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NOTIFICATION OF SCHOOL BOARD MEETINGS

The Calcasieu 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. Such notice shall include the specified time, date, and place of the
meeting. The School Board shall, in cases of extreme emergency where the need exists
to convene a meeting at the earliest possible time, provide such public notice as it deems
appropriate and circumstances permit.

Public notice of any meeting shall include the agenda, date, time, and place of the
meeting It shall also include sufficient information to enable the oublic to locate the live
broadcast of the meetino The agenda included in the notice shall be reasonably clear o
as to advise the public in general terms of each subject to be discussed at the public
meeting. ln addition, attached to the wriften 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.

lqa+ing-a-€epye{+he Givino notice to any member of the oublic or the news
media who requests notice of such meetings@

by providino the notice to the
requestor at the same time and in the same manner as is given to members
of the School Board

1
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4. ln addition to the above, by providing notice on the School Board's website
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Written public nollce given by the School Board shall include, but not be limited to:

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.

3. Submittinq a notice of each meetinq to the Commissioner of Administration
in a manner and format that allows the Commissioner time to post the notice
on its website prior to twentv-four (24) hours before the scheduled time of
the meetino. as required or advised bv the Commissioner of Administration.
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no less than twenty-four (24) hours, exclusive of Saturdays, Sundays, and
legal holidays immediately preceding the meeting.

Revised: November, 2012
Revised: February 10, 2015
Revised: August,2024
Revised: October,2024

Ref: La. Rev. Stat. Ann. $$17:81 , 42:19,42:19.1,42:23;Board minutes,2-5-13,2-10'
15.
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NOTIFICATION OF SCHOOL BOARD MEETINGS

The Calcasieu 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. Such notice shall include the specified time, date, and place of the
meeting. The School Board shall, in cases of extreme emergency where the need exists
to convene a meeting at the earliest possible time, provide such public notice as it deems
appropriate and circumstances permit.

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.

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

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.

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.

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.

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

1

2

1

2

3

4
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Public notice of any meeting shall include the agenda, date, time, and place of the
meeting. lt shall also include sufficient information to enable the public to locate the live
broadcast of the meeting. The agenda included in the notice shall be reasonably clear o
as to advise the public in general terms of each subject to be discussed at the public
meeting. ln addition, attached to the written notice shall be information on any matters to
be discussed in executive session. The notice shall indicate the following:
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Revised: November, 2012
Revised: February'10, 2015
Revised: August,2024
Revised: October, 2024

Ref: La. Rev. Stat. Ann. $$17:81 , 42:19,42:19.1,42:23;Board minutes,2-5-13,2-10'
15.
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NEW POLICY FILE: BCBJ

BROADCASTING AND TAPING OF SCHOOL BOARD MEETINGS

The Calcasieu Parish School Board desires to facilitate public access to School Board
meetings, to encourage public involvement, and to further improve transparency as it
relates to School Board operations. To ensure such public access, the School Board
shall broadcast live all of its proceedings in public meetings, including the School Board's
committee meetings. Broadcast /lye means the publicly available distribution of audio
and video of a meeting in real or near real time via the internet or television broadcast.

New policy: October, 2024

Calcasieu Parish School Board

The School Board recognizes the rights of the public and members of the news media to
record a public meeting. ln order to help ensure proper decorum and protect the integrity
of any meeting of the School Board, the Superintendent and/or his/her designee shall
maintain appropriate administrative regulations and procedures governing the
broadcasting or videotaping of School Board meetings. The School Board reserves the
right to alter, change, or determine on a case-by-case basis for each meeting any
additional regulations or procedures to assure proper decorum and protect the integrity
of meetings of the School Board.

Ref: La. Rev. Stat. Ann. $$17:81 ,42:23.



FILE: BCBJ

BROADCASTING AND TAPING OF SCHOOL BOARO MEETINGS

The Calcasieu Parish School Board desires to facilitate public access to School Board
meetings, to encourage public involvement, and to further improve transparency as it
relates to School Board operations. To ensure such public access, the School Board
shall broadcast live all of its proceedings in public meetings, including the School Board's
committee meetings. Broadcast /lve means the publicly available distribution of audio
and video of a meeting in real or near real time via the internet or television broadcast.

The school Board recognizes the rights of the public and members of the news media to
record a public meeting. ln order to help ensure proper decorum and protect the integrity
of any meeting of the school Board, the superintendent and/or his/her designee shall
maintain appropriate administrative regulations and procedures governing the
broadcasting or videotaping of School Board meetings. The school Board reserves the
right to alter, change, or determine on a case-by-case basis for each meeting any
additional regulations or procedures to assure proper decorum and protect the integrity
of meetings of the School Board.

New policy: October, 2024

Ref: La. Rev. Stat. Ann. $$17:81 , 42:23.
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EMPLOYMENT OF SUPERINTENDENT

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

Such contract shalf provide that the Superintendent is sub iect to a performance evaluation
bv the School Board in accordance with La. Rev. Stat. Ann. Q17:54. Such contract shall

also provide for specific performance
objectives/performance targets as required by La. Rev. Stat. Ann. $17:54. ln case of a
discrepancy between the contract and any policy, the contract provisions shall prevail.

The School Board shall submit a copy of its current employment contract with the
Superintendent to the State Superintendent of Education.

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.

lf 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 (%) of the
membership of the entire Schoo/ 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.

A School Board mav place a Superintendent on oaid administrative leave prior to the
expiration of his/her contract:

2. Without cause durinq 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

Calcasieu Parish School Board 1ol 2

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.

1 . For the purpose of investiqatino cause for termination.
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3. At a time as aqreed by the Superintendent

4. At a time as provided for in his/her contract

Paid administrative leave shall be subiect to the followinq:

1. Aooroval of a maioritv of membership of the School Board

2. A three (3) month time limit within a six (6) month period.

3. All comoensation afforded under the terms of the existinq 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 maioritv vote of its membership, select a person to serve as
the interim Suoerintendent in the event of the death, resiqnation. or termination of the
Suoerintendent or his/her beino olaced on oa id administrative leave in accordance with this
policv.

The election of an interim Superintendent is not subiect to the School Board's policv
aoolicable to the orocess of selection or emo lo ment of a Suoerintendent or to the
requirement or content of a contract

A School Board shall not emplov an interim Superintendent for lonoer than six (6) months
in any qiven twelve (12 ) month period unless the appo intment is made durinq the final vear
of the term of the maiority of members.

Revised: November, 2010
Revised: June,2012

Revised: August,2020
Revised: Oclober,2024

Ref: La. Rev. Stat. Ann. 517:54; Board minutes,5-9-06,2-8-11,8-7'12
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An interim Superintendent shall have the same authoritv as a Superintendent. lf at anv point
in the final three (3) months of a Superintendent's contract he/she has been olaced 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 authoritv deleoated to
the Superintendent bv the School Board for hirinq and placement of all school personnel

shall extend to the interim Superintendent without action of the School Board.
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EMPLOYMENT OF SUPERINTENDENT

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

The School Board shall submit a copy of its current employment contract with the
Superintendent to the State Superintendent of Education.

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.

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

For the purpose of investigating cause for terminatron.

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.

1

2
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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. ln case of a discrepancy between the contract and any policy,
the contract provisions shall prevail.

lf 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 (7t) 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.
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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 ol 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 majoity 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. lf 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.

A 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: August,2020
Revised: October, 2024

Ref: La. Rev. Stat. Ann. 517:54; Board minutes, 5-9-06, 2-8-11,8-7-12.
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Revised: June,2012
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PERSONNEL RECORDS

The Calcasieu Parish School Board shall require the maintenance of a uniform system of
personnel records for all employees. lt shall be the responsibility of the Superintendent
or designee to keep the records updated and complete in accordance with statutory
provisions.

A personnel file shall be accurately maintained in the central administrative office for each
present and former employee. These files shall contain applications for employment,
references, and records relative to compensation, payroll deductions, evaluations, and
such other matters as may be considered pertinent to the proper maintenance of all
personnel records. lt is the duty of the employee to furnish the personnel office with
certificates, transcripts, statements of degrees, and other educational experience related
documentation.

The Superintendent shall be designated as custodian of all personnel files and shall have
the overall responsibility for maintaining and preserving the confidentiality of the files. The
Superintendent may, however, designate another offlcial to perform the duties of records
management on the understanding that this official is to be held responsible for granting
or denying access to records on the basis of these guidelines.

GENERAL ACCESS TO AN EMPLOYEE'S PERSONNEL FILE

Any school employee requesting to see his/her personnel file shall be given access to
his/her entire personnel file, including but not limited to all documents placed in the
employee's file on or before September 1, 1987. The contents of a school employee's
personnel file shall not be divulged to third parties without the express written consent of
the school employee, except when ordered by a court or by subpoena, or in accordance
with this policy. No school system employee other than the personnel file custodian or
the Superintendent forthe system, or the designee of either, who shall be a school system
employee, shall be allowed access to a school employee's personnel file without the
school employee's expressed written consent, unless that employee is charged with the
duty of supervising that particular school employee's performance. A School Board
member or any other person authorized pursuant to this policy shall be permitted to
examine any and all records of the school system, except school employee records
relative to evaluations, observations, formal complaints, and grievances. However, in

accordance with La. Rev. Stat. Ann. $17:81, the School Board, upon a maiority vote of
the total School Board membership, shall have the right to examine any and all records
of the school system, including personnel records.

ln case a personnel file should be accessed by the School Board or anyone else, the
employee whose file was so accessed shall receive written notice of the fact and the
name and title of the person who was permitted access. All persons permitted access
shall maintain the confidentiality of those documents in the file that are not matters of
public record.

Calcasieu Parish School Board 1of 6
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lf an employee wishes to review and/or obtain a copy of his/her personnel file, the
employee must make a written request to the Superintendent or his/her designee not less
than forty-eight (48) hours before the date the file will be reviewed.

REQUESTS FOR ACCESS AND INSPECTION

No complaint, commendation, suggestion, or evaluation may be placed in the evaluation
file unless it meets the following requirements:

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

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

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

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

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

A school employee shall have the right to receive proof of any allegations and

statements contained in a document placed in his/her file that the school employee
believes to be inaccurate, invalid, or misrepresented. lf such proof is not
presented, the document containing the allegations and statement shall be

removed from the school employee's personnel file and destroyed.

lf, at any time, the superintendent takes any personnel action against an employee based

upon any document that was placed in the employee's file on or before September 1,

1987, the employee shall be given the opportunity to rebut and respond to such

I

2

2
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Additions to Personnel File

Rebuttal and Response

Calcasieu Parish School Board
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Any rebuttal and response to a document placed in a school employee's personnel
file shall be filed by the employee within fifteen (15) school days from the date on
which the school employee signs the document acknowledging its receipt.

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

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

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

+

1

2. The home address of the emPloYee

easea+iena+g{€ups

3. The personat email address of the emplovee

4 The social security number and financial institution direct deposit information as

contained in the personnel records of an employee of the School Board. However,

when the employee's social security number or financial institution direct deposit

information is required to be disclosed pursuant to any other provision of law,

including such purposes as child support enforcement, health insurance,

retirement reporting, or to officials or employees of the school, School Board,

Louisiana Department of Education, or Board of Elementary and Secondary

Calcasieu Parish School Board 3ofG
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document.

Procedure for Filino of Rebuttal and Response

3.

CONFIDENTIAL INFORMATION

The herne telephene number ef the emPleyee where sueh empleyee has ehesen

@
The home and Dersonal wireless telephone number of the employee whe+e-€u€h

empleyee has requested that the number be eenfidential.
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Education (BESE), in the performance of duties or responsibilities of the official or
employee, the social security number or financial institution direct deposit
information of the employee shall be disclosed pursuant to such provision of law.

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

The above information shall not be divulged to third parties.

HEALTH AND MEDICAL RECORDS

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

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

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

There may be instances where an employee's medical information will need to be made

available to certain supervisory personnel, such as where a request for a reasonable
accommodation has been granted, to inform a supervisor of necessary work duties or
restrictions due to an onthe-job injury, emergency treatment required by the employee,

or if specific procedures are needed to aid the employee in case of fire or other
evacuations. Supervisors, however, shall not have unlimited access to an employee's

medical file orto information about an employee's medical condition which is unnecessary

to the performance of the employee's job.

Medical information may also be made available to third parties as required by law or
business necessity. For example, the School Board may be required to release such

information to government officials investigating the School Board's compliance with the

Americanswiti Disabitities Act, to state worker's compensation offices in accordance with

Louisiana worker's cOmpensation lawS, or to insurance companies where the insurer
requires a medical examination before providing health or life insurance to employees.

1

z

2
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An employee's health and medical records are deemed confidential and shall be
maintained in a separate file apart from the employee's general personnel file. Such
records will include:


