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Calcasieu Parish School Board

TO:

FROM:

DATE:

SUBJECT:

Dr. Jason VanMetre, Superintendent

Members, Calcasieu Parish School Board

Robert Barrentine, Chief Operations Officer

April 28, 2025 - 5:00 p.m.

Administrative and Personnel Committee Meeting

AGENDA

A & P Committee Meetinq ltems

Dean Roberts, Chair
Shawn Baumgarten
Russell Castille
Billy Breaux
Patrick Pichon

Karen Hardy McReynolds, Vice Chair
Tony O'Banion
Rev. Desmond Wallace
Dr. Betty Washington
Phyllis Ayo

tuttDttc tourDlrrols tot Tllt turux:

A. Transportation Request
1. Assistant Director of Transportation - New Position
2. Field Supervisor - New Position
3. Title Change from Transportation Fleet Supervisor to

Transportation Personnel Supervisor
B. Public Conduct on School Property - KGA
C. Visitors to the schools - KM
D. Consideration of motion to take from the table previous agenda item

regarding changing the name of the position of Director of Career
and Technical Education to Administrative Director of Career and

Technical Education
E. Updated Job Descriptions

A&PCommitteeMembers:
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CPSB
Catcasieu Parish Schoot Board

,ob Description
Assistant Director of Transportation

QUALIFICATIONS: Educational. Leadership Level. 1 (prelerred). Bachelor's degree in f ield rel.ated to education or management.
Must obtain CDL (if medicatty capabte) within one year of the appointment of the position. GeneraL knowtedge of the district
inctudes tocation of att lacitities, rapport with site teadership of facitities, and CPSB Poticy and Procedures ManuaL. Must have
famitiarity, rapport, and abitityto work on moment's notice with the Chief Operating Officer and Pubtic lnformation Officer
atong with the Director of Transportation. Devel.op working reLationships with tocal. taw enforcement agencies, medicat
responders, Office of Homeland Security and Emergency Ptanning, print and tetevision media, as wet[ as the Department of
transportation, Louisiana Department of Education, and the Federat Motor Carrier Safety Ad ministration.

REPORTS TO: Director of Transportation

JOB GOALS: Working with the Chief Operating Officer and Director of Transportation to oversee the daity operations of the
Transportation Department. Duties witt inctude those responsibitities tisted betow to ensure that the targest department with
CPSB has representation avaitabte for district and pubtic concerns, efficiency in aLt aspects of the department, and
imptementing more rigorous safety detaits.

TERMS OF EMPLOYMENT: Satary and work year to be according to the current schedute adopted by the Cal.casieu Parish
School. Board.

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

of Support Personnel

PERFORMANCE RESPONSIBILITIES:

1. Secure and maintain a CDL ticensure if appticabte.

2. Evatuating driver performance, providing feedback and coaching, addressing safety concerns, and documenting

infractions.

3. Maintaining hours of avaiLabitity for department, district, and pubtic concerns to be documented.

4. Working with the Shop Foreman, department supervisors, and Risk Management Department, be abte to report the

findings of the Accident Review Committee and appty the necessary remediation.

5. Schedute in advance, coursework is appropriate to drivers, aides, and monitors that is retevant to their job

performance and compty with state and federal. guidetines yearly.

6. lf needed, report to a scene or accident and document and report att actions to the Director of Transportation and

Chief Operating Off icer.

7. Work normat shift as assigned by Director of Transportation, as wetl as additionat hours needed as it pertains to day-

to-day operations, investigations, or emergency situations.

8- Available 24/7 via cett phone.

9. Work with Route Supervisor to resotve issues, but not limited to, route efficiencies, overcrowding on buses, and the

Personnet Supervisor to manage conftict between departmentat emptoyees.

10. Ensuring drivers maintain proper documentation, inctuding togbooks, students coun1, seating charts, and vehicte

inspection reports, and adhering to att state and federaI transportation guidetines.

11. Understand [ocat, state, and federat regutations as they pertain to Schoot Transportation.

12. Famitiar with or have access to CPSB and LDOE pol.icies.

13. Estabtish and maintain positive working retationships with staff, schooI officiats and emptoyees, various agencies,

and the pubtic.

14. Any other d uties assigned by D irector of Tra nsponation.

PERFORMANCE DUTIES: As assigned by the supervisor

Evatuatee Signature

Evatuatee Name (Print)

Evatuator signature:

Date



CPSB
Catcasieu Parish School Board

Job Description
Transportation Field Supervisor

QUALIFICATIONS: High Schoot Diptoma or greater; experience in office procedures; use of a computer;
knowtedge ofthe Parish area; schoot; systems poticies, state department of education poticies and a vatid state
driver's [icense. Must have 10 years of good driving experience.

REPORTS TO: Director of Transportation

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

Evatuation of Support PersonneI

PERFORMANCE RESPONSIBILITIES:

1. Secure and maintain a CDL [icensure, must have lO years of successfuI route driving experience

2. Evatuating driver performance, providing feedback and coaching, addressing safety concerns, and

documenting inf ractions.

3. Work with COO, Risk Manager, Director of Transportation and Site Administration for imptementation of

safety protocots of fteet entering and existing ca mpuses.

4. lnvestigating accidents or emergencies on bus routes, gathering information, reporting to retevant

authorities, and coordinating necessary fottow-up actions.

5. Work normat shift as assigned by Director of Transportation, as we[[ as additionaI hours needed as it

pertains to day-to-day operations, investigations, or emergency situations.

6. Serve on the Accident Review Committee

7. AvailabLe 2417 via cettphone.
8. Work with Route Supervisor to resolve issues, but not timited to, route efficiencies, overcrowding on buses,

and the PersonnelSupervisor to manage conftict between departmentat emptoyees.

9. Ensuring drivers maintain proper documentation, inctuding togbooks, student counts, seating charts, and

vehicte inspection reports, and adhering to aI state and federattransportation guidetines.

10. Understand tocat, state, and federal regulations as they pertain to schoottransportation.

1 1 . Famitiar with or have access to CPSB and LDOE poticies.

12. Estabtish and maintain positive working retationships with staff, schooI officiats and emptoyees, various

agencies, and the pubtic.

13. Any other duties assigned by Director of Transportation.

PERFORMANCE DUTIES: As assigned by the supervisor

Evaluatee Name (Print): Date:

Eva Iuatee Signature: Evatuator Signature:



CPSB
Catcasieu Parish Schoot Board

Job Description
Transportation FH PersonneI Supervisor

REPORTS TO: Director of Transportation

JOB GOALS: Working with the Director of Transportation and Director of Payrott and Personnet, keeping current records

on att avaitabte drivers, aides, monitors, and garage and office staff; particutarly initiat apptication, driving record, pay

rates, poticy and departmentaI viotations, ontine education, drug tests, yearty physicats, and any other documentation
retevant to emptoyment and performance. Serving on the district's Accident Review Committee and assisting Risk

l'4anagement with incidents invotving district vehicles when catted upon.

TERMS OF EMPLOYMENT: Satary and workyearto 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. Secure and maintain a CDL licensure within 1 year of hire date.

2. Meet with and assist school personne[ as needed

3. Handting comptaints from drivers, mechanics

5. Work with COO, Risk Manager, Director of Transportation and Site Administration for imptementation of

programs and procedures.

6. Prepare reports for board and staff.

7. Work normat shift as assigned by Director of Transportation, as wetl as additionat hours needed as it pertains to

day-to-day operations, investigations, or emergency situations.

8. Serve on the Accident Review Committee (monthty meetings usuatty hetd on the tast Thursday of every month).

9. Avaitabte 2417 via cetl phone.

10. Assist with assigning route sptits when needed.

1 1 . Work with Route Supervisor and Director of Transportation to resotve issues, but not timited to, reute

@,conftictbetweendepartmenta[emptoyees,etc.
12.

ffiraftseortattoft
13. Assist Transportation Office Manager with requisitions, purchase order entries.

14. Understand tocat, state, and federaI regutations as they pertain to SchooI Transportation.

1 5. Famitiar with or have access to CPSB and LDOE poticies.

16. Estabtish and maintain positive working retationships with staff, schooI officiats and emptoyees, various

agencies, and the Pubtic.
17. Any other duties assigned by Director of Transportation.

PERFORMANCE DUTIES: As assigned by the supervisor

Evatuatee Signatu re

Evatuatee Name (Print):

Evatuator Signatu re:

Date:

QUALIFICATIONS: High Schoot Diptoma or greater; experience in office procedures; use of a computer; knowtedge of
the Parish area; schoot; systems poticies, state department of education poticies and a vatid state driver's [icense.
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CPSB
Calcasieu Parish School Board

Job Description
Transportation Personne[ Supervisor

QUALIFICATIONS: High Schoot Diptoma or greater; experience in office procedures; use of a computer; knowtedge of
the Parish area; schoot; systems policies, state department of education poticies and a vatid state driver's ticense.

REPORTS TO: Director of Transportation

IOB GOALS: Working with the Director of Transportation and Director of Payrott and Personnet, keeping current records
on att avaitabte drivers, aides, monitors, and garage and office staff; particutarty initiat apptication, driving record, pay

rates, poticy and depa rtmentat violations, ontine education, drug tests, yearly physicats, and a ny other documentation
retevant to emptoyment and pertormance. Serving on the district's Accident Review Committee and assisting Risk

Management with incidents invotving district vehictes when catted upon.

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 the provisions of the Board's poticy on

Evatuation of Support PersonneI

PERFORMANCE RESPONSIBILITIES:

1. Secure and maintain a CDL ticensure within 1 year of hire date.

2. Meetwith and assist school personnel as needed

3. Handting comptaints from drivers, mechanics

4. Work with COO, Risk Manager, Director of Transportatlon and Site Administration for implementation of

programs and procedures.

5. Prepare reports for board and staff.

6. Work normat shift as assigned by Director of Transportation, as wett as additiona[ hours needed as it pertains to

day-to-day operations, investigations, or emergency situations.

7. Serve on the Accident Review Committee (monthty meetings usuatty hetd on the tast Thursday of every month).

8. Available 2417 via cett phone.

9. Assistwith assigning route sptits when needed.

10. Work with Route Supervisor and Director of Transportation to resotve issues, but not timited to, conflict betlveen

departmentaI emptoyees, etc.

1 1 . Assist Transportation Office Manager with requisitions, purchase order entries.

12. Understand tocat, state, and federaI regutations as they pertain to Schoot Transportation.

1 3. Famitiar with or have access to CPSB and LDOE poticies'

14. Estabtish and maintain positive working retationships with staff, schoot officiats and emptoyees, various

agencies, and the Pubtic.
15. Any other duties assigned by Director of Transportation.

PERFORMANCE DUTIES: As assigned by the supervisor

Evatuatee Signature:

Evatuatee Name (Print):

Evatuator Signature:

Date:



FILE: KGA

PUBLIC CONDUCT ON SCHOOL PROPERTY

The calcasieu Parish school Board shall require any person attending any school event or
school-related function on or off campus to conduct themselves with politeness, decorum, and
proper sportsmanship. Any person entering any school campus or school Board property shall
be required to conduct himself/herself in accordance with acceptable standards of conduct and
show respect for the law and rights of others. Any person who disrupts the orderly educational
process while on a school campus or school Board property may be restricted or banned from
such property by the Board. ln addition, any person, including an adult, who behaves in an
unsportsmanlike manner during an athletic or co-curricular event, may be ejected from the event
the person is attending and/or be denied admission to other school events for up to a
year. Should a person's conduct while on school property become so disruptive that it threatens
the safety of any employee or student, school personnel shall be authorized to notify law
enforcement personnel for assistance. The Superintendent shall have the authority to review
the circumstances and make the final decision regarding attendance of the individual at any
school or school function. Examples of unacceptable conduct include, but are not limited to:

1 . Using vulgar or obscene language or gestures

2. Possessing or being under the influence of any alcoholic beverage or illegal substance

3. Fighting or otheMise striking or threatening another person

4. Failing to obey the instruclions of a security officer or school district employee

5. lnterfering in any way with an athletic or co-curricular event

6. Engaging in any activity which is disruptive or illegal

Students demonstrating any of the above conduct shall be subject to disciplinary action in
accordance with Board policy. Employees exhibiting any ofthe above conduct may be subject
to suspension or termination.

1. Principals shall determine the number of officers/security at school sporting events
Security agents shall be stationed throughout the venue.

SCHOOL SPOSTING EVENT SAFETY AND SEEUilIYfSOEEDUBES

Schoot sporting events are an opportunity for schoots and communities to come together to buitd

retationships, show community pride, and celebrate student success. Schoot sporting events

inctuding footbatt, basketbatt, and basebatt are examptes but not an inctusive [ist.

Safety and security procedures:



2. Guests shall be discouraged from bringing any bags into any school sporting event. Bags
brought to sporting events must be clear bags and shall shall be subject to search and
proper inspection

3. All guests may be required to pass through weapons detection systems upon entry. School
personnel or security shall be at each entrance location for sporting events. (Personal
items shall be subject to search.)

4. lf determined to be a need by the school administration, any elementary or middle school-
aged student must be accompanied by a parenUguardian to enter after school events. lf
deemed necessary, they shall be required to sit with the parenUguardian during the event.

5. Weapons of any kind shall not be allowed. Examples include, but are not limited to,
firearms, knives, other sharp objects, mace, etc.

6, The school administration reserves the right to include any extra security procedures if
deemed necessary during the school year.

7. Fans shatt stay off ptaying fietds or courts during the game and atways refrain from throwing

objects for any reason.

New policy: May,2011

Ref: La. Rev. Stat.

$$1a:63, 14:63.3, 14:63.4, 14.122, 14:122.1,14:122.2, 14:328, 17:81
Board minutes, 2-7-12

Calcasieu Parish School Board

Ann



Y'S'IORS TO THE SCHOOLS

The Calcasieu Parish School Board welcomes and encourages parents and other school
patrons to visit the schools at appropriate times; in fact, special programs and visiting days may
be planned throughout each school year to provide opportunity for such visits. lf at all possible,
visits should be pre-arranged. Principals are authorized to take necessary steps in dealing with
unauthorized visitors.

Principals shall be responsible for establishing procedures that will protect instructional time and
ensure the safety and welfare of students, teachers and staff members. Each school shall
designate one main entrance/exit. Any other entrance/exit shall be at the discretion of the
principal who is authorized to take the necessary steps to secure those entrances/exits.

Visitor is defined as anyone other than the school system personnel paid at the site in
question. All visitors shall report to the principal's office immediately upon coming onto school
grounds for their visit and will be required to sign a "visitors' log" upon arrival/departure. Visitors
will be assigned passes atthe discretion ofthe principal or his/her designee. For record keeping
purposes, the visitors'log shall remain on site in accordance with existing policy.

The Board, in accordance with state law, shall authorize principals, school administrators, or
school security guards to search the person, and any item in the possession of a person who is
nol a student enrolled in school, or any school employee, while in or on any school property. The
search may be conducted at random with metal detector or physically when there is reasonable
suspicion that such person has in their possession any weapons, illegal drugs, alcohol, stolen
goods, or other materials in violation of Board policy.

CLEAAEAGS

Revised
Revised
Revised

December, 199"1

October, 1 994
May, 1997

Calcasieu Parish School Board

FILE: KM
Cf: EB

To ensure stakeholder safety at a[[ Ca lca sieufaish Pubiic Schools sporting events, the Catcasieu

Parish Schoot Board has instituted a ctear bag poticy at all sporting venues and evant$

Ref: La. Rev. Stat. Ann. $$17:416.6, 17.416.10
Board minutes, 3-17 -92, 4-8-97 , 6-17 -97



Reclassification of Director to Administrative Director
March 2025

Opening

Tonight, I am recommending the rectassitication of the Director of Career and Technicat

Education position from Director to Administrative Director.

This recommendation is based on a significant increase in both the scope of the

responsibitities and the direct impact of the departments work is having on students,

teachers, and the overatt district.

Expanded Program Leadership

. This position now leads three major divisions:

o Career & Technicat Education, including counsetors

o Visuat & Performing Arts, inctuding music, art, and theater (125+ teachers across att

tevets)

o Cottege Programs through McNeese State University and Soweta (150%o

participation increase)

. These programs cottectivety touch thousands of students, from career exptoration and

credentiatingto advanced arts instruction and duaI enrottment opportunities.

Strategic Staffing and Student Support

. The department has added three futt-time career coaches, inctuding one dedicated entirety

to persistentty struggting schoots - an important step to ensure equity and student access

to career pathways.

Expansion of Student Opportunities

. CTE pathways have expanded by 5O%, and for the first time, we offer 900/0 of att availabte

state-approved pathway, giving our students more opportunities to prepare for hlgh-wage,

high-skitt careers.



Fiscatand Operationat Responsibitity

. The department manages mu ttipte funding streams, inctud ing generaI fund, federat Perkins

funds, and severat speciatized state and tocaI atlocations inctuding the Career

Devetopment Fund and the SupptementaI Course Academy.

. The department work ensures that these dotlars are effectively atigned to student programs,

certif ication opportunities, and instructionat supports.

District and Community lmpact

. The Visuat & Performing Arts program has gained recognition beyond Louisiana, and the

department has strengthened partnerships with higher education and industry to provide

meanin$ut pathways for students.

. The efforts of the department have d irectty support our d istrict's priorities of access,

equity, and postsecondary readiness.

Ctosing

For these reasons, I respectfutty recommend etevatingthis position to Administrative

Director tevet to accuratety reftect the scope, comptexity, and impact of the current and

added res pon s ibitities.

lnnovative T€sting Solutions

. The department established a National ETS Testing Center here in Calcasieu Parish.

. This center provides criticat testing, inctuding the GRE and PRAXIS, serving both our

teacher pipetine and regionathigher education partners.



Expanded Reasons for Elevation to Administrative Director - more facts and infutmation

. Expanded Scope of Responsibitities

o Added Visual and PerformingArts (Music, Art, and Theater) programs.

. 125+ teachers

o Managing Coltege Programs at McNeese State University and Soweta Technical
Community Cotlege with over a 2OOo/o inclease in student poputation

o lncreased cotlaboration with higher education institutions for duaI enrottment and

articutation agreements.

o Supervising three newly added Career Coaches dedicated to recruiting and

retaining students in CTE programs, with one focused specificatty on persistently
struggling schools.

o Established and oversee a Nationat Testing Center for EducationaI Testing

Services (ETS), providing the district and region with:

. Graduate Record Examination (GRE)

. Futtsuite of PRAXIS Exams (Teacher Preparation & Licensure)

. Over 600 tests have been administered

. Significant Budget and Funding Management

o Overseeing and managing muttiple funding sources, inctuding:

. General Fund for cTE programming and counsetors

. Cotlege Programs Fund

. Career Development Fund

. Cart Perkins Federat Grant

. Visual and Performing Arts Budget

. State Supplementat Course Academy (tor ontine duaI enrottment and

career courses)

o Ensuring financial sustainabitity of programs through strategic budget ptanning

and grant scquisition.

o Atigning funding with student needs, worldolce demands, and academic
priorities.

. Etevsted the Status of visuat and Performing Arts

o Transformed the Visuat and Performing Arts progra m into a highty recognized

initiative wett beyond state borders.



o Fostered national partnerships and recognition for student performances,

exhibitions, and creative achievements.

o Strengthened connections with arts organizations, industry profossionals, and
higher education institutions to provide expanded opportunities for students.

lncreased Leadership and Strategic lmpact

o Leading cross-disciptinary programs that bridge academic, career, and artistic
pathways for students.

o Strengthening community and industry partnerships to expand student
opportunities.

o Representing the district at state and national tevets in muttiple education sectors.

o Developing and overseeing targeted recruitment and retention strategies to
increase student participation in CTE and cottege programs.

Greater Administrative Oversight and oecision-Making

o Managing muttipte department budgets and securing f und ing for program

sustainabitity.

o Overseeing staffing, curriculum development, and poticy implementation across

muttiple d isciptines.

o Coordinating district-wide facitities, equipment, and resources tor CTE, Arts, and

Cottege Programs.

o Supervising the Career Coaches to ensure atignment with district goats and

focused support for struggting schoots.

o Operating the ETS National Testing Center, facititating essentiat grad uate and

teacher Iicensure testing for the region.

Atignment with Organizationat Growth and Needs

o The expansion of programs necessitates higher-level coordination and centralized

teadership.

o Ensuring equitable access to diverse educationaI pathways for at[ students.

o Enhancing district strategic initiatives by integrating CTE, arts, college readiness,

and credentialing programs.

o Addressing achievement gaps in persistently struggting schoots through

targeted cTE support.



Responsibitities o, Administrative Director Role

. Supervise and provide leadershipfor Career & Technical Education (CTE), visuat and
Performing Arts, and Co116g6 Programs.

. Develop and maintain partnerships with McNeese State University and Soweta
TechnicaI Community College for duaI enrotlment and workforce atignment.

. Oversee district-wide funding and budgeting for ca reer, cottege, and arts programs,

ensuring proper attocation and comptiance for:

o GeneraI Fund (CTE programming and counsetors)

o Cottege Programs Fund

o Career Devetopment Fund

o Cart Perkins Federat Grant

o VisuaI and Performing Arts Budget

o State Supptementat Course Academy

. Oversee and operate the ETS Nationat Testing Center, otfering GRE and PRAXIS testing
for the district and regionat community.

. Ensure compliance with state and nationaI educational poticies and accreditation
requirements.

. Advocato for program growth and expansion, securing grants and industry partnerships.

. Lead professionaI development initiatives for educators in CTE, arts, and cottege prep

programs.

. Supervise and evaluate the effectiveness of the three Career Coaches, ensuring strong

student recruitment, retention, and specialized support for struggting schoots.

. Enhance national recognition of the district's VisuaI and Performing Arts program through

strategic promotion, partnerships, and advocacy.

. Represent the district at state, regional, and national educationaI organizations and

events.

. lmplement innovative programs that align with workforce needs, higher education
trends, and artistic excettence.
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CPSB
Catcasieu Parish Schoot Board

Job Description
Data Processing Trainer Consuttant

QUALIFICATIONS: A vatid Louisiana teaching certif icate which inctudes certif ication to teach in a content area or
in etementary education. Master's degree Minimum of five successfulyears of teaching

REPORTS TO: Director of Management lnformation Services

JOB GOALS: To train schooI office personnet, teachers and parents in the parts of the student information system

that pertains to their job assignment and/or student(s).

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 evaluated in accordance with the provisions of the Board's poticy on

Evatuation of Support PersonneI

PERFORMANCE RESPONSIBILITIES:

1. Stays up-to-date on revisions made to student system and ontine attendance and grading system.

a. Reads, attends conferences, and uses ontine databases to keep informed about retevant systems,

software and ontine training technotogy.
b. Liaises with other bodies such as externaI course providers, ctients, examining bodies and software

companies.
2. Performs training needs anatyses to determine the skitt tevetand softvvare/ha rdware issues of individua[s

being trained.
a. District personnettraining needs witt ra nge f rom teaching basic PC operations to teaching new

programming tanguages or how to use the [atest hardware.

b. Teachers and parents witt be trained to access and take advantage ofthe ontine attendance and

grading system.

3. Organizes and schedutes training to meet the needs of tearners and demands of district'
4. Designs course materia[s and other documents such as handouts, manuats, and exercises.

5. Prepares the tearning environment and resources, inctuding setting up lT equipment'

6. Detivers training using a variety of methods inctuding group classroom setting, online e-tearning or VirtuaI

DesKop, and individuat one-on-one instruction.
7. Evaluates the effectiveness of the training and course outcomes.

8. Provides supportto tearners usingVirtuat DesKop or setf-tearning packages.

L Take responsibitity for maintenance of hardware and software used for training purposes and

recommending repairs and upgrades to supervisory personnelwhere appropriate.
'l O. Keeps administrative records pertaining to the training process.

11. Maintains positive retationships and effective communication with att people invotved in the training

process.

PERFORMANCE DUTIES: As assigned by the supervisor

Evatuatee Signature: Evatuator Signature:

D ate:Evatuatee Name (Print):
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CPSB
Calcasieu Parish SchooI Board

Job Description
lnternal Audit School Auditor

QUALIFICATIONS: Bachetor's degree in Accounting f rom an accredited university. Abitity to effectivety
communicate both oratty and in writing. Such additions and atternatives to the above tisted quatif ications as the
Catcasieu Parish Schoot Board may determine to be appropriate.

REPORTS TO: lnternaI Auditor

JOB GOALS: To ensure that the schoot's financiaI records contain accurate and retiabte information. To ensure that
schoo['s staff and personnet compty with appticabte Board poticies and procedures.

TERMS OF EMPLOYMENT: Satary and work year to be according 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

Evaluation of Su pport Personnet

PERFORMANCE RESPONSIBILITIES:

1. To perform financiat and comptiance audits of att of the schoots in the parish in conformity with generatty

accepted auditing standards for governmental entities.

2. To prepare work papers that provides sufficient competent evidentiaI data to support the audit findings and

reco mm en d atio ns.

3. To present audit findings and recommendations based on the results of the audit.

4. To provide training tor school personnel for the keeping of school financiat records.

5. To review the schoot's month ty financia I statements and notify the schooI of corrections that needs to be

made.

6. To perform other duties and tasks as deemed appropriate.

PERFORMANCE DUTIES: As assigned by the supervisor

Evatuatee Signature: Evatuator Signature:

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

Job Description
Chief Technotogy Off icer

QUALIFICATIONS: A minimum of an earned Master's degree from a regionatty accredited institution. A minimum of
tive (5)years of successfuI schoo[ and/or centraIoffice administration experience. Such additionat and atternatives
to the above qualifications as the Catcasieu Parish Schoot Board may determine within the parameters of State
Department of Education Buttetin 746.

REPORTS TO: Chief Financia t Off icer

SUPERVISES: Data Processing, Technotogy Training Center, Tech Support Center

JOB GOALS: To coordinated the efforts of att departments and make better use of existing and new technotogies
for the betterment of the system.

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

Eva tuation of Support Personnet

PERFORMANCE RESPONSIBILITIES:
'1. Conducts those tasks and assignments as directed by the Superintendent of Schoots in an effective,

efficient, and timety manner.

2. Performs and conducts atl responsibitities in a manner to be rated not tess than satisfactory on those items
tisted in the Eva[uation Plan as Observationat Criteria and Exptanation of ObservationaI Criteria.

3. Conducts a[[ tasks and assignments in a competent and honest manner.

4. ls consistentty supportive of the goats estabtished for Catcasieu Parish Schools by the Su perintendent of
SchooLs and/or Board.

5. Demonstrates the abitity to supervise as wet[ as to accept supervision and directives in a productive

manner.

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

a. Coordinates activities invotving new technotogies and a[tdepartments with the Data Processing

Department for eff icient working retationsh ips.

b. Coordinates Technology Center program and the integration of new technotogies throughout the

system.
c. Recommends to CentraI Office Departments appropriate hardware and software purchases.

d. Coordinates curriculum and schooI site technotogy purchases to meet system standardized goats.

e. Supervises Tech Support Center and the work that is carried out.

f. Conducts such other tasks as may be assigned by the Superintendent.

7. Exhibits toyatty and maintains a positive attitude in the promotion of the systems goals.

8. Performs other duties and tasks as deemed appropriate by the Chief Financiat Officer.

PERFORMANCE DUTTES: As assigned by the supervisor

Eva Iuatee Signature:

Evatuatee Name (Print): Date:

TERMS OF EMPLOYMENT: Sataryand workyearto be accordingtothe current schedute adopted bythe Catcasieu
Parish School Board.

Eva lu ator Signatu re:
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CPSB
Calcasieu Parish SchooI Board

,ob Description
Sates Tax Field Auditor

QUALIFICATIONS: Degree in Accounting or in Business with a minimum of '18 hours of accounting. Minimum of
three yea rs of experience in either tax work or accounting preferred. Such a lternatives to the above qualifications

as the Board may deem appropriate and acceptabte.

JOB GOALS: To conduct examinations of deater records in order to verify comptiance with locat sates, use and

hotet/moteI occupancy taxes. To advise and ed ucate taxpayers concerning tax matters that supports the

improvement of their knowtedge of Iocaltax comptiance.

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

Parish School Board.

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

Evaluation of Support Person neI

PERFORMANCE RESPONSIBILITIES:

1. Examine records of taxpayers as assigned by Audit Manager.

2. Knowtedgeabte of tocat ordinances and state statutes pursuant to generaI sates and use tax matters.

3. Travet is required to discharge these d uties: An aud itor is required to provide and maintain a personat

vehicte for tocat travet in the pertormance of their d uties. Out of state travet witt be governed by travet

poticies in effect as approved by the Catcasieu Parish Schoot Board.

4. Verify and process various rebate and/or refund submissions as assigned'

5. Audit and process monthty tax returns during the 20th - 25th of each month and during hotidays as

sched uted.

6. Prepare resutts of each examination in accordance with office practices, poticies, procedures and the

Uniform Tax Code.

7. Prepare such reports as are required to inctude monthty activities consistent with assignment.

8. Provide technicat assistance to deaters upon request or necessity'
g. Participate in in-service meetings, training seminars and generaI seminars aimed toward increased

knowledge of office poticies and tax issues.

10. Discuss att pertinent audit matters with Audit Office Manager.

11. Performs a ny other duties and functions which may be necessary or desirabte to carry out the pu rpose and

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

12. Exhibit toyatty and maintain a positive attitude in the promotion of the schoousystem's goat.

PERFORMANCE DUTIES: As assigned by the supervisor

Evatuatee Signature:

Evatuatee Name (Print):

Evatuator Signature:

Date:

REPORTS TO: Director of Sates Tax
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CPSB
Catcasieu Parish SchooI Board

Job Description
Chief Financiat Officer

QUALIFICATIONS: Appticant must have a bachelor's degree f rom a regionatty accredited coltege or university with
a minimum of 24 hours of business-retated courses as wetl as three or more years of work experience in
accounting, finance, or other areas of fiscat management. CPA certification or CLSBA certification by LASBO

preferred. Responsibitities inctude financiatptanning, financiaI reporting, analysis of data, preparation of
management of operating budget and extensive presentation of att information to a[[ stakehotders. Appticant must
also have proven positive interpersonat skitts and the abitity to buitd, devetop and motivate staff.

REPORTS TO: Superintendent of Schoots

EVALUATION: Those assigned bythe Superintendent.

PERFORMANCE RESPONSIBILITIES:

1. Conducts those tasks and assignments as directed bythe Superintendent of Schoots in an effective,
efficient, and timety manner.

2. Performs and conducts att responsibitities in a manner to be rated excetlent, and not partiatty successfut,
on those items tisted in the Evatuation Ptan as Observationat Criteria and Exptanation of Observational
Criteria.

3. Conducts a[[ tasks and assignments in a competent and honest manner.

4. ls consistentty supportive of the goats estabtished for Catcasieu Parish Schoots by the Su perintendent of

Schoots and/or Board.

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

manner.

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

a. As an associate tevet administrator to the Superintendent of Schools, the incumbent wi[t serve as the
chief f inanciat officer of the schoot district second only to the superintendent.

b. Strives to provide the Superintendent of Schoots with accounting and financiaI management data
wherein the educationaI goats of the district are fostered and enhanced within the scope of avaitabte

resources.

c. Supervises attfiscat affairs of the district within the parameters set forth by the Superintendent.

d. Supervises, directs, and conducts activities to enhance sound fiscat practices which are accepted,

estabtished, and within the parameters set forth by Government Accounting, Auditing, and Financiat

Reporting documents as wel[ as the Government Accounting Standard Board.

e. Administers a uniform centrat accou nting system for att centrat office based regutar, speciat state,

federat, grant awards, schoot food service, bonds, and other funds rega rdtess of source.

f. Supervises and reviews daity cash requirements, cash ftow anatysis, invest att idte and reserve funds
pursuant to taws of the State of Louisiana and generalty accepted accounting principtes.

g. Assist the superintendent with the preparation, controt, and review of the various budgets and directed

wherein the accounting and financiat expertise is used to advise the Superintendent appropriatety.

h. Supervises, reviews, directs, and evatuates the function of purchasing, payrott, accounting of funds tor

att programs, sates tax and revenue cottection, treasury and the reporting pursuant thereto for each of

the above as required bythe Board, State of Louisiana, and federat agencies.

i. Maintains fixed asset and reat property fites for at[ schoot ptants and properties.
j. Supervises, reviews and directs the preparation of at[ financiat reports and other fiscat documents.

k. Assumes responsibitities for short- and tong-term fiscat ptanning in order to provide the Superintendent

of Schoots and appropriate staff members with data for f inanciaI forecast.



t. Coordinates attexternat auditing activities and serves as secretaryto appropriate committees of the
Board as designed by the Superintendent of Schoots.

m. Services as an assistant treasurer of the Board.
n. Presents data to the Board as needed and as directed by the Superintendent.

7. Performs other duties, which may be inherent in the above as weltas al[ othertasks as deemed appropriate
by Chief Financiat Officer the Superintendent of Schoots.

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

PERFORMANCE DUTIES: As assigned by the superintendent

Evatuatee Signature: Eva Iuator Signature:

Evatuatee Name (Print): Date:
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CPSB
Catcasieu Parish Schoot Board

,ob Description
Director of Accounting & Budget

QUALIFICATIONS: Bachetor's degree in Business Ad ministration from an accredited university or cottege. Abitity to effectivety
use written and oral. communication. Five years of experience in business management, especiatty accounting and financiat
operations. Such alternatives to the above qualifications as deemed appropriate.

REPORTS TO: Chief FinanciaL Otficer

,OB GOALS: To ensure the proper and efficient operations of the accounting and budgeting functions within the controts
estabtished by federaL and state taw, Catcasieu Parish Schoot Board poticies and procedures and sound accounting and
internat controt methods.

TERMS OF EMPLOYMENT: Satary and work year to be accord ing 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 Evatuallon
of Support Personnet

PERFORMANCE RESPONSIBILITIES:

1. Conducts those tasks and assignments as directed by the Superintendent of Schoots and Chief Financial. Officer in an

effective, efficient, and timely manner.

2. Performs and conducts al.t responsibitities in a manner to be rated not partiaLty successfut on those items tisted in the
Evatuation Ptan as Observationat Criterla and Exptanation of Observationat Criteria.

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

4. ls consistentty supportive ot the goats estabtished for Catcasieu Parish Schoots by the Superintendent of SchooLs

and/or Board.

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

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

a. Directs att financiat accounting.

b. Sets up and controts encumbrance accounting system.

c. Provides accounting services essential. to the preparation, administration, supervision and controt of the budget.

d. Obtains the annuat budget requirements for att departments and prepares pretiminary budget estimates.

e. cottects tuition, renta[, and other monies due the Board.

f. Estabtishes and maintains an effective inventory controL and property accounting system.

g. Make att reports that are the resutt of the accounting function.

h. Prepares and anatyzes financiat and other budget reports at regutar intervaLs inctuding the Comprehensive

Annuat Financiat Report.

i. Reports to the Chief Financiat Officer on the accounting aftairs of the system and recommends changes and

improvements as necessary.

i. Anatyzes and controts expenditures.

k. Approvesrequisitions.

[. Controts and coordinates transJers of budgeted funds.

m. Maintains tedgers, journats, and other accounting documents and records.

n. Manages the schoot system's investment program.

o. Distributes depanmental. budgets.
p. Reconcites bank accounts held by the schoot system.
q. Safeguards att financial. records and receipts and maintains same in accordance with the Catcasieu Parish

Schoot Board's Record Retention Poticy.

r. supervises att accounting operatlons.

s. Supervises att cottection, safekeeping, and distribution offunds'
t. Works ctosety and cooperativety with independent auditors.



u. Attends staff members ofthe Management and Finance departments.
v. Prepares an annuat budget for the department to be submitted for approvaL to the Chief Financiat Officer and the

Board.

w. Performs other duties as assigned by the Associate Administrator for Management and Finance.
7. Exhibits toyatty and maintains a positive attitude in the promotion of the schoot/system's goats.

PERFORMANCE DUTIES: As assigned by the supervisor

Evatuatee Signature: Eval.uator Signature:

Evatuatee Name (Print): Date:
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CPSB

QUALIFICATIONS: AppLicants must have a Louisiana Teaching Certificate which inctudes certification as Educationat Leader
and/or Supervisor of Child WeLfare Attendance as specified by Buttetin 746, Louisiana State Department of Education .

REPORTS TO: Assistant Superintendent of Auxiliary Services

SUPERVISES: Supervisors of Chitd Welfare and Attendance and staff

JOB GOALS: To assure every chitd the opportunity to attend school. regul.arty; to serve as a tiaison with the schoot and
community to identify and etiminate, atteviate, or ameliorate undesirabl.e conditions which have an adverse effect on the
chitd's adjustment to his educationat environment.

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 pol.icy on Evatuation
of Support Personnet

PERFORMANCE RESPONSIBILITIES:

1 . Conducts those tasks and assignments as directed by the superintendent ol schoots and Assistant superintendent
for Auxitiary Services in an effective, efficient, and timety manner.

2. Performs and conducts a[[ responsibitities in a manner 10 be rated not partialty successfutty on those items tisted in
the Evatuation Ptan as Observationat Criteria and Exptanation of ObservationaI Criteria.

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

4. ls consistentty supportive ol the goats estabtished for Catcasieu Parish Schoots by the Superintendent of Schoots
and/or Board.

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

6. Conducts the fotl.owing tisted tasks on a continuous basis:

a. Provides supervision and direction for att personnet assigned to the Department of Chitd Wetfare and Attendance.

b. Assigns each supervisor specific areas of responsibitity.

c. Enforces the computsory schoot attendance taw.

d. Renders consuttative and foLtow-up services retated to probl.ems affecting pupit attendance, working ctosel.y with

supervisors, schoot nurses, and schooI personnet.

e. Provides immediate service to truant students who are found in pubtic ptaces.

f. lnitiates petilions to the District Attorney and attends District Court, as need, when attendance cases are
presented.

g. Compites a yearty case toad on att cases handted by the department.

h. Works with schooI personnet in the identification and counseting of potentiat dropouts and conducts conferences

with dropouts who wish to reenter.

i. Supervises and mainlains the fottowingfor the system:

1. Continuing census.

2. Enumeration of att famities in Catcasieu Parish.

3. Survey of educabte in the parish.

4. Means of confirming binh dates.

,. Su bm its to the Su perinte ndent, Assistant Su perinte ndent fo r Cu rricu[u m a nd lnstructio n, Assista nt

Superintendents, and Directors, enrottment figures tor each schoot as needed.

k. Responds to requests from other professionat personnet, organizations, institutions, or agencies.

t. Oisseminates pertinent information regarding schoot taw and board poticy to the publ.ic, staft, and students, as

needed.

m. Serves as liaison between the fottowing:

Catcasieu Parish Schoot Board
,ob Description

Director of Chitd Weltare and Attendance



1 . The schoots and parents, courts, community agencies, and law enforcement agencies.
2. The parents and schoots and the Department of Speciat Education hospitaUhomebound programs.
3. The Department ofSpeciat Education and the Chitd Search program.

4. The Juvenite Office and the schooI system in cases where students have been detinquent outside of schoot.
n. Renders consuttative and fottow-up services related to probtems affecting chitd adjustment.
o. Provides conferences and consuttative services for students and parents regarding schoot discipLinary probl.ems.
p. Sends due process tetters of notice to parents of atl. students who have obtained three or more suspensions

during an academic year.

q. Prepares the fottowing reports for the State Department of Education:
1 . Att suspensions and exputsions which have occurred during the academic year.

2. Att schooI dropouts.
3. Setf-evatuation, upon request

r. Monitors schooI attendance zones.

s. Acts on out-of-zone requests promptty.

t. N4aintains records of attendance and student accounting, inctuding projections of future enrollments, transfers of
students, determination of tuition-paying status, imptementation and enforcement of schoot boundaries, etc.

u. Submits to the Assistant Superintendent of Personnet the student data needed for compitation of the equatization
re po rt.

v. Prepares for the Superintendent and Board an annual report on attendance and retated matters.
w. Provides a tist of att pupits attending schoot in Cal.casieu Parish whose tegat residence is outside the parish.

x. Prepares and submits a budget to the Assistant Superintendent upon request.
y. Keeps informed on current materiat and innovative programs reLated to schooI attendance by attending tocat,

district, state, and nationat meetings.
7. Exhibits toyatty and maintains a positive attitude in the promotion of the schoot/system's goats.

PERFORMANCE DUTIES: As assigned by the supervisor

Evatuatee Signature Evatuator Signature:

Evatuatee Name (Print): Date:
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CPSB
Catcasieu Parish Schoot Board

Job Description
Advsnced Studies Consultant

QUALIFICATIONS: A vatid Type A Louisiana teaching certif icate which inctudes certification in Academicatty Gifted Education
as specified by Buttetin 746, Revised, Louisiana State Department of Education.

REPORTS TO: Administrative Coordinator for Advanced Studies

JOB GOALS: To provide a program of enriched and expanded tearning experiences for chitdren in the Gifted, Tatented,
Advanced Ptacement, & REACH Programs.

TERMS OF EMPLOYMENT: Sal.ary and work year to be according to the current scheduLe adopted by the Cal.casieu Parish
Schoot Board.

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

General Responsibil.ities for aLt Four Programs
1 . Works directty under Administrative Coordinator of Gifted/Tatented/Advanced Ptacement/REACH
2. Co-directs and oversee the daity work activities of Advanced Studies Cterks.
3. Assumes att responsibil.ities ol Administrative Coordinator when she is out.
4. PerForm anyfunction as required by CPSB.

5. Attend board meetings and committee meetings ofthe CPSB as needed.

6. Answer att phone catts and e-maits directed to the office.
7. Continue to Look for possibte sources of tunding through grants.

8. PLans and conduct teacher-in-services and staff devetopment activities.
9. Attends atL departmentat and system meetings to represent office.
10. serves on system committees.

Advanced Placement Responsibitities:
General

1 . Maintains schoot's active membership in the Cottege Board-a criticat aftitiation for the school. to foster a working
retationship with the Cottege Board in order to stay abreast of changes lo Advanced Ptacement, SAI PSAT, nationaL

educationaL initiatives, notification of conterences, teacher training workshops, etc.

2. Works ctosel.y with schoot and district administrators to maintain understanding and support of Advanced Ptacement
Program.

3. Oversees needs of the program and imptements changes that support the groMh and quatity of the Advanced
P[acement Program.

4. Perform any function as required by CPSB.

Programming
1 . Cottects and disseminates information and data from the Cottege Board and from CPSB independent research.

2. Maintains comptete and accurate records and statistics and devetop meaningfut reports from that information.

3. Attend board meetings and committee meetings ofthe CPSB as needed.

4. Monitors overatt program operation and progress.

5. ldentifies program areas in need of improvement.

6. Facititates the dissemination of best practices of curricutum devetopment and instructionat methodotogy Consuttant,
Advanced Studies PLan A regarding differentiation to at[ of the schoots in the district.

7. Monitors groMh and assesses the progress toward increasing enrottment in AP courses, particutarLy minority
representation in the program.

8. l.4aintains a thorough knowtedge of rederat, state, and tocat poticies and procedures regarding advanced learners.

9. Maintains AP web site.

PERFORMANCE RESPONSIBILITIES:



Evatuatee Signature

Evatuatee Name (Print):

'10. Evatuates the program annuatty.

1 1. Monitors AP Exams and exam administrators at att testing sites.
Professional Development

1. Attends nationat conferences in order to stay abreast of changes in the AP program when possibl.e.
2. Coordinates & facil.itates training for AP and Pre-AP teachers, counsetors and administrators.
3. Coordinates staff devetopment for the Ap and pre-Ap teachers in their disciptine.
4. Ptans and provides technicat and curricutum assistance for Ap & pre-Ap teachers.
5. Maintains records of AP teachers' Col.tege Board and CPSB Ap and pre-Ap training.
6. Advises, assists, and consutts with buitding counsetors and principats on recruitment of students into the Advanced

P[acement program.

7. Works at utitizing Titte funds for professionaI devetopment of Ap and pre-Ap teachers.
Pubticity

'l . Facititates events to recognize AP students and teachers. (1.e. AP Schotars Recognition, Honors Assembties in high
sc h ool.s).

2. Provides nighttime meetings for parents/students to exptain Ap program.

3. Pubtishes program's success (program brochure, newspapers, newstetters, etc.).
4. Serve as a contact person atong with Administrative Coordinator for questions regarding the AP program.
5. Communicates program information to parents and students (formau.y and informaLty).
6. Maintains on-going communication with other departments within CPSB, with other schoot personnet, with parents

and other community groups and organizations.
7. Advertises and promotes the AP program

Staffing Support
1 . Coordinates teaching suppties inctuding the AP cotLege textbook orders.
2. Communicates with and obtains feedback lrom students in a manner that enhances student tearning and

understanding.
3. Assists in observations of AP teachers.
4. Mentors AP teachers as needed.
5. Handtes teacher requests for materiats and training (POs and Reimbursements).

AP Student Support
1 . Use communication skitts and technol.ogicat skil.l.s necessary to maintain and to anal.yze a current and comprehensive

database of the status of att eLigibte and potentiat Advanced Ptacement students.
2. Hel.ps prepare, submit, and manage AP budget
3. Maintains cumutative data regarding program offerings, participation, exams, etc.
4. Cottects, anatyzes, and disseminates data lrom AP exam resutts

Gifted/Tatented/REACH Responsibitities
1 . Works cLosety with the Administrative Coordinator in Gifted/Tatented/REACH in whatever capacity needed.
2. Assists in pl.anning and attending Open Houses for these programs.
3. Assists in pLanning, organizing meetings at the district, state, & nationat teve(.
4. Works ctosely in utitizing Titte Funds for professionat devetopment in G/T/REACH
5. Mentors gifted teachers and guides in curricutum devetopment.
6. Assists in observations of G/T/REACH teachers.
7. Works ctosety with gifted students who are a part of the ctustered gifted middte and high schoot programs.
8. Hetps monitor ontine courses that gifted students are taking.
9. Communicates with parents the tevet of success of students participating in the online courses.
10. Works ctosety with the LVS coordinator in the district.
1 1. Works ctosety with the Administrative Coordinator in monitoring IEP comptiance.
12. Attends IEP meetings as needed.
'13. Assists the Administrative Coordinator in the atignment of the 6th-12th curricutum.
14. Keeps abreast oI TOPS requirements and Buttetin 741 as it re tates to grad uation req uireme nts.
15. Hel.ps to promote att of the programs that the office supports -AP/ G/T/TALENTED ARTS/REACH.

PERFORMANCE DUTIES: As assigned by the supervisor

Evatuator Signature:

Date:
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CPSD
Calcasieu Parish School Board

Job Description
Assistant Shop Foreman

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:

Evatuatee Signature:

Evatuatee Name (Print):

Eva Iuator Signatu re:

Date:

QUALIFICATIoNS: Progressivety responsibte experience and knowtedge in the repair and maintenance of smatt
and large automotives. Must hotd a class C Chauffer,s License.

REPORTS TO: Shop Foreman

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

1 . Assist the Shop Foreman in supervising the worKorce assigned to the bus garage, this inctudes
Assistant Shop Foreman, Mechanics and garage office staff; there may be speciat designations made
by the Director of Transportation.

2. Assist the Shop Forema n in ptanning the ftow of work with in the shop; make generaland detaited
assignments to personnel.

3. Assume the Shop Foreman's responsibitities in his/her absence.
4. Assist the Shop Foreman in the evaluation of mechanics, office staff, and speciat designations.
5. Make att necessary schoot bus and vehicte repairs to insure their safe operation.
6. Make roads to repair vehictes when necessary.
7. Answer tetephone to assist in the repair of vehictes on the road.
8. lnventory and maintain toots and equipment that are needed for assigned staff.
9. Use time attotted to the assignment effectivety and etficientty.
10. Provide supervision and suggestions in a positive mannerto enhance productivity.
11. Understands and accepts the employee/emptoyer retationship in a constructive manner.
1 2. Perform a[t other duties as may be req uired and/or assigned for the efficient operation of the schoot bus

garage otthe Catcasieu Parish School Board.

PHYSICAL DEMANDS AND WORKING CONDITIONS:

1. Position requires standing, watking, ctimbing, bending, crouching, push/putting, carrying, reaching
overhead, and tifting/towering of up to 50 pounds.

2. There witt be physicat exposure to cold, heat, dampness, and noise.
3. Good hearing, cotor discrimination, and depth perception are necessary.
4. The abitity to work appropriatety with others in a ctose proximity is a must.

PERFORMANCE DUTIES: As assigned by the supervisor
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QUALIFICATIoNS: As required by Buttetins 1 19 State of Louisiana SchootTransportation Handbooks. I,4ust have
proven driving abitity and experience. Must possess a CommerciaI Driver's License, Ctass B, with p, S and airbrake
endorsements. Must be certified as a schoot bus operator. Must have high schoot education or equivatent. Must
meet standards for emptoyment; physicat, drug test, criminat background check.

REPORTS TO: Director of Transportation and principat or his/her designee

SUPERVISES: Students who ride the bus and the Bus Aide where appticabte

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 eval.uated in accordance with the provisions of the Board,s poticy on
Evatuation of Support Personnel.

PERFORMANCE RESPONSIBILITIES:

1 . Transport students to and from school timety.
2. Submit alt reports and records required.
3. Conduct daity Pre-trip/Post-trip inspections on att safety sensitive items.
4. Attend a tt meetings as requested by the Transportation Department or other schoot officia ts.
5. Observe atttraffic tawsand regutationsas mandated bythe tocatschool Board, CityorTown, State, or

FederaI governments.

6. Promptty report severe disciptine probtems that occur on the bus to the principator his/her designee.
7. Take every precaution to afford maximum protection to the students being transported.
8. lmmediatety report att accidents invotving Catcasieu parish School buses
9. ls responsibte for the safe operation of the bus.
10. Performs daily bus maintenance and safety inspections and reports any deficiencies to the bus garage.
11. Communicates with the supervisor of Route supervisor any changes in routes or students.
12. Prepares and maintains a tist of active and quatified substitute drivers and aides.
13. Supervises the bus aide and assures that the aide's duties are carried out.
14. Maintains good working retations with the parents, principats, and other Schoot Board emptoyees

associated with his/her route.
15. Cooperates with schoot principats in sotving disciptine probtems on the bus and/or other retated probtems.
16. Conforms to att parish, state, and nationat laws regarding safe bus operation.

PHYSICAL DEMANDS AND WORKING CONDITIONS:

Evatuator Signatu re:

Date:

Calcasieu Parish School Board
Job Description

Bus Driver

'1. This position requires bending, crouching, pushing, pulting and carrying up to S0 pounds.
2. There witl be exposure to heat, cotd, dampness, and noise.

PERFORMANCE DUTIES: As assigned by the supervisor

Evatuatee Signature:

Evatuatee Name (Print):
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Job Description
Bus Aide

QUALIFICATIONS: Mature responsib[e adu[t who enjoys working with chitdren.

REPORTS TO: Bus Driver

TERMS OF EMPLOYMENT: Satary and workyear to be according to the current schedute adopted bythe Catcasieu

Pa rish Schoot Board.

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

Eva Iuation of Support Personnet

PERFORMANCE RESPONSIBILITIES:

1 . ls responsibte for the care and safety of the students from the time they are picked up untit discharge

inctuding toading, untoading, and transfer.

2. Assists the bus d river, when asked, in a[[ matters concerningthe safe operation ofthe bus.

3. Famitiarizes his/hersetf with the individuat needs of each student in his/her care.

4. Maintains proper communications with parents and teachers as is necessary to insure the proper care of

each student.
5. Witt be famitiar with the bus route so that he/she can assist a substitute driver shoutd the need arise'

6. Witt escort the chitdren to a neutrat ground away from traffic and assure a responsibte adutt is present to

accept the student when he/she is brought home.

PHYSICAL DEMANDS AND WORKING CONDITIONS:

1. This position requires bending, crouching, pushing, putting, and carrying up to 50 pounds.

2. There witt be exposure to heat, cotd, dampness, and noise.

PERFORMANCE DUTIES: As assigned by the supervisor

Eva luatee Signature: Evatuator Signature:

Eva[uatee Name (Print]: Date:


