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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

2

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.
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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.

Calcasieu Parish 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 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.

Calcasieu Parish School Board 2of 2

Revised: November, 2010
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:
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All eligibility and medical claim records of an employee or his/her dependent and all
records of benefit payments to an employee, his/her dependent, or medical provider shall
be confidential and privileged, shall not be public records and shall be used exclusively
for the purpose of claims processing, eligibility determination or statistical record keeping.

Such confidentiality and privilege shall be strictly maintained by the Risk Manager and all
Risk Management employees.

Nothing herein shall prohibit the communication of facts or documents that are part of an
employee's claim file to that employee or his/her representative. When authorized in
writing by the employee, such facts and documents contained in the employee's claim file
shall be used exclusively for the purpose of claims administration and communication to
third parties is strictly prohibited unless written authorization is received from the
employee as indicated above.

Nothing herein shall prohibit the communication of facts, documents, or other information
which are part of an employee's claim file to the System's health/life insurance carrier.

Nothing herein shall prevent the use of such records for compilation of statistical data
wherein the identity, work site, and job classification of the individual are not disclosed.

As a condition of employment, Risk Management Department employees shall be
required to indicate by signature, their knowledge of this confidentiality policy and their
agreement to abide by same. Violation of this policy will subject the employee to discipline
and upon review by the Superintendent, possibly termination. Further that any breach of
confidentiality "post" employment may subject that employee to civil andior criminal
proceedings.

RELEAS E OF PERSONNEL RECORDS PERMITTED

There are conditions under which personnel records of employees may be released.
These conditions are:

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

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

ln all cases, an employee shall have unlimited access to any and all information

I
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Confidentialitv of Employee Group Healthilife Records

As part of successful internal health insurance administration, the Board shall require that
employees' health/life eligibility and claim files be maintained in a confidential and uniform
manner.

Calcasieu Parish School Board
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contained in or pertaining to his/her own health record

DEFINITIONS

Document means any written or otherwise tangible material intended to be or actually
used as a part of or any evidence of the work history of any employee including but not
limited to any and all reports, comments, reprimands, correspondence, memoranda,
evaluations, observations, and grievances relative to a particular employee.

Personnel file means those file(s) which contain the cumulative collection of any and all
documents maintained by the school system with respect to each individual employee.

Personnel file custodians (file custodians) means those persons employed by the
school system charged with the duty of maintaining and preserving the personnel files.

Third party means any person or entity not regularly employed, or employed under a
contract by the school system in which the employee is employed.

Revised:
Revised:
Revised:
Revised:
Revised:
Revised:
Revised:
Revised:

November, 1993
January, 1997
November, 1999
October, 2001
November, 2003
November, 2006
December8,2015
October, 2024

Ref: S USCA $552 (Privacy Act of 1974)i La. Rev. Stat. Ann. $$1 7:81 , 17:440, 17:1231 ,

17:1232, 17:1233, 17 1234, 17:1235, 17:1236, 17:1237, 17:1238, 23:1127'
23:1131 , 23:1293, 441 , 44'.2, 44.4, 44:11, 44:12; Board minutes, 9-5-95, 5-7-02'
5-1 1 -O4, 2-6-07, 12-8-1 5.
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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 official to perform the duties of records
management on the understanding that this official is to be held responsible for granting
or denying access to records on the basis of these guidelines.

GENERAL ACCESS TO AN EMPLOYEE'S PERSONNEL FILE
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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.
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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.

RE UESTS FOR ACCESS AND IN PECTION

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 , 1 987.

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

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

1
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3
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Additions to Personnel File

2.

Rebuttal and Response
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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 the rebuttal and response, provided the school employee requests such
an extension in writing addressed to the personnel file custodian within the original
fifteen-day period. The personnel file custodian's consent to the ten-day extension
of time shall not be unreasonably withheld.

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 ofthe rebuttal and response and return
the same to the school employee.

CONFIDENTIAL INFORMATION

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

1. The home and personal wireless telephone number of the employee.

The home address of the employee.

The personal email address of the employee.

The social security number and financial institution direct deposit information as
contained in the personnel records of an employee of the School Board. However,
when the employee's social security number or financial institution direct deposit
information is required to be disclosed pursuant to any other provision of law,

including such purposes as child support enforcement, health insurance,
retirement reporting, or to officials or employees of the school, School Board,

Louisiana Department of Education, or Board of Elementary and Secondary
Education (BESE), in the performance of duties or responsibilities of the official or
employee, the social security number or financial institution direct deposit
information of the employee shall be disclosed pursuant to such provision of law.

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.

2

3

4
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document.

Procedure for Filinq of Rebuttal and Response
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The above information shall not be divulged to third parties

HEALTH AND MEDICAL RECORDS

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

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 or to information about an employee's medical condition which is unnecessary
to the performance of the employee's job.

Confidentiali of Emolovee Grouo Health/Life Records

As part of successful internal health insurance administration, the Board shall require that
employees' health/life eligibility and claim files be maintained in a confidential and uniform
manner.

All eligibility and medical claim records of an employee or his/her dependent and all
records of benefit payments to an employee, his/her dependent, or medical provider shall
be confidential and privileged, shall not be public records and shall be used exclusively

Calcasieu Parish School Board 4of6

Medical information may also be made available to third parties as required by law or
business necessity. For example, the School Board may be required to release such
information to government officials investigating the School Board's compliance with the
Americans with Disabilities Acf, to state workeds 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.



FILE: GAK
Cf: CK, GAK-R

for the purpose of claims processing, eligibility determination or statistical record keeping.

such confidentiality and privilege shall be strictly maintained by the Risk Manager and all
Risk Management employees.

Nothing herein shall prohibit the communication of facts or documents that are part of an
employee's claim file to that employee or his/her representative. When authorized in
writing by the employee, such facts and documents contained in the employee's claim file
shall be used exclusively for the purpose of claims administration and communication to
third parties is strictly prohibited unless written authorization is received from the
employee as indicated above.

Nothing herein shall prohibit the communication of facts, documents, or other information
which are part of an employee's claim file to the System's health/life insurance carrier.

Nothing herein shall prevent the use of such records for compilation of statistical data
wherein the identity, work site, and job classification of the individual are not disclosed.

As a condition of employment, Risk Management Department employees shall be
required to indicate by signature, their knowledge of this confidentiality policy and their
agreement to abide by same. Violation of this policy will subject the employee to discipline
and upon review by the Superintendent, possibly termination. Further that any breach of
confidentiality "post" employment may subject that employee to civil and/or criminal
proceedings.

RELEASE OF PERSONNEL RECORDS PERMITTED

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

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

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

1

2
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There are conditions under which personnel records of employees may be released.
These conditions are:

DEFINITIONS

Document means any written or otherwise tangible material intended to be or actually
used as a part of or any evidence of the work history of any employee including but not
limited to any and all reports, comments, reprimands, correspondence, memoranda,
evaluations, observations, and grievances relative to a particular employee.

Calcasieu Parish School Board 5of6
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Personnel file means those file(s) which contain the cumulative collection of any and all
documents maintained by the school system with respect to each individual employee.

Personnel file custodians (file custodians) means those persons employed by the
school system charged with the duty of maintaining and preserving the personnel files.

Third party means any person or entity not regularly employed, or employed under a
contract by the school system in which the employee is employed.

Revised:
Revised:
Revised:
Revised:
Revised:
Revised:
Revised:
Revised:

November, 1993
January, 1997
November, 1999
October, 2001
November, 2003
November, 2006
December B, 20'15
OcLober,2024

Ref: 5 USCA $552(PrivacyActof 1974); La. Rev. Stat. Ann. $$17:81, 17:440,17:1231,
17:1232, 17:1233, 17:1234, 17:1235, 17:1236, 17:1237, 17:1238, 23:1127,
23:1131,23:1293, 44:1, 44:2, 44.4, 44:11, 44'.12: Board minutes, 9-5-95, 5-7-02,
5-1 1 -04, 2-6-07, 12-8-15.
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USE OF PRONOUNS AND GIVEN NAMES

An employee of the Calcasieu Parish School Board shall not be required to address a
student by a name other than the student's legal name, or a derivative thereof, and the
employee shall not be required to use a pronoun that is inconsistent with the student's
sex.

An employee shall not be subject to adverse employment action for declining or refusing
to do any of the following:

Address a person using a name other than the person's legal name, or a
derivative thereof, or by a pronoun that is inconsistent with the person's sex.

o ldentify his/her own pronouns, in violation of La. Rev. Stat. Ann. $17:2122.

A student shall not be subject to disciplinary action for declining or refusing to do any of
the following:

Address a person using a name other than the person's legal name, or a
derivative thereof, or by a pronoun that is inconsistent with the person's sex.

ldentify his/her own pronouns, in violation of La. Rev. Stat. Ann. 917:2122.

lf a school employee refers to a minor student by a pronoun that is inconsistent with the
student's sex or refers to the student by a name other than the student's legal name, or a
derivative thereof, the parent may seek corrective action by the school principal so that
the student will be addressed according to the student's sex, as defined below.

An employee, parent of a minor student, or a student who has reached the age
of majority aggrieved by an intentional violation of La. Rev. Stat. Ann. $17:2122
by a public school shall have a private cause of action for injunctive relief,
monetary damages, reasonable attorney fees and costs, and any other
appropriate relief.

All civil actions brought pursuant to La. Rev. Stat. Ann. $17:2122 shall be
initiated within two years of the violation occurring.

a

o

a

a
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lf the school principal intentionally refuses to implement corrective action, or, if after the
school principal implements corrective action, an employee intentionally refuses to honor
the corrective action, then the parent shall have remedies as follow:

This policy shall not be construed to permit employees to disclose student information as
prohibited under the Federal Education Records Privacy Act (FERPA), 20 U.S.C.A.
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$1232(s)

As used herein, the following terms have the following meanings

Legal name means a person's name as may be evidenced on his/her original birth
certificate issued at or near the time of birth.

Sex means a person's immutable biological sex, either female or male, as may be
evidenced on his original birth certificate issued at or near the time of birth.

Female means an individual whose biological reproductive system is developed to
produce ova and who has, had, will have, or would have, but for a developmental or
genetic anomaly or historical accident, the reproductive system that at some point
produces, transports, and utilizes eggs for fertilization.

Male means an individual whose biological reproductive system is developed to fertilize
the ova of a female who has had, will have, or would have, but for a developmental or
genetic anomaly or historical accident, the reproductive system that at some point
produces, transports, and utilizes sperm for fertilization.

Studenf means a person enrolled at a public school on a full-time or part-time basis.

New policy: October, 2024

Ref: La. Rev. Stat. Ann. $17:2122
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DEFINITIONS

Employee means any individual working in any capacity at a public school including but
not limited to teacher s and other school employees, school bus operators, extracurricular
personnel, and independent contractors.

Parent means a student's parent or legal guardian.
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USE OF PRONOUNS ANO GIVEN NAMES

An employee of the Calcasieu Parish School Board shall not be required to address a
student by a name other than the student's legal name, or a derivative thereof, and the
employee shall not be required to use a pronoun that is inconsistent with the student's
sex.

Address a person using a name other than the person's legal name, or a
derivative thereof, or by a pronoun that is inconsistent with the person's sex.

a ldentify his/her own pronouns, in violation of La. Rev. Stat. Ann. 917:2122.

A student shall not be subject to disciplinary action for declining or refusing to do any of
the following:

Address a person using a name other than the person's legal name, or a
derivative thereof, or by a pronoun that is inconsistent with the person's sex.

ldentify his/her own pronouns, in violation of La. Rev. Stat. Ann. $17:2122.

lf the school principal intentionally refuses to implement corrective action, or, if after the
school principal implements corrective action, an employee intentionally refuses to honor
the corrective action, then the parent shall have remedies as follow:

All civil actions brought pursuant to La. Rev. Stat. Ann. $17:2122 shall be
initiated within two years of the violation occurring.

o

a

a

a

a
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An employee shall not be subject to adverse employment action for declining or refusing
to do any of the following:

lf a school employee refers to a minor student by a pronoun that is inconsistent with the
student's sex or refers to the student by a name other than the student's legal name, or a
derivative thereof, the parent may seek corrective action by the school principal so that
the student will be addressed according to the student's sex, as defined below.

An employee, parent of a minor student, or a student who has reached the age
of majority aggrieved by an intentional violation of La. Rev. Stat. Ann. $17:2122
by a public school shall have a private cause of action for injunctive relief,
monetary damages, reasonable attorney fees and costs, and any other
appropriate relief.

This policy shall not be construed to permit employees to disclose student information as
prohibited under the Federal Education Records Privacy Act (FERPA), 20 U.S.C.A.
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DEFINITIONS

As used herein, the following terms have the following meanings:

Employee means any individual working in any capacity at a public school including but
not limited to teacher s and other school employees, school bus operators, extracurricular
personnel, and independent contractors.

Legal name means a person's name as may be evidenced on his/her original birth
certificate issued at or near the time of birth.

Parenf means a student's parent or legal guardian

Sex means a person's immutable biological sex, either female or male, as may be
evidenced on his original birth certificate issued at or near the time of birth.

Female means an individual whose biological reproductive system is developed to
produce ova and who has, had, will have, or would have, but for a developmental or
genetic anomaly or historical accident, the reproductive system that at some point
produces, transports, and utilizes eggs for fertilization.

Male means an individual whose biological reproductive system is developed to fertilize
the ova of a female who has had, will have, or would have, but for a developmental or
genetic anomaly or historical accident, the reproductive system that at some point
produces, transports, and utilizes sperm for fertilization.

Student means a person enrolled at a public school on a fulltime or parttime basis.

New policy: October, 2024

Ref: La. Rev. Stat. Ann. $17:2122.
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CPSB
Calcasieu Parish School Board

Job Description
SchooI Nutrition Program Field Manager

QUALIFICATIONS: Fietd Manager

REPORTS TO: Schoot Nutrition Program Director

TERMS OF EMPLOYMENn Sahry and work year to be according to the current schedute adopted bythe Catcasieu
Parish SchooI Board.

PERFORMANCE DUTIES: As assigned by the supervisor

Evatuatee Signature: Evatuator Signature:

Evatuatee Name (Print): Date:

EVALUATION: Performance of this iob witt be evatuated in accordance with the provisions of the Board's poticy on
Eva[uation of Support Personnel

PERFORMANCE RESPONSIBILITI ES:

1. Serveasthe tiaison between the Schoot Nutrition Program Director and the schoot cafeteria managerand
technicians.

2. Review and provide observations forthe operation of att feeding programs at the schoot site.
3. Assist in providing training and technicat assistance for managers and technicians as assigned by the

Director.
4. Assist schoots in the preparation of schoot cafeterias for comptiance with state, federat and tocat agency

aud its.

5. Assist schoot administration and the SNP in recommending recruitment, retention, termination, and
disciptine of cafeteria managers and technicians.

6. Assist in devetoping marketing strategies for SNP.

7. Assist schools in the ptanning and preparation of speciatevent days.
8. Conduct on-site monitoring reviewfor each schoot assigned.
9. Evaluate and assist schoot managers in the daity reconcitiation of perpetuat and physicat inventory.
10. Assist managers in imptementation of HACCP guidetines and procedures.
'11. Assist in estabtishing/imptementing a schoot cafeteria emergency preparedness ptan.
12. Exhibits toyatty and maintains a positive attitude in the promotion of the SNP goats.
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CPSB
Catcasieu Parish Schoot Board

Job Description
Facitity Manag6r

QUALIFICATIoNS: Experience in supervision, coordinating and organizing personnet and contracts. work experience in the area of
speciatty. Such additions and atternatives to the above quatifications as the caLcasieu parish Schoot Board may determine to be
appropriate.

REPORTS TOr Chief Fina ncia t Officer

JOB GOALS: To ensure that att physicat facilities, equipment and grounds are maintained.

TERMs oF EMPLoYMENT: Satary and work year to be according to the current schedute adopted by the catcasieu parish schoot Board.

EvALUATION: Performance of this job witt be evatuated in accordance with the provisions of the Board's policy on Evatuation of Support
Personnet

PERFORMANCE RESPONSIBILITIES:

1. Conducts those tasks and assignments as directed by the Superintendent of schoots and Assistant superjntendent of AuxiLiary
Services in an effective, efficient, and timety manner.

2. Performs and conducts att responsibiLities in a manner to be rated not tess than satisfactory
3. Conducts alttasks and assignments in a competent and honest manner.
4. ls consistentty su pportive of the goats estabtished for ca tcasieu Parish schoots by the superintendent of schoots a nd/or Board.
5. Demonstrates the abitity to supervise as welLas to accept supervision and directives in a productive manner.
6. Conducts the fottowing tisted tasks on a continuous basis:

a. Directs the minor renovation and repair of existing buitdings to accommodate changing educationat requirements.
b. Executes ptans and specifications on repair and renovation pro.jects as requested.
c. Directs the maintenance program of the system in the ptanning, setection, and assignment ol personneland general

supervision of the work to ensure a proper and economicat program.
d. Maintains schoot grounds and properties to ensure their safety for the public and to provide a pteasing environment.
e. Organizes the maintenance depanment in the reception, assignment, supervision and to[ow-up of work orders.
f. Evatuates att emptoyees in the maintenance department through periodic review and, if necessary conduct individuat

conferences, when necessary in orderto maintain maximum productiviry
g. Recommends dismissat of unsatisfactory emptoyees after appropriate evatuation counseting and documentation.
h. Att regulatory rutes codes and regutations are foLlowed.
i. works with att professionat design groups in the ptanning, execution, inspection and comptetion of aI new construction,

renovation and equipment replacement.
j. Devetops ptans and specification for att projects not requiring professionat design personnet.
k. Etiminate d uptication of services by coord inating job responsibitities of the three depa rtments within the umbrella of

facility management.
t. Coordinates the inspection of atl Catcasieu Parish Schoot Board projects with Catcasieu Parish School Board emptoyees

insuringthat plans and specifications are fottowed.
m. Maintains accurate documentation on atLcontract projects inctuding attwarranty requirements.
n. Coordinates duties of janitors and maintenance personneLwith the assistance of the schoousite administrator.
o. Recommends to the Superintendent att budgets and the retated matters.
p. Conducts other activities as assigned by the Assistant Superintendent or by the Superintendent of Schoots.

7. Exhibits toyalty and maintains a positive attitude in the promotion of the schooysystem,s goats.

PERFORMANCE DUTIES: As assigned by the supervisor

Evaluatee Signature

Evatuatee Name (Print):

Evatuator Signature

Date
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Calcasieu Parish Schoot Board
Job Description

Assistant Cafeteria Manager

QUALIFICATIONS: A High Schoot Diptoma or Equivatency Certificate At teast one year as a technician or three
years of retated food service experience Servsafe or state manager training preferred

REPORTS TO: SchooI Food Service Manager

TERMS OF EMPLOYMENT: Satary and workyear to be according to the current schedute adopted bythe Calcasieu
Parish Schoot Board.

EVALUATION: Performance of this job witt be evatuated in accordance with the provisions of the Board's poticy on

Evatuation of Support Personnet

PERFORMANCE RESPONSIBILITIES:

1 . Assists Manager in instructing food service personnet in safe, proper and efficient use of a[t kitchen

equipment.
2. Assists the Manager in checking food detiveries.

3. Assists with food preparation and cteaning as assigned by the Manager.

4. Assumes responsibitity for storage and disposat of unused food.

5. ln absence of the Manager, the Assistant Manager assumes the duties and responsibitities of the Manager

6. Assists Manager in preparing, detivering and managing a satettite schoot.

7. Assists Manager in preparation of reports.
8. Performs other duties as assigned by the Manager.

PERFORMANCE DUTIES: As assigned by the supervisor

Evatuatee Signature:

Evatuatee Name (Print): Date:

Evatuator Signature:
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QUALIFICATIONS: Bachelor's degree from an accredited university or cotlege in business retated fietd. Experience
invotving purchasing as maior duty. Knowtedge of LA bid taw preferred, experience in writing bid specifications
preferred. such additions and atternatives to the above as the cpsB may determine appropriate.

REPORTS TO: Chief Financiat Officer

JOB GOALS: To ensure proper purchasing procedures are impl.emented and utitized in the most cost-effective
manner for the operation of the CPSB in accordance with its poticy and appticabte taws of the US and the State of
LA

TERMs oF EMPLOYMENT: Satary and work year to be accordingto the current schedute adopted by the Calcasieu
Pa rish Schoot Board.

EVALUATION: Performance of this job witt be evatuated in accordance with the provisions of the Board,s poticy on
Evatuation of Support Personnet

PERFORMANCE RESPONSIBILITIES:
1 . lnteracts with schoots, departments, and personnet providing assistance in the acquisition of goods and

services requested through vendor quoting, state contract pricing, or other approved contract procedures.
2. Supervise and approve daity processing of purchase orders, new vendor set up, and corrections by

purchasing cterks and to maintain same in cterks'absence.
3. To detegate authority and responsibitities to other emptoyees of the Department, as appropriate.
4. Review and approve requisitions daity for proper purchasing procedures.
5. lnitiate bid procedures according to Board poticy if over $3O,OOO for materiats and suppties.
6. Prepare and submit atl bid information inctuding advertisements, maitings, and on-tine postings.
7. Attend att bid openings, prepare bid tabulations, reports and award tetters.
8. Meet with vendor sates representatives who catt on the purchasing Department.
9. Serves as tiaison with vendors for the purpose of monitoring and consotidation of orders for better

management.
10. Works with Ma intenance/Construction Departments on repairs to existing schoots and facitities and to

ensure that furnishings, equipment, suppties, etc. are in place with new or remodeLed sites.
11. Ensure proper record retention of at[ purchase orders and bid transaction documents.
12. Responsibte for tra ining of new requisition entry personnet.
13. Order att suppties, materiats, and equipment necessary for departmentat operations.
14. Prepa res annua I budget for the department to be submitted for approvat to the CFO and the Board.
15. Performs other duties as assigned by the CFO.
1 6. Exhabits toyatty and ma intains a positive attitude in the promotion of the school systems goats.

PERFORMANCE DUTIES: As assigned by the supervisor

Evatuatee Signature Eva Iuator Signatu re

Calcasieu Parish Schoot Board
Job Description

Purchasing Supervisor

Eva Iuatee Name (Print): Date:
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CPSB
Calcasieu Parish School Board

Job Description
Accounts Payable Supervi30l

QUALIFICATIONS: High SchooL Diptoma with minimum of five (5)years of experience in an accounts payable position. Knowtedgeabte in the
fieLd of accounts payabte and internal control procedures. Such alternatives to the above quatifications as deemed appropriate.

REPORTS TO: Chief Financiat Officer

SUPERVISES: Accounts Payabte Department Staff

JOB GOALS: To make payment to vendors in a timety and accurate manner, assuring that alt Catcasieu Parish School Board poticies and
procedures are imptemented and utitized.

TERMS OF EMPLOYMEI{T: Satary and work year to be according to the current schedute adopted by the Catcasieu Parish Schoot Board.

PERFORMANCE RESPONSIBILITIES:

1. Conducts those tasks and assignments as directed bythe Superintendent ot Schoots and Associate Administrator of Auxitiary

Services in an effective, etficient, and timety manner.

2. Performs and conducts att responsibitities in a mannerto be rated not panialty successful on those items listed in the Evalustion

Plan as Observationat Criteria and Exptanation of Observationat Criteria.

3. Conducts atltasks and assignments in a competent and honest manner.

4. ls consistenfly supportive ofthe goats estabtished tor Catcasieu Parish Schoots bythe Superintendent ofSchoots and/or Board.

5. Demonstrates the abitity to supervise as wett as to accept supervision and d irectives in a productive manner.

6. Conducts the fotlowing tisted tasks on a continuous basis:

A. To maintain adequate and comptete records ot attvendor payments in accordance with the Record Retention Policy of the

Catcasieu Parish Schoot Board.

B. To review all invoices and checkvouchers processed each week tor proper approval, accuracy and correct distribution of

checks.
C. To record and batance att batches from the weekty check runs and batance back to the year-to-date figures.

D. To request transfer of runds to the Accounts Payable bank accounts for the above-mentioned check runs.

E. To handte transfer of funds to the Accounts Payabte bank account for the above-mentioned check runs.

F. To process att hsndwritten checks, prepare these transactions for entry on the computer, and enterthese transactions on the

computer betore the month is ctosed out.

G. To reconcile monthty bank accounts to the generaLtedger. Report same to both the Director of Accounting and Budgeting and

the Chief Financiat Officer.
H. To compute sates/use tax for the bond fund invoices that are sent into this office for entry on the computer for the weekly

check runs and repon same to the proper taxing authorities.

l. To review a nd process sales/use tax payments for the school lunch fund and report same to the proper taxing authorities.

J. To assist emptoyees as necessary by working off pu rchase order invoices, coding a nd checking for proper a pprovaL on non-

purchase order invoices, data entry and/or attothertasks needed to prepare invoicesforthe weekty check runs.

K. To requisition supplies, equipment and atl other items necessary to carry out the purposes and functions of the department.

L. To detegate authority and responsibitities to other emptoyees ofthe department, as appropriate.

M. Attends staff meetings ot the Management and Finance Depanments.

N. prepares an annuat budget tor the depanment to be submitted for approvalto the Chief Financiat Officer and the Board.

7. Exhibits toyatty and maintains a positive attitude in the promotion ofthe schoousystem's Soals'

PERFORMANCE OUTIES: As assigned by the supervisor

Evatuatee Signature

Evaluatee Name (Print):

Evatuator Signature

Date:

EVALUATION: Performance of this job wiLl be evaiuated in accordance with the provisions of the Board's poticy on Evatuation of Suppon

Personnet
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CPSB
Catcasieu Parish School Board

Job Description
FederaI Programs McKinney-Vento Advocate

QUALIFICATIONS: La. Teaching Certificate which inctudes certification in the area of emptoyment as specified by
Buttetin 746, Revised, Louisiana Department of Education

REPORTS TO: Director of Federat Programs

JOB GOALS: To provide appropriate and timety consul.tative, supportive, assessment, and instructiona I services for
McKinney-Vento students

TERMS OF EMPLOYMEN1 202 Days: Satary to be estabtished by the Board

EVALUATION: Performance of this iob witt be evaLuated in accordance with the provisions of the Board,s policy on
Evatuatlon of Support Person nel

PERFORMANCE RESPONSIBILITI ES:

1. Documents and assesses educationat performances, workto remove barriers of McKinney-Vento
Hometess/Transitionat students.

2. ldentify needs and make recommendations of instructionatresources, which witt assist
3. McKinney-Vento students with educationat programs to increase student achievement. provide schoot day

embedded instructionat tutoring services retative to the academic, sociat, emotionat and behavioratneeds
of McKinney-Vento students. Maintains at[ necessary documentation.

4. Acts as an advocate for McKinney-Vento students, communicating with educationat staff, famity/parents,
schoot cou nsetors, schooI and dlstrict administrators in regard to educationat intervention (s) to promote
success from att educationat programs for at-risk McKinney-Vento students.

5. Keep abreast of current professionaI literature, attend professionat meeting and participate in other
professionat development activities retate to McKinney-Vento.

6. Workwith McKinney-Vento office staff, Federal Programs Director, and Centrat OfFice Staff to provide
services needed in order to provide assistance for McKinney-Vento students, inctud ing fitting orders,
packaging, inventorying and/or detivery of uniforms and instructionat supplies.

7. Advocates for McKinney-Vento students in the role of intra-system for McKinney-Vento students having
academic and/or behavioraI probtems.

8. Exhibits toyatty and maintains a positive attitude in the promotion of the cPSS Goats.

PERFORMANCE DUTIES: As assigned by the supervisor

Evatuator Signature:

Evatuatee Name (Print): Date:

Eva luatee Signature:
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CPSB
Calcasieu Parish Schoot Board

Job Description
Special Services TechnicaI Assistant for Visual lmpairments & Blindness

QUALIFICATIONS: Braitte titeracy certification from a competent authority; Working knowtedge of computers,
peripherats, Microsoft Office, software instattation and common operating systems; Abitity to troubteshoot
software operations with the vendor and Techno[ogy Department; Organization skitts; Abitityto handte muttipte
office functions and carry through to comptetion within deadtines; Working knowtedge of assistive equipment and

it's function for students with low vision and blindness; Must have a vatid driver's license, proof of insurance, and a

dependabte vehicte.

REPORTS TO: Supervisor of Special Services

JOB GOALS: To develop and maintain tracking systems for the Vision Department, produce Brailte for individuat
students, and provide training and troubteshooting for specialized software and assistive devices.

TERMS OF EMPLOYMENT: Satary and work year to be accordingto the current schedute adopted by the Catcasieu
Parish Schoot Board.

EVALUATION: Performance of this job witt be evatuated in accordance with the provisions of the Board's poticy on

Evaluation of Support Personnel

PERFORMANCE RESPONSIBILIT]ES:

1. Assist itinerant teachers ofthe visuatty impaired, btind, ctassroom teachers, and other personnel in the
effective use of hardware/software and assistive devices that accommodate levets of visuat acuity.

2. Devetop and maintain database of selected variabtes by teacher casetoads.

3. Track d ue dates for functionaI vision evatuations and facititate worHtow among Vl teachers

4. Devetop and maintain a data base ot students and etigibitity reports with the Louisiana Department of
Education for braitte and targe print materiats.

5. Coordinate the ordering, detivery schedutes to schoots, and return of loaner materia[ textbooks with state

and federaI textbook sources.

6. Maintain tracking system of adaptive hardware and software.

7. Work with teachers and vendors to make recommendations to the supervisor regarding assistive devices

on the market to meet speciatized student needs.

8. Track age, reptacement schedutes and, preventive maintenance for equipment.

9. Assist with preparation of annuaI reports on the use of adaptive equipment and software in various speciaI

education ctasses as directed by the supervisor.

10. Consutt with Technotogy Department and troubteshoot hardware/sofwvare and network probtems.

1 1 . Communicate effectivety with coworkers, teachers, and staff.

1 2. Abitity to tift 50 tbs.

PERFORMANCE DUTIES: As assigned by the supervisor

Eva[uatee Name (Print):

Evatuator Signature:

Date:

Evaluatee Signature:
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Catcasieu Parish Schoot Board

Job Description
Finance Buyer

QUALIFICATIONS: High Schoot Diptoma with minimum of five (5) years of experience in a purchasing position. Knowtedge in
the fietd of Bid Procedures and taws of the State of Louisiana. Such al.ternatives to the above qual.ifications as the Board may
find necessary.

REPORTS TO: Chief Finance Officer

.JOB GOALS: To property achleve the acquisition of the most "cost effective" resource necessary for the operation of the
Calcasieu Parish Schoot Board in accordance with its poticy and appticabte taws of the United States and the State of
Louisiana.

TERMS OF EMPLOYMENT: Satary and work year to be according to the current schedule adopted by the CaLcasieu Parish
Schoot Board.

EVALUATION: Performance of this job witt be evatuated in accordance with the provisions o, the Board's poticy on Evatuation
of Support Personnet

PERFORMANCE DUTIES: As assigned by the supervisor

Evatuatee Signature:

Evaluatee Name (Print)

Evatuator Signature:

Date:

PERFORMANCE RESPONSIBILITIES:

1. To receive att requisitions for purchase of goods and services requested by Catcasieu Parish Schoot Board personneL.

2. Check requisition for proper comptetion of form, coding, description, etc.

3. Obtain pricing ,or goods or services requested on requisitions through phone or wrinen quotes from vendors.
4. Maintain a current budget tine al.tocation-matrix for routing of requisition to approvaI authority, when necessary, after

pricing of requisition is comptete.
5. When approved requisition is returned, re-route to Director of Accounting and Budgeting for approvat of budget code

and signature.
6. Requisition is then given to Purchasing Secretary for processing.

7. Review and approve att "edit" printouts of requisitions for lssuance of Purchase Orders.

8. Sign atl. issued purchase orders.

9. Supervise and approve att purchase orders and vendor corrections and changes.

10. lnitiate bid procedures according to Board poticy, if budgeted expense of requisition is in excess of $1 0,000.00 for
materiats and suppties, or in excess of $25,000.001or tabor and materiats.

11. Prepare and submit att bid information pertinent to purchasing, to the Superintendent's office for schedul.ed

CaLcasieu Parish School Board meetings and to the Officiat.,ournat for bid advertisements.
12. Attend att bid openings, and prepare bid tabutations, reports, award Letters, etc.

13. Receive and meet with vendor representatives who choose to catt on Catcasieu Parish Schoot Board.
'14. Attend staff meetings ofthe Finance and Management Departments.

15. Maintain fites of att requisitions, purchase orders and bid transactions in accordance with the Record Retention Poticy

ofthe Catcasieu Parish Schoot Board.

16. Maintain microfiche oI state-contract items and numbers.

17. Supervise the ordering of att suppties, materiats and equipment necessary for departmentat operations.

18. Maintain daity processing of purchase orders during purchasing secretary's absence.

19. To assign to part-time cterk daity job assignments that wit[ assist the buyer and purchasing secretary in achieving

comptetion of daity processing of purchase orders.
20. Perrorms other duties as assigned by the Associate Administrator for Management and Finance.

21. Exhibits toyatty and maintains a positive attitude in the promotion of the schoot system's goats.
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EVALUATION: Performance of this job witt be evatuated in accordance with the provisions of the Board's poticy on
Eva luation of Su pport Person neI

PERFORMANCE RESPONSIBILITIES:
1 . Provide the retated services of interpreting and/or transtiterating according to specifications in the

student's lndividuatized Ed ucation Ptan.

2. Use ptanningtime to prepare for tectures, videotapes, etc., as necessaryforthe successfut interpreting
and/or transtiterating of academic content.

3. Provide input in the IEP devetopment/review that pertains to the Deaf/Hard of Hearing student's use of
interpretingtranstiterating services.

4. Fottow schoousystem poticies.

5. Attend in-service programs and staff meetings as they retate to generat information issues that deaI
specificatly with the educationat setting or lnterprete r/Tra nstite rato r devetopment.

6. Educate schoot personnet about the use of interpreters in the ctassroom and generaI information that may
appty to the interpreting situation.

lnterp reting/tran stiterating may take ptace in a variety of setting other than the classroom: for exampte,
assembties, fietd trips, ctub meetings, IEP meetings (not for their own student), after schooI activities, and athtetic
events.

lnterp rete rs/Tra n stiterators are NOT Paraprofessionats and shoutd not be viewed as such. According to the
lndividuats with Disabitities Educationat Act (IDEA), lnterprete rs/Tra nsliterators are Retated Service PersonneI and

shoutd be considered an integrat part of the Deaf/Hard of Hearing student's IEP team.

Duties which are inappropriate are: copying and f iting, bus driving, monitoring, study ha[t or ctassrooms,
administering tests, substitute teaching, and duty responsibitities that interfere with the Deaf/Hard of Hearing

student's need for an interpreter/transtiterator. Tutoring by an interpreter/transtiterator shoutd be done onty under
the supervision of a ctassroom teacher.

PERFORMANCE DUTIES: As assigned by the supervisor

Eva Iuatee Name (Print):

Evatuator Signature:

Date:

Calcasieu Parish SchooI Board
Job Description

EducationaI lnterpreter

QUALIFICATIONS: Certification from state or nationaI organization. Pass pre-hire screening of the Educationat
lnterpreter Performance Assessment (EIPA). Meet Louisiana Department of Education EIPA Requirements for
Educationat lnterpreters (written and performance assessments)

REPORTS TO: Principat or Coordinator for the Deaf/Hard of Hearing

JOB GOALS: To assist students who are deaf and/or hard of hearing achieve maximum potentiat.

TERMS OF EMPLOYMENT: 1 80 days per year at a satary established by the board

THE PRIMARY RESPONSIBILIry OF AN EDUCATIONAL INTERPRETER/ TRANSLITERATOR IS TO

INTERPRET/TRANSLITERATE. THIS SHOULD TAKE PRIORIry OVER ANY OTHER DEMANDS.

Eva luatee Signature:



a

CPSB
Cslcasieu Parish School Bosrd

Job Description
Programm€r/Analyst (Warehouse & lnsurance)

QUALIFICATIONS: Professiona L training and education for data processing programming and systems design

REPORTS TO: Director of Management lnformation Systems

JOB GOALS: Engages in the anatysis and research of systems for the devetopment and improvement of the warehouse and insurance
programs ot the Management lnformation Systems; defines systems and programming requirements and equipment evatuation and
application.

TERMS OF EMPLOYMENT: SaLary and work year to be according to the current schedute adopted by the CaLcasieu Parish Schoot Board

EVALUATION: Performance of this job witt be evatuated in accordance with the provisions of the Board's poticy on Evatuation of Support
PersonneL

PERFORMANCE RESPONSIBILITIES:
'1. Works with necessary departments and schoots to maintain programs used in the warehouse, fixed assets, and insurance

departments.
2, Writes reportsthat users inthe fixed assets, warehouse and insurance depanments use to retrieve data. HeLps train users how to

use the reporting toots. Modities reports as necessary.

3. Does programming necessary to maintain/modify the data in warehouse, fixed assets, and insurance programs.

4. Works with each depanment to decide what modifications need to be made in warehouse, fixed assets, and insurance programs.

Once the changes are determined, witt either modify the program (when user defined fietds are avaitabte) or work with the vendor
to imptement and test the modifications.

5. Monitors warehouse, insurance, andfixed assets data foraccuracyand retiabitity. Makes recommendations on changesthat
should be imptemented.

6. Prepares reportsthat users run when needing information from the database. lnstructs users on how to use the reports and

makes changes to the reports when necessary
7. Serves as hetp deskforthe warehouse, insurance, and fixed assets programs. Workswith usersto solve probtemsthrough Remote

Assistance, aswett as on-site support. ls the liaison between the e nd user a nd the vendor in cases that must be sent to the vendor

for resotution.
8. Disptays appropriate overat[ appearance, is honest, and ethicat.
9. ls punctuaLin arriving at the duty/assignment and is absent onty as authorized.
'10. Estabtishes and maintains good rappon with att individuats in the job environment.
'11. Functions harmoniousty with other members of the staff inctuding other support personne[, supervisors, and administrators of the

district.
12. Conducts assigned duties in an efficient and cooperative manner.

13. Maintains a high degree of composure during unexpected events.

14, Uses time atlotted to the assignment efficientty.
15, Exhibits enthusiasm in working with the assignment and others.
15. Uses facitities and equipment appropriatety, safety, and effectivety.
17. Remains catm and mature in his/her reactions.
'18. ls abte to fottow directions as related to the job. Programmer/AnaLyst (Warehouse and lnsurance) PLan B

19. ls abte to perform skilts as reLated to the job assignment.
20. ls verbalty supportive of schoot, department, and district poticy.

21. Accepts change and responsibilities in a positive manner.

22. ls receptive to Supervision and constructive criticism directed by the immediate supervisor as well as other supervisors and

administrators.

PERFORMANCE DUTIES: As assigned by the supervisor

Evatuatee Signature

Evaluatee Name (Print):

Evatuator Signature

Date:
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QUALIFICATIONS

Calcasieu Parish School Board
Job Description

Programmer/Analyst (Business Applicstions)

Professionattraining and education for data processing programming and systems design

REPORTS TO: Director ol Management lnformation Services

,OB GOALS: Engages in the anatysis and research of systems for the devetopment and improvement of the payrott, accounting, budgeting,
accounts payabte and human resources sections ofthe Management lnformation Systems; defines systems and programming
requirements and equipment evatuation and apptication; devetops training programs for users.

TERMS OF EMPLOYMENT: Satary and work year to be according to the current schedute adopted by the Catcasieu Parish Schoot Board.

EVALUATION: Performance of this job wilt be evatuated in accordance with the provisions of the Board! poticy on Evatuation of Support
Personnel

PERFORMANCE RESPONSIBILITIES:

1. Works with necessary departments and schoots to maintain accurate PEP data and reports this data to the required state and
federat agencies. Keeps current on changes made (or ptanned) to the PEP system.
Cottaborates with the SIS coordinator to maintain and extract information for LEADS reporting.
Cottaborates with finance manager to maintain and extract Annuat Financiat Repon.

Does programming necessary to maintain/modify the data used by the business apptications.
Works with each department to decide what program modifications need to be made, Once the changes are determined, witt either
modify the program (when user defined fields are avaitabte) or work with the vendor to imptement and test the modifications.
Coordinates system changeover. lnstructs alfected departmentat personnet in the new methods and procedures.
Monitors business systems for accuracy and reliability. Makes recommendations on changes that should be imptemented.
Assigns and maintains business users' access to difierent sections of the sottware.
Performs end-of-year rottover procedures in att business systems.
Prepares reports that users run when needing information from the database. lnstructs users on how to use the reports and makes
changes to the reports when necessary
Serves as help desk for aLt business apptications. Works with users to sotve problems. ls the liaison between the end user and the
vendor in cases that must be sent to the vendor for resotution.
Performs routine maintenance and backup on tables and databases used by the business systems.
Disptays appropriate overatt appearance, is hones, and ethicat.
ls punctuat in arriving at the duty/assignment and is absent onty as authorized.
Estabtishes and maintains good rapportwith att individuats in the job environment.
Functions harmoniousty with other members of the staff inctuding other suppon personnet, supervisors, and administrators of the

district.
17. Conducts assigned duties in an efficient and cooperative manner.

18. Maintains a high degree of composure during unexpected events.

19. Maintains a high degree of composure during unexpected events.

20. Uses time aLtotted to the assignment efficientty.
2'1. Exhibits enthusiasm in workingwith the assignment and others.
22. Uses facitities and equipment appropriatety, safety, and effectivety.
23. ls abte to foltow directions as retated to the job.

24. ls abte to perform skitts as related to the job assignment.
25. ls verbatly supportive of schoot, department, and district poticy.

26. Accepts change and responsibitities in a positive manner.
27. ls receptive to supervision and constructive criticism di.ected by the immediate superyisor as wett as other supervisor and

administrators.

PERFORMANCE DUTIES: As assigned by the supervisor

Evatuatee Signature:

2

3

4

6.

7.

8.

9.

10

11

12.

tJ.
14.
15.

Evaluatee Name (Print)

Evatuator Signature:

Date
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CPSB
Calcasieu Parish School Board

Job Description
Programmer/Analyst (Data Sharing Applications)

QUALIFICATIONS: Professionat training and education for data processing programing and systems design

REPORTS TO: Director of Management lnformation Systems

JOB GOALS: Engages in the anatysis and research of systems for the devetopment and improvement of the data sharing
programs of the Management lnformation Systems; defines systems and programming requirements and equipment
evatuation and apptication; maintains system backup processes for servers and associated data.

TERMS OF EMPLOYMENT: Satary and work year to be according to the current schedute adopted by the Catcasieu parish

Schoot Board.

EVALUATION: Performance of this job witt be evatuated in accordance with the provisions of the Board's poticy on Evatuation
of Suppon Personnel.

PERFORMANCE DUTIES: As assigned by the supervisor

Evatuatee Signature

Evatuatee Name (Print):

Eval.uator Signature:

Date:

PERFORMANCE RESPONSIBILITIES:

1 . Works with necessary departments and schoots to maintain data sharing among the ditferent programs used in the
MlSdepanment. Cu rrentty, the a ppticatio ns that sha re data a re: student system, business system, food services,
[ibrary services, transportation, and speciat education.

2- Cottaborates with the SIS coordinator to maintain accurate data that is criticat to the data sharing process (i.e.,
student enrottment records, generaI demographic student data, homerooms, etc.).

3. Writes reports that users in the student system use to retrieve data. Hetpstrainusershowtousethereponingtoots.
Modifies reports as necessary

4. Does programming necessary to maintain/modify the shared data.
5. Works with each department to decide what modifications need to be made in data sharing services. Once the

changes are determined, witt either modify the program (when user defined fieLds are avaitabte) or work with the
vendor to imptement and test the modifications.

6. Monitors data s ha ring syste ms fo r accu racy a nd retia bitity. Makes recommendations on changes that shoutd be
impl.emented.

7. Performs routine maintenance and backup on tabtes and databases managed by MlS.

8. Disptays appropriate overatt appearance, is honest, and ethicat.
9. ls punctuat in arriving at the duty/assignment and is absent onty as authorized.
10. Estabtishes and maintains good rapport with att individuats in the .iob environment.
11. Functions harmoniousty with other members of the staff inctuding other support personnet, supervisors, and

administrators of the district.
12. Conducts assigned duties in an efficient and cooperative manner.
'13. Maintains a high degree of composure during unexpected events.
14. Uses time aLtotted to the assignment efficientty.
15. Exhibits enthusiasm in workingwith the assignment and others.
16. Uses facitities and equipment appropriateLy, safety, and effectiveLy.

17. Remains calm and mature in his/her reactions. Programmer/AnaLyst (Data Sharing Appl.ications) Ptan B

18. ls abl.e to fottow directions as related to the job.

19. ls abte to perform skitts as retated to the job assignment.
20. ls verbatLy supportive ot schoot, department, and district poticy.

21. Accepts change and responsibitit;es in a positive manner.
22. ls receptive to supervision and constructive criticism directed by the immediate supervisor as we[[ as other

supervisors and administrators
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CPSB
Calcasieu Parish School Board

Job Description
Supervisor of Programming/Analyst (Studert Applications)

QUALIFICATIONS: Professional training and education for data processing programming and systems design

REPORTS TO: Director of Management lnformation Services

JOB GOALS: Engages in the anatysis and research of systems for the deveLopment and improvement of the student systems, inctuding SlS,
CLASS, CUR, STS, and SPS submissions to LDOE from CPSB Management lnformation Systems; defines systems and programming
requirements and equipment evatuation and apptication; assists in devetoping training programs for users.

TERMS OF EMPLOYMENT: Satary and work year to be according to the current schedute adopted by the Catcasieu Parish Schoot Board.

EVALUATION: Performance of this iob witt be evatuated in accordance with the provisions of the Boardh poticy on Evatuation of Support
Personnet

PERFORMANCE RESPONSIBILITIES:

1 . Works with schoots to maintain accurate SIS data and reports this data to the required state and federaI agencies. Keeps current
on changes made (or ptanned) to the SIS system.

2. Cottaborates with the PEP coordinator to maintain and extract information for LEADS reponing.
3. Does programming necessary to maintain/modify the data used by the student apptications.
4. Works with schoots to decide what program modirications needed to be made. Once the changes are determined, wittelther

modify the program (when user defined fields are avaitabte) or work with the vendor to imptement and test the modifications.
5. Coordinates system changeover. lnstructs affected departmentat personneL in the new methods and procedures.
6. Monitors student systems for accuracy and retiabiLity. Makes recommendations on changes that shoutd be imptemented.
7. Assigns and maintains student system users' access to different sections ot the software.
8. Performs end-of-year rott over procedures in atl student systems.
9. Prepares reports that users run when needing information from the database. lnstructs users on howto use the reports and makes

changes to the reports when necessary
'l 0. Serves as hetp desk for att student system apptications. Works with users to sotve problems. ls the tiaison between the end user

and the vendor in cases that must be sent to the vendor for resotution.
11. Performs routine maintenance and backup on tabtes and databases used by the student systems.
12. Disptays appropriate overatL a ppeara nce, is honest, and ethicat.
13. ls punctuat in arriving at the duty/assignment and is absent onty as authorized.
14. Establishes and maintains good rapport with atl individuals in the job environment.
15. Functions harmoniousty with other members of the staff inctuding other support personnet, supervisors, and administrators of the

district.
'16. Conducts assigned duties in an efficient and cooperative manner.

17. Maintains a high degree of composure during unexpected events.
'18. Uses time attotted to the assignment efficientty.
'19. Exhibits enthusiasm in working with the assignment and others.
20. Uses facitities and equipment appropriatety, safety, and efiectivety.
21 . Remains calm and mature in his/her reactions.
22. ls abte to fottow directions as retated to the job.

23. ls abte to perform skitls as related to the job assignment.
24. ls verbatty supportive of schoot, department, and district poticy.

25. Accepts change and responsibitities in a positive manner.
26. ls receptive to supervision and constructive criticism directed by the immediate supervisor as wett as other supervisors and

administrators

PERFORMANCE DUTIES: As assigned by the supervisor

Evatuatee Name (Print)

Evatuatee Signature: EvaLuator Signature:

Date:
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CPSB
Calcasieu Parish School Board

Job Description
Technology Network Administrator

EVALUATION: Performance of this iob witt be evatuated in accordance with the provisions of the Board's poticy on
Evaluation of Support PersonneI

PERFORMANCE RESPONSIBILITIES:

1. Conducts tasks and assignments as directed by the Chief Technotogy Officer in an efficient and timely
manner.

2. Administer and manage servers, circuits, tirewatts, hubs, switches, and routers for optimum performance.

3. Administer and manage CPSB data center server farm consisting of DNS, DHCP, PROXY WEB, MAIL, VPN,

RAS and other services.

4. Perform routine historicatand disaster preparedness backups.
5. Monitor network performance and tune for optimum conf iguration.

6. Conducts att task and assignments in a competent and honest manner.

7. Performs other duties, which may be inherent in the above as we[[ as a l[ othertasks as deemed appropriate
by the Chief Technotogy Officer.

Evatuatee Signature: Eva Iuator Signatu re:

D ate:

QUALIFICATIONS: Abitity to tead technotogy projects with muttipte staff members and vendor participants in
coordinated manner. Working knowtedge of att Microsoft desktop and network operating systems with point of
emphasis on Microsoft Active Directory. Experience with the instaltation and configuring ot tocat and wide area
networks. Famitiar with setup and daity maintenance of router and switches. Working knowtedge of Microsoft
Exchange server for district emaiI service. Working knowtedge of SQL server for district database service. Working
knowtedge of Microsoft ISA server tor district internet access. Abitity to direct and lead a team of technotogy
anatysis in a cooperative and productive manner. Knowledgeabte of industry aterts pertaining to the maintenance,
security, and integrity of cpsb.org domain.

REPORTS TO: Chief Technotogy OfFicer

JOB GOALS: Manage and controI consistent network connectivity throughout the district.

TERMS OF EMPLOYMENT: Satary and work year to be accordingto the current schedute adopted bythe Calcasieu
Parish Schoot Board.

PERFORMANCE DUTIES: As assigned by the supervisor

Evaluatee Name (Print):
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CPSB
Calcasieu Parish School Board

Job Description
Computer Repair Technician

QUALIFICATIONS: Must be able to provide high-end technology support via email and phone for over 4,000
employees at 70 remote sites. Ability to translate technical knowledge into non-technical language for end
users is a must. Applicant should be able to work on multiple projects/priorities, remain calm in high
pressure situations and adapt quickly to change, Excellent work ethic, positive attitude, customer-service
focus is essential. Hardware troubleshooting skills and repair experience with laptops. desktops and
desktop printers are necessary, A+ certification a plus. Extensive knowledge of PCs, Windows OS, MS
Office, and basic networking required. College/techn ical degree or equivalent work experience required.
Previous Help Desk experience desirable. Apple/Mac experience a big plus.

REPORTS TO: Chief Technotogy Officer

TERMS OF EMPLOYMENT: Salary and work year to be accordingto the current schedule adopted by the Catcasieu
Pa rish Schoot Board.

EVALUATION: Performance of this job witt be evatuated in accordance with the provisions of the Board's poticy on
Evatuation of Support Personnet

PERFORMANCE RESPONSIBILITIES:

1. Conduct preventive maintenance on computer equipment.
2. Assist with transfer, moving, setup of equipment, as needed.

3. Repair computers and printers.

4. Maintain access to quantitative repair data.
5. Maintain current A+ Certification
6. Perform such other assignments as may be inherent in conducting the above activities.
7. May be required to work on computer equipment and networking at various sites in the parish.

8. Performs other duties, which may be inherent in the above as wett as att other tasks as deemed appropriate
bythe Tech Support Center and Administrative Coordinator ofTechnotogy.

PERFORMANCE DUTIES: As assigned by the supervisor

Eva Iuatee Signature: Eva Iuator Signatu re:

Eva [uatee Name (Print): Date:
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Calcasieu Parish School Board

Job Description
Technology Computer-Network Specialist

QUALIFICATIONS: Working knowtedge of att Microsoft desktop and network operating systems with point of
emphasis on Microsoft Active Directory. Experience with the instattation and conf iguring of tocat and wide area
networks. Proficient with setup and daity maintenance of servers, network equipment and lT support software.
Working knowtedge of Microsoft Exchange serverfor district emaitservice. Abitityto troubteshoot routing, network
and software application issues with a high rate of resotution. Knowtedgeabte of industry aterts pertaining to the
maintenance, security, and integrity of cpsb.org domain.

REPORTS TO: Chief Technotogy Officer

JOB GOALS: Manage and controI consistent network connectivity throughout the district.

TERMS OF EMPLOYMENT: Satary and work year to be accordingto the current scheduLe adopted bythe Catcasieu
Parish Schoot Board.

EVALUATION: Performance of this job witt be evatuated in accordance with the provisions of the Board's poticy on
Evatuation of Support PersonneI

PERFORMANCE RESPONSIBILITIES:

1 . Conducts tasks and assignments as directed by the Network Administrator in an efficient and timety
manner.

2. Administer and manage servers, circuits, firewatts, network equipment and lT support apptications for
optimum performance, when requested.

3. Administer and manage cpsb.org serverfarm consisting of DNS, DHCB PROXY WEB, MAIL, VPN and SAN

services, when requested.
4. Perform routine backups, when needed.

5. Monitor network performance and tune for optimum configuration when approved.
6. Conducts at[ tasks and assignments in a competent and honest manner.

7. Performs other duties, which may be inherent in the above as wetlas attothertasks as deemed appropriate
by the Network Administrator.

PERFORMANCE DUTIES: As assigned by the supervisor

Evatuatee Signature: Evatuator Signature:

Evatuatee Name (Print): Date:
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Calcasieu Parish School Board

Job Description
Technology Help Desk & Tech Support Technician

QUALIFICATIONS: Must be able to provide help desk technology support via email, phone, and help walk-
ins for over 4,000 employees at 70 remote sites. Must have ability to translate technical knowledge into
non-technical language for end users. Applicant will be responsible for equipment and support tickets,
therefore ability to track and manage associated paperwork is necessary. Excellent work ethic, positive
attitude, customer-service focus and adherence to department policies/procedu res are essential. Applicant
should be able to work on multiple projects/priorities, remain calm in high pressure situations and adapt
quickly to change, Applicant may perform hardware repairs as duties allow, hardware troubleshooting
skills, repair experience are necessary, A+ certification a plus. Knowledge of PCs, Windows 7 and 10 OS,
MS Office, Microsoft Office 365 and basic networking required. College/techn ica I degree or equivalent work
experience required. Previous Help Desk experience desirable. Experience with Active Directory
management and VoIP support is a plus.

REPORTS TO: Chief Technotogy Officer

JOB GOALS: To maintain efficiency of the office through discharge of duties.

TERMS OF EMPLOYMENn Satary and workyear to be according to the current schedute adopted by the Catcasieu
Parish SchooI Board.

EVALUATION: Performance of this job witt be evatuated in accordance with the provisions of the Board's poticy on
Evatuation of Support Personnel

PERFORMANCE RESPONSIBILITIES:

1. Assist with att technical support lssues in the district (ctassroom technicaI support issues and schoot
technicaI support issues).

2. Respond to the emaiI issues from the Tech Hetp emait accounts.
3. Manage a web-based system that witt attow att technicat issues to be entered on-tine prioritized, and

persons (resources) deptoyed to solve the technotogy issues.
4. Troubteshoot and repair computers, monitors and printers.

5. Maintain current A+ Certification.
6. Research technical questions and buitding knowtedge database for web-based he[p.
7. Fottow-up on status of at[ repairs, parts, tech questions, and workorders.
8. Serve as a resource person to take phone calts and assign the catt-in technotogy issues to the appropriate

staff in the department.
9. Prepare routine correspondence.
10. Maintain fite system.
1 1- Prepares reports.
12. Requisition materiats and suppties.
13. Bookkeeping and budgetary tasks.

PERFORMANCE DUTIES: As assigned by the supervisor

Eva Iuatee Signature:

Eva Iuatee Name (Print):

Evatuator Signature

D ate:
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Calcasieu Parish School Board
Job Description

Director of Elementary Curriculum and Instruction

QUALIFICATIONS: VaLid certification in Educational Leadership as specified by Bultetin 746, Louisiana Standards for state
Certif ication of SchooL Personne[.

JOB GOAL: To assist the Administrative Director in providing teadership in devetoping, achieving, and maintaining the best possibte
programs, management, and instructionaI support services to the students and staff of the assigned schoots,

TERMS OF EMPLOYMENT: Satary and schedute as established by the Catcasieu Parish Schoot Board.

EVALUATION: Performance of this job witL be evatuated in accordance with provisions of the Board's poticy on Evaluation of
Personnet.

PERFORMANCE RESPONSIBILITIES:

1. Conducts those tasks and assignments as directed by the Superintendent of Schoots and Assistant Superintendent in an
etfective, efficient, and timeLy manner.

2. Performs and conducts alt responsibitities in a manner to be rated not tess than satisfactory on those items tisted in the
Evatuation Ptan as Observationat Criteria and Exptanation of Observationat Criteria.

3. Conducts att tasks and assignments in a competent and honest manner,

4. ls consistently supportive of the goats estabtished for Catcasieu Parish Schoots by the Superintendent of School.s and/or Boa rd.

5. Demonstrates the abitity to supervise as well as to accept supervision and directives in a productive manner.

6. Assists with coaching and evatuation of schoot teaders and district staff.

7. Conducts the toLtowing tisted tasks on a continuous basis:

a. Assist principals in evaluation of teachers.
b. Diagnose curricutum and instructionat needs and conducts long-range ptanning.
c. Assist individuaI teachers as necessaryand appropriate.
d. Assist teachers throughout their first year in the system.
e. Coordinate teacher in-service and staff devetopment.
f. Research, ptan, and coordinate instruction in the various subject areas.
g. Coordinate programs which begin at elementary tevet and end at secondary tevet.
h. Monitor and evatuate new and existing instructionat programs.
i. lmptement tegistative mandates and State Department of Education directives.
j. Prepare and administer a budget.
k. lnterview and give input on the seLection and transfer of instructional personnet.
l. Present and direct curricutum innovations and experiments; conduct pilot studies.
m. Provide instructionat materiats and equipment for teachers.
n. Examine materials for classroom use.
o. Conduct committee meetings for tocat adoption of textbooks.
p. Work with personnel from Pupit Appraisat and tocal schoots to determine etigibitity of students referred for special

services or programs.
q. Act as a tiaison between schooLs and community.
r. Perform other tasks as outtined in individual. operation ptans and as directed by other centrat office administrators
s. Demonstrate a commitment to professionat groMh by hotding memberships in professionaI organizations, by

attending professionat meetings, and by reading current journats.

8. Exhibits Loyalty and maintains a positive attitude in the promotion of the schoot/system's goats

Evatuatee Signature

Evatuatee Name (Print):

Evatuator Signature:

Date

Revised 08/2024
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Calcasieu Parish School Board

Job Description
Administrative Director of Schools

QUALIFICAfIONS: A vatid Louisiana teaching certificate which inctudes a master's degree from an accredited university or

cottege with the endorsement of Principat and Supervisor of lnstruction OR Educationat Leadership Levet 1. (Ed Leadership

Levet 1 encompasses Principat and Supervisor of lnstruction). Corresponding schoot tevet administrative experience required.

REPORTS TO: Chief Academic Officer

TERMS OF EMPLOYMENT: Satary and work year to be according to the current schedute adopted by lhe catcasieu Parish

Schoot Board.

EVALUATION: Performance of this job witt be evatuated in accordance with the provisions of the Board's policy on Evatuation

of Support Personnet

PERFORMANCE RESPONSIBILITIES:

1. Conducts those tasks and assignments as direcled by the Assistant Superintendent tor Curricutum and lnstruction

and Superintendent of Schoots in an effective, efficient, and timety manner.

2. pertorms and conducts att responsibitities in a manner to be rated excettent, and not partiatty successful, on those

items tisted in the Evatuation Ptan as Observationat Criteria and exptanation of Observationat Criteria.

3. Demonstrates the abitity to supervise as wett as to accept supervision and directives in a productive manner.

4. Conducts the foLtowing tasks:

a. Reports on the status of programs and services under his authority at the request of the Assistant

Superint€ndent lor Curricutum and lnstruction.

b. Supervises and directs the work of administrative and supervisory personnet and presides at administrative

meetings.
c. Maintains tiaison with sociat, professionat, civic, votunteer and other community agencies and groups having

an interest in schools.
d. communicates to and makes recommendations to the Assistant superintendent for curricutum and

lnstruction concerning the requirements and needs to the schools and district as perceived by the principats

and staft members.
e. Prepares state reports and claims as needed.

f. confers with appropriate administrators and instructionat personnet on matters of c0ncern.

g. lnterprets schoot rutes and regu[ations.

h. lnterprets and ctarifies personnet poticies to att emptoyees and resotves personnet Srievances or comptaints

when requested by the Assistant superintendent.

i. lnitiates and administers in-service programs in conjunction with other members of administrative,

supervisory staft and principats.
j. Serves as the representative in reviewing discipl.inary action and serves as the hearing officer in exputsion

cases when requested by the Assistant Superintendent.

k. Ensures thal att district personnet effectivety utitize centrat staff capabitities, resources, and services in

management and inslructionaI areas.

t. Participates in appropriate tocat, state, and nationat proJessionat meetings'

m. Work with principats in resotving questions or probtems concerning athtetic rul.es and regutations as

appropriate.
n. Attends any SchooL Board meeting and prepares repons for the Board as requested'

o. prepares and issues administrative memoranda to assigned principats and supervisors.

p. Interviews candidates and makes recommendations to the Assistant Superintendent for Curricutum and

lnstruction for positions as schoot administrators or supervisory personnet'

q. Assists principats and the personnet department in the setection ot competent professionat staff.

r. Assists principats in ptanning and imptementation of effective programs ot supervision and evatuation of

instructionat Personnet.
s. consutts with staff members about schoot probtems, particutarty probtems regarding personnet and the

imptementation of Board poticies and administrative rutes.



t. Assists in the preparation and administration of the budget.

u. Prepares teacher^taff attocations lor schoots according to estabtished guidetines.

v. Assists in devetopment of system poticies and administrative rutes as requested.
w. Keeps inrormed as to the operation o, schoots tor the purpose ol evatuatlng principats, monitoring

management procedures and improving instruction.
x. Keeps informed on the latest research, trends, and devetopments in att areas of education and encourages

experimentation at the schoot teveu seeks ways to continuatty improve supervisory services in the totat
schoot program.

y. Works to resotve probtems and difficutties between schoot administrators, students, and parents when

requested.

ADDITIONAL JOB DUTIES:

Supervisors shatt be expected to perform the fottowing duties, atong with the comptetion of correspondinE documents,

forms, and reports:

1 lnstuclonatcomponents

. Futfitt duties traditionatty expected of those in supervisory positions

. Cottaborate with those providlng and overseeing schoot-based inslruction as wetl as professionats providing

ancittary services
. Review, draft, study, recommend, and imptement poticies, curricutum, and ptans to improve the quatity of

instruction
. Conduct schoouctass watk throughs

2. Suoervision

Supervision of Principats, Assistant Principats, and others reporting to emptoyee for whose supervision emptoyee

is responsibte
Comptete and/or assist in the preparation/imptementation of employee observations, evatuations, lAPs, and other

associated tasks and monitoring

3. Non-instructionatComPonents

. Attend meetings generatty associated with the instruction of students

. Attend facutty, staff, and department meetings

. Attend training sessions

. Attend job tairs and retated events

. Attend IEP meetings

. Attend Centrat Office and Department meetings

. Attend back-to-school and open-house events

. Attend graduation

o lnterview emptoy, and comptete necessary hires

. Attend PPl, Evatuation, Observation, lAP, and student disciptine meetings/hearings

. Attend schoot board/committee meetlngs, upon request

. participate in the preparation oJ necessary disciptinary documents and corresponding disciptinary process

PERFORMANCE DUTIES: As assigned by the supervisor

Evatuatee Signature

Evatuatee Name (Print):

Evatuator signature:

Date:



Calcasieu Parish School Board
Job Description

Sales Tax Customer Assistanl Clerk

QUALIFICATIONS: High schoot diptoma or equivalent. Three years iob experience as a data entry operator or three
years' experience as an accountant cterk. Such atternatives to the above as the Board may find acceptabte

REPORTS TO: Operations Manager

JOB GOALS: To assist deaters and taxpayers in att matters relating to proper registration and comptiance with [ocaI

tax tevies.

TERMS OF EMPLOYMENT: Satary and work year to be according to the current schedute adopted by the Catcasieu

Parish Schoot Board.

EVALUATION: Performance of this job witt be evatuated in accordance with the provisions of the Board's poticy on

Evatuation of Support Personnel

PERFORMANCE RESPONSIBILITIES:

1 . Maintain cash box, receive payments and issue receipts for att window payments f rom taxpayers.

2. Ptace and receive tetephone catts and record messages.

3. Verify taxpayer information through computer system in alt matters relating to window operations.

4. ldentify taxpayer reports and correspondence.

5. Distribute communications to proper personnet where appticabte.

6. Prepare informationat packets tor maiting with apptications for registration.

7. Maintain inventory of att otfice forms, stationery and suppties and reorder when necessary.

8. Receive and process ctearance requests from deaters'

9. Receive and process boat registrations.

10. Prepare change orders for data entry during peak time of the month (1 8th thru 31st).

1 1 . Assist taxpayers with the preparation of their sales and use tax report(s).

12. Answer and discuss tax information with taxpayers by tetephone and/or office visits.

1 3. Open and close main office entrance each day.

14. Enter no sates and cash payments received daity.

1 S. prepare sates tax ctearances tor video poker and atcoho[ic beverage controI commission.

16. performs any other duties and functions which may be necessary or desirabte to carry out the purposes

and functions of the department, and/or assigned by the Supervisor or Director.

1 7. Exhibit toyatty and maintain a positive attitude in the promotion of the schoot system's goats.

PERFORMANCE DUTIES: As assigned by the supervisor

Evaluator Signatu re:

Evatuatee Name (Print): Date:

/\

CPSB

Evatuatee Signature:
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Calcasieu Parish School Board

Job Description
Sales Tax Operations Lead Clerk

QUALIFICATIONS: High Schoot Diploma Graduate from a recognized schoot of business skitts Three years job

experience. Proficient in the use of standard office equipment and data processing. Such atternatives to the above

quatif ications as the Board may find necessary.

REPORTS TO: Operations Manager

JOB GOALS: To assist departmental personne[ in effective and efficient processing of tax reports and retated

matters. To assist fietd personnet in the compitations of necessary reports and notices to provide for maximum

compliance.

TERMS OF EMPLOYMENT: Satary and work year to be according to the current schedute adopted by the Catcasieu

Parish Schoot Board.

EVALUATION: Performance of this job witt be evatuated in accordance with the provisions ot the Board's poticy on

Evaluation of Support Personnet

PERFORMANCE RESPONSIBILITIES:

1 . provide ctericaI assistance as required (process returns with no checks or checks without signatures and

probtem returns when appticabte).

2. Handte Manuat Apportioned (MA) and speciat returns as required.

3. Process transfers appticabte to at[ erroneousty posted returns.

4. Research and process refunds.

5. Make deposits entering returns and checks; running reports and prepare deposit stip when data entry cterk

is absent.
6. Responsibte for assisting personnet with scanning and indexing documents associated with department's

etectronic retention and retrieval system.

7. Responsibte for Non-Resident Contractor certification. Maintain project information for reporting

purposes.

8. Print and detete exemptions on tisting.

9. Prepare exemptions and refund reports month[y.

10. Process aud it returns.
1 1 . Answer the tetephone and assist taxpayers when necessary.

12. Process and assign new accounts.

13. Print att approved exemption certif icates.

14. performs any other duties and functions which may be necessary or desirabte to carry out the purposes

and functions of the department, and/or assigned by the Supervisor or Director.

15. Exhibit toyatty and maintain a positive attitude in the promotion of the schoot system's goats.

PERFORMANCE DUTIES: As assigned by the supervisor

Evaluatee Signature:

Eva[uatee Name (Print]:

Evatuator Signature:

Date
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Calcasieu Parish School Board

Job Description
School Nutrition Program Clerk

QUALIFICATIONS: High schoot diptoma or equivatent Experience in typing, bookkeeping and generaI office
procedures.

REPORTS TO: Schoot Nutrition Program Director

JOB GOALS: To maintain eff iciency of the office through performance of duties.

TERMS OF EMPLOYMENT: Satary and workyear to be accordingto the current schedute adopted by the Catcasieu

Parish Schoot Board.

EVALUATION: Performance of this job witt be evatuated in accordance with the provisions of the Board's poticy on

Evatuation of Support PersonneI

PERFORMANCE RESPONSIBILITIES:

1. Prepare routine correspondence
2. Process meat apptications using MCS software

3. Maintain fiting system
4. Handte tetephone traffic
5. Preparation of reports for outstanding cafeteria batances and other SNP retated business

6. Mait appropriate tetters for outstanding cafeteria batances, verification process, results of meat

apptications, and other necessary letters.

7. Handte incoming and outgoing mait

8. Requisition materials and suppties

9. Bookkeeping, accounting or budgetary tasks

10. Operation of otfice machinery and equipment
'11. Constant use of MicrosoftWord, Excel, and Outtook

PERFORMANCE DUTIES: As assigned by the supervisor

Evatuatee Signature: Evatuator Signature:

Evatuatee Name (Print): Date:
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Calcasieu Parish School Board

Job Description
Food Service Asst. warehouse Foreman

QUALIFICATIONS: Possess/Obtain a Ctass D Chauffer's License. CDL/Air Brake Endorsement License preterred and incentivized.

REPORTS TO: Warehouse Director

TERMS OF EMPLOYMENT: SaLary and work year to be according to the current schedule adopted by the Catcasreu Parish Schoot Board

EVALUATION: Performance of this job witt be evaLuated in accordance with the provisions of the Board's poticy on Evatuation of Support

Personnel

PERFONMANCE RESPONSIBILITIES;

1. Disptay appropriate overatl appearance, is honest, and ethical.

2. ls punctuat in arriving atthe duty/assiSnment and is absent onty 8s authorized.

3. Estabtishes and maintains good rspport with att individuats in the job €nvironment.

4. FUnctions harmoniousty with other members ot the staff inctuding other support personnel, supervisors, and administrators of the

district.
5. Conducts assigned duties in an etficient and cooperative mannet

6. Maintains I high degree of composure during unexpected events.

7. Uses time attotted to the assignment efficientty.

8. Exhibits enthusiasm in working with the assignment and others.

9. Uses facilities 8nd equipment appropriatety, salety, and effectivety.

1 O. Remains calm and mature in his/her reactions.

1 1 . ls abte to totlow directions as retated to the job.

12, ls abte to perform skitts as related to the job assignment.

13. ls verbatty supportive of schoot, depanment, and district poticy.

14. Accepts change and responsibltity in a positive manner.

15. ls receptive to supervision and constructive criticism directed by the immediate supervisor as wettas other supervisors and

administrators.

OTHER.,OB DUTIES:

1. Maintains alt refrigerated, frozen food, and produce items in the Warehouse in an efficient manner.

2. Accepts detiveries of att food products coming into the Warehouse in an efficient manner.

3. Works with the Food Service personnel in a cooperative and professional manner.

4. Begins the process of toading the detivery trucks with refrigerated, frozen food, and produce each morning no tater than 6:15 AM.

5. Operates the stand-behind forktift in a sare and efficient manner.

6. Maintains att aspects of the stand-behind forktift on a daity basis.

7. Takes altsafety precautions white working in the treezer and cooter.

B- Makes sure that either he or the Food Service Warehouse Foreman or their designee, are always present in the Warehouse from

5:30 AM untit 2:30 PM everyworkdaY.

9. Makes sure that either he or the Food Service Warehouse Foreman, or their designee, are present during the months ot June & Juty

10. Communicates with the Director o, the warehouse on at[ situations that he deems necessary.

11. Maintains alt p6perwork invotved with the receiving and detivery of refrigerated, frozen food, and produce in an efficient manner.

l2.Keepsthetoadingdocks,freezer,cooter,andholdingroominthecootercteanandorganized'
13, Fottows s directives from the Director of the warehouse in an efficient and cooperative manner.

PERFOnMANCE DUTIES: As assigned by the supervisor

Evatuatee Signature:

Evatuatee Name (Print)

Evatuator Signature

Date

PHYSICAL DEMANDS AND WORKING CONDITIONS:

1. Loading and unLoadingfood products.

2. Picking up objects in excess of 50 pounds.

3. Picking up surptus supplies and equipment from schoots

4. Must be able to bend, squat, and work in awkward positions.

5. Responsibte for foLlowing att speed limits and taws regarding the operation of a detivery truck'

6. Responsibte forthe distribution ol items lrom the refrigerated and trozen goods warehouse.
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Calcasieu Parish School Board

Job Description
Warehouseman (Class D CDL)

QUALIFICATIONS: Possess/Obtain a Ctass D Chauffer's License. CDL/Air Brake Endorsement License preferred

and incentivized.

REPORTS TO: Warehouse Director

TERMS OF EMPLOYMENT: Satary and work year to be accordingto the current schedute adopted by the calcasieu
Parish Schoot Board.

EVALUATION: Performance of this job witt be evatuated in accordance with the provisions of the Board's poticy on

Evatuation of Support Personnel

1 . Disptay appropriate overatl appearance, is honest, and ethicat.

2. ls punctuat in arriving at the duty/assignment and is absent onty as authorized.

3. Estabtishes and maintains good rapport with att individuats in the iob environment.

4. Functions harmoniousty with other members of the staff inctuding other support personnet, supervisors,

and administrators ot the district.
5. Conducts assigned duties in an efficient and cooperative manner.

6. Maintains a high degree of composure during unexpected events.

7. Uses time attotted to the assignment efficientty.

8. Exhibits enthusiasm in working with the assignment and others.

9. Uses facitities and equipment appropriatety, safely, and effectivety.

10. Remains calm and mature in his/her reactions.

1 1. ls abte to fottow directions as retated to the iob.
12. ls abte to perform skitts as retated to the job assignment.

13. ls verbatty supportive of schoot, department, and district poticy.

14. Accepts change and responsibility in a positive manner.

15. ls receptive to supervision and constructive criticism directed by the immediate supervisor as we[t as other

supervisors and administrators.

PHYSICAL DEMANDS AND WORKING CONDITIONS:

1 . Carrying furniture and equipment up and downstairs.

2. Picking up ob.iects in excess of 50 pounds.

3. Responsibte for keeping vehicte ctean and in excettent driving condition.

4. Picking up surptus suppties and equipment from schools.

5. Must be abte to bend, squat, and work in awkward positions.

6. Responsibte forfottowing att speed timits and laws regardingthe operation of a detiverytruck.

PERFORMANCE DUTIES: As assigned by the supervisor

Evaluatee Signatu re:

Eva[uatee Name (Print):

Evatuator Signature:

Date:

PERFORMANCE RESPONSIBILITIES:
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Calcasieu Parish School Board
Job Description

Food Service Warehouse Foreman

QUALIFICATIONS: Possess/Obtain a Ctass D Chaufferb License. CDUAiT Brake Endorsement License preferred and incentivized

REPORTS TO: Warehouse Diredor

fERMS OF EMPLOYMENT: S€Lary and work year to be according to the current schedute adopted bythe Catcasieu Parish Schoot Eoard

EVALUATION: Perrormance otlhis job wilt be evaluated in accordance with the provisions of the Board's policy on EvaLuation of Suppon PersonneL

PERFORMANCE RESPONSIBILI'IES:
1. Disptay appropriate overalI appearance, is honest, and ethical.
2. ls punctuat in afiiving at the duty/assignment and is absent only as authorized.
3. EstabLishes and maintains good rapportwith stt individuats in thejob environm€nt.
4. Functions h6rmoniousty with other members ofthe staft inctuding other suppon personnet, supetuisors, and administrators ofthe district.
5. Conducts Sssigned duties in an etficientand cooperative manner
6. Maintains a high degree of composure du.ing unexpected ovents.

7. Usestime attofted tothe assignment etficientty.
8. Exhibits enthusiasm in workingwith the assilnm6nt and othors.
9. LJseslacitities and equipment appropriately, safety, and ettectivety.
10. Remains catm and maturo in his/her reactions.
11. ls abte to foLtow directions as retated torhejob.
'12. ls ableto perlorm skitts as retated to thejob assignment.
13. ls verbatty supponive ot school, department, and district poticy,

14. Accepts change and rosponsibitity in a positive manner.
15. ls receptive to supervision and constructive craticism directed bythe immediate suporvisor as well as other supeNisors and 6dministrators

PHYSICAL OEMANDS AND WORKING CONDINONS:
1. Loading and unloadingfood products.

2. Picking up obiects in excess of50 pounds.

3. Picking up surptus suppties and equipmentfrom schoots.
4. llust be abte to bend, squat, and work in awkward positions.

5. Responsibte for tottowing atl speed timits and taws regarding the operation ol a detivery truck.
6. Responsibte forthe dislribution of items from the refriSerated and trozen goods warehouse.

OTHER JOB DUNES:
1 . 1 . Su pervises the d ay-to-day operation of the Food Service Wa reh ouse.

2. Accepts detiveries ol 6ll food products coming into the Warehouse in an efficient manner.

3. Maintains accurate inventory records ofattdry good products.

4. Handtesthe day-to-day putting of dry goods that are being issued to the schoots in an accurate manner.

5. Assists theAssistant Food SeNice Warehouse forcman in the putLing of alt refrigerated items each morninS.

6. Ko6ps the dry goods lood storage area ctean 6nd organized,

7. Accepts phone caLls an the moming lrom att food seNice deLivery personnel who ar€ caLling to inlorm him that they witt not be at work. This

information isthen to be relayed to both the Director of the Warehouse and the Warehouse Oftice Administrator.

8. l,iakes surothat he or theAssistant Food Service Warehouse Foreman, ortheirde3ign6e, are atways present in the Warehouse from 5:304M until
2:30 PM on each workday.

9. f4akes suro that he or the Assistant Food Seruice Warehouse Foreman or their designee are prcsent during tho months ol June and Juty.

10. Works with att Food Setuice personnel in a cooperative and professional manner.

11. Handtes att hot shot detiveries in an officient manner.
12. Communicates with the Director ofthe Wa.ehouse on atl situations that he (the Food Service Worohouse Foroman) deems necessary.

13. Makes sure that atl Food Service Detivery Personnet are toadingtrucks by 6:15 AM and sign out no eartier than 2:30 PM.

14. Makes sure that alt Food Service Dolivery drivors do a pre-c h eck on vehic Les every first clay of the workweek and.ecord this information in their
vehicte togbookand turnsthis in to the Dkectorofthe Warehouse.

15. Works with the Food Service Department in maintaining accurate records of atl transactions invoLvingthe roceiving and detivery of food products.

16. Arlahges to have food service equipment picked up and moved to different tocations as directed bythe Food Service oepanment.
'17. Foltows 8tt directives lrom the Director o, the Warehouse in an efficient and cooperative mannet

PERFORMANCE OUTIES: As assigned by the supervisor

Evaluatee Signature

Evatuatee Name (Print)

Evatuator SiEnature:

Oate:
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CPSB
Calcasieu Parish School Board

Job Description
Food Service Delivery Percon

REPORTS TO: Warehouse Director

TERMS OF EMPLOYMENT: Satary and work year to be accordingto the current schedute adopted by the Catcasieu
Parish SchooI Board.

EVALUATION: Performance of this iob witt be evaluated in accordance with the provisions of the Board's policy on

Evaluation of Support Personnet

PERFORMANCE RESPONSIBILITIES:

1 . Disptay appropriate overatt appearance, is honest, and ethicat.

2. ls punctuat in arriving at the duty/assignment and is absent only as authorized.
3. Estabtishes and maintains good rapport with att individuats in the job environment.
4. Functions harmoniously wath other members of the staff inctuding other support personnel, supervisors,

and administrators of the district.
5. Conducts assigned duties in an efficient and cooperative manner.

6. Maintains a high degree of composure during unexpected events.

7. Uses time attotted to the assignment etf icientty.

8. Exhibits enthusiasm in working with the assignment and others.

9. Uses facitities and equipment appropriatety, safety, and etfectivety.

10. Remains catm and mature in his/her reactions.
1 1 . ls abte to fottow directions as retated to the ,ob.
1 2. ls abte to perform skitts as retated to the iob assignment.

13. ls verbatty supportive of schoot, department, and district poticy.

14. Accepts change and responsibitity in a positive manner.

15. ls receptive to supervision and constructive criticism directed by the immediate supervisor as wetl as other

supervisors and administrators.

PHYSICAL DEMANDS AND WORKING CONDITIONS:

Evatuatee Signature:

Evatuatee Name (Print):

Evatuator Signature:

Date:

QUALIFICATIONS: Possess/Obtain a Ctass D Chauffer's License. CDUAiT Brake Endorsement License preferred

and incentivized.

1 . Must be abte to detiver heavy food items into school cafeterias

2. Picking up objects in excess of 50 pounds.

3. Responsibte for keeping vehicle ctean and in excettent driving condition.

4. Picking up surptus suppties and equipment from schoots.

5. Must be abte to bend, squat, and work in awkward positions.

6. Responsibte for fottowing atl speed timits and taws regarding the operation of a detivery truck.

PERFORMANCE DUTIES: As assigned by the supervisor
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CPSB
Calcasieu Parish School Board

Job Description
Warehouse/Textbook Department Secretary

QUALIFICATIONS: High schoot diploma or equivalent training or experience in typing, f iting, bookkeeping, and
generat office procedures.

REPORTS TO: Warehouse Director

TERMS OF EMPLOYMENT: Satary and work year to be according to the current schedute adopted bythe Catcasieu
Parish Schoot Board.

EVALUATION: Performance of this job witt be evatuated in accordance with the provisions of the Board's poticy on

Evatuation of Support Person nel

PERFORMANCE RESPONSIBILITIES:

1 . Disptay appropriate overatl appearance, is honest, and ethica[.
2. ls punctuaI in arriving at the duty/assignment and is absent onty as authorized.

3. Estabtishes and maintains good rapport with alt individuats in the job environment.
4. Functions harmoniousty with other members ot the staff inctuding other support personnet, supervisors,

and administrators of the district.
5. Conducts assigned duties in an efficient and cooperative manner.

6. Maintains a high degree of composure during unexpected events.

7. Uses time attotted to the assignment efficientty.
8. Exhibits enthusiasm in working with the assignment and others.
9. Uses facitities and equipment appropriatety, safety, and effectively.
10. Remains catm and mature in his/her reactions.
1 1 . ls abte to fottow directions as retated to the iob.
1 2. ls abte to pertorm skilts as retated to the ,ob assignment.
13. ls verbatty supportive of schoot, department, and district poticy.
'14. Accepts change and responsibitity in a positive manner.

15. ls receptive to supervision and constructive criticism directed by the immediate supervisor as wet[ as other

supervisors and administrators.

PERFORMANCE DUTIES: As assigned by the supervisor

Evatuatee Signature: Evaluator Signature:

Evatuatee Name (Print): Date:
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CPSB
Calcasieu Parish School Board

Job Description
Warehouse Coordinator

QUALIFICATIONS: High schoot diptoma or equivatent training or experience in typing, f iting, bookkeeping, and
generaloffice proced u res.

REPORTS TO: Warehouse Director

TERMS oF EMPLOYMENT: Satary and work year to be accord ing to the current schedute adopted bythe Catcasieu
Parish School Board.

EVALUATION: Performance of this iob witt be evatuated in accordance with the provisions of the Board,s poticy on
Evatuation of Su pport Personnet

PERFORMANCE RESPONSIBILITIES:

1. Must be able to work in warehouse type conditions.

PERFORMANCE DUTIES: As assigned by the supervisor

Eva tuatee Signatu re:

Eva[uatee Name (Print): Date:

1. Disptay appropriate overatt appearance, is honest, and ethicat.
2. lspunctuaI in arriving at the d uty/assign ment and is absent onty as authorized.
3. Estabtishes and maintains good rapport with att individuats in the iob environment.
4. Functions harmoniousty with other members of the staff inctuding other support personnet, supervisors,

and administrators of the district.
5. Conducts assigned duties in an efficient and cooperative manner.
6. Maintains a high degree of composure during unexpected events.
7. Uses time attotted to the assignment efficientty.
8. Exhibits enthusiasm in working with the assignment and others.
9. Uses facitities and equipment appropriatety, safety, and effectivety.
10. Remains catm and mature in his/her reactions.
1 1. ls abte to fottow directions as retated to the.iob.
12. ls abte to perform skilts as retated to the iob assignment.
'13. ls verbatty supportive of schoot, department, and district poticy.
14. Accepts change and responsibility in a positive manner.
15. ls receptive to supervision and constructive criticism directed bythe immediate supervisor as well asother

supervisors and administrators.

PHYSICAL DEMANDS AND WORKING CONDITIONS:

Evatuator Signature:



/\

CPSB
Calcasieu Parish School Board

Job Description
Warehouseman

QUALIFICATIONS: High schoot dip[oma or equivatent training or experience in typing, f iting, bookkeeping, and
generat office procedures.

REPORTS TO: Warehouse Director

TERMS OF EMPLOYMENT Satary and work year to be according to the current schedute adopted bythe Catcasieu
Parish SchooI Board.

EVALUATION: Performance of this job witt be evatuated in accordance with the provisions of the Board's poticy on
Evatuation of Support Person nel

PERFORMANCE RESPONSIBILITIES:

1. Disptay appropriate overatl appearance, is honest, and ethicat.
2. ls punctuat in arriving at the duty/assignment and is absent onty as authorized.
3. Estabtishes and maintains good rapport with att individuats in the job environment.
4. Functions harmoniousty with other members of the staff inctuding other support personnet,

supervisors, and administrators of the district.
5. Conducts assigned duties in an efficient and cooperative manner.
6. Maintains a high degree of composure during unexpected events.
7. Uses time attotted to the assignment efficientty.
8. Exhibits enthusiasm in working with the assignment and others.
9. Uses facitities and equipment appropriatety, safety, and effectively.
10. Remains catm and mature in his/her reactions.
'l 1 . ls abte to fottow directions as retated to the.iob.
12. ls abte to perform skilts as retated to the job assignment.
13. ls verbatty supportive of schoot, department, and district poticy.

14. Accepts change and responsibitity in a positive manner.
1 5. ls receptive to supervision and constructive criticism directed by the immediate su pervisor as wett as

other supervisors and admin istrators.

PHYSICAL DEMANDS AND WORKING CONDITIONS:

1. Receiving suppties and equipment in warehouse.
2. Responsibte for keeping warehouse ctean and orderty.
3. Must be abte to bend, squat, and work in awkward positions.

Evatuatee Name (Print)

Eva Iuato r Signature:

PERFORMANCE DUTIES: As assigned by the supervisor

Eva Luatee Signature:

Date:
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CPSB
Calcasieu Parish School Board

Job Description
Warehouse Personnel

QUALIFICATIONS: High schoot diptoma or equivatent training or experience in typing, f iting, bookkeeping, and
generaI office procedures.

REPORTS TO: Warehouse Director

1. Disptays appropriate overa[t appearance, is honest, and ethicat.
2. ls punctuat in arriving at the duty/assignment and is absent onty as authorized.
3. Estabtishes and maintains good rapport with att individuats in the job environment.
4. Functions harmoniousty with other members ot the staff inctuding other support personne[, supervisors,

and administrator of the district.
5. Conducts assigned duties in an efficient and cooperative manner.
6. Maintains a high degree of composure during unexpected events.
7. Uses time attotted to the assignment efficientty.
8. Exhibits enthusiasm in working with the assignment and others.
9. Uses facitities and equipment appropriatety, safety, and effectivety.
10. Remains catm and mature in his/her reactions.
1 1 . ls abte to fottow directions as retated to the job.

12. ls abte to perform skitts as retated to the job assignment.
13. ls verbalty supportive of schoot, department, and district poticy.
14. Accepts change and responsibitities in a positive manner.
1 5. ls receptive to supervision and constructive criticism d irected by the immediate supervisor as welt as other

supervisors and administrators.

PHYSICAL DEMANDS AND WORKING CONDITIONS:

1 . Carrying turniture and equipment up and downstairs.
2. Receiving suppties and equipment in warehouse.
3. Picking up objects in excess of 50 pounds.
4. Must keep vehictes in excettent driving condition.
5. Responsible for keeping warehouse clean and orderty.
6. Picking up surptus suppties and equipment from schoots.
7. Must be abte to bend, squat and work in awkward position.

PERFORMANCE DUTIES: As assigned by the supervisor

Eva luatee Signature:

Eva Iuatee Name (Print): Date:

TERMS OF EMPLOYMENT: Satary and work year to be accord ing to the current schedute adopted bythe Catcasieu
Parish Schoot Board.

EVALUATION: Performance of this iob witt be evatuated in accordance with the provisions of the Board,s poticy on
Evatuation of Support Personnel

PERFORMANCE RESPONSIBILITIES:

Evatuator Signatu re:
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MB
Calcasieu Parish School Board

Job Description
Mail Delivery Clerk

QUALIFICATIONS: High schoot diptoma or equivatent training or experience in typing, fiting, bookkeeping, and
generaI office procedures.

REPORTS TO: Warehouse Director

JOB GOALS: To maintain efficiency of the office through discharge of duties.

TERMS oF EMPLOYMENT: Satary and workyear to be accordingto the current schedute adopted by the Catcasieu
Parish Schoot Board.

EVALUATION: Performance of this job witt be evatuated in accordance with the provisions of the Board,s poticy on
Evatuation of Support Personnet

PERFORMANCE RESPONSIBILITIES:

1. Disptay appropriate overatt appearance, is honest, and ethicat.
2. ls punctual in arriving atthe duty/assignment and is absent onty as authorized.
3. Estabtishes and maintalns good rapport with att individuats in the iob environment.
4. Functions harmoniousty with other members of the staff inctuding other support personnet, supervisors,

and administrators of the district.
5. Conducts assigned duties in an efficient and cooperative manner.
6. Maintains a high degree of composure durang unexpected events.
7. Uses time attotted to the assignment efficientty.
8. Exhibits enthusiasm in working with the assignment and others.
9. Uses facitities and equipment appropriatety, safety, and effectivety.
10. Remains catm and mature in his/her reactions.
1 1. ls abte to fottow directions as retated to the job.
12. ls abteto perform skilts as retated tothejob assignment.
13. ls verbatly supportive of schoot, department, and district poticy.
14. Accepts change and responsibitity in a positive manner.
1 5. ls receptive to supervision and constructive criticism d irected by the immediate supervisor as wett as other

supervisors and administrators.

PHYSICAL DEMANDS AND WORKING CONDITIONS:

1. Carrying mait and boxes up and down stairs.
2. Picking up ob.iects not to exceed 50 tbs.
3. Responsibte for keeping vehicte clean and in exceltent driving condition.
4. Picking up and detivering items to different tocations throughout our system.
5. Must be abte to bend, squat and work in awkward positions.
6. Responsibte forfottowing attspeed timits and laws regarding the operation of a detiverytruck.

PERFORMANCE DUTIES: As assigned by the supervisor

Eva tuatee Signatu re:

Eva Iuatee Name (Print):

Evatuator Signatu re:

Date:
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ESD
Calcasieu Parish School Board

Job Description
Warehouse Receiying/Janitorial Clerk

QUALIFICATIONS: High schooL d ipl.oma or equivatent training or experience in typing, fiting, bookkeeping, and generat office
procedures.

REPORTS TO: Warehouse Director

,OB GOALS: To maintain efficiency of the office through discharge of duties.

TERMS OF EMPLOYMENT: Satary and work year to be according to the current schedute adopted by the Catcasieu Parish
Schoot Board.

PERFORMANCE RESPONSIBILITIES:

1. Disptay appropriate overal.t appearance, is honest, and ethicat.
2. ls punctual. in arriving at the duty/assignment and is absent onty as authorized.
3. Estabtishes and maintains good rapport with att individuaLs in the job environment.
4. Functions harmoniousl.y with other members of the staff inctuding other support personnet, supervisors, and

administrators of the district.
5. Conducts assigned duties in an efficient and cooperative manner
6. Maintains a high degree ot composure during unexpected events.
7. Uses time attotted to the assignment efficientty.
8. Exhibits enthusiasm in worklng with the assignment and others.
9. Uses facitities and equipment appropriatety, safel.y, and effectivety.
10. Remains catm and mature in his/her reactions.
1 1 . ls abte to foLtow directions as retated to the job.

12. ls abte to perform skitts as retated to the job assignment.
13. ls verbatty supportive of schoot, department, and district poLicy.

14. Accepts change and responsibiLity in a positive manner.

15. ls receptive to supervision and constructive criticism directed by the immediate supervisor as wet[ as other
supervisors and administrators.

PHYSICAL DEMANDS AND WORKING CONDITIONS:

1. Receiving suppties and equipmenl in the warehouse.

2. Responsibte for the issuing of att janitoriat suppties to the schoots and departments.
3. Must be abte to bend, squat, and work in awkward position.

4. Responsibte for keeping up with att records pertaining to the issuing of janitoriat suppties.

5. Responsibte for communicating with the Janitoriat Ordering Cterk on items that need to be re-stocked.

6. Responsibte for the creation of aLl. detivery tickets for purchase orders leaving the warehouse.

7. Responsibte for making sure that att detivery tickets are returned to her with the correct signatures and dates
recorded.

8. Pick up objects no to exceed 50tbs.

PERFORMANCE DUTIES: As assigned bythe supervisor

Eval.uatee Signature:

Evatuatee Name (Prlnt)

Evatuator Signature

Date

EVALUATION: Performance of this job witt be evaLuated in accordance with the provisions of the Board's poticy on Evatuation
of Support Personnel.
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CPSB
Calcasieu Parish School Board

Job Description
Library Clerk

QUALIFICATIONS: Must be at teast 21 years of age and possess a high schoot dipl.oma or its equivatent. Must have
basic computer and communication skitts as wettas knowtedge of tibraryfiting systems. Must possess the abitity
to work successfulty with students and teachers as wetl as to complete assignments of superiors. Must be capabte
of understanding verbat and written instructions Accessit Ontine Catatog & district's Student lnformation System is
preferable.

REPORTS TO: Principat, Generat Supervision exercised by certified [ibrarian.

TERMS OF EMPLOYMENT: Satary and workyear to be according to the current schedule adopted by the Catcasieu
Pa rish Schoot Board.

EVALUATION: Performance of this job witt be evatuated in accordance with the provisions of the Board's poticy on
Evatuation of Support PersonneI

PERFORMANCE RESPONSIBILITIES:

1. Performs att assigned duties as assigned by buitding tevet or district levet supervisor.
2. Maintains accurate and up-to-date records.
3. Modets' appropriate attitudes and behavior for student emutation.
4. Assists tibrary users in finding information.
5. Supports the poticies of the School Board and the policies/procedures of the Schoot & Library

PHYSICAL DEMANDS: Physicat demands described are representative of those that must be met by an emptoyee
to successfulty perform the essentiatfunctions ofthe job. Reasonabte accommodations may be made to enabte
individuats with disabitities to perform the essentiat functions.

1 . Regutarty required to speak & hear

2. Frequentty required to use hands to finger, handte, or feel objects, toots, or controls and reach with hands

and arms.
3. Frequentty required to stand watk, bend, and sit. Sufficient mobitityto move to various locations on school

site.
4. Frequentty required to ctimb and batance, stoop and kneet.

5. Regutarty tift and/or move up to 25 pounds and occasionatty tift and/or move up to 50 pounds.

6. Specific vision abitities inctude ctose vision and the abitity to adjust focus. Regutarty required to speak &

hear

PERFORMANCE DUTIES: As assigned by the supervisor

Evatuatee Signature:

Eva[uatee Name (Print):

Evaluator Signatu re:

Date:
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QsD
Calcasieu Parish School Board

Job Description
Nursing Department Secretary

QUALIFICATIONS: High schoot diptoma or equivatent training or experience in typing, fiting, bookkeeping, and generat office
procedures.

REPORTS TO: Nursing Coordinator

,OB GOALS: To maintain efficiency of the office through discharge of duties.

TERMS OF EMPLoYMENT: Satary and work year to be according to the current scheduLe adopted by the catcasieu Parish
Schoot Board.

EVALUATION: Performance of this job witt be evatuated in accordance with the provisions of the Board's poticy on Evatuation
of Support Personnet

PERFORMANCE RESPONSIBILITIES:

1. Prepare routine correspondence; preparing correspondence for the department and acknowtedge correspondence
received; make copies of depanmentat correspondence as requested; verify prool of auto insu rance on at[ nurses;
verify renewat of state ticensure for a[l' school nurses on an annual basis; handte incoming and outgoing mait.

2. Prepare letters/memos - type letters, memos upon Nursing Coordinator's request, update necessary nursing forms,
poticies, and letters to parents as needed.

3. Mainlain fite system - fite travet forms and maintain tist o, att medication trained CPSB lacutty/personneu maintain
and update information on Canvas for Nursing Department by adding new forms, letters, resource materiats, etc.

4. Handte tetephone traffic - receive incoming catts and handte tetephone traffic for Nursing Department; provide

informationaI assistance to nurses, department heads, schoot board tegaI counsel', schooI principats, secretaries,
staff, and parents.

5. Preparation of reports - hetps to compite End oJ the Year Reports and compiLe immunization summary tor department
heads and superintendent.

6. Requisition/Prepare materiats and suppties - monitor inventory of office and nursing equipment; order
suppties/materiats as needed; make sure Purchase Orders are paid in a timety manner; assist in organizing materiats
for the Nursing Coordinator to in-service new nurses; assembte att Medication Administration
Training/handouts/materiats and have avaitabte for nurses; prepare medication packets and update medication togs

yearty; order medication packets and togs from Print Shop and have material.s detivered to each schoot.
7. Bookkeeping, accounting, or budgetary tasks - prepare monthty payrott for the Nursing Department; make travet

arrangements for conferences/seminars as needed; prepare monthty supptementat pay forms for substitute nurse(s)

as needed; maintain Nursing Department budget; assist Nursing Coordinator prepare the zero-based budget for each

schooI year.

8. Operation of office machinery and equipment - maintain upkeep on att machines in department - printers, network
printers, etc.; arrange for repairs on equipment; schedule catibrations on hearing machines; maintain upkeep of the
copier (change toner and dispose of as needed); report monthty copy usage to vendor.

9. Tech Contact person for nursing office; troubte-shooting probtems.

10. Schedute interviews for schoot nurse appticants and prepare documents.

PERFORMANCE DUTIES: As assigned by the supervisor

Evatuatee Name (Print)

Evatuator Signature

Date

Evatuatee Signature:



CPSB
Calcasieu Parish School Board

Job Description
Clerk Braille

QUALIFICATIONS: High schoot diptoma, working knowtedge of computers, peripherats, Microsoft Otfice. Working
knowtedge of Braitte

REPORTS TO: Supervisor of Speciat Education

JOB GOAL: To support teachers in the development and tracking of instructionaI materiats for students who are

btind or visuatty impaired

TERMS OF EMPLOYMENT: I to 10 months with a satary estabtished by the board

EVALUATION: Performance wit[ be evaluated in accordance with provisions of the Board's poticy on Evaluation of

Support Personnet

PERFORMANCE RESPONSIBILITIES: As assigned by the supervisor, inctuding, but not [imited to the fottowing:

1. Assist in the preparation, distribution and cotlection of instructional materiats.

2. Secure necessary information to locate any needed textbook or other materiat that is needed in a format
otherthan standard print or pictures.

3. Assist teachers in monitoring their schedute, the student's schedules and materiat needs.

4. Be competent in using specific eLectronic software and hardware to transtate from a printed form to a

Braitte medium (through the importing ot data to the exporting of appropriate medium: iform)
5. Be competent in using specif ic etectronic equipment to change the text image to a modif ied font and

format that is appropriate for a particutar student(s).
6. lnter line from a Braitte medium to the print medium as needed.

7. Assist teachers in the preparation of atternative form medium as in text, study guides, maps, etc. as

needed by a btind/partia t seeing student.
8. Assist in the arrangement and maintenance of an orderty workroom/office. This may inctude the cteaning

and care of equipment and materiats.

9. Participate in any in-service/planning sessions as requested.

10. Keep abreast of Braitte rules: Braitte Engtish and Nemith Code.
'I 1. Be competent in the operation and generaI maintenance of atl equipment in the visuatty impaired office.

12. Be competent in the usage of the Perkins Brallier and its operations.

13. Keep the teachers of the visuatty impaired informed of needs as they come in from the schoots and assist

as needed.

14. Maintain at[ confidentia[ student information and data.

1 5. Perform tetephone and att tetter writing/order form requirements in a professionat a nd courteous manner.

16. Keep accurate updated inventory of eq uipment, books, materiats and tracking the location of att fixed

assets.
17. Keep an updated fite on the State's Registry of atl Visuatty lmpaired Students.

18. Perform required duties that inctude the use of the computer and any peripherals.

19. Fottow State and Locat Schoot Board Poticies, administrative rutes and regutar schoot poticies.

Eva Iuatee Signatu re:

Evaluatee Name (Print):

Eva Iuator Signature:

Date:
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CPSB
Calcasieu Parish Schoot Board

Job Description
Clerk C - Advanced Studies Department

QUALIFICATIONS: High Schoot diptoma or equivalent. Experience in typing, fiting, scanning and generat office
procedures is required. The appticant must possess strong bookkeeping and database maintenance skitts and
must atso be proficient in both Excet and Word. A strong working knowtedge of computers is required and

famitiarity with the Catcasieu Parish School Board student system is preferred. Appticant must be abte to maintain
high tevets ot confidentiatity, perform duties professionatty in stressfutsituations, and be able to meet constant
deadtines. Estabtishing and maintaining positive working retationships with staff, schootofficia[s and employees,

state agencies and the generat pubtic is priority.

REPORTS TO: Advanced Studies Administrative Coordinator

JOB GOAL: To provide current data information to supervisor when needed, maintain positive retationships with
district personnel and provide necessary information and guidance for att Advanced Studies programmrng.

TERMS OF EMPLOYMENT: Twelve months peryear. Satary as estabtished bythe Catcasieu Parish Schoot Board.

EVALUATION: Performance of this job witt be evatuated in accordance with provisions of the Board's poticy on

Evatuation of Personnet.

PERFORMANCE RESPONSIBILITIES: As assigned by the supervisor, inctuding, but not [imited to the fottowing:

General

1. Works directty under Administrative Coordinator of Gifted/Tatented/Advanced Ptacement/REACH

2. Performs anyfunction required by Administrative Coordinator or Consuttant.

3. Performs anyfunction as required by CPSB.

4. Hetps train Cterk B.

5. Answers atl phone catts and e-maits in a timety manner.

6. Creates, maintains, and continuatty updates student databases for att four programs.

7. Maintains documentation for the Fixed Assets lnventory.

8. Keeps records of suppties and equipment checked out by teachers

9. Logs in atlsuppties and equipment received

10. Communicates with att Gifted, Talented, and REACH teachers on at[ information needed

1 1. Assists with a[[ teacher in-services and meetings

12. Maintain records and fites for atl active and inactive students

13. Maintain the f ite room with att inactive fotders

14. Updates information for Screening Packets, Educationat Rights Booktets, etc. for printing.

Budget

15. Directty responsibte for preparing and maintaining budgets for att four departments - Gifted, Tatented,

AP, and REACH.

1 6. Creates and maintains an update Excet spreadsheet for atl budgets.
'17. Prepares annua t budgets for alt four departments.

Purchasing

18. Directty responsibte for entering requisitions for suppties and equipment for at[ four departments

19. lnventories att suppties and equipment received and maintains inventory on fite.

20. Processes and sends at[ ordered materiats to teachers.



21. Scans atl invoices and sends to Accounts Payabte (AP).

22. Monitors att orders until completion of order.
23. Prepares textbook order for Gifted and AP to send to Textbook Department

Travel

24. . Monitors monthty travet sheets for at[ itinera nt teachers and forward to Accounts Payabte.

25. Coordinates traveI procedures for teacher professionaI devetopment for atldepartments.
26. Responsibte for verifying that at[ traveI docu mentation is received by att teachers in a timety manner.

Gifted and Tatented

27. Works with Pupit Appraisat in a[t processes deating with Tatented Evaluations with ptans of transitioning
this job to PupitAppraisat

28. Changes grade/schooUteacher SER for the new school yea r for a lt active and inactive Gifted and
Tatented students.

29. Prepares/edits the REACH referraI packet for counse[ors/teacher when necessary as we[[ as

disseminate when needed.

30. Assigns each active student to a teacher in order to run IEP Rosters.

31. Prints and detivers Gifted Student IEP Rosters to teachers.
32. Corrects and updates att information in SER after receiving corrected rosters from Gifted teachers for

MFP Count for October 1 and February 1 .

33. Maintains and updates spreadsheetsfor Projected Enrottment, Ctass Rosters &Teacher Rosters.

34. Check att lEPs for accuracy before submitting to SER.

35. Responsibte for att processes deating with IEP input into SER.

36. Checks comptiance once a month and make necessary changes.

37. Maintains att data deating with Evatuations and Reevaluations.

38. Prepares transportation needs for Gifted, Talented, and REACH.

39. Sends bus schedutes to transportation for the High Schoot Gifted, Gifted and Tatented putt-out

enrichment programs, and REACH programming.

40. Sends bus schedutes to principats who have students enrolted in any putt-out programming and/or

students being bussed to a Gifted center.
41 . Updates proiected enrotlment for the next schooI year and sends to contact teachers for corrections.

42. Maits parent tetters of tifth and eighth grade parents to find out which schoot students witt attend next

schoolyear.
43. Exits att Seniors that graduated for that schoot year in SER.

44. Maintains fites on atl active and inactive students.
45. Works with Pu pit Appraisat on matters relatingto referrats for evatuation.

Eva tuatee Signatu re: Evatuator Signature:

Evatuatee Name (Print): Date:



a

CPSB
Catcasieu Parish SchooI Board

Job Description
Clerk C - Library Services

QUALIFICATIONS: High Schoot Diptoma, Ctericat Library Skitts

REPORTS TO: Library Consu ttant

JOB GOAL: To provide support services to tibraries served by the Calcasieu Parish School Board

TERMS OF EMPLOYMENT: Twetve months per year. Satary as estabtished by the Catcasieu Parish SchooI Board.

EVALUATION: Performance of this job witt be evatuated in accordance with provisions of the Board's poticy on
Evatuation of Personnet.

1 . Type, proof, and prepare copies of requisitions on orders for reference, library books, suppties tor tibrarians

and Library Services office and att subscriptions.
2. Review and verify fixed assets inventory
3. Maintain computer fites of correspondence with book.iobber, reference, and suppty vendors
4. Create and maintain spreadsheets on budget altocations and expenditures for att schoots and Library

Services department, inctuding bidding process.

5. Maintain current tisting of a[tschool [ibrarians
6. Receive [ibrary books: unpack, review for appropriate content, verify packing stips, review books, and

prepare for shipment to schoo[ [ibraries
7. Process orders: receive materiats, verify packing stips and unpack boxes, process invoices, and prepare for

shipment
8. Receive and send maiuemait, maintain machines and suppties used in Library Services department

9. Create thematic bultetin boards, with ontine apptications and displays as needed

1 0. Assist with ptanning and coordinating training for librarians, as needed

1 1 . Order attthe magazines, newspapers, and seriaI publications for the schooI libraries and tibrary services

12. Visit schoots as needed to take pictures for the Newstetter.

13. Coordinate alt parish orders for the schoo[ [ibraries.

14. Monitor department ontine resources/webpage and coordinate adjustments and updates, as needed

Eva luatee Signature: Eva Iuator Signature:

Evatuatee Name (Print): Date:

PERFORMANCE RESPONSIBILITIES: As assigned bythe supervisor, inctuding, but not [imited tothefoltowing:



a

CPSB
Calcasieu Parish Schoot Board

Job Description
CIerk C - Purchasing

QUALIFICATIONS: High Schoot Diptoma or equivalent

REPORTS TO: Purchasing Supervisor

JOB GOAL: To maintain efficiency of daity purchase order processing through the discharge of duties.

TERMS OF EMPLOYMENT: Twetve-month employment. Satary based on Central Office CtericaI Schedute

EVALUATION: Performance of this job witt be evatuated in accordance with provisions of the Board's poticy on

Evatuation of Su pport Personnel.

PERFORMANCE RESPONSIBILITIES: As assigned by the supervisor, inctuding, but not [imited to the fottowing:

1. Fottow daity procedures to convert, print, forward, and confirm receipt of at[ purchase orders.

2. Make att purchase order corrections, as needed.

3. Set up new vendors
4. Work ctosety with Accounts Payabte to rectity invoice/Po issues

5. Disptay appropriate overal[ appearance, is honest, and ethicat.

6. Punctuat in arriving at the duty/assignment and is absent onty as authorized.

7. Estabtishes and maintains good rapport with att individuats in the iob environment.

8. Functions harmoniousty with other members of the staff inctuding other support personnet, supervisors,

and administrators of the district.
9. Conducts assigned duties in an efficient and cooperative manner.

10. Maintains a high degree of composure during unexpected events.

1 1 . Uses time attotted to the assignment etficientty.

12. Exhibits enthusiasm in working with the assignment and others.

13. Uses facitities and equipment appropriatety, safety, and effectively.

14. Remains catm and mature in his/her reactions.

1 5. Abte to fottow directions as retated to the iob.
16. Abte to perform skitts as retated to the job assignment.

1 7. Verbatty supportive of school, department, and district poticy.

18. Accepts change and responsibitity in a positive manner.

19. ls receptive to supervision and constructive criticism directed bythe immediate supervisor as wet[ as

other supervisors and administrators.

Evatuatee Signature:

Evatuatee Name (Print): Date:

Eva Iuator Signature:



a

CPSB
Calcasieu Parish School Board

Job Description
Data Entry Clerk C

QUALIFICATIONS: High schoot diptoma or equivatent. Three years job experience as a data entry operator or three
years' experience as an accountant cterk with 10-key proficiency. Such atternatives to the above as the Board may

find acceptabte.

REPORTS TO: Assistant Director of Sates Tax

JOB GOAL: To assist departmentat personne[ in processing tax returns via input into data processing system for
proper accountabitity and comptiance with estabtished poticies and procedures.

TERMS OF EMPLOYMENT: Twetve-month emptoyment. Satary based on CentratOffice CtericaI Sched ute

EVALUATION: Performance of this job witt be evatuated annuatty by the Assistant Director of Sates Tax in

accordance with provisions of the Board's policy on evaluation of personnet.

PERFORMANCE RESPONSIBILITIES: As assigned bythe supervisot inctuding, but not [imited tothefottowing:

1. lnput tax returns and remittances in the most accurate and efficient manner.

2. Prepare change orders and enter changes when appticabte (fiting freq uency, address, name, zip, etc.

normalty between the 1st and the 18th of the month).

3. Prepare and verity deposits.
4. Assist Assistant Director with problem returns.

5. Assist in opening mait as required.

6. Organize, verify, edit and bind the Controlreports daity.

7. Downtoad etectronic sates tax return data daity to be processed.

8. Scan returns and deposit information in accordance with departmentat poticy.

9. Performs any other duties and f unctions which may be necessary or desirabte to carry out the purposes

and functions of the department, and/or assigned by the Supervisor or Director.

1 O. Exhibit toyatty and maintain a positive attitude in the promotion of the school system's goats.

Eva[uatee Signature: Evaluator Signature:

Eva Iuatee Name (Print): Date:



a

CPSB
Calcasieu Parish Schoot Board

Job Description
DebiUCredit Clerk C

QUALIFICATIONS: High schoot education or equivatent with minimum quatifications, skitts and experience in
office environment.

JOB GOAL: To assist in processing incoming tax reports and other transmitta[s in effective and efficient manner.

TERMS OF EMPLOYMENT: Twetve-month emptoyment. Salary based on Centrat Office Cterical Schedute

EVALUATION: Performance of this iob witt be evatuated annuatty bythe Assistant Director of Sates Tax in

accordance with provisions of the Board's poticy on eva[uation of personnet.

PERFORMANCE RESPONSIBILITIES: As assigned by the supervisor, inctuding, but not timited to the fottowing:

1 . Assist in opening mait and processing.

2. Maintain departmentat Petty Cash.

3. Ptace and receive tetephone catts and record messages concerning outstanding batances.

4. Assistwiththe preparation of sates tax repoft(s) and accept payments from taxpayers when required.

5. Maintain fiting systems for debivcredit memos.

6. Prepare debit/credit memos for maiting and maintain system for toltow up.

7. Key returns with debit/credit memos, memos with checks, audit assessments and other returns as

necessary.

8. Scan tax returns and retated information in electronic document retention and retrievat system.

9. Receive and process att requests for waivers in accordance with estabtished procedures.

10. Performs any other duties and functions which may be necessary or desirabte to carry out the purposes

and functions of the department, and/or assigned by the Supervisor or Director.

1 l. Exhibit toyatty and maintain a positive attitude in the promotion of the schoo[ system's goals.

Evatuatee Signature: Evatuator Signature:

Evatuatee Name (Print): Date:

REPORTS TO: Assistant Director of Sates Tax



a

CPSB
Calcasieu Parish SchooI Board

Job Description
Fixed Assets Clerk

QUALIFICATIONS: High Schoot Diptoma or equivalent

REPORTS TO: Warehouse Director

JOB GOAL: Abte to work in warehouse conditions to tag f ixed assets and computer retated items.

TERMS OF EMPLOYMENT: Satary and work year to be according to the current schedute adopted by the Catcasieu

Parish Schoot Board

EVALUATION: Performance of this job witt be evatuated in accordance with the provisions of the Board's poticy on

Evatuation of Support PersonneI

PERFORMANCE RESPONSIBILITIES: As assigned by the supervisor, inctuding, but not timited to the foltowing:

1. Disptay appropriate overatt appearance, is honest, and ethicat.

2. Punctuat in arriving at the duty/assignment and is absent onty as authorized.

3. Estabtishes and maintains good rapport with att individuats in the.iob environment.

4. Functions harmoniousty with other members of the staff including other support personnet, supervisors,

and administrators of the district.
5. Conducts assigned duties in an efficient and cooperative manner.

6. Maintains a high degree of composure during unexpected events.

7. Uses time attotted to the assignment efficiently.
8. Exhibits enthusiasm in working with the assignment and others.

9. Uses facitities and equipment appropriatety, safety, and effectivety.

10. Remains catm and mature in his/her reactions.

1 1. Abte to fottow directions as related to the job.

12. Abte to perform skitts as retated to the job asslgnment.

13. Verbatty supportive of schoot, department, and district poticy.

14. Accepts change and responsibitity in a positive manner.

1 5. ls receptive to supervision and constructive criticism directed by the immediate supervisor as wetl as

other supervisors and administrators.

Evatuatee Signatu re: Evatuator Signature

Eva [uatee Name (Print): Date:



a

CPSB
Calcasieu Parish Schoot Board

Job Description
Management Information Systems Data Entry Clerk

QUALIFICATIONS: High Schoot Diptoma or equivatent training or experience in data entry, fiting, and generaI office
procedures.

REPORTS TO: Director of Management lnformation Systems

JOB GOAL: To support schoot office staff in the use of the student information system

TERMS OF EMPLOYMENT: Satary and work year to be according to the current schedute adopted by the Catcasieu

Parish SchooI Board.

EVALUATION: Performance of this job witt be evatuated in accordance with provisions of the Board's poticy on

Evatuation of Support Personnel.

PERFORMANCE RESPONSIBILITIES: As assigned by the supervisor, inctuding, but not timited to the fottowing:

1 . Stay current on revisions made to student system and ontine attendance and grading system.

2. Cottaborate with office staff about changes in student information system.

3. Keep current/accurate [ist of schoot office staff for effective communications.

4. Communicate with schoot office staff as needed for updates to student system procedures'

5. Maintain paper and etectronic f iting systems for communications with schoot office staff .

6. Maintain proceduraI documentation and handouts for student information system processes.

7. Perform periodic checks on student information system data entryfrom schoot staff.

8. Prepare reports for schooI staff from student information system.

9. Serve as levet one hetp desk for schoot tevel student information system users.

10. Punctuat in arriving at the duty/assignment and is absent on[y as authorized.
'I 1 . Estabtish and maintain good rapport with att individuats in the job environment.

12. Conduct assigned duties in an efficient and cooperative manner.

13. Maintain a high degree of composure during unexpected events.

14. Use time attotted to the assignment efficientty.

15. Exhibit enthusiasm in working with the assignment and others.

16. Use facitities and equipment appropriatety, safety, and effectivety.

17. Fottow directions as retated to the job.

1 8. Perform skitts as retated to the .iob assignment.

1 9. Show verbaI support of schoot, department, a nd d istrict poticy.

20. Accept change and responsibitities in a positive manner.

21 . Be receptive to supervision and constructive criticism directed by the immediate supervisor.

22. Fottow att CPSB Poticies.

23. Performs other duties as assigned bythe Directorof Management lnformation Systems.

Evaluator Signature:

Date:

Evatuatee Signature:

Eva [uatee Name (Print):
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CPSB
Catcasieu Parish Schoot Board

Job Description
Secretary to Director of Sales Tax - Clerk C

QUALIFICATIONS: High Schoot diptoma with minimum 5 years' experience in a secretariat position. Such
alternatives as the Board may find acceptabte. Degree in Office Administration orgraduatefrom a recognized
schoot of secretariat skilts preferred.

REPORTS TO: Director of Sates Tax

JOB GOAL: To maintain eff iciency of the off ice through the discharge of duties

TERMS oF EMPLoYMENT: Twelve-month emptoyment. Salary based on CentraI Office Ctericat Schedute

EVALUATIoN: Performance of this job witt be evatuated annuatly bythe Director of Sates Tax in accordance with
provisions of the Board's poticy on evatuation of personnel.

Eva Iuatee Signatu re:

Evatuatee Name (Print): Date:

PERFORMANCE RESPONSIBILITIES: As assigned bythe supervisor, inctuding, but not timited to the fottowing:

l. Perform secretariat duties required by Director and provide necessary assistance to other supervisory
empIoyees.

2. Assist Director in preparation of departmentat and jurisdictionaI annuatbudgets.
3. Coordinate purchasing of equipment and suppties with designated personnet and maintain adequate

reporting for ad mi nistrative purposes.

4. Maintain fiting system as directed to inctude etectronic records for retrievaI and retention purposes. Scan
information into efectronic system as necessary.

5. Maintain appointment and tetephone schedutes as necessary.

6. Prepare periodic reports to inctude deposit summary, cottection summary bitting summary TIF and Wat-

Mart summaries. Assist with semi-annuaI newstetter.

7. Prepare and record bittheads for approvat of general otfice expenditures.
8. Prepare and enter etectronic purchase requisitions. Verify receipt of purchased items and send compteted

purchase orders to Accounts Payabte for payment.

9. Serve as TechnotogicaI Coordinator for department.
10. Maintain office website to inctude updates and other information as requested.
11. Coordinate etectronic payrot[ system for tax personnet, entering monthly timesheet information into payrott

system.

12. Coordinate acquisition of janitoria I suppties with Janitor and warehouse.

13. Maintain and report Fixed Asset summary as needed or necessary.

14. Assist Director with LATA and United Way activities.

15. Perform any other duties and functions which may be necessary or desirabte to carry out the purposes and

functions of the department and/or assigned by a Supervisor or Director.

16. Exhibit toya tty and maintain a positive attitude in the promotion of the school system's goals.

Evaluator Signature:


