
Revised: September 5, 2024

Ref: La. Rev. Stat. Ann. §§17:53, 42:1170; Board minutes, 2-5-09, 10-6-11, 6-6-13, 10-
10-13, 9-5-24.
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BONDED MEMBERS

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

All bonds shall be purchased by the Board from a company licensed to do business in
Louisiana. In addition, all bonds purchased by the Board on its employees shall include

coverage against loss sustained by the Board through fraudulent or dishonest acts
committed by any of the bonded employees or persons.

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

The Claiborne Parish School Board shall provide a monthly expense allowance for its
members in accordance with state law and at a rate set by the School Board. School
Board members shall also be authorized to receive reimbursement for mileage going to
and from meetings as well as reimbursement for actual travel and related expenses
outside the jurisdictional boundaries of the School Board while on official School Board
business, all in accordance with School Board policy.

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

Any action increasing the compensation for School Board members shall require a two-
thirds vote of the total membership. Before any action is taken, however, the School
Board shall advertise in the official journal of the School Board the time and place of a
meeting to consider the expense allowance. The advertisement shall appear on at least
two (2) separate days during the fifteen (15) days immediately preceding such meeting.

The President may, at the discretion of the School Board, be provided up to an additional
$150.00 monthly expense allowance for his/her duties as President. Members of the
Executive Committee may also receive an additional per diem per month payment of
$50.00, provided however, an executive committee member attending an executive
committee meeting and a School Board meeting on the same day shall not receive
compensation for the executive committee meeting.

TRAVEL GUIDELINES

Each School Board member shall receive an annual expense reimbursement of no more
than $2,000.

The National School Boards Association Convention, the Southern Regional School
Boards Association Conference, the Louisiana School Boards Association (LSBA)
Conference, including any events scheduled by the LSBA, and National School Boards
Association workshops and conferences are recognized as approved professional
meetings for Claiborne Parish School Board members and need no prior approval by the
School Board.

All other out-of-state travel by School Board must be approved by the School Board prior
to the date of travel. All out-of-state travel by employees must be approved in advance
by the Superintendent or his/her designee. Approval shall be documented by completing
the Request for Travel Form.
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No travel expense shall be paid to any School Board member above the allotted amount
established by the School Board in policy DJD, Expense Reimbursement unless approval
of the Board has been granted prior to the travel. Additional reimbursement amounts for
unusual circumstances (i.e., “high cost” areas) may be approved by the Claiborne Parish
School Board upon recommendation of the Superintendent, with appropriate
documentation provided.

Revised: August 8, 2024

Ref: Constitution of Louisiana, Art. VIII, Sec. 8; La. Rev. Stat. Ann. §17:56; Board
minutes, 8-8-24.
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BOARD COMMUNICATIONS

Claiborne Parish School Board members may be provided with specific communications
tools which are necessary to fulfill the Board members' duties. Any equipment or other
tools provided shall be subject to the provisions of all applicable state rules and
statutes.

Given the nature and dependency of system functions on the Board President and Vice-
President, the school system shall also provide, at their request, a cellular phone or
similar technology to facilitate immediate access to both district staff and the
community. All costs associated with this technology shall be borne by the School
Board, provided none of the incurred costs are of a personal nature.

The President and Vice-President shall bear the sole responsibility for accurately
reporting said expenses according to approved School Board policy and applicable
state rules and statutes. Any and all personal charges incurred by the President or
Vice-President shall be reimbursed to the system in full, within ten (10) days of the
billing notice from the School Board to the Board member.

Ref: La. Rev. Stat. Ann. '17:81.
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BOARD - SCHOOL SUPERINTENDENT RELATIONS

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

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

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

Delegation by the Board of its executive powers to the Superintendent provides freedom
for the Superintendent to manage the schools within the Board policies, to promulgate
administrative regulations and to implement Board policies, and allows the Board
freedom to devote its time to policymaking and appraisal functions. The Superintendent
keeps the Board informed about school operations.

The link between the Board and the Superintendent must be the strongest in the entire

chain of united effort toward better schools. It is with the Superintendent that the Board
will have most frequent communications.
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SCHOOL ATTORNEY

The Claiborne Parish School Board recognizes that the increasing complexity of school
system operations frequently requires procurement of professional legal services.
Consequently, it shall rely on the District Attorney for purposes of systematically
securing such services. The primary function of an attorney shall be to provide
professional legal counsel and representation to the Board.

The Board may select and employ its own general attorney, in which case the District
Attorney shall be relieved of responsibility to serve as counsel for the School Board.

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

Ref: La. Rev. Stat. Ann. §§16:2, 42:261.1.
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SCHOOL BOARD MEETINGS

The Claiborne Parish School Board has the authority to hold as many School Board
meetings per month as the School Board deems necessary. Regular meetings of the
School Board shall be held on the first Thursday after the first Sunday of each month at
6:00 p.m., except when a meeting date falls on a legal holiday, in which event the School
Board shall announce, in its regular meeting prior to the holiday, the next meeting date.
As circumstances may dictate, the time, the date, and the place for regular meetings may
be changed by the School Board.

Special meetings may be called by the President, and shall be called by the President at
the request, in writing, of the Superintendent, or the Vice-President, or a majority of the
School Board membership, at the time and place designated. Such written requests shall
state the detailed purpose for the meeting.

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

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

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

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

A simple majority of School Board members present and voting may adopt any motion or
any policy and/or regulation; otherwise, a majority of the full membership or more is
needed when specifically required by law or School Board policy.

ELECTRONIC MEETINGS

See policy BCAD, Teleconferences/Remote Participation in School Board Meetings.
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QUORUM

A quorum for the transaction of official business shall consist of a majority (6) of the
members of the School Board. When a quorum of the School Board has convened and
neither the President nor the Vice-President is present, the members shall elect one of
their number to serve as President for that meeting.

Official meetings of the School Board may only be held when a quorum is present.

Revised: September, 2008
Revised: October 6, 2011
Revised: August9, 2018
Revised: December 10, 2020
Revised: August 10, 2023

Ref: La. Rev. Stat. Ann. §§17:81, 42:12, 42:13, 42:14, 42:15, 42:16, 42:17, 42:17 1,
42:19, 42:20, 42:24, 42:25; Board minutes, 11-6-08, 4-7-11, 10-6-11, 8-9-18, 12-
10-20, 8-10-23.
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TELECONFERENCE/REMOTE PARTICIPATION IN SCHOOL BOARD MEETINGS

The Claiborne Parish School Board shall allow teleconference/remote participation in
School Board meetings via electronic means as provided by Louisiana law.

REMOTE PARTICIPATION BY A SCHOOL BOARD MEMBER WITH A DISABILITY

A School Board member who certifies that he/she has a disability recognized by the
Americans with Disabilities Act shall be allowed to participate and vote in a meeting via
electronic means, as defined below.

EMERGENCIES OR DISASTERS

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

1.

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

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

A.

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

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

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

Other matters that are critical or time-sensitive and that in the determination
of the presiding officer should not be delayed; however, such maters shall
not be considered at the meeting unless the members of the School Board
present at the meeting approve the consideration of the matters by a two-
thirds vote.
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The School Board and its President comply with all of the requirements of this
policy.

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

1.

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

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

For each meeting conducted with remote participation:

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

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

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

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

DEFINITIONS

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

meanings:

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

or video conference.

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

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

New policy: August 10, 2023

Ref: La. Rev. Stat. Ann. §§17:1, 17:81, 42:12, 42:13, 42:14, 42:15, 42:16, 42:17,
42:17.2.1,42:19, 42:20, 42:24, 42:25; Board minutes, 8-10-23.
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BOARD MEETING PROCEDURES

The Claiborne Parish School Board recognizes that it is essential to the maintenance of
a democratic society that public business be performed in an open and public manner,
except as provided by state law, and that the citizens be advised of and be aware of the
performance of public officials and the deliberations and decisions that go into the
making of public policy.

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

The President of the Board, or, in his or her absence, the Vice-President, shall conduct
all meetings. In the absence of both, the Superintendent shall preside until the Board
elects an acting chairman. The presiding officer shall recognize members of the Board
who wish to be heard in the order that he/she deems advisable. No member of the
Board shall speak without having first been recognized.

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

Public participation in Board meetings shall be permitted during the public comment
period. Other persons may be recognized in Board meetings upon approval of the
Board. The President of the Board shall have complete authority to remove any
person(s) who willfully disrupts a meeting to the extent that orderly conduct of the
meeting cannot be maintained.

Ref: La. Rev. Stat. ''17:81, 42:15.
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NOTIFICATION OF SCHOOL BOARD MEETINGS

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

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

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

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

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

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

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

2. Giving notice to any member of the public or the news media who requests
notice of such meetings by providing the notice to the requestor at the same
time and in the same manner as is given to members of the School Board.

3. Submitting a notice of each meeting to the Commissioner of Administration
in a manner and format that allows the Commissioner time to post the notice
on its website prior to twenty-four (24) hours before the scheduled time of
the meeting, as required or advised by the Commissioner of Administration.

4. In addition to the above, by providing notice on the School Board’s website
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no less than twenty-four (24) hours, exclusive of Saturdays, Sundays, and
legal holidays, immediately preceding the meeting.

Revised: January 10, 2013

Revised: November 6, 2014
Revised: September 5, 2024

Ref: La. Rev. Stat. Ann. §§17:81, 42:19, 42:19.1, 42:23; Board minutes, 1-10-13, 11-
6-14, 9-5-24.
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AGENDA PREPARATION AND DISSEMINATION

The Claiborne Parish School Board President shall direct the Superintendent to
prepare, or cause to be prepared, an agenda for all regular School Board meetings.
Items of business may be suggested by School Board members, administrative staff,
employees, school patrons, or lay citizens of the school district for inclusion on the
agenda. The agenda shall not be changed less than twenty-four (24) hours, exclusive
of Saturdays, Sundays, and legal holidays, prior to the scheduled time of the meeting.

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

A request to be considered for a place on the agenda of any items or by any group or
individual other than a School Board member shall be filed in writing with the
Superintendent no later than five (5) days preceding the next scheduled School Board
meeting. Any material to be used must be submitted at the time of the request.

The Superintendent shall be authorized to waive the five-day requirement if in his/her
judgment the matter to be brought before the School Board is of an emergency nature.
In the event the five (5) day requirement is waived, and the agenda has been mailed to
School Board members, the Superintendent shall, if time permits, mail to School Board
members a supplement to the original agenda. Otherwise, the School Board shall be
apprised of his/her action in waiving the time requirement at its next meeting.

The Superintendent shall be authorized to decide which matters are of a sufficient
importance to require School Board attention. The Superintendent's decisions may be
appealed to the President of the School Board. Matters which should be handled by the
Superintendent and staff shall be left off the agenda and handled by the professional
staff in order to conserve School Board time. In the event the Superintendent and staff
cannot solve the problem to the satisfaction of the person or delegation, the matter shall
be presented to the School Board at the earliest possible date.

No School Board member shall be denied the right to have an item placed on the
published agenda of a School Board meeting. Except for announcements, requests for
expressions of praise, commendations, sympathy, and the setting of dates and times for
meetings, an item of business not on the agenda may not be suggested from the floor
for discussion except upon unanimous approval of the members present at a meeting.
The motion to add an item not on the agenda shall identify the item with reasonable
specificity, including the purpose for the proposed addition to the agenda, and shall be
entered into the minutes. In keeping with state law and School Board policy, prior to any
vote to add an item to the agenda, there shall be an opportunity for public comment on the
motion.
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All School Board meeting materials and supporting data shall be disseminated to the
members of the School Board so that the materials are received no later than twenty-
four (24) hours prior to any School Board meeting, whenever possible.

Revised: September, 2008
Revised: January 10, 2013
Revised: November 6, 2014

Ref: La. Rev. Stat. Ann. §42:19; Jackson v. Assumption Parish School Board, App. 1
Cir. 1995, 652 So2d 549, 1994-0901 (La. App. 1 Circ. 3/3/95); Board minutes,
11-6-08, 1-10-13, 11-6-14.
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VOTING METHOD AT BOARD MEETINGS

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

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

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

Reconsideration of actions shall be according to Robert's Rules of Order, with the
exception that matter voted on by the Board shall not be brought up for reconsideration
more than once during the calendar year except by two-thirds vote of the Board.

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

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

Ref: La. Rev. Stat. Ann. "17:81, 18:602, 42:5, 42:1120.
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MINUTES OF SCHOOL BOARD MEETINGS

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

1. The date, time, and place of the meeting.
2. The members of the public body recorded as either present or absent.
3. The substance of all matters decided, and, at the request of any member, a

record, by individual member, of any votes taken.

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

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

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

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

OFFICIAL JOURNAL

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

Revised: August, 2010 Revised: November 6, 2014
Revised: June 5, 2014

Ref: La. Rev. Stat. Ann. §§17:81, 42:4.1, 42:4.2, 42:7.1, 43:141, 43:144, 43:145;
Board minutes, 11-11-10, 6-5-14, 11-6-14.
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PUBLIC PARTICIPATION IN SCHOOL BOARD MEETINGS

The Claiborne Parish School Board desires the citizens of the district to attend its
meetings so that they may become better acquainted with the schools and so that the
Board may have opportunity to hear the wishes and/or ideas of the public.

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

The purpose of Claiborne Parish School Board meetings is not to be regarded as a public
forum for grievances, but to set policy, take care of the business as prescribed by state
law, and to inform the public while always providing for excellence in the education of
children of the system.

REQUEST FOR ITEM TO BE PLACED ON AGENDA

All delegations or individuals who wish to appear before the School Board and place an
item on the agenda shall submit their written requests to the Superintendent at least five
(5) working days prior to the meeting date, stating what matters they wish to take up with
the School Board and the approximate time such matters should consume at the meeting.
Such items will normally be included on the agenda of the meeting at which the delegation
or individual wishes to appear before the School Board. If not submitted on time to be
placed on the agenda, the item will be held over for the next scheduled meeting of the
School Board. Each delegation appearing before the School Board shall select in
advance one (1) person as its spokesperson and statements shall be presented in a
concise manner.

PUBLIC COMMENT ON AGENDA ITEMS

Before each meeting of the School Board, a copy of the agenda for that meeting shall be
posted at the meeting place or otherwise conspicuously displayed. It shall also be posted
on the School Board's website. A public comment period shall be held before any vote is
taken on an agenda item. Comments from the public shall occur after introduction of the
item to be voted on and before any discussion by School Board members. However, a
person is not entitled to take up business before the School Board unless the item in
which he/she is interested has been placed on the agenda of that meeting.

Any person wishing to speak on any of the items listed in the agenda must complete and
submit a card containing the name of the person, the name of any organization the name
of any organization or group for whom the individual wishes to speak and the specific
agenda item about which the person wishes to speak. A separate card must be
completed and submitted for each different agenda item on which the individual would
like to address the School Board.
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As the School Board reaches each item on its agenda, the School Board President shall
recognize those persons indicating a desire to speak on that item. No individual may
speak without first being recognized by the presiding officer. Each person may speak for
not more than three (3) minutes on each item, and may speak only once on each agenda
item. When the individual has been recognized to speak on an agenda item, that
individual shall approach the podium. The individual shall limit his/her comments to
matters that are strictly relevant to that agenda item. The individual shall refrain from
asking questions or making requests of the School Board or staff. No accusatory
comments or comments relative to the performance of specific employees or potential
employees shall be permitted. The School Board shall delay its deliberations on each
agenda item until all members of the public who wish to address the Board have been
given an opportunity to speak.

In the event that the School Board should add an item for which a vote shall be taken to
its agenda after the School Board meeting begins, the School Board President shall orally
request of the audience whether anyone in attendance would like to speak on the added
agenda item. Each person indicating a desire to do so shall be given a period not to
exceed three (3) minutes to address the School Board on each added agenda item. The
Board shall delay deliberations on that agenda item until such time as all interested
members of the public have had an opportunity to speak.

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

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

REMOTE PARTICIPATION BY MEMBERS OF THE PUBLIC WITH DISABILITIES

The School Board shall allow any member of the public with a disability recognized by the
Americans with Disabilities Act, or a designated caregiver of such a person, to participate
in its meetings via teleconference or video conference if such person requests that
accommodation prior to the meeting. Members of the public who desire to participate in
this fashion, or their designated caretakers, shall certify that they meet the definition of a
person with a disability recognized under the Americans with Disabilities Act when they
submit prior to the meeting, their requests to comment on agenda items and shall comply
with the same rules and regulations on speaking applicable to those participating in
person at such meetings.

Revised: August 10, 2023

Ref: La. Rev. Stat. Ann. §§17:81, 42:14, 42:15, 42:16; Board minutes, 8-10-23.
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EXECUTIVE SESSIONS

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

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

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

Executive sessions may be held for the following reasons:

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

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

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

A statement identifying the parties involved and reasonably identifying the

subject matter of any prospective litigation for which formal written demand
has been made that is to be considered at the meeting.

Claiborne Parish School Board lof2



FILE: BCBK

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

Discussion regarding the report, development, or course of action regarding
security personnel, plans, or devices, including discussions concerning
cybersecurity plans, financial security procedures, and assessment and
implementation of any such plans or procedures.

Investigative proceedings regarding allegations of misconduct.

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

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

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

Revised: October 6, 2011
Revised: November 6, 2014
Revised: September 7, 2023

Ref:

La. Rev. Stat. Ann. 8817:81, 42:12, 42:13, 42:14, 42:16, 42:17, 42:19, 42:24,
42:25, 42:28; Board minutes, 10-6-11, 11-6-14, 9-7-23.
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SCHOOL BOARD POLICY

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

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

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

POLICY ADOPTION

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

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

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

POLICY REVIEW

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

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

POLICY DISSEMINATION

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

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

SUSPENSION OF POLICY

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

ADMINISTRATION IN ABSENCE OF POLICY

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

Revised: September 6, 2012 Revised: December 10, 2020

Ref: Constitution of Louisiana, Art. VI, Sec. 10; La. Rev. Stat. Ann. §817:81, 17:416.8;
Board minutes, 9-6-12, 12-10-20.
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ADMINISTRATIVE REGULATIONS AND PROCEDURES

The Claiborne Parish School Board delegates to the Superintendent the function of
specifying required actions and designing the detailed arrangements under which
schools will be operated. These detailed arrangements shall constitute the
administrative regulations and procedures governing the schools and shall be designed
to effectively implement the policies of the Board. They shall be defined in written form
and organized by subject or date with adequate indexing for easy use. Formatting and
distribution shall be so as to facilitate easy filing and proper use, and distribution shall
include the members of the Board. The administrative regulations and procedures
established by the Superintendent and staff shall not require Board approval, but shall
in every respect be consistent with the policies of the Board.

The Board itself shall strive to formulate and adopt regulations only when specific state
laws require Board adoption. But, the Board may also do so when the Superintendent
recommends Board adoption in light of strong community attitudes or probable staff
responses.

INDIVIDUAL SCHOOL REGULATIONS

Each principal is authorized and instructed to prepare and promulgate such regulations
as he/she may deem necessary for the proper administration of his/her school and to
require compliance by all students enrolled or teachers and other school employees
assigned to his/her school, all in supplementation of, but not inconsistent with, the
policies and regulations of the School Board, the Superintendent, or the Louisiana
Department of Education.

Ref: La. Rev. Stat. Ann. '17:81.
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SCHOOL BOARD ETHICS

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

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

All School Board members and employees shall be notified of any changes to the School
Board Ethics policy, and shall attest annually through signature verification that they
have read the School Board Ethics policy.

ETHICS EDUCATION AND TRAINING

All School Board members and employees shall be required to receive a minimum of one
(1) hour of education and training on the Louisiana Code of Governmental Ethics
annually. Education and training shall be provided by employees of the Louisiana Board
of Ethics or others authorized to provide such training by the Louisiana Board of Ethics
and shall be administered through seminars or via the Internet. Ethics violations are
monitored through the site-based supervision with corrective action taken in accordance to
the degree of the violation. Employees will be in-serviced on the policy in the annual in-
service days provided with an employee signature to verify the communicated policy. This
will be in addition to the mandatory certificates that are provided once the Code of
Governmental Ethics course is completed online.

GIFTS

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

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

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

Exceptions

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

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

2. For any School Board in a parish having a population of fewer than sixty thousand
(60,000) according to the latest federal decennial census any member of the
immediate family of any School Board member or of the Superintendent may be
employed as a special education related services professional provided that such
family member is licensed in an appropriate field for special education related
services and such family member is the only applicant who meets the
qualifications for the position who has applied for the position after it has been
advertised for at least thirty days in the official journal of the School Board. A
special education related services professional shall include the following when
employed to provide special education services: a social worker, occupational
therapist, physical therapist, speech therapist/pathologist, teacher of hearing
impaired students, teacher of visually impaired students, or nurse.

3. Any immediate family member of a member of the School Board or the
Superintendent who has been employed pursuant to paragraphs 1 or 2 above for
at least one year may be promoted to an administrative position, provided that
such family member has the appropriate qualifications and certifications for the
promotional position. For the purposes of such promotions, the term certifications
shall not include any temporary or provisional certification or certifications.
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4. As long as the School Board’s student enrollment population is less than four
thousand nine hundred fifty (4,950), any member of the immediate family of any
School Board member may be employed as a school electrician provided that such
family member has at least twenty (20) years of experience as an electrician.

5. As long as the Parish of Claiborne has a population of twenty-five thousand five
hundred (25,500) persons or less according to the most recent federal decennial
census, any member of the immediate family of any School Board member or the
Superintendent may be employed as a school counselor provided that such family
member is certified as a school counselor and that such family member is the only
applicant who meets the qualifications for the position set by the School Board who
has applied for the position after it has been advertised for at least thirty (30) days
in the official journal of the parish and in all newspapers of general circulation in
the parish.

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

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

ABUSE OF OFFICE

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

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

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

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

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

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

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

FEDERAL GUIDELINES: CONFLICT OF INTEREST

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

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

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

DEFINITIONS

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

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

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

Public servant means a public employee or an elected official.

Revised: December, 2008 Revised: August, 2021
Revised: November, 2010 Revised: July, 2022
Revised: October 6, 2011 Revised: April 11, 2024

Revised: August 9, 2012
Revised: February 11, 2016
Revised: January 5, 2017

Ref: 2 CFR 200.318 (General Procurement Standards); La. Rev. Stat. Ann. §§17:81,
17:428, 42:1101, 42:1102, 42:1112, 42:1115, 42:1115.1, 42:1116, 42:1119,
42:1120, 42:1121, 42:1123, 42:1170; Board minutes, 2-5-09, 10-6-11, 8-9-12, 2-
11-16, 1-5-17, 4-11-24.
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CODE OF CONDUCT FOR LOUSIANA SCHOOL BOARD MEMBERS

As a member of the School Board | will endeavor to meet and adhere to the following
Louisiana School Board Association (LSBA) Code of Conduct:

Represent the constituents, parents and students of the district which | serve, while
remembering that my overarching concern must be the educational welfare of all
of the students of the District.

Respect and uphold the laws and Constitution of the United States, the State of
Louisiana, and the policies adopted by the School Board.

Respect and treat with professionalism and courtesy my fellow School Board
members, the Superintendent, staff, educators, parents and students of the
District.

Maintain decorum and professionalism in my communications with and about my
fellow School Board members, the Superintendent, staff, educators, parents and
students of the District, no matter the forum.

Recognize that my authority is that of a member of the School Board, acting
through the process of the School Board, and that | do not have, nor will | attempt
to exert, any authority, as an individual, over the Superintendent, staff, educators,
parents, or students of the District.

Respect and adhere to the decisions of the School Board, while retaining the right
to respectfully seek reconsideration of decisions with which I, individually,
disagree.

Guide and direct the concerns, complaints and questions of constituents, parents
and students to the Superintendent for consideration and action, in accordance
with School Board policy.

Conduct my personal and professional life in a manner befitting an elected
representative of the people and In accordance with the laws of the United States
and State of Louisiana.

Refrain from using the position as an elected School Board member to pursue
personal financial gain or aggrandizement.

Make a concerted effort to attend the meetings of the School Board to which | am
called and be prepared to discuss and deliberate on the matters that are scheduled
to be before me.
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e Respect and maintain the confidentiality of Information to which | may become
privy, in accordance with State and Federal laws and the fiduciary obligation that |
owe to the District.

o Affiliate with the Louisiana School Boards Association and avail myself of the
continuing education opportunities offered thereby toward meeting my obligations
for annual continuing education as provided by law.

Adopted: January 5, 2017

Ref: Board minutes, 1-5-17.
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SCHOOL SUPERINTENDENT

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

The Superintendent shall be the chief executive officer and educational advisor of the
Claiborne Parish School Board and shall discharge his/her duties as prescribed by the
Constitution and statutes of the State of Louisiana, as well as Board policies. The
Superintendent shall also be the Secretary and Treasurer of the School Board.

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

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

OFFICE OF SUPERINTENDENT

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

Ref: La. Rev. Stat. Ann. §§17:54, 17:81, 17:90.
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SUPERINTENDENT QUALIFICATIONS

The Claiborne Parish School Board shall elect a Superintendent for the school system
who has met or has been certified as meeting the requirements for superintendency
certification as set by the Louisiana Board of Elementary and Secondary Education
(BESE). Additional qualifications may be stipulated by the Board.

MINIMUM QUALIFICATIONS

The certification endorsement required to serve as a school system Superintendent or
Assistant Superintendent is the Louisiana Education Leader Certificate Level 3
(Superintendent), which is valid for five (5) years and is renewable every five (5) years,
based upon successful completion and verification of required learning units.

1. Eligibility Requirements

a. Valid Louisiana Level 2 Educational Leader Certificate or one of the
Louisiana administrative/supervisory certifications that preceded the 2006
Educational Leadership Certification structure;

b. Five (5) years of teaching experience in his/her area of certification;

C. Five (5) years of successful administrative or management experience in
education at the level of assistant principal or above. The assistant
principal experience would be limited to a maximum of two (2) years of
experience in that position; and

d. Passing score on the School Superintendent Assessment (SSA), in
keeping with state requirements.

2. Renewal Requirements: For purposes of maintaining a valid endorsement,

holders of an Educational Leader Level 3 endorsement are required to complete
150 continuing learning units of professional development consistent with the
Individual Professional Growth Plan (IPGP) over a five (5) year time period. The
starting date of the five (5) year cycle depends on the type of teaching certificate
that the individual holds.

a.

If an individual holds a Louisiana Professional Teaching Certificate Level
3, then the renewal date is tied to the renewal date on the professional
teaching certificate.

If an individual does not hold a Louisiana Professional Teaching
Certificate Level 3, but does hold an Educational Leader Level 2
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endorsement, then the renewal date is tied to the renewal data that is in
use for the previous Educational Leader endorsement.

C. If an individual holds neither a Louisiana Professional Teaching Certificate
Level 3, nor an Educational Leader Level 2 endorsement, then the
renewal time period begins with the date of issue of the Educational
Leader Level 3 endorsement.

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

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

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

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

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

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

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

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

DISCLOSURE OF APPLICANT'S RECORDS

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

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

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

Such contract shall provide that the Superintendent is subject to a performance evaluation
by the School Board in accordance with La. Rev. Stat. Ann. §17:54. Such contract shall
also provide for specific performance objectives/performance targets as required by La.
Rev. Stat. Ann. §17:54. In case of a discrepancy between the contract and any policy,
the contract provisions shall prevail.

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

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

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

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

The School Board may place the Superintendent on paid administrative leave prior to the
expiration of his/her contract:

1. For the purpose of investigating cause for termination.

2. Without cause during the final three (3) months of the term of his/her contract
when the School Board has voted not to extend a new contract offer.
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3. At a time as agreed by the Superintendent.
4. At a time as provided for in his/her contract.

Paid administrative leave shall be subject to the following:

1. Approval of a majority of the membership of the School Board.
2. A three (3) month time limit within a six (6) month period.
3. All compensation afforded under the terms of the existing contract.

The School Board shall notify the State Superintendent of Education any time it
terminates or fails to renew its employment contract with the Superintendent, along with
the reasons therefor.

INTERIM SUPERINTENDENT

The School Board may, by a majority vote of its membership, select a person to serve as
the interim Superintendent in the event of the death, resignation, or termination of the
Superintendent or his/her being placed on paid administrative leave in accordance with this

policy.

An interim Superintendent shall have the same authority as a Superintendent. If at any point
in the final three (3) months of a Superintendent’s contract he/she has been placed on notice
that the School Board has voted not to offer him/her a new contract and an interim
Superintendent has been selected in accordance with State law, the authority delegated to
the Superintendent by the School Board for hiring and placement of all school personnel
shall extend to the interim Superintendent without action of the School Board.

The election of an interim Superintendent is not subject to the School Board’s policy
applicable to the process of selection or employment of a Superintendent or to the
requirement or content of a contract.

The School Board shall not employ an interim Superintendent for longer than six (6) months
in any given twelve (12) month period unless the appointment is made during the final year
of the term of the majority of members.

Revised: October 6, 2011 Revised: December 10, 2020
Revised: August 9, 2012 Revised: March 6, 2025

Ref: La. Rev. Stat. Ann. §17:54; Board minutes, 10-6-11, 8-9-12, 12-10-20, 3-6-25.
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EVALUATION OF THE SUPERINTENDENT

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

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

Revised: August 9, 2012

Ref: La. Rev. Stat. Ann. §§17:54, 17:81, 17:3881, 17:3882, 17:3883, 17:3884; Board
minutes, 8-9-12.
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LINE AND STAFF RELATIONS

All personnel shall refer matters requiring administrative action to the supervisor
(Superintendent, principal, other supervisor) immediately in charge of the area.
Supervisors shall refer such matters to the next higher authority when necessary.

All personnel shall have the right to appeal any decision made by a supervisor, through
approved grievance procedures. Within the broad framework of Board policy, other
certified administrative personnel shall assist the person in charge as assigned.

All certified administrative personnel shall keep the person they are immediately
responsible to informed of their activities.

The following principles form the basis for the efficient administration of the school
system.

1. The School Board is the policy-forming body of the district. This body sets
the general policy which conforms to the laws of the State of Louisiana
and regulations of the Louisiana Board of Elementary and Secondary
Education (BESE).

2. The Superintendent has the responsibility of enforcing the policies of the
Board; interpreting the laws of the State and the regulations of the
Louisiana Board of Elementary and Secondary Education (BESE). The
administration of all facets of operation of the schools is his/her
responsibility.

The Superintendent is the instructional leader and chief executive officer
of the school district, and professional advisor to the Board. As such,
he/she has primary responsibility for personnel actions in the district as
may be outlined in state law or Board policy.

The Board's legal advisor, auditor, and other appointed professionals, e.g.
architect and consultant, shall be responsible to the Board. This does not
preclude coordination of assigned tasks with the professional staff.

3. Each school principal has the responsibility for the hiring or placement of
any teacher or other personnel at the school in which the principal is
employed, subject to the approval of the Superintendent. The principal
also has responsibility for supervising and directing operations at that
school.

4. Teachers are obligated to abide by the rules, regulations, and are
responsible for seeing that they are carried out, by performing their
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classroom duties as well as extra duties to the best of their abilities.

5. Non-professional personnel are responsible to the immediate supervisor.

Revised: September 6, 2012

Ref: La. Rev. Stat. Ann. '17:81; Board minutes, 10-6-69, 9-6-12.
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SCHOOL PRINCIPALS/BUILDING ADMINISTRATORS

The principal, as agent for the Claiborne Parish School Board in overseeing the affairs
of the school of which he/she has been placed in charge, shall be responsible for the
organization, administration, and the supervision of the school, and in turn he/she shall
be responsible to the Superintendent. The Superintendent shall delegate to the principal
all decisions regarding the hiring and placement of any teacher or other personnel at the
school in which the principal is employed, subject to the approval of the Superintendent.

The principal is the educational leader of the school. He/she should be alert to
opportunities to improve the instructional program, to foster the professional growth
among teachers and employees, to work for the best interest of the students and
faculty, and to maintain good relations with the school's community. The Board
considers supervision one of the most important duties of the principal. The principal
shall be responsible for evaluating the efficiency of all school personnel, and making
recommendations to the Superintendent for tenure, transfers, promotions, or dismissals.

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

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

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

Revised: August 9, 2012

Ref: La. Rev. Stat. Ann. ''17:81, 17:416, 17:416.9; Board minutes, 8-9-12.
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ADMINISTRATIVE RECORDS

School district records are public records and are available for inspection by any person
at reasonable times during normal business hours. However, certain school documents,
such as but not limited to pupil school health records, pupil report cards, supervisory
reports on teachers, budget worksheets, and personnel folders are considered
confidential information and therefore, exempt from public records statutes. Access to
or release of privileged information such as pupil or personnel records, shall be governed
by appropriate regulations and procedures.

The Superintendent or his/her designee shall be designated as the official custodian of
records for the Claiborne Parish School Board. Maintenance of all records shall include
proper procedures to protect the safety, security, and confidentiality of records. Official
records of the school district shall not leave the school or district premises except for
official school business.

Any person may request in writing, a time to see such public records at a mutual,
agreeable time with the office of the Superintendent and such time and place will be
mutually stipulated during normal working hours. Any request to view records shall clearly
state the specific records desired.

Notwithstanding any other provision of law or rule or regulation to the contrary, a School
Board member and any other person authorized pursuant to written policy of the School
Board shall have the right to examine any or all records of the school system except
school employee records relative to evaluations, observations, formal complaints, and
grievances. However, the School Board, upon majority vote of the total Board
membership, shall have the right to examine any or all records of the school system.

EMPLOYEES' SOCIAL SECURITY NUMBERS

Except as required by applicable law, regulation, or policy of the Louisiana Board of
Elementary and Secondary Education (BESE), the School Board shall not use the social
security number of a teacher or school employee as a means of identification for such
teacher or employee. The teacher or employee shall not be required to include or provide
his/her social security number on any form or other written document unless:

1. A social security number is required by any applicable law, regulation or policy of
BESE; or
2. The form or written document is required for employment, retirement, application

for leave or an individualized education plan.
The School Board or any school official or employee shall not provide access to any form

or document on which the social security number of a teacher or school employee
appears to any person other than the following:

Claiborne Parish School Board 10of 3



FILE: CG
Cf: DIE, GAK, JR

1. Any official or employee of the school at which the teacher or school employee
works, the School Board, or the Louisiana Department of Education, when such
access is necessary for the performance of the duties and responsibilities of the
official or employee.

2. Any person authorized to have such access by the teacher or school employee.

PRESERVATION OF RECORDS

All persons and public bodies having custody or control of any public record, other than
permanent records required by existing law to be kept for all time, shall exercise diligence
and care in preserving the public record for the period or periods of time specified for such
public records in formal records retention schedules developed and approved by the state
archivist and director of the division of archives, records management, and history of the
Louisiana Secretary of State. In all instances in which a formal retention schedule has
not been executed, such public records shall be preserved and maintained for a period
of at least three (3) years from the date on which the public record was made. However,
when copies of an original record exist, the original alone shall be kept; when only
duplicate copies of a record exist, only one copy of the duplicate copies shall be required
to be kept. When an appropriate form of the microphotographic process has been utilized
to record, file, and otherwise preserve such public records, with microforms produced in
compliance with statutory provisions, the microforms shall be deemed originals in
themselves, and disposition of original documents which have been
microphotographically preserved and of duplicates and other copies thereof shall proceed
in accordance with state law.

All existing records or records hereafter accumulated by the School Board, which
participates in federal programs or receive federal grants, may be destroyed after three
(3) years from the date on which the records were made in those cases where this
provision is not superseded by guidelines for the operative federal program or grant
requiring longer retention periods for the records in question, provided that these records
shall not be destroyed in any case where litigation with reference thereto is pending, or
until the appropriate state or federal audits have been conducted.

DUPLICATION OF RECORDS

Copies of school district records may be requested at any time. The School Board shall
require any person making the request to reimburse the School Board for the actual fees
and costs incurred prior to providing any document, record, or item, unless the person is
exempted from providing reimbursement. Duplication of records classified as confidential
information shall not be permitted.

Persons making requests for duplication of records shall be encouraged to submit such
requests in writing to expedite accurate processing of their requests. Requests should
be sufficiently detailed to identify the documents sought to be copied. Questions
regarding the appropriateness of having certain pieces of information duplicated shall be
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referred to the Superintendent and/or his/her designees for determination, and if
necessary, to the School Board’s attorney.

Costs associated with duplication of records shall include not only charges for copying,
but also staff time involved in locating, retrieving, and duplicating, as well as any other
costs or special service charge that may be incurred in the process of duplication. Costs
for duplicating records shall be paid in advance, whenever possible. A schedule of fees
used to calculate costs associated with duplication of records shall be set by the School
Board, and posted where it can be readily accessed by the public.

DISPOSAL OF RECORDS

Records that have met their retention periods may be disposed of. Before disposal, the
Superintendent or his/her designee shall ascertain if any of the records scheduled for
disposal requires further retention or are required for pending or on-going litigation. The
Superintendent or designee shall consult with the School Board’s attorney to determine
if there are any legal holds on records that are involved in state or federal investigations
and/or litigation and that would require the records to be retained for a longer duration.

Once disposal has been determined, the School Board shall dispose of records in a
manner acceptable to the level of confidentiality the record requires.

The Superintendent or his/her designee shall develop and maintain regulations and
procedures for the management of electronic records, such as e-mail, software, and
microfilm, to include the retention, access, and disposition requirements.

Revised: January 11, 2024

Ref: La. Rev. Stat. Ann. §§13:5112.1, 17:81, 17:93, 17:196, 17:230, 17:232, 17:415,
17:440, 44:1, 44:4, 44:31, 44:32, 44:36; Board minutes, 1-11-24.
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SCHOOL REPORTS

Statistical information often has a time value. Delayed reports place an inconvenience
and burden upon others who must use the information and may in some instances
result in a financial loss to the district.

Each principal, director, supervisor, or other administrator shall give careful
consideration to all procedures related to reports, accounting, and general business
matters that are required for the administration of the school program and shall make
accurate and prompt return on scheduled dates of all statistical and other information
required in order to assure such reports are submitted in time to satisfy date
requirements.
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Ref: La. Rev. Stat. Ann. ''17:92, 17:93.
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ANNUAL OPERATING BUDGET

The Claiborne Parish School Board shall approve an annual budget for the general fund
and each special revenue fund for the fiscal year July 1 to June 30, no later than
September fifteenth of each year. The School Board shall submit a copy of its adopted
budget to the State Superintendent no later than September thirtieth of each year, as well
as a general summary of the adopted budget. The summary shall include projected
revenues, expenditures, and beginning and ending fund balances. In addition, no later
than September 30th of each year, the School Board shall post the most recent budget
and general summary on its website.

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

The School Board shall cause to be published a notice in the official journal stating that
the proposed budget is available for public inspection no later than fifteen (15) days prior
to the date for budget adoption. The notice shall also state that a public hearing on the
proposed budget shall be held specifying the date, time and place of the hearing. The
proposed budget shall not be considered for adoption or otherwise finalized until at least
one public hearing has been conducted on the proposal. The notice shall be published
at least ten (10) days prior to the date of the first public hearing and may be published in
the same advertisement as the notice of availability of the proposed budget and the public
hearing.

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

No budget shall be approved where expenditures exceed the expected means of
financing. The budget shall be reviewed periodically and such financial reports as the
School Board directs shall be prepared and presented to the School Board by the
Superintendent.

DAILY OPERATIONS

The adoption of the original budget and the adoption of all subsequent amendments by
the School Board constitute the authority of the Superintendent and administrators of the
School Board to incur liabilities and authorize expenditures from the respective budgeted
funds during the fiscal year. The Superintendent and the Business Manager have the
authority to enter into routine and necessary contracts or agreements to carry out the
general business operations of the School Board.
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Revised: October 5, 2023

Ref: La. Rev. Stat. Ann. 8§17:88, 17:89, 39:1301, 39:1302, 39:1303, 39:1304, 39:1305,
39:1306, 39:1307, 39:1308, 39:1309, 39:1310, 39:1311, 39:1312, 39:1313,
39:1314, 39:1315; Board minutes, 10-5-23.
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BUDGET PLANNING AND PREPARATION

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

The President and Superintendent, as treasurer, or any member of the School Board, or
any person who signs, executes, causes, authorizes, or contributes in any manner to
the borrowing of money in excess of the amount properly budgeted, for current
operation, or beyond the limits and conditions herein prescribed, shall be fined not less
than two hundred fifty dollars, nor more than one thousand dollars, and shall be
removed from office in the manner prescribed by the constitution and the laws of the
state.

PRESENTATION OF BUDGET DOCUMENT

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

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

A. Basis of Budgeting - Budgets shall be prepared on the same basis of
accounting as that used in the financial statements and as stated in
standard Generally Accepted Accounting Procedures.

B. Organization of the Budget - The accounts of the Board sh