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Chapter 1. Overview

In order to ensure an excellent school system, one that provides opportunities for all children to learn, the Richland Parish
Public School System has developed a philosophy of work for its employees. This system recognizes that if it is to
provide an excellent educational environment for its students, it must also provide an environment conducive to
professional growth for its employees: one that is related to educational goals at the State level as well as the district and
school building level; one that stimulates creativity and encourages new ideas; one that is flexible enough to allow for
employee originality and experimentation; and one that nurtures the development of the master teacher as well as support
for the professional development of the new teacher.

These guidelines are directly from Bulletin 130:

8101. Guidelines of the Program

A. As required by R.S. 17:391.2 et seq., all local educational agencies (LEAS) in Louisiana developed accountability
plans to fulfill the requirements as set forth by the laws. Specifically, Act 621 of 1977 established school accountability
programs for all certified and other professional personnel. Act 9 of 1977 established a statewide system of evaluation for
teachers and principals. Act 605 of 1980 gave the Louisiana Department of Education (LDE) the authority to monitor the
LEAS' personnel evaluation programs. Act 54 of 2010 requires that measures of student growth be incorporated into
teachers’ and administrators’ evaluations and represent 50 percent of their final rating. In addition, Act 54 of 2010 requires
that all teachers and administrators receive annual evaluations. In passing these Acts, it was the intent of the legislature to
establish within each LEA a uniform system for the evaluation of certified and other professional personnel.

B. The guidelines to strengthen local teacher evaluation programs include the Louisiana Components of Effective
Teaching and were entitled “Toward Strengthening and Standardizing Local School Districts’ Teacher Evaluation
Programs.” The guidelines were approved by the Louisiana Board of Elementary and Secondary Education (BESE) in
September 1992. These guidelines, along with the requirements of the local accountability legislation, form the basis for
the local evaluation programs.

C. BESE also authorized the convening of the Louisiana Components of Effective Teaching (LCET) Panel in spring of
1992. The charge of the panel was to determine and to define the components of effective teaching for Louisiana's
teachers. Reviewed and revised in the late 90s and 2002, the components are intended to reflect what actually takes place
in the classroom of an effective teacher. The original 35 member panel was composed of a majority of teachers. The
resulting Louisiana Components of Effective Teaching, a descriptive framework of effective teacher behavior, was
intended to be a uniform element that served as evaluation and assessment criteria in the local teacher evaluation
programs.

D. In 1994, Act | of the Third Extraordinary Session of the 1994 Louisiana Legislature was passed. Act | amended and
reenacted several statues related to Local Personnel Evaluation. In April 2000, Act 38 of the Extraordinary Session of the
2000 Louisiana Legislature was passed. Act 38 amended, enacted, and repealed portions of the legislation regarding the
local personnel evaluation process. While local school districts are expected to maintain the elements of the local
personnel evaluation programs currently in place and set forth in this document, Act 38 eliminated the LDE's required
monitoring of the local implementation. Monitoring of local personnel evaluation programs is to occur as requested by
BESE.

E. In August 2008, BESE approved the Performance Expectations and Indicators for Education Leaders to replace the
Standards for School Principals in Louisiana, 1998 as criteria for principal evaluation.



§103. Purposes of Personnel Evaluation

The Richland Parish Public School System recognizes the need to fully implement Bulletinl30—Regulations for the
Evaluation and Assessment of School Personnel if it is to fulfill the expectations of this community and the State of
Louisiana.

The philosophy of the Richland Parish Public School System stems from the belief that all students can learn, that good
teaching increases the opportunities for learning, and that a collegial, collaborative relationship between an evaluatee and
evaluator creates the appropriate climate for effective teaching. To support this relationship, the purposes of the
evaluation program are explained and discussed with all evaluatees.

Each school submits annually a plan for student success that addresses goals that are reflective of the district’s school
wide plan. Therefore, personnel evaluation in this parish is viewed as a process to encourage employees to develop
Professional Growth Plans that reflect the goals of both the district and school.

The philosophy of principal evaluation in the Richland Parish Public School System embraces the belief that an
effective principal works with staff to identify school goals. These goals promote the enhancement of student learning.
The effective school leader maintains a safe and orderly school environment and creates (promotes) a positive school
atmosphere where staffs are empowered to make decisions collaboratively regarding the school’s programs. Effective
principals are visible, positive role models who are respected by staff, students, and the school community. They are
leaders who encourage by example, ongoing professional development of those around them. They promote leadership in
others so all can learn to lead. They are fair and consistent, yet flexible enough to be creative problem-solvers and risk-
takers. The Richland Parish Public School System believes that this philosophy captures the essence of the effective
principal and will serve as the foundation for the principal evaluation process. The purposes of the Richland Parish
personnel evaluation and assessment regulations are as follows:

A. The purposes for which personnel evaluations will be used in Louisiana are as follows:

1. support performance management systems that ensure qualified and effective personnel are employed
in instructional and administrative positions;

2. enhance the quality of instruction and administration in public schools;

3. provide procedures that are necessary to retain effective teachers and administrators and to strengthen the
formal learning environment; and

4. foster continuous improvement of teaching and learning by providing opportunities for targeted
professional growth and development.

105. Framework for LEA Personnel Evaluation Programs

A. The Richland Parish Public School System has the responsibility of providing an appropriate program for the
evaluation of certified and other professional personnel employed within the system.

B. The Local Personnel Evaluation Plans defined by the Board shall include, at a minimum, the following elements:

1. Job Descriptions. The LEA shall establish job descriptions for every category of teacher and administrator. All job
descriptions shall contain the criteria for which the teacher or administrator shall be evaluated. Job descriptions
must be reviewed annually; current signatures must be on file at the central office in the single official file to
document the annual review and/or receipt of the job descriptions. All originals of the job descriptions must be
signed by the employee and the evaluator no later than October 15" of each year. The originals must be sent to
the Human Resources office no later than October 31% of each year. Employees hired after that date will sign job
descriptions with their evaluator within 30 days of their date of hire.

2. Professional Growth Planning Process. The Richland Parish Public School System shall provide guidelines for
teachers and administrators to develop a professional growth plan with their evaluators. The plans must be
designed to assist each teacher or administrator in demonstrating effective performance, as defined by Bulletin
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130. Each plan will include objectives as well as the strategies that the teacher or administrator intends to use to
attain each objective. Professional Growth Plans must be completed no later than October 15" for employees
hired at the beginning of the school year. Employees hired after that date will develop PGP’s with their evaluator
within 30 days of their date of hire.

Observation/Data Collection Process. The evaluator or evaluators of each teacher and administrator shall
conduct observations of teacher and administrator practice sufficient to gain a complete picture of performance
and impart individualized feedback each year. This shall include a minimum of two observations per academic
year and may include more observations, particularly for teachers or administrators that are not meeting
expectations. At least one of these observations shall be announced and shall include a pre- and post-observation
conference with their evaluatee during which the teacher or administrator shall provide the evaluator or evaluators
with relevant information. One of the observations may be waived for teachers who have earned a rating of highly
effective according to the value-added model in the previous year. Following all observations, evaluators shall
provide evaluatees with feedback, including areas for commendation as well as areas for improvement. Additional
evidence, such as data from periodic visits to the school and/or classroom as well as written materials or artifacts,
may be used to inform evaluation. It is strongly suggested that all employees newly hired to the Richland Parish
Public School System and those who have transferred to a new site or a new job description, be
observed/evaluated during the first semester. All observations/evaluations must be done as soon as scores are
available.

Professional Development and Support. The Richland Parish Public School System shall provide multiple
opportunities for teachers and administrators to receive feedback, reflect on individual practice, and consider
opportunities for improvement throughout the academic year, and shall provide intensive assistance plans to
teachers and administrators, according to the requirements set forth in Bulletin 130.

Grievance Process. A description of the procedures for resolving conflict and/or grievances relating to evaluation
results in a fair, efficient, effective, and professional manner shall be included in the process.

Chapter 3.  Personnel Evaluation

8301. Overview of Personnel Evaluation

In addition to the criteria shown on job descriptions for teachers and other certified professionals, the following
information will be used as evaluation criteria by the Richland Parish Public School System.

A. Personnel evaluation for teachers and administrators shall be composed of two parts. Fifty percent of the evaluation
shall be composed of applicable measure(s) of growth in student learning. The remaining 50 percent shall be based upon a
gualitative assessment of teacher or administrator performance.

1.

2.

1. For teachers, data derived from the value-added assessment model shall be a factor in measuring growth in
student learning for grade levels and subjects for which value-added data are available. If value-added data are
available, growth in student learning (50 percent of the total score) shall be comprised of 35 percent value-added
data and 15 percent student learning targets. If value-added data are not available, growth in student learning shall
be comprised of 50 percent student learning targets. For administrators, the 50 percent of the evaluation based
upon growth in student learning shall incorporate a school-wide measure of growth and goal setting for principals
is subject to §305.D of this bulletin.

The 50 percent of the evaluation that is based on a qualitative measure of teacher and administrator performance
shall include a minimum of two observations or site visits. This portion of the evaluation may include additional
evaluative evidence, such as walk-through observation data and evaluation of written work products.

B. The combination of the applicable measure of growth in student learning and the qualitative assessment of
performance shall result in a composite score used to distinguish levels of overall effectiveness for teachers and
administrators.



8303. Measures of Growth in Student Learning - Value-Added Model

A. Avalue-added model shall be used to measure student growth for the purposes of teacher and administrator
evaluation, where available, according to guidelines provided by the department.

B. Value-added data shall be provided to teachers in grades and subjects that administer state-wide standardized tests and
for which appropriate prior testing data is available. The value-added model shall not be applied for the purposes
of evaluation in any cases in which there are fewer than 10 students with value-added results assigned to an
educator.

C. The value-added model shall be a statistical model approved by the board for linking academic gains of students to
teachers in grades and subjects for which appropriate data are available..

D. The value-added model shall take into account the following student-level variables:
prior achievement data that are available (up to three years);

gifted status;

section 504 status;

attendance;

disability status;

eligibility for free or reduced price meals;

limited English proficiency; and
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prior discipline history.
E. Classroom composition variables shall also be included in the model.

F.  Additional specifications relating to the value-added model shall be adopted by the BESE Board, in accordance with
R.S. 17:10.1(D).

G. During the transition to English I, English 11, algebra I, and geometry assessments having five levels of performance,
teacher value-added data will not be available in 2017-2018. During this time, the department shall provide transitional
student growth data that may be used as a measure of student growth, at the evaluator’s discretion. LEAs may define local
rules pertaining to the use of such data.

8305. Measures of Growth in Student Learning — Non-Tested Grades and Subjects

A. The State Department of Education shall expand the value-added model, as new state assessments become
available.

B. For teachers and administrators, progress towards pre-determined student learning targets, as measured by state-
approved common assessments, where available, shall inform the student growth component of the evaluation. Student
learning targets shall include goals which express an expectation of growth in student achievement over a given period of
time, as well as common measures for assessing attainment of those goals, such as an identified assessment and/or a body
of evidence.

C. Teachers. A minimum of two student learning targets shall be identified for each teacher. The department shall
provide an evaluative tool for evaluators to use in assessing the quality and attainment of student learning targets.

1. State-approved common assessments shall be used as part of the body of evidence measuring students’ attainment of
learning targets, where available.

2.Where no state-approved common assessments are available, evaluatees and evaluators shall decide upon the
appropriate assessment or assessments to measure students’ attainment of learning targets.

3. The Richland Parish Public School System may define consistent student learning targets across schools and
classrooms for teachers with similar assignments, provided that they allow for ample flexibility to address the
specific needs of students in each classroom.

D. Principals and administrators: A minimum of two student learning targets shall be identified for each administrator.



1. For principals, the LDE shall provide recommended targets to use in assessing the quality and attainment of both

student learning targets, which will be based upon review of “similar” schools. The LDE will annually publish the
methodology for defining “similar” schools.

2. For principals, at least one learning target shall be based on overall school performance improvement in the
current school year, as measured by the school performance score.

3. For principals, at least one learning target shall be based on growth in a component (e.g., ELA or math
improvement) of school performance scores.

4. Principals at schools with special populations (e.g. alternative schools) or those that do not have grades with
standardized testing and available value-added data may define learning targets based on LDE guidance.

E. The State Department shall provide annual updates to LEAs relating to:
1.The expansion of state-standardized testing and the availability of value-added data, as applicable;

2.The expansion of state-approved common assessments to be used to build to bodies of evidence for student
learning where the value-added model is not available; and

3.The revision of state-approved tools to be used in evaluating student learning targets.
§307. Observation Tools

A. The Richland Parish School Public School System shall utilize an observation tool to conduct a qualitative

assessment of teacher and administrator performance, which shall represent the 50 percent of evaluations that is not based
on measures of growth in student learning.

B. Richland Parish observation tools shall adhere to the following minimum requirements.

1. The tool for teacher evaluation shall align to the Louisiana Components of Effective Teaching. The tool for
administrator evaluation shall align to the Performance Expectations and Indicators for Educational Leaders,
contained within Bulletin 125- Standards for Educational Leaders in Louisiana.

a. The Louisiana Components of Effective Teaching and the Performance Expectations and Indicators for
Educational Leaders may be reviewed as needed by the Department in collaboration with educators

administering the evaluation system and appropriate third parties to determine the need for modifications
and their continuing utility.

b. The Board shall approve any changes made to the Louisiana Components of Effective Teaching and the
Performance Expectations and Indicators for Educational Leaders.

2. Observation tools shall provide an overall score between 1.0 and 4.0. Total scores on observation tools may
include tenths of points, indicated with a decimal point.

C. The State Department shall develop and/or identify model observation tools according to these minimum
requirements, which may be adopted by LEAs.

D. If the Richland Parish Public School System should decide NOT to use model observation tools developed or
identified by the Department, the Richland Parish Public School System shall submit proposed alternate tools to the State

Department for evaluation and approval. Any proposed alternate observation tools shall be submitted to the State
Department for approval.

1. With the submission of proposed alternate observation tools, the Richland Parish Public School System may
request a waiver to use competencies and performance standards other than those provided in the Louisiana

Components of Effective Teaching and the Performance Expectations and Indicators for Educational Leaders.
Such requests shall include:

a.a justification for how the modified competencies and performance standards will support specific
performance goals related to educator and student outcomes; and

b.an explanation of how the Richland Parish Public School System will ensure the reliability and validity of
the alternate observation tool intended to measure the modified competencies and performance standards.

2. The State Department may request revisions to proposed alternate observation tools to ensure their compliance
with the minimum requirements set forth in this Bulletin.

3. If requested, revisions to proposed alternate observation tools shall be submitted to the State Department by the
Richland Parish Public School System.
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4. Richland Parish Public School Systems proposed alternate observation tools shall be either approved or denied by
the State Department no later than August 1.

5. Should the Richland Parish Public School System secure department approval for use of an alternate observation
tool(s), then the local system need not submit them for approval in subsequent years, unless the alternate observation
tool(s) is revised, the Louisiana Components of Effective Teaching or Performance Expectations for Educational Leaders
are revised, or revisions to this section are approved by the BESE Board.

8309. Standards of Effectiveness
The following Standards of Effectiveness will be used as scoring criteria by the Richland Parish Public School System.

A. Teachers and administrators shall receive a final composite score on annual evaluations to determine their effectiveness
rating for that academic year.

1.The 50 percent of evaluations that is based on student growth will be represented by a sub-score between 1.0 and
4.0.

2.The 50 percent of evaluations that is based on a qualitative assessment of performance will also be represented by a
sub-score between 1.0 and 4.0.

3.The final composite score for teachers and administrators shall be the average of the two sub-scores and shall be
represented as a score between 1.0 and 4.0.

B. The composite score ranges defining Ineffective, Effective (Emerging or Proficient) and Highly Effective performance
shall be as follows:

Effectiveness Rating Composite Score Range
Ineffective <15
Effective: Emerging 1.5<x<2.5
Effective: Proficient 2.55x<3.5
Highly Effective 3.5%x

8311. Evaluators

A. Richland Parish Public School System shall establish and maintain an accountability relationships register to
clearly define who shall be the evaluator or evaluators within the ranks of teachers and administrators.

B. Evaluators of teachers shall be school principals, assistant principals, or the evaluatee’s respective supervisory level
designee.

1. Other designees, such as instructional coaches and master/mentor teachers may conduct observations to help
inform the evaluator’s assessment of teacher performance. These designees shall be recorded as additional
observers within the accountability relationships register.

C. Evaluators of administrators shall be Richland Parish School Board superintendent, Chief Academic Officer, LEA
supervisors, or the evaluatee’s respective supervisory level designee.

D. All evaluators shall be certified to serve as evaluators, according to the minimum requirements provided by the State
Department.

1. The State Department, its contractors, and LEA’s with approved alternate observation tools shall serve as the sole
certifiers of evaluators.

2. The evaluator certification process shall include an assessment to ensure inter-rater reliability and accuracy of
ratings, based on the use of the teacher or leader observational rubric.

3. Evaluators on record must renew certification to evaluate annually.
9



Listed below is the Accountability Relationship Register:

Parish School Board............ccoiiiiiiiii e Superintendent of Schools

Evaluatee

Superintendent

Business Manager

Supervisor Child Welfare/Visiting Teacher
Director of Personnel

Supervisor of School Food Service
Supervisor of Maintenance and Transportation
Supervisor of Curriculum/Assessment/Accountability
Supervisor of Secondary Education (9-12)
Supervisor of Special Education
Supervisor of Vocational Education
Director of Federal Programs

Title 1 Curriculum Supervisor

Title 1 Program Improvement Supervisor
Federal Programs Drug Free Coordinator
Computer Manager/Technician
Technology Coordinator

Principal

Pupil Appraisal Coordinator

Talent Pipeline Lead

Truancy Officer

Early Childhood Coordinator

Early Interventionist

Special Education Transition Facilitator
Psychological Behavior Interventionist
Speech Therapist/Pathologist

School Nurse

School Psychologist

Education Diagnostician

Social Worker

Associate Principal

Assistant Principal

Principal Intern

Classroom Teacher

Librarian

Counselor

Lunchroom Manager

Teacher Assistant

Principal Intern

Guidance Counselor

Reading Interventionist

Lead Instructional Coach

Math Coach

Child Nutrition Program Field Manager
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Evaluator

School Board

Superintendent

Superintendent

Superintendent

Superintendent

Superintendent

Superintendent

Superintendent

Superintendent

Superintendent

Superintendent

Superintendent

Superintendent

Superintendent

Superintendent

Superintendent

Superintendent

Superintendent

Superintendent

Superintendent

Superintendent

Supervisor of Special Education
Supervisor of Special Education
Supervisor of Special Education
Supervisor of Special Education /Principal
Supervisor of Special Education
Pupil Appraisal Coordinator
Pupil Appraisal Coordinator
Pupil Appraisal Coordinator
Principal

Principal

Principal

Principal

Principal

Principal

Principal

Principal and Assigned Teacher
Principal

Principal

Principal

Principal/Title I Supervisor
Title | Supervisor

Child Nutrition Program Supervisor



8313. Professional Development

A. The Richland Parish Public School System shall provide professional development to all teachers and
administrators, based upon their individual areas of improvement, as measured by the evaluation process. Professional
development opportunities provided by the System shall meet the following criteria:

1. Professional development shall be job-embedded, where appropriate.

2. Professional development shall target identified individualized areas of growth for teachers and administrators,
based on the results of the evaluation process, as well as data gathered through informal observations or site visits,
and Richland Parish shall utilize differentiated resources and levels of support accordingly.

3. Professional development shall include follow-up engagement with participants, such as feedback on performance,
additional supports, and/or progress-monitoring.

4. Professional development shall include measureable objectives to evaluate its effectiveness, based on improved
teacher or administrator practice and growth in student learning.

B. Failure by the LEA to provide regular professional development opportunities to teachers and administrators shall
not invalidate any results of the evaluation process.

§315. Intensive Assistance

This process must be used by all evaluators when it becomes necessary to prepare an Intensive Assistance Plan for an
evaluatee who has been determined to be in need of assistance. The intensive assistance program applies to all evaluates.
If it is determined through the evaluation process that an evaluatee does not satisfactorily meet the Richland Parish Public
School Systems’ standards of performance, then that evaluatee is placed in an intensive assistance program. An intensive
assistance plan is then developed with the evaluatee. Evaluatees must continue to be evaluated until the need for intensive
assistance no longer exists, or until resolved through due process, or the employee is terminated.

An intensive assistance program must conform to the guidelines listed below:

A. An intensive assistance plan shall be developed by evaluators and evaluatees when an evaluatee has received an
overall rating of Ineffective or has consistently demonstrated Ineffective performance, as determined by the evaluator, prior
to receiving such a rating.

B. An intensive assistance plan shall be developed with the evaluatee within 30 school days of an evaluation resulting
in the initiation of the intensive assistance plan.

C. The evaluatee shall be formally re-evaluated within one calendar year of the initiation of the intensive assistance
plan. The evaluatee may be re-evaluated as needed, as determined by the principal, supervisor or designee during the
intensive assistance plan timeframe. These evaluations may be formal and/or informal in nature and must be documented
on the appropriate evaluation form(s).

D. If the evaluate is determined to be Ineffective after a formal evaluation conducted immediately upon completion of
the intensive assistance plan or if the intensive assistance plan is not completed in conformity with its provisions, the
Richland Parish Public School System shall initiate termination proceedings within six months following such
unsatisfactory performance.

E. The intensive assistance plan shall be developed collaboratively by the evaluator and the evaluatee and must contain
the following information:

1. what the evaluatee needs to do to strengthen his/her performance including a statement of the objective(s) to be
accomplished and the expected level(s) of performance according to student growth and/or qualitative measures;

2. an explanation of the assistance/support/resource to be provided or secured by the school district and/or the
school administrator; the Richland Parish Public School System will offer professional development support to
meet the objectives of this plan. With complete regard to all due process rights, plans will be made jointly by the
evaluator and evaluatee to provide assistance in developing skills necessary to fulfill the job responsibilities of the
evaluatee. Specific assistance programs could possibly include but are not limited to:
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8.

F.

Inter-school and intra-school classroom visitation and/or observations;
Demonstration instruction by other professionals;

Preview by supervisor of detailed lesson plans;

Observation by supervisor;

Utilization of community resources;

Special in-service meetings and training programs;

Voluntary peer assistance or selection of a mentor;

Academic assistance, i.e., consultation, course work, and applicable research;
Inter-or intra-school teaching/classroom observations;

Use of the strategies for effective teaching

Professional reading, writing, and viewing of professional videos;
Programs of on-the-job training;

Others as agreed upon

the date that the assistance program shall begin;
the date when the assistance program shall be completed:;

the evaluator's and evaluatee's signatures and date lines (Signatures and dates shall be affixed at the time the
assistance is prescribed and again after follow-up comments are completed.);

the timeline for achieving the objective and procedures for monitoring the evaluatee's progress (not to exceed
one calendar year);

an explanation of the provisions for multiple opportunities for the evaluatee to obtain support and feedback on
performance (The intensive assistance plans shall be designed in such a manner as to provide the evaluatee
with more than one resource to improve.); and

the action that will be taken if improvement is not demonstrated.

Completed intensive assistance plans and appropriate supporting documents, such as observations,

correspondence, and any other information pertinent to the intensive assistance process, shall be filed in the evaluatee's
single official file at the central office. The evaluatee shall receive a copy of the signed intensive assistance plan and any
supporting documents.

8317. Due Process and Grievance Procedures

A. The Richland Parish Public School System grievance procedures to address the following components of due
process are as follows:

1.

The evaluatee shall be provided with a copy of his/her evaluation results no later than 15 days after the final
evaluation rating is determined and shall be entitled to any documentation related to the evaluation.

The evaluatee shall be entitled to provide a written response to the evaluation, to become a permanent attachment
to the evaluatee’s single official personnel file.

Upon the request of the evaluatee, a meeting between the evaluatee and the evaluator shall be held after the
evaluation and prior to the end of the academic year.

The evaluatee shall be entitled to grieve to the superintendent of his/her designee, if the conflict in question is not
resolved between evaluatee and evaluator. The evaluatee shall be entitled to representation during the grievance
procedure.

Copies of the evaluation results and any documentation related thereto of any school employee may be retained
by the LEA, the board, or the department and, if retained, are confidential, do not constitute a public record, and
shall not be released or shown to any person except as provided by law. The evaluatee shall be entitled to provide
a written response to the evaluation, to become a permanent attachment to the evaluatee’s single official personnel
file. The response may be a signed statement clarifying or rebutting the issue(s) in question and must be
submitted within fifteen (15) working days after receipt of the dated evaluation.
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B.

Failure by the Richland Parish Public School System to adhere to the requirements of this section shall be a
grievable matter.

8319. Staff Development for Personnel Involved in Evaluation

A

Richland Parish Public School System shall provide training on a continuing basis for all staff involved in the
evaluation process (i.e., district level administrators and supervisors, principals and assistant principals, and other
observers, and classroom teachers). It is recommended that all training concentrate on fostering the elements listed
below:

a positive, constructive attitude toward the teacher and administrator evaluation process;

a knowledge of state laws and Richland Parish Public School System policies governing the evaluation process for
teachers and administrators, along with the associated procedures for intensive assistance and due process;

an understanding of the Louisiana Components of Effective Teaching or an approved modified set of teacher
competencies and performance standards;

an understanding of the Performance Expectations and Indicators for Educational Leaders or an approved
modified set of leader competencies and performance standards;

an understanding of the measures of growth in student learning, as adopted by the BESE Board; and

an understanding of the process for calculating a composite score to determine final effectiveness ratings for
teachers and administrators.

Evaluation Records Guidelines

Copies of evaluation results and any related documentation shall be retained by the Richland Parish Public School
System.

All such files shall be confidential and shall not constitute a public record.
Such files shall not be released or shown to any person except:
the evaluated employee or his/her designee;

authorized school system officers and employees for all personnel matters, including employment application, and
for any hearing, which relates to personnel matters, which includes the authorized representative of any school or
school system, public or private, to which the employee has made application for employment; and

for introduction in evidence or discovery in any court action between the local board and a teacher when:
a. the performance of the teacher is at issue; or

b. the evaluation was an exhibit at a hearing, the result of which is being challenged.

D. Any local board considering an employment application for a person evaluated pursuant to this Bulletin shall
request such person’s evaluation results as part of the application process, regardless of whether that person is already
employed by that school system or not, and shall notify the applicant that evaluation results shall be requested as part
of this mandated process. The applicant shall be given the opportunity to apply, review the information received, and
provide any response or information the applicant deems applicable.

E. The State Superintendent of Education shall make available to the public the data specified in R.S. 17:3902(B)(5) as
may be useful for conducting statistical analyses and evaluations of educational personnel. However, the
Superintendent shall not reveal information pertaining to the evaluation report of a particular employee.

F. Public information may include school level student growth data, as specified in R.S. 17:3902(B)(5).

Nothing in this section shall be interpreted to prevent de-identified student growth data from public view.
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8323. Job Descriptions

A. The Local Personnel Evaluation Plan shall contain a copy of the job descriptions currently in use in the Richland
Parish Public School System. The Richland Parish Public School System shall establish a competency-based job
description for every category of teacher and administrator pursuant to its evaluation plan. The chart that follows
identifies a minimum listing of the categories and titles of personnel for which job descriptions must be developed.

Personnel Category Position or Title

Superintendent

Assistant Superintendent

Director

Supervisor

Coordinator

Principal

Assistant Principal

8.  Any employee whose position does not require certification
but does require a minimal education attainment of a bachelor's
degree from an accredited institution of higher learning

9. Any employee whose position requires certification, but
whose title is not given in this list

10. Any employee who holds a major

management position, but who is not

required to have a college degree or certification

Teachers of Regular and Sp. Ed. students

Special Projects Teachers

Instructional Coaches and/or Master Teachers

Guidance Counselors

Librarians

Therapists

1.  Anyemployee whose position does not require certification
but does require a minimal educational attainment of a bachelor's
Support Services degree from an accredited institution of higher learning

2. Any employee whose position requires certification, but
whose title is not given in this list

3. Any employee who holds a major management position, but
who is not required to have a college degree or certification

No gk wh e

Administration

Instructional Personnel

SNl I

B. The competency-based job description shall:

1.
2.

Be grounded in the state standards of performance;

Include job tasks that represent the essential knowledge, skills and responsibilities of an effective teacher or
administrator that lead to growth in student achievement;

Be reviewed regularly to ensure that the description represents the full scope of the teacher’s or administrator’s
responsibilities; and

Be distributed to all certified and professional personnel prior to employment. If said job description is modified
based on the district’s annual review, it must be distributed to all certified and professional teachers and leaders
prior to the beginning of the next school year.

C. The following components shall be included in each job description developed:

1.
2.

N o g &

position title;
overview of position;

position qualifications shall be at least the minimum requirements as stated in Bulletin 746—Louisiana
Standards for State Certification of School Personnel (The qualifications shall be established for the position,
rather than for the employee);

title of the person to whom the employee reports;

performance standards, including statement on responsibility for growth in student learning;
salary or hourly pay range;

statement acknowledging receipt of job description; and
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8.

a space for the employee’s signature and date.

NOTE: Job descriptions must be reviewed annually. Current signatures must be on file at the central office in the single
official file to document the annual review and/or receipt of job descriptions. All originals of the job descriptions must be
signed by the employee and the evaluator no later than October 15" of each year. They must be sent to the Human
Resources office no later than October 31% of each year.

§325.
a.

§329.
A.

B.

§701.
A

Extenuating Circumstances

For any year in which a school temporarily closes due to natural disasters or any other unexpected events,
districts may request invalidation of student achievement growth data with relation to the value-added
assessment model by submitting a request to the State Superintendent of Education. The state superintendent of
education shall publish annually the process and timeline for making such request.

Evaluation results shall be invalidated for any teacher or administrator with 60 or more excused absences in a
given academic year, due to approved leave, such as maternity leave, military leave, sick leave, or sabbatical
leave.

For approved leave of fewer days and for any other extenuating circumstances that significantly compromise an
educator’s opportunity to impact student learning, educators, on their own behalf, district superintendents, or
CEOs may request invalidation of student achievement growth data with relation to the value-added assessment
model by submitting such requests in a report to the State Superintendent of Education. The State
Superintendent of Education shall publish annually the process and timeline for making such requests.

In cases where value-added data is invalidated, the teacher’s principal or designee shall have discretion to
determine the evaluation rating, based on the evidence available for students learning targets and observations.

Charter School Exceptions

Charter governing authorities are subject only to 8301, 8303, 8305, 8307, 8309, 8325, §329, and §701 of this
Bulletin.

Each charter governing authority shall terminate employment of any teacher or administrator determined not to
meet standards of effectiveness for three consecutive years.

Chapter 7.  Reporting and Monitoring

Annual Summary Reporting Format

The Richland Parish Public School System will submit an annual personnel evaluation report of the most recent
academic year to the State Department by July 15th. Information included in the reporting format reflects data
deemed necessary in presenting annual reports to the State Department, as well as to the LEAs. The reporting of
such information includes a variety of responses directed toward the collection of data useful to an analysis of the
evaluation process from a statewide perspective. Items that are reported by the LEAs on forms provided by the
State Department include, but are not limited to, the following items:

individual-level teacher evaluation results, by teacher;

. the number of certified and other professional personnel, by categories, who were evaluated as performing

ineffectively;

the number of certified and other professional personnel, by categories, who were terminated because of not
having improved performance within the specified time allotment (Include the reasons for termination.);

. the number of certified personnel, by categories, who improved (from ineffective to effective) as a result of the

evaluation process;

the number of formal grievances filed as a result of ineffective performance ratings or disagreement with
evaluation results;
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6. the number of evaluatees who received intensive assistance.

B. The state department shall annually report on the performance of administrators and teachers. Such reporting and
monitoring shall include, but not be limited to, the following:

1. the percentage and number, where available, of administrators and teachers rated as highly effective, effective:
proficient, effective: emerging, and ineffective;

2. the percentage and number, where available, of teachers whose student growth ratings are increased or decreased,
per §303.H of this bulletin, relative to the value-added model rating; and

3. information on principal learning targets relative to those recommended by the LDE (e.g., percentage and number
of principal learning targets that are above, at, or below the LDE recommended targets).

Chapter 9.  General Provisions

8901. Appendix A Louisiana Components of Effective Teaching

The chart below contains the Domains and Components which represent the Louisiana Components of
Effective Teaching.

Domain Component

1. Planning and Preparation | 1c. Setting Instructional Outcomes

2. The Classroom Environment | 2¢. Managing Classroom Procedures

3b. Questioning and Discussion Technigues
3. Instruction 3c. Engaging Students in Learning

3d. Using Assessment in Instruction

8905. Definitions

A. In order that consistency in terminology is maintained on a statewide basis, the State Department has established a
list of terms and definitions. Careful consideration of each should be given during the training and implementation of
personnel evaluation programs. The definitions below must be adopted by all LEA’s. If additional terms are necessary in
establishing a clear and concise understanding of evaluation procedures, they must be included in the LEA Local
Personnel Evaluation Plan.

Accountability—shared responsibility for actions relating to the education of children.

Administrator—any person who serves in an academic leadership role at the school-level and is employed in a
professional capacity other than a teacher. Principals, assistant principals, and academic deans shall be considered
administrators according to this definition.

Beginning Teacher—any teacher in their first three years of the profession.
Board—State Board of Elementary and Secondary Education.
Certified School Personnel—those persons whose positions require certification.

Charter School—an independent public school that provides a program of elementary and/or secondary education
established pursuant to and in accordance with the provisions of the Louisiana Charter School Law to provide a learning
environment that will improve student achievement.

Classroom visitation—an informal visit to a classroom of sufficient duration to monitor progress toward achievement of
professional growth plan objectives and to provide support or assistance.
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Common assessment—a state-approved assessment to be used for measuring student growth in grades and subjects where
value-added data is not available.

Components of Effective Teaching—the elements of teaching performance defined by the board in formal, recognized
collaboration with educators and other stakeholders involved in education, to be critical to providing effective classroom
instruction.

Competencies—skills, knowledge, and abilities required to demonstrate a particular level of performance.
Criteria—demonstrable levels of performance upon which a judgment may be based.

Department—Louisiana Department of Education

Due Process—fair and impartial treatment, including notice and an opportunity to be heard.

Duties—those functions and tasks normally required of a position as assigned and/or described in the job description that
are necessary to enable the class, school, or school district to accomplish objectives

Educational Leader—a person who is certified to serve in any school or district leadership capacity with the exception of
Superintendent.

Evaluation—process by which a local board monitors continuing performance of its teachers and administrators annually,
by considering judgments concerning the professional accomplishments and competencies of a certified employee, as well
as other professional personnel, based on a broad knowledge of the area of performance involved, the characteristics of
the situation of the individual being evaluated, and the specific standards of performance pre-established for the position.

Evaluatee—teacher or administrator undergoing evaluation

Evaluator—one who evaluates; the school principal or assistant principal or respective supervisory level designees
charged with evaluating teachers or the superintendent or other LEA-level supervisor charged with evaluating
administrators.

Formal Site Visit—an announced site visit by an administrator’s evaluator, that is preceded by a pre-visit conference and
followed by a post-visit conference in which the administrator is provided feedback on his/her performance.

Grievance—a procedure that provides a fair and objective resolution of complaint by an evaluatee that the evaluation is
inaccurate due to evaluator bias, omission, or error.

Intensive Assistance Plan—the plan that is implemented when it is determined, through the evaluation process, that
personnel have not meet the standards of effectiveness. This plan includes: a. the specific steps the teacher or
administrator shall take to improve; b. the assistance, support, and resources to be provided by the LEA; c.an expected
timeline for achieving the objectives and the procedure for monitoring progress, including observations and conferences;
and d. the action to be taken if improvement is not demonstrated..

Job Description—a competency-based summary of the position title, qualification, supervisor, supervisory
responsibilities, duties, job tasks, and standard performance criteria, including improving student achievement, that
specify the level of job skill required. Space shall be provided for signature and date.

Local board—governing authority of the local education agency, parish/city school or local school system.
Local Education Agency (LEA)—city, parish, or other local public school system, including charter schools.

Non-Instructional Certified and Other Professional School Personnel-those Richland Parish Public School System
personnel who do not provide classroom instruction.

Non-Tested Grades and Subjects (NTGS)—grades and subjects for which a value-added score is not available for teachers
or other certified personnel.

Objective—a devised accomplishment that can be verified within a given time, under specifiable conditions, and by
evidence of achievement.

Observation—the process of gathering facts, noting occurrences, and documenting evidence of performance and
delivering aligned, individualized feedback to the evaluatee.

Observer-one who gathers evidence to be used in the evaluation process through the observation of educator performance.
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Performance Expectations—the elements of effective leadership approved by the Board that shall be included as
evaluation criteria for all building-level administrators, henceforth.

Performance Standards—the behaviors and actions upon which performance is evaluated.

Principal’s Designee-an assistant principal or other administrator who is assigned by the principal to observe and evaluate
certificated and non-certificated personnel (the term “principal’s designee” does not include Administrative Assistant).

Post-observation Conference—a discussion between the evaluatee and evaluator for the purpose of reviewing an
observation and sharing commendations, insights, and recommendations for improvement.

Pre-observation Conference—a discussion between the evaluatee and the evaluator which occurs prior to a formal
observation; the purposes are to share information about the lesson to be observed and to clarify questions that may occur
after reviewing of the lesson plan.

Professional Growth Plan—a written plan developed to enhance the skills and performance of an evaluatee. The plan
includes specific goal(s), objective(s), action plans, timelines, opportunities for reflection, and evaluation criteria.

Self-Evaluation/Self-Reflection—the process of making considered judgments of one’s own performance concerning
professional accomplishments and competencies as a certified employee or other professional person based upon personal
knowledge of the area of performance involved, the characteristics of the given situation, and the specific standards for
performance pre-established for the position; to be submitted by the evaluatee to the appropriate evaluator for use in the
compilation of the individual’s evaluation.

Single Official Personnel File-the single personnel file maintained by the Richland Parish School Board’s Central Office
(Human Resources office). At minimum, the contents of the single official personnel file must include: 1) documentation
for the annual review or update of job descriptions, 2) copies of completed evaluations, and 3) completed professional
growth plans or evidence to support the initiation and annual review of long-term growth plans.

Staff Development-process designed for groups of personnel with similarities and guided by school/district goals and
plans; encourages collective growth in a common direction and leads to enhanced repertoire of skill/concepts.

Standard Certificate—a credential issued by the state to an individual who has met all requirements for full certification
as a teacher.

Standard of Effectiveness—adopted by the State Board of Elementary and Secondary Education as the final composite
score required for teacher or administrator performance to be considered effective.

Student Learning Target—a goal which expresses an expectation of growth in student achievement over a given period of
time, as measured by an identified assessment and/or body of evidence.

Teacher—any person who provides direct instruction or direct instructional support to students, to whom he/she has been
formally assigned. Classroom teachers, special education teachers, librarians, and guidance counselors shall be
considered teachers according to this definition.

Teachers of Record— Educators who are responsible for a portion of a student’s learning outcomes within a
subject/course.

Value-Added — the use of prior achievement history and appropriate demographic variables to estimate typical
achievement outcomes through a statistical model for students in specific content domains based on a longitudinal data set
derived from students who take state-mandated tests in Louisiana for the purpose of comparing typical and actual
achievement.
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Richland Parish School Board Program: Administration
Personnel Office
JOB DESCRIPTION

TITLE: PRINCIPAL (FLSA EXEMPT)

Competencies and Performance Standards will be used for principal evaluation in conjunction with measures of student growth.
Measures of student growth will be aligned with the Richland Parish Public School System’s accountability measures as outlined in the
Louisiana Accountability System.

OVERVIEW OF POSITION: To ensure planning, organization, and implementation of all educational and supportive activities of the
school.

Ethics and Integrity Competency — Educational leaders ensure the success of all students by complying with legal requirements and by
acting with integrity, fairness, and in an ethical manner at all levels and in all situations.
o Ethics and Integrity Standard 1: Demonstrates compliance with all legal and ethical requirements.
e Ethics and Integrity Standard 2: Publicly articulates a personal philosophy.
e Ethics and Integrity Standard 3: Creates a culture of trust by interacting in an honest and respectful manner with all stakeholders.
o Ethics and Integrity Standard 4: Models respect for diversity.
Instructional Leadership Competency — Educational leaders collaborate with stakeholders and continuously improve teaching and
learning practices to ensure achievement and success for all.
e Instructional Leadership Standard 1: Establishes goals and expectations.
¢ Instructional Leadership Standard 2: Plans, Coordinates, and evaluates teaching and the curriculum.
¢ Instructional Leadership Standard 3: Promotes and participates in teacher learning and development.
o Instructional Leadership Standard 4: Creates a school environment that develops and nurtures teacher collaboration.
Strategic Thinking Competency — Education leaders ensure the achievement of all students by guiding all stakeholders in the
development and implementation of a shared vision, a strong organizational mission, school-wide goals, and research-based strategies
that are focused on high expectations of learning and supported by an analysis of data.
e Strategic Thinking Standard 1: Engages stakeholders in determining and implementing a shared vision, mission, and goals that are focused
on improved student learning and are specific, measurable, achievable, relevant, and timely (SMART).
¢ Strategic Thinking Standard 2: Formulates and implements a school improvement plan to increase student achievement that is aligned
with the school’s vision, mission and goals; is based upon data; and incorporates research-based strategies and action and monitoring
steps.
e Strategic Thinking Standard 3: Monitors the impact of the school-wide strategies on student learning by analyzing data from student
results and adult implementation indicators.
Resource Management Competency — The leader aligns resources and human capital to maximize student learning to achieve state,
district and school-wide goals.
¢ Resource Management Standard 1: Manages time, procedures, and policies to maximize instructional time as well as time for professional
development opportunities that are aligned with the school’s goals.
¢ Resource Management Standard 2: Allocates financial resources, to ensure successful teaching and learning.
e Resource management Standard 3: Creates a safe, healthy environment to ensure effective teaching and learning.
Educational Advocacy Competency — Educational leaders ensure the success of all students by staying informed about research in
education and by influencing interrelated systems and policies that support student’ and teachers’ needs.
o Educational Advocacy Standard 1: Provides opportunities for multiple stakeholder perspectives to be voiced for the purpose of
strengthening school programs and services.
e Educational Advocacy Standard 2: Stays informed about research findings, emerging trends, and initiatives in education in order to
improve leadership practices.
o Educational Advocacy Standard 3: Acts to influence national, state, and district and school policies, practices, and decisions that impact
student learning.
Minimum Qualifications: United States citizen or authorized alien; those requirements as outlined in Louisiana Bulletin 746. (Louisiana
Standards of State Certification of School Personnel) Physical and mental stamina and ability to perform job functions, tasks and duties.
Terms of Employment: As contract states
Reports to: Superintendent of Schools or designee
Supervises: All school personnel at school site
Salary Range: Adopted Richland Parish Salary Schedule

Signature of Evaluatee:
Signature indicates that the evaluatee has received the competencies and performance standards and evaluation instrument for the position.

Printed Name of Evaluatee:

Evaluatee’s Employee Identification Number: Date:

Signature of Evaluator:

19




Richland Parish School Board Program: Administration/Instruction
Personnel Office
JOB DESCRIPTION

TITLE: ASSISTANT PRINCIPAL (FLSA EXEMPT)

Competencies and Performance Standards will be used for assistant principal evaluation in conjunction with measures of student growth.
Measures of student growth will be aligned with the Richland Parish Public School System’s accountability measures as outlined in the
Louisiana Accountability System.

OVERVIEW OF POSITION: To ensure planning, organization and implementation of all educational and supportive activities of the
school.

Ethics and Integrity Competency — Educational leaders ensure the success of all students by complying with legal requirements and by
acting with integrity, fairness, and in an ethical manner at all levels and in all situations.

e Ethics and Integrity Standard 1: Demonstrates compliance with all legal and ethical requirements.

o Ethics and Integrity Standard 2: Publicly articulates a personal philosophy.

o Ethics and Integrity Standard 3: Creates a culture of trust by interacting in an honest and respectful manner with all stakeholders.

e Ethics and Integrity Standard 4: Models respect for diversity.

Instructional Leadership Competency — Educational leaders collaborate with stakeholders and continuously improve teaching and
learning practices to ensure achievement and success for all.

o Instructional Leadership Standard 1: Establishes goals and expectations.

o Instructional Leadership Standard 2: Plans, Coordinates, and evaluates teaching and the curriculum.

o Instructional Leadership Standard 3: Promotes and participates in teacher learning and development.

¢ Instructional Leadership Standard 4: Creates a school environment that develops and nurtures teacher collaboration.

Strategic Thinking Competency — Education leaders ensure the achievement of all students by guiding all stakeholders in the
development and implementation of a shared vision, a strong organizational mission, school-wide goals, and research-based strategies
that are focused on high expectations of learning and supported by an analysis of data.

e Strategic Thinking Standard 1: Engages stakeholders in determining and implementing a shared vision, mission, and goals that are focused
on improved student learning and are specific, measurable, achievable, relevant, and timely (SMART).

e Strategic Thinking Standard 2: Formulates and implements a school improvement plan to increase student achievement that is aligned
with the school’s vision, mission and goals; is based upon data; and incorporates research-based strategies and action and monitoring
steps.

e Strategic Thinking Standard 3: Monitors the impact of the school-wide strategies on student learning by analyzing data from student
results and adult implementation indicators.

Resource Management Competency — The leader aligns resources and human capital to maximize student learning to achieve state,
district and school-wide goals.

¢ Resource Management Standard 1: Manages time, procedures, and policies to maximize instructional time as well as time for professional
development opportunities that are aligned with the school’s goals.

¢ Resource Management Standard 2: Allocates financial resources, to ensure successful teaching and learning.

¢ Resource management Standard 3: Creates a safe, healthy environment to ensure effective teaching and learning.

Educational Advocacy Competency — Educational leaders ensure the success of all students by staying informed about research in
education and by influencing interrelated systems and policies that support student’ and teachers’ needs.

e Educational Advocacy Standard 1: Provides opportunities for multiple stakeholder perspectives to be voiced for the purpose of
strengthening school programs and services.

o Educational Advocacy Standard 2: Stays informed about research findings, emerging trends, and initiatives in education in order to
improve leadership practices.

¢ Educational Advocacy Standard 3: Acts to influence national, state, and district and school policies, practices, and decisions that impact
student learning.

Minimum Qualifications: United States citizen or authorized alien; those requirements as outlined in Louisiana Bulletin 746. (Louisiana
Standards of State Certification of School Personnel) Physical and mental stamina and ability to perform job functions, tasks and duties.
Terms of Employment: As contract states

Reports to: Principal

Supervises: All school personnel at school site

Salary Range: See adopted Richland Parish Salary Schedules

Signature of Evaluatee:
Signature indicates that the evaluatee has received the competencies and performance standards and evaluation instrument for the position.

Printed Name of Evaluatee:

Evaluatee’s Employee Identification Number Date

Signature of Evaluator:
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Richland Parish School Board Program: Instruction
Personnel Office
JOB DESCRIPTION

TITLE: LIBRARIAN (FLSA EXEMPT)

Competencies and Performance Standards will be used for librarian evaluation in conjunction with measures of student growth.
Measures of student growth will be aligned with the Richland Parish Public School System’s accountability measures as outlined in the
Louisiana Accountability System.

OVERVIEW OF THE POSITION: To plan and implement a program which creates an environment where students can learn and
develop optimally. To assume responsibility for the design and evaluation of the school library. To assume leadership in directing the
use of the school library by students and teachers. To administer policies and procedures necessary to maintain an adequate school
library. To initiate library practices designed to promote the success and well-being of students. To develop and implement a program of
effective community relationships with the library and related services.

Domain 1: Planning and Preparation- 1C-Setting Instructional Outcomes
e The librarian values, sequences and aligns curriculum enabling students to build their understanding of important ideas from concept to
concept.
e The librarian designs and structures lessons so that learner outcomes are at an appropriate cognitive level.
e The librarian writes and plans multi-disciplinary outcomes for student learning, not student activity.
e The librarian differentiates outcomes and instruction for students of varied abilities.
e The librarian creates and/or uses a variety of assessment tools that are curriculum-aligned and challenging.
Domain 2: The Classroom Environment- 2C-Managing Classroom Procedures
o The librarian helps students to develop skills to work purposefully and cooperatively in groups.
o The librarian facilitates lessons that engage students in different types of activities-large groups, small groups and independent work.
o The librarian ensures smooth functioning of all routines and maximizes instructional time.
Domain 3: Instruction-3B-Questioning and Discussion Techniques
e The librarian develops and presents questions that cause students to think and reflect; resulting in a deeper understanding of the topic.
e The librarian promotes learning through discussion.
e The librarian uses a range of techniques to ensure that all students contribute to the discussion and enlists the assistance of students to
ensure this outcome.
Domain 3: Instruction-3C-Engaging Students in Learning
e The librarian facilitates activities and assignments that promote learning and are aligned with the goals of the lesson.
e The librarian groups students for instruction in a variety of ways using factors such as similar backgrounds, ability levels, as well as
random groupings.
e The librarian selects instructional materials suited to engaging students in understanding and learning at a deeper level.
e The librarian delivers lessons that are appropriately structured and paced.
Domain 3: Instruction-3D-Using Assessment in Instruction
e The librarian aligns assessment to the curriculum.
e The librarian informs students of the criteria for assessment.
e The librarian monitors student learning using a variety of techniques.
e The librarian provides valuable feedback in a timely, constructive and substantive manner.
e The librarian promotes student self-assessment and student self-monitoring of their progress.
Professionalism Competency — The librarian contributes to achieving the school’s mission, engages in self-reflection and growth
opportunities, and creates and sustains partnerships with families, colleagues and communities.
e The librarian engages in self-reflection and growth opportunities to support high levels of learning for all students.
e The librarian collaborates and communicates effectively with families, colleagues, and the community to promote students’ academic
achievement and to accomplish the school’s mission.
Minimum Qualifications: United States citizen or authorized alien; those requirements as outlined in Louisiana Bulletin 746. (Louisiana
Standards of State Certification of School Personnel) Physical and mental stamina and ability to perform job functions, tasks and duties.
Terms of Employment: 9 months
Reports to: School Principal and/or Assistant Principal
Supervises: Assigned students
Salary Range: See adopted Richland Parish Salary Schedules

Signature of Evaluatee:
Signature indicates that the evaluatee has received the teacher competencies and standards and evaluation instrument for the position.

Printed Name of Evaluatee:

Evaluatee’s Employee Identification Number: Date:

Signature of Evaluator(s)
(May 2012)
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Richland Parish School Board Division: Instruction
Department of Human Resources
JOB DESCRIPTION

TITLE: CLASSROOM TEACHER: Regular Education/Special Education (FLSA EXEMPT)

Domains and Components will be used for teacher evaluation in conjunction with measures of student growth. Measures of student
growth will be aligned with the Richland Parish Public School System’s accountability measures as outlined in the Louisiana
Accountability System.

OVERVIEW OF THE POSITION: To plan and implement a program which creates an environment where students can learn and
develop optimally.

Domain 1: Planning and Preparation- 1C-Setting Instructional Outcomes
e The teacher values, sequences and aligns curriculum enabling students to build their understanding of important ideas from concept to
concept.
e The teacher designs and structures lessons so that learner outcomes are at an appropriate cognitive level.
e The teacher writes and plans multi-disciplinary outcomes for student learning, not student activity.
o The teacher differentiates outcomes and instruction for students of varied abilities.
e The teacher creates and/or uses a variety of assessment tools that are curriculum-aligned and challenging.
Domain 2: The Classroom Environment- 2C-Managing Classroom Procedures
e The teacher helps students to develop skills to work purposefully and cooperatively in groups.
o The teacher facilitates lessons that engage students in different types of activities-large groups, small groups and independent work.
e The teacher ensures smooth functioning of all routines and maximizes instructional time.
Domain 3: Instruction-3B-Questioning and Discussion Techniques
e The teacher develops and presents questions that cause students to think and reflect; resulting in a deeper understanding of the topic.
e The teacher promotes learning through discussion.
o The teacher uses a range of techniques to ensure that all students contribute to the discussion and enlists the assistance of students to
ensure this outcome.
Domain 3: Instruction-3C-Engaging Students in Learning
e The teacher facilitates activities and assignments that promote learning and are aligned with the goals of the lesson.
e The teacher groups students for instruction in a variety of ways using factors such as similar backgrounds, ability levels, as well as random
groupings.
e The teacher selects instructional materials suited to engaging students in understanding and learning at a deeper level.
e The teacher delivers lessons that are appropriately structured and paced.
Domain 3: Instruction-3D-Using Assessment in Instruction
e The teacher aligns assessment to the curriculum.
o The teacher informs students of the criteria for assessment.
e The teacher monitors student learning using a variety of techniques.
e The teacher provides valuable feedback in a timely, constructive and substantive manner.
e The teacher promotes student self-assessment and student self-monitoring of their progress.
Professionalism Competency — The teacher contributes to achieving the school’s mission, engages in self-reflection and growth
opportunities, and creates and sustains partnerships with families, colleagues and communities.
e The teacher engages in self-reflection and growth opportunities to support high levels of learning for all students.
e The teacher collaborates and communicates effectively with families, colleagues, and the community to promote students’ academic
achievement and to accomplish the school’s mission.

Minimum Qualifications: United States citizen or authorized alien; those requirements as outlined in Louisiana Bulletin 746. (Louisiana
Standards of State Certification of School Personnel) Physical and mental stamina and ability to perform job functions, tasks and duties.
Terms of Employment: 9 months

Reports to: School Principal and/or Assistant Principal

Supervises: Assigned students

Salary Range: See adopted Richland Parish Salary Schedules

Signature of Evaluatee:
Signature indicates that the evaluatee has received the teacher competencies and standards and evaluation instrument for the position.

Printed Name of Evaluatee:

Evaluatee’s Employee Identification Number : Date:

Signature of Evaluator(s)
(May 2012)
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Richland Parish School Board Program: Instruction
Personnel Office
JOB DESCRIPTION

TITLE: GUIDANCE COUNSELOR (FLSA EXEMPT)

Competencies and Performance Standards will be used for counselor evaluation in conjunction with measures of student growth.
Measures of student growth will be aligned with the Richland Parish Public School System’s accountability measures as outlined in the
Louisiana Accountability System.

OVERVIEW OF THE POSITION: To plan and implement a program which creates an environment where students can learn and
develop optimally. To administer tests, interpret scores, and maintain other records pertinent to better understanding of student
achievement and potential. To assist individual students through the counseling relationship to utilize their own resources and
environmental opportunities in the process of self-understanding, planning, decision making, and coping with problems relative to
student developmental needs and vocational and educational decisions.

Domain 1: Planning and Preparation- 1C-Setting Instructional Outcomes
e The counselor values, sequences and aligns curriculum enabling students to build their understanding of important ideas from concept
to concept.
e The counselor designs and structures lessons so that learner outcomes are at an appropriate cognitive level.
e The counselor writes and plans multi-disciplinary outcomes for student learning, not student activity.
e The counselor differentiates outcomes and instruction for students of varied abilities.
e The counselor creates and/or uses a variety of assessment tools that are curriculum-aligned and challenging.
Domain 2: The Classroom Environment- 2C-Managing Classroom Procedures
o The counselor helps students to develop skills to work purposefully and cooperatively in groups.
o The counselor facilitates lessons that engage students in different types of activities-large groups, small groups and independent work.
o The counselor ensures smooth functioning of all routines and maximizes instructional time.
Domain 3: Instruction-3B-Questioning and Discussion Techniques
e The counselor develops and presents questions that cause students to think and reflect; resulting in a deeper understanding of the topic.
e The counselor promotes learning through discussion.
e The counselor uses a range of techniques to ensure that all students contribute to the discussion and enlists the assistance of students to
ensure this outcome.
Domain 3: Instruction-3C-Engaging Students in Learning
e The counselor facilitates activities and assignments that promote learning and are aligned with the goals of the lesson.
e The counselor groups students for instruction in a variety of ways using factors such as similar backgrounds, ability levels, as well as
random groupings.
e The counselor selects instructional materials suited to engaging students in understanding and learning at a deeper level.
e The counselor delivers lessons that are appropriately structured and paced.
Domain 3: Instruction-3D-Using Assessment in Instruction
e The counselor aligns assessment to the curriculum.
e The counselor informs students of the criteria for assessment.
e The counselor monitors student learning using a variety of techniques.
e The counselor provides valuable feedback in a timely, constructive and substantive manner.
e The counselor promotes student self-assessment and student self-monitoring of their progress.
Professionalism Competency — The counselor contributes to achieving the school’s mission, engages in self-reflection and growth
opportunities, and creates and sustains partnerships with families, colleagues and communities.
e The counselor engages in self-reflection and growth opportunities to support high levels of learning for all students.
e The counselor collaborates and communicates effectively with families, colleagues, and the community to promote students’ academic
achievement and to accomplish the school’s mission.
Minimum Qualifications: United States citizen or authorized alien; those requirements as outlined in Louisiana Bulletin 746. (Louisiana
Standards of State Certification of School Personnel) Physical and mental stamina and ability to perform job functions, tasks and duties.
Terms of Employment: As contract states
Reports to: School Principal and/or Assistant Principal
Supervises: Assigned students
Salary Range: See adopted Richland Parish Salary Schedules

Signature of Evaluatee:
Signature indicates that the evaluatee has received the teacher competencies and standards and evaluation instrument for the position.

Printed Name of Evaluatee:

Evaluatee’s Employee Identification Number : Date:

Signature of Evaluator(s)
(May 2012)
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Richland Parish School Board Program: Instruction
Personnel Office
JOB DESCRIPTION

TITLE: READING INTERVENTIONIST/COACH: Regular Education/Special Education (FLSA EXEMPT)

Domains and Components will be used for teacher evaluation in conjunction with measures of student growth. Measures of student
growth will be aligned with the Richland Parish Public School System’s accountability measures as outlined in the Louisiana
Accountability System.

OVERVIEW OF THE POSITION: To plan and implement a program which creates an environment where students can learn and
develop optimally.

Domain 1: Planning and Preparation- 1C-Setting Instructional Outcomes
e The teacher values, sequences and aligns curriculum enabling students to build their understanding of important ideas from concept to
concept.
e The teacher designs and structures lessons so that learner outcomes are at an appropriate cognitive level.
e The teacher writes and plans multi-disciplinary outcomes for student learning, not student activity.
o The teacher differentiates outcomes and instruction for students of varied abilities.
e The teacher creates and/or uses a variety of assessment tools that are curriculum-aligned and challenging.
Domain 2: The Classroom Environment- 2C-Managing Classroom Procedures
e The teacher helps students to develop skills to work purposefully and cooperatively in groups.
o The teacher facilitates lessons that engage students in different types of activities-large groups, small groups and independent work.
o The teacher ensures smooth functioning of all routines and maximizes instructional time.
Domain 3: Instruction-3B-Questioning and Discussion Techniques
e The teacher develops and presents questions that cause students to think and reflect; resulting in a deeper understanding of the topic.
e The teacher promotes learning through discussion.
e The teacher uses a range of techniques to ensure that all students contribute to the discussion and enlists the assistance of students to
ensure this outcome.
Domain 3: Instruction-3C-Engaging Students in Learning
e The teacher facilitates activities and assignments that promote learning and are aligned with the goals of the lesson.
e The teacher groups students for instruction in a variety of ways using factors such as similar backgrounds, ability levels, as well as random
groupings.
e The teacher selects instructional materials suited to engaging students in understanding and learning at a deeper level.
e The teacher delivers lessons that are appropriately structured and paced.
Domain 3: Instruction-3D-Using Assessment in Instruction
e The teacher aligns assessment to the curriculum.
e The teacher informs students of the criteria for assessment.
e The teacher monitors student learning using a variety of techniques.
e The teacher provides valuable feedback in a timely, constructive and substantive manner.
e The teacher promotes student self-assessment and student self-monitoring of their progress.
Professionalism Competency — The teacher contributes to achieving the school’s mission, engages in self-reflection and growth
opportunities, and creates and sustains partnerships with families, colleagues and communities.
e The teacher engages in self-reflection and growth opportunities to support high levels of learning for all students.
o The teacher collaborates and communicates effectively with families, colleagues, and the community to promote students’ academic
achievement and to accomplish the school’s mission.

Minimum Qualifications: United States citizen or authorized alien; those requirements as outlined in Louisiana Bulletin 746. (Louisiana
Standards of State Certification of School Personnel) Physical and mental stamina and ability to perform job functions, tasks and duties.
Terms of Employment: 9 months

Reports to: School Principal and/or Assistant Principal

Supervises: Assigned students

Salary Range: See adopted Richland Parish Salary Schedules

Signature of Evaluatee:
Signature indicates that the evaluatee has received the teacher competencies and standards and evaluation instrument for the position.

Printed Name of Evaluatee:

Evaluatee’s Employee Identification Number : Date:

Signature of Evaluator(s)
(May 2012)
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ACT No. 1253, Regular Session, 2003 Teacher Rights

HOUSE BILL NO. 1342 (Duplicate of Senate Bill 605) BY REPRESENTATIVES DEWITT AND SENATOR THEUNISSEN, AND
COAUTHORED BY REPRESENTATIVES ALEXANDER, ANSARDI, ARNOLD, BALDONE, BAUDOIN, BEARD, BOWLER, BROOME,
BRUCE, CAPELLA, R. CARTER, CAZAYOUX, CRANE, CURTIS, DAMICO, DANIEL, DARTEZ, DIEZ, DOERGE, DOWNER, DOWNS,
DURAND, ERDEY, FANNIN, FARRAR, FAUCHEUX, FLAVIN, FRITH, FRUGE, FUTRELL, GALLOT, GLOVER, GUILLORY, HAMMETT,
HEATON, HILL, HONEY, HOPKINS, HUDSON, HUNTER, HUTTER, ILES, M. JACKSON, JOHNS, KATZ, KENNARD, KENNEY,
LANDRIEU, LEBLANC, LUCAS, MARTINY, MCDONALD, MONTGOMERY, MURRAY, NEVERS, ODINET, PERKINS, PEYCHAUD,
PIERRE, PINAC, PITRE, POWELL, QUEZAIRE, ROMERO, SALTER, SCALISE, SCHWEGMANN, SHAW, GARY SMITH, JACK SMITH,
JANE SMITH, JOHN SMITH, SNEED, STELLY, STRAIN, SWILLING, THOMPSON, TOOMY, TOWNSEND, TUCKER, WADDELL,
WALKER, WALSWORTH, WELCH, WOOTON, AND WRIGHT AND SENATORS HOLLIS, HOYT, MCPHERSON, AND MOUNT AN ACT

Toenact R.S. 17:416.18, relative to the rights of teachers; to establish the Educators’ Right to Teach for teachers in city,
parish, or other local public schools relative to disciplinary matters; to provide for policies enacted or adopted by any city,
parish, or other local public school boards; and to provide for related matters. Be it enacted by the Legislature of
Louisiana:

Section 1. R.S. 17:416.18 is hereby enacted to read as follows:
8416.18. Educators' Right to Teach; disciplinary actions

A.(1) A teacher has the right to teach free from the fear of frivolous law suits, including the right to
indemnification by the employing school board, pursuant to R.S. 17:416.1(C), 416.4, 416.5, and 416.11, for
actions taken in the performance of duties of the teacher's employment.

(2) A teacher has the right to appropriately discipline students in accordance with R.S. 17:223 and R.S. 17:416
through 416.16 and any city, parish, or other local public school board regulation.

(3) A teacher has the right to remove any persistently disruptive student from his classroom when the student’s
behavior prevents the orderly instruction of other students or when the student displays impudent or defiant
behavior and to place the student in the custody of the principal or his designee pursuant to R.S. 17:416(A)(1)(c).
(4) A teacher has the right to have his or her professional judgment and discretion respected by school and district
administrators in any disciplinary action taken by the teacher in accordance with school and district policy and
with R.S.17:416(A)(1)(c).

(5) A teacher has the right to teach in a safe, secure, and orderly environment that is conducive to learning and
free from recognized dangers or hazards that are causing or likely to cause serious injury in accordance with R.S.
17:416.9 and 416.16.

(6) A teacher has the right to be treated with civility and respect as provided in R.S. 17:416.12.

(7) A teacher has the right to communicate with and involve parents in appropriate student disciplinary decisions
pursuant to R.S.17:235.1 and 416(A).

(8) A teacher has the right to be free from excessively burdensome disciplinary paperwork.

B. No city, parish, or other local public school board shall establish policies that prevent teachers from exercising
the rights provided in this Section or in any other provision included in R.S. 17:416 through 416.16.

C. The provisions of this Section shall not be construed to supersede any other state law, State Board of
Elementary and Secondary Education policy, or city, parish, or other local public school board policy enacted or
adopted relative to the discipline of students.

D. Each city, parish, or other local school board shall provide a copy of this Section to all teachers at the
beginning of each school year.

Section 2. This Act shall become effective upon signature by the governor or, if not signed by the governor, upon
expiration of the time for bills to become law without signature by the governor, as provided in Article 111,
Section 18 of the Constitution of Louisiana. If vetoed by the governor and subsequently approved by the
legislature, this Act shall become effective on the day following such approval.

SPEAKER OF THE HOUSE OF REPRESENTATIVES
PRESIDENT OF THE SENATE
GOVERNOR OF THE STATE OF LOUISIANA
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FILE: GBE
Cf: BH

ASSIGNMENT

POSITION ASSIGNMENTS

The Richland Parish School Board delegates to the Superintendent or his/her designee the
assignment of all teachers, administrators, supervisory personnel, and other employees of the
Board to their respective positions and/or schools upon employment. The principal shall have the
authority to determine the placement of all teachers or other personnel at the school in which the
principal is employed, subject to the approval of the Superintendent. Personnel shall be assigned
on the basis of performance, effectiveness, and qualifications applicable to each position.

In order to avoid conflicts of interest, or the appearance of same, it is the desire of the Board that
employees not be assigned to a position that would require that employee to be directly supervised
by an immediate family member. The above provision, however, does not apply, in accordance with
statutory provisions, to an immediate family member of an athletic director of a school, which may
employ an immediate family member as a coach where he/she is athletic director. Immediate
family members include the person’s children, the spouses of the person’s children, the person’s
brothers and their spouses, the person’s sisters and their spouses, parents, spouse, and the parents
of the person’s spouse.

For purposes of this policy, principals shall be considered to directly supervise all programs
operated at their school; therefore no immediate family member of any principal shall be employed
to work in any program operated at his/her school. Also, any department head shall be considered
to directly supervise all operations in the department.

CLASS ASSIGNMENTS

The principal shall be responsible for assigning teachers to classes within his/her respective
school. Except in extenuating circumstances, the principal shall notify teachers of their anticipated
assignment for the school year prior to the opening of school. Teachers who wish to request
reassignment for the subsequent school year may do so provided such request is submitted prior to
the close of the school year. Principals shall give every reasonable consideration to teacher
requests for assignment to a particular grade level and/or subject area for which a teacher is
certified and qualified.

A teacher shall be notified by the principal of any change in assignment as soon as reasonably
possible.

Revised: December 12, 2006
Revised: August 14, 2012

Ref: La. Rev. Stat. Ann. §817:81, 42:1119
Board minutes, 12-12-06, 8-14-12

Richland Parish School Board
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§416.4. Civil liability; legal defense and indemnification of all public school employees

A. Inaddition to the provisions of R.S. 17:416.1(C), 416.3(B) and (C)(2)(a), and 416.6(B), should any public
school employee be sued for damages by any student or any person qualified to bring suit on behalf of any
student based on any action or statement or the omission of any action or statement by such employee when in
the proper course and scope of his duties as defined by the school board employing such employee, then it shall
be the obligation of said school board to provide such defendant with a legal defense to such suit including
reasonable attorney fees, investigatory costs, and other related expenses. Should any such employee be cast in
judgment for damages in such suit, it shall be the obligation of the school board employing such defendant to
indemnify him fully against such judgment including all principal, interest, and costs, except that the school
board shall not be responsible for any costs which the court stipulates are to be borne by a party other than the
employee or school board.

B. If the school board provided the defense and the judgment makes an award to the employee for damages or
other awards for costs or any fees, the employee shall reimburse the school board for its costs incurred for the
defense. The requirement of reimbursement by the employee shall not exceed the award received by the
employee.

C. Nothing in this Section shall require a school board to indemnify an employee against a judgment wherein
there is a specific decree in the judgment that the action of the employee was maliciously, willfully, and
deliberately intended to cause bodily harm or to harass or intimidate the student or where there is a specific
decree in the judgment that the employee purposefully or with gross disregard of the facts ignored the
complaints of the student, or the student's parent or guardian, that the student was being bullied and the bullying
led to the physical harm or death of the student.

D. It shall be the responsibility of each city and parish school board to notify its employees of the provisions
for legal defense and indemnification as provided in this Section and to provide such information in writing in a
clear and concise manner to its employees on an annual basis prior to the beginning of each school year.

E. For purposes of this Section, the term city and parish school board shall include the municipal school
systems recognized by the provisions of Article V111, Section 13(D) of the Constitution of Louisiana.

Acts 1983, No. 378, 81; Acts 1997, No. 619, 81; Acts 2012, No. 861, 81, eff. June 14, 2012.
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CONTRACTS AND COMPENSATION

CONTRACTS

Contracts of employment between eligible employees and the Richland Parish School Board shall
be executed for a specified period of time and compensation in accordance with state law. Unless
otherwise stipulated, all employees shall meet all stated position qualifications and/or certification
requirements before any contract shall become valid. Renewal or issuance, when possible, of
contracts of employment, as well as dismissal or nonrenewal of contract notices, with the exception
of performance contracts, shall be issued on or before the last day of each school year, whenever
possible.

The execution of an employee contract between the School Board and employee shall be legally
binding upon both parties. Teachers without tenure shall be required to have a written
contract. Teachers who have gained tenure may not be required to sign a written contract each
scholastic year, but shall be required to sign such employment contracts at intervals determined by
the School Board. The failure of a non-tenured teacher to sign a contract for the ensuing school
session within the specified time, when required, shall be considered as voluntary termination of
employment on the part of the teacher, unless under extenuating circumstances, an extension is
granted by the Superintendent. Any subsequent resignation or termination of said contract for
reasons other than extreme emergencies, as determined by the School Board, shall constitute a
breach of contract against which legal action may be taken by the School Board and the employee
dealt with accordingly. The Superintendent shall receive, finalize, and accept all resignations of all
employees. However, the Superintendent at the next available meeting shall report said
resignations to the School Board.

The Superintendent shall sign each teacher contract.

Performance Contracts

Administrative and supervisory personnel in positions that require certification shall be hired under
the terms of a performance contract of not less than two (2) nor more than four (4) years, except
when such employment is for a temporary position. The School Board shall make the final decision
regarding the length of any such performance contract. Prior to the School Board’s approval of any
initial or subsequent contract which involves an employee being or having been promoted to a
position with a higher salary, the Superintendent shall disclose all terms of the contract to the School
Board.

Termination or non-renewal of any performance contract shall be governed by the terms of the
contract and applicable law.
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COMPENSATION

Salary Schedules

Upon the recommendation of the Superintendent, the School Board shall establish salary schedules
that shall be used to determine the salaries to be paid to teachers and all other school
employees. Salaries of all teachers shall be set by the Superintendent. The salaries of all
personnel are generally based upon an established salary schedule and associated regulations;
provided, however, that salaries may be stated in and controlled by an employment contract. The
salaries as provided in any salary schedule shall be considered as full compensation for all work
required and performed within each employee’s prescribed scope of duties and responsibilities.

Salary schedules established for teachers, administrators, and other certified school personnel shall
be based upon the following criteria, with no one criterion accounting for more than fifty percent
(50%) of the formula used to compute such employees' salaries:

1. Effectiveness, as determined by the performance evaluation program as provided in La. Rev.
Stat. Ann. §817:3881 through 3905.

2. Demand, inclusive of area of certification, particular school need, geographic area, and
subject area, which may include advanced degree levels.

3. Experience.

No teacher or administrator who is rated ineffective pursuant to the School Board’'s performance
evaluation program shall receive a higher salary in the year following the evaluation than the
teacher/administrator received in the year of the evaluation.

The amount of the annual salary paid to any employee in any school year shall not be reduced
below the amount of such salary paid during the previous school year, nor shall the amount of the
annual salary paid to any employee be reduced at any time during an academic year. The
limitations on the reduction in the amount of the annual salary paid to any employee shall not be
applicable to:

1. The correction of any accounting errors or to a reduction necessitated by the elimination of a
state program or state funding;

2. The reduction of any local salary supplement funded, in whole or in part, from a revenue
source requiring voter approval, when such voter approval has not been obtained;

3. An employee who has been promoted and subsequently demoted to a lower position. In this
case, the employee’s salary shall return to the salary previously received in the lower position
from which promoted; or

4. The elimination, discontinuance, or reorganization of the position to which the employee is
assigned that results in the employee working fewer hours, days, or months. In such case,
the employee’s salary for that academic year shall not be reduced. After that year, the
employee’s salary shall be determined in accordance with the applicable salary schedule for
the employee’s position.
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Ordinarily, no teacher shall be placed on the payroll of the school district unless the teacher holds a
valid certificate as required by law, and a copy of the teacher's contract has been filed with the
Superintendent. Exceptions may be made only when qualified teachers with valid certification are
not available for employment.

Sales Tax Supplement

The School Board shall pay active and/or retired employees a share of sales tax collections
dedicated for employee salaries based on a distribution formula approved by the School Board. A
pro-rata share of the sales tax supplement shall be paid to each employee who retired or resigned
during a semester. This share will be determined in accordance with the calculation used to make
the original distribution to active employees for that same period. This distribution will be made from
sales tax collections for the current year.

Payment of Sales Tax Supplement Upon Termination of Employment

The Superintendent shall be authorized to pay an employee all monies due upon termination of
employment, which includes a pro-rata share of the sales tax supplements (13th and 14th
check). The pro-rata share of the sales tax collections for the year based upon the average amount
of sales tax collected in the two (2) prior years. At the time of payment, the employee will be notified
in writing and asked to sign a form acknowledging that the payment is an estimate of their pro-rata
share of the sales tax supplements to be distributed at a later date. The form will include a
statement indicating that the estimate is considered payment in full of any amounts due them by the
Richland Parish School Board.

Experience Credit

A year of teaching experience is defined as each scholastic year of employment as a certified
teacher in public schools within any of the fifty states of the United States of America, or within any
of its territorial possessions; or as a teacher in a private or parochial school, as an employee in a
state department of education, or as an instructor in an institution of higher learning. All such
experience must have been as a teacher in an institution or school accredited by one of the
recognized regional accrediting agencies in the United States of America (e.g., SACS). Experience
outside the United States of America, its territories or possessions must be in an institution or school
accredited by an accrediting agency recognized by the United States of America.

A year of teaching experience shall be granted if the person was employed for at least ninety-one
(91) instructional days during one scholastic year, excluding holidays, as verified by the
Superintendent. However, not more than one (1) year of experience shall be granted for a period
inclusive of twelve (12) consecutive calendar months. All experience must have been on a full-time
basis.

Any teacher holding a valid Louisiana teaching certificate in the public school system of Louisiana
who has transferred to Louisiana from a public school system of another state and who, at the time
of such transfer, held a valid teacher's certificate from that state, shall be given full credit under the
salary schedule for the years of satisfactory teaching service previously rendered in the public
school system of that state. Credit for previous teaching experience shall also be granted to anyone
employed who holds a valid Louisiana teaching certificate and is employed or has been employed
by another public school system in the state.
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Advanced Degree

When a teacher earns additional college credit, is awarded an advanced degree, or receives
additional training that would result in an increase in salary, said teacher shall be paid for the
advanced degree or training beginning with the next payroll period after all necessary
documentation has been received from the Louisiana Department of Education. It shall be the
responsibility of the employee to assure proper notification is given to the Superintendent or his/her
designee.

Retirees

The salary of any retiree who is reemployed as a full-time teacher shall be based on the salary
schedule which accounts for all prior years of teaching service and pertinent experience. The status
of any retiree who is reemployed shall be the same as a full-time active employee, subject to all
applicable rules, procedures, policies, and statutes that apply to all such full-time active employees.

The retirement of an employee prior to his/her re-employment as a retiree shall constitute a break in
his/her service with the School Board for purposes of tenure and sabbatical leave. The retiree shall
not be allowed to carry forward annual leave days accumulated by him/her as of the date of his/her
retirement, but he/she may carry forward accumulated sick leave days provided that he/she has
returned to employment within five (5) years of his/her last employment as a teacher within the
school system. A retiree shall have the right to earn additional sick leave and annual leave, if
applicable, on the same basis as other similarly situated newly hired employees while a retiree.

School Employees

Compensation for all school employees shall be based on applicable salary schedules or hourly
rates established by the Richland Parish School Board, with the exception that no employee shall
receive less than the minimum established by state or federal law.

For the purposes of this subsection, school employee shall mean any employee of the School Board
that is not required to hold a teacher's certificate as a condition of employment, including but not
limited to, bus driver, food service worker, teacher aide, custodian, and maintenance personnel.

Revised: October 5, 1999 Revised: January 8, 2013
Revised: October, 2001 Revised: October 14, 2014
Revised: January, 2002 Revised: December 13, 2016
Revised: June, 2003 Revised: April 10, 2018

Revised: August 14, 2012

Ref: 29 USC 201 et seq. (Fair Labor Standards Act of 1938, as amended)

29 CFR 778 (Overtime Compensation)

La. Rev. Stat. Ann. 8811:710, 17:81, 17:83, 17:84, 17:84.1, 17:411, 17:413, 17:414, 17:418,
17:419.2, 17:421.4, 17:422.6, 17:423, 17:424, 17:424.2, 17:424.3, 17:442, 17:444,
17:491, 17:492, 17:496, 17:496.1, 17:497, 17:497.1, 17:498, 17:1203, 17:3881, 17:3882,
17:3883, 17:3884, 17:3901, 17:3902, 17:3903, 17:3904

Harrah Independent School District v. Martin, 99 S.Ct. 1062 (1979)

Garcia v. San Antonio Metropolitan Transit Authority et al., 105 S. Ct. 1005 (February 1985)

Wright v. Caldwell Parish School Board, 30.448 (La. App. 2 Cir. 6/16/99)

Board minutes, 10-5-99, 1-14-03, 8-14-12, 1-8-13, 10-14-14, 12-13-16
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Richland Parish School Board
FILE: GAMD

DRUG FREE WORKPLACE

The Richland Parish School Board is dedicated to providing a drug-free workplace for its employees
and all the students within its authority. Toward that end, the unlawful manufacture, distributions,
dispensation, possession or use of a controlled substance in or on any and all property of the
Richland Parish School Board by any employee or student shall be prohibited. Employees and
students violating such a prohibition shall be subject to the appropriate disciplinary action. Such
action may include, but not necessarily be limited to suspension, termination, or mandatory
participation in a drug abuse assistance or rehabilitation program.

All employees of the Richland Parish School Board shall be given a copy of this policy and as a
condition of employment, shall agree to abide by the conditions contained herewith. The employee
also agrees to notify the School Board of any criminal drug statute conviction for a violation
occurring in the workplace no later than five (5) days after such conviction.

The Richland Parish School Board will notify the appropriate governmental agencies within ten (10)
days after receiving notice of such conviction and will take action against the offending employee
within thirty (30) days.

The Board shall also establish a drug-free awareness program and shall make a good faith effort to
maintain a drug free workplace. Employees, students and parents shall be notified of the provisions
of the Board's Drug Prevention Program.

Ref: 20 USC 7101 et seq. (Safe and Drug-Free Schools and Communities)
21 USC 812 (Schedules of Controlled Substances)
41 USC 8101 et seq. (Drug-Free Workplace)
21 CFR 1308.11 et seq. (Schedules of controlled substances)
La. Rev. Stat. Ann. 8814:91.7, 17:240, 17:402, 17:403, 17:404, 17:405, 40:961, 40:962,
40:963, 40:964, 40:967, 40:968, 40:969, 40:970, 40:971, 40:971.1
Board minutes, 3-1-93, 10-4-94

Richland Parish School Board
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EMPLOYEE CONDUCT

The Richland Parish School Board believes the teaching profession occupies a position of public
trust involving not only the individual teacher's personal conduct, but also the interaction of the
school and the community. Education is most effective when these many relationships operate in a
friendly, cooperative, and constructive manner. A teacher's conduct, as well as the conduct of all
employees throughout the school district, should meet acceptable standards of the community and
show respect for the law and the rights of others.

All employees, volunteers, student teachers, interns, and any other person affiliated with the
Richland Parish School Board have the responsibility to be familiar with and abide by the laws of the
state, the policies and decisions of the School Board, and the administrative regulations and
procedures designed to implement Board policies. Employees and others shall also comply with the
standards of conduct set out in this policy and with any other policies, regulations, procedures, or
guidelines that impose duties, requirements, or standards of conduct attendant to their status as
School Board employees.

Employees and all others shall be expected to observe at least the following standards of conduct:

« Be courteous to students, one another, and the public and conduct themselves in a
professional and ethical manner.

o Recognize and respect the rights and property of students, other employees, and the public.
« Maintain confidentiality of all matters relating to students and other employees.

« Demonstrate dependable attendance and punctuality with regard to assigned activities and
work schedules.

e Observe and adhere to all terms of an employee's contract or job description.
o Strive to keep current and knowledgeable about the employee's area of responsibility.

e Refrain from promoting personal attitudes and opinions for matters other than general
discussion.

e Refrain from using undue influence to gain, or attempt to gain, promotion, leave, favorable
assignments, or other individual benefit or advantage.

e Advocate positive personal behavior on or off campus and attempt to avoid improprieties or
the appearance of improprieties.

While the operation of the School Board and its schools is governed by the provisions of this and all
other Board policies, regulations, and procedures, as well as procedures of the individual schools,
no policy manual can list each and every instance of misconduct that is precluded. Accordingly,
employees are cautioned that the appropriateness of certain action or behavior must necessarily be
dictated by the nature of the position held by the employee and standards of common sense. By
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virtue of one's education and experience, an employee knows and understands that certain actions
or conducts are unacceptable even in the absence of formal Board policy. For instance, without the
need of a specific prohibition or warning, a classroom teacher should be aware of the impropriety of
certain practices such as leaving students unattended, using profanity or sexually suggestive
language, or bringing a firearm onto campus. Such conduct constitutes both incompetence and
willful neglect of duty. Such conduct, as well as violation of any state or federal law or Board
policies, regulations, or procedures, or school regulations or procedures, shall result in the
imposition of discipline up to and including termination.

PROHIBITED SEXUAL CONDUCT

Employees shall be prohibited from engaging in any form of sexual conduct with students. In
particular, it is a violation of criminal statutes for any educator, which includes any administrator,
coach, instructor, teacher, paraprofessional, teacher aide, or student aide, to engage in sexual
conduct, as defined in La. Rev. Stat. Ann. §14:81.4 with a student who is seventeen (17) years of
age or older, but less than twenty-one (21) years of age, where there is an age difference of greater
than four (4) years between the two persons.

Notwithstanding any claim of privileged communication, any educator, having cause to believe that
prohibited sexual conduct has occurred between another educator and a student, shall be required
by state law to immediately report such conduct to a local or state law enforcement agency.

NOTIFICATION BY EMPLOYEES

A teacher or any other School Board employee shall report any final conviction or plea of guilty or
nolo contendere to any criminal offense, excluding traffic offenses, to the School Board within forty-
eight (48) hours of conviction or plea.

Arrests for Certain Sexual Offenses

Effective January 1, 2012, any public school employee shall be required to report his/her arrest for a
violation of La. Rev. Stat. Ann. §814:42-14:43.5, 14:80-14:81.5, any other sexual offense affecting
minors, any of the crimes listed in La. Rev. Stat. Ann. §15:587.1, or any justified complaint of child
abuse or neglect on file with the Louisiana Department of Children and Family Services.

The report shall be submitted to the Superintendent or his/her designee within twenty-four (24)
hours of the arrest. However, if the employee is arrested on a Saturday, Sunday, or a legally
declared school holiday such report shall be made prior to the employee next returning for his/her
work assignment at a school. Such report shall be made by the employee or an agent of the
employee regardless of whether he/she was performing an official duty or responsibility as an
employee at the time of the offense. In addition, the employee shall report the disposition of any
legal proceedings related to any such arrest, which shall also be made a part of any related files or
records.

Any employee who fails to comply with these provisions shall be suspended with or without pay by
the School Board if such employee is serving a probationary term of employment or if the provisions
of law relative to probation and tenure are not applicable to the employee.

Any employee employed by the School Board who is a tenured employee of the Board shall be
subject to removal under applicable state laws for failure to comply with these provisions. Written
and signed charges alleging such failure shall be brought against the employee.
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Unless criminal charges are instituted pursuant to an arrest which is required to be reported as
provided above, all information, records, hearing materials, and final recommendations of the school
pertaining to such reported arrest shall remain confidential and shall not be subject to a public
records request.

School employee, as used in this policy, shall mean any employee of the School Board, including
teachers, substitute teachers, bus drivers, substitute bus drivers, or janitor, and shall include all
temporary, part-time, and permanent school employees.

Revised: December 12, 2006 Revised: September, 2008
Revised: November 10, 2009 Revised: November 10, 2009
Revised: February 12, 2008 Revised: January 10, 2012

Ref: 41 USC 8103 (Drug-Free Workplace Requirements for Federal Grant Recipients)

La. Rev. Stat. Ann. 8814:42, 14:42.1, 14:43, 14:43.1, 14:43.2, 14:43.3, 14:43.5, 14:80,
14:80.1, 14:81, 14:81.1, 14:81.1.1, 14:81.2, 14:81.3, 14:81.4, 14:81.5, 17:15, 17:16, 17:81

Sylvester v. Cancienne, 95-0789 (La. App. 1st Cir. 11/9/95), 664 So.2d 1259

Howard v. West Baton Rouge Parish School Board, 2000-3234 (La. 6/29/01), 793 So.2d 153

Spurlock v. East Feliciana Parish _School Board, 03-1879 (La. App. 1st Cir. 6/25/04), 885
So0.2d 1225

Board minutes, 12-12-06, 2-12-08, 11-11-08, 11-10-09, 1-10-12

Richland Parish School Board
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EMPLOYEE TOBACCO USE

SMOKING/TOBACCO USE PROHIBITED ON SCHOOL CAMPUSES

No person shall smoke or carry a lighted cigar, cigarette, pipe, or any other form of smoking object
or device, on any school property. Smoking means the possession of a lighted cigar, cigarette, pipe
or any other lighted tobacco product, including but not limited to e-cigs, e-cigarettes, electronic
cigarettes, advanced personal vaporizers, vape pens, and vape mods.

No person shall smoke, chew, inhale, ingest or absorb or otherwise consume any tobacco or
tobacco product in any elementary or secondary school building, nor shall any student or school
employee smoke, chew, inhale, or absorb, or otherwise consume any tobacco product on any other
school property; however, this prohibition shall not be applicable to any tobacco product approved
by the United States Food and Drug Administration for sale as a tobacco cessation product and
which is marketed and sold solely for such purpose.

The use of tobacco or any tobacco product is prohibited on any school bus or school vehicle
transporting students attending any elementary or secondary school.

School property means school grounds, playgrounds, premises, and property, including but not
limited to land, improvements, and school facilities located on the property of any elementary or
secondary school. School property also means any school vehicle used for the provision of
academic and extracurricular programs and administration at any elementary or secondary school.

SMOKING ON SCHOOL PROPERTY WHICH IS NOT PART OF A SCHOOL CAMPUS

Smoking, carrying a lighted cigar or cigarette, pipe or any other form of smoking object or device
shall be prohibited in buildings and on the grounds of any other School Board property not located
on the property of an elementary or secondary school, except in outdoor areas specifically
designated as smoking areas by the building administrator.

Any person who violates these provisions shall be disciplined in accordance with statutory
provisions and School Board policies, and may be referred to a tobacco-cessation counseling
service.

Revised: January 16, 2007
Revised: December 12, 2017

Ref: 20 USC 6083 (Non-smoking Policy for Children's Services) La. Rev. Stat. Ann.
8817:240, 17:416, 40:1291.1, 40:1291.2, 40:1291.3, 40:1291.11, 40:1291.21
Board minutes, 1-16-07, 12-12-17

Richland Parish School Board
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EMPLOYEE USE OF ELECTRONIC TELECOMMUNICATION DEVICES

Richland Parish School Board employees may possess an electronic telecommunication device in
any elementary, middle, or high school building, or on the grounds thereof or in any school bus used
to transport public school students, but must not have them turned on or use them during
instructional time, or while on duty, or in the presence of students, except in an emergency. An
emergency is defined as an actual or imminent threat to public health or safety, which may result in
loss of life, injury, or property damage. Furthermore, camera phones with video and/or still
photography capabilities, voice-recording capabilities, or future technological improvements and/or
still equivalent equipment may not be used unless authorized by the school principal or his/her
designee. A violation of these provisions may be grounds for disciplinary actions, including but not
limited to, dismissal of the employee.

EMPLOYEE CELLULAR PHONE USE

The use of cellular telephones by Richland Parish School Board Personnel during normal working
hours on a school campus must be approved by the principal of that campus. Except as noted, the
use of cellular telephones by Richland Parish School Board Personnel during instructional time shall
be strictly prohibited. A violation of these provisions may be grounds for disciplinary actions,
including but not limited to, dismissal of the employee.

Approved: January 11, 2005
Ref: La. Rev. Stat. Ann. 8817:81, 17:239
Board minutes, 1-11-05

Richland Parish School Board
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Family Educational Rights and Privacy Act (FERPA)

Family Policy Compliance Office (FPCO) Home

The Family Educational Rights and Privacy Act (FERPA) (20 U.S.C. § 1232g; 34 CFR Part 99) is a Federal law
that protects the privacy of student education records. The law applies to all schools that receive funds under an
applicable program of the U.S. Department of Education.

FERPA gives parents certain rights with respect to their children's education records. These rights transfer to the
student when he or she reaches the age of 18 or attends a school beyond the high school level. Students to
whom the rights have transferred are "eligible students."

Parents or eligible students have the right to inspect and review the student's education records maintained by
the school. Schools are not required to provide copies of records unless, for reasons such as great distance, it is
impossible for parents or eligible students to review the records. Schools may charge a fee for copies.

Parents or eligible students have the right to request that a school correct records which they believe to be
inaccurate or misleading. If the school decides not to amend the record, the parent or eligible student then
has the right to a formal hearing. After the hearing, if the school still decides not to amend the record, the
parent or eligible student has the right to place a statement with the record setting forth his or her view about
the contested information.

Generally, schools must have written permission from the parent or eligible student in order to release any
information from a student's education record. However, FERPA allows schools to disclose those records,
without consent, to the following parties or under the following conditions (34 CFR § 99.31):

e School officials with legitimate educational interest;

e Other schools to which a student is transferring;

o Specified officials for audit or evaluation purposes;

o Appropriate parties in connection with financial aid to a student;

« Organizations conducting certain studies for or on behalf of the school,

e Accrediting organizations;

e To comply with a judicial order or lawfully issued subpoena;

« Appropriate officials in cases of health and safety emergencies; and

o State and local authorities, within a juvenile justice system, pursuant to specific State law.

Schools may disclose, without consent, "directory” information such as a student's name, address, telephone
number, date and place of birth, honors and awards, and dates of attendance. However, schools must tell parents
and eligible students about directory information and allow parents and eligible students a reasonable amount of
time to request that the school not disclose directory information about them. Schools must notify parents and
eligible students annually of their rights under FERPA. The actual means of notification (special letter,
inclusion in a PTA bulletin, student handbook, or newspaper article) is left to the discretion of each school.
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For additional information, you may call 1-800-USA-LEARN (1-800-872-5327) (voice). Individuals who use
TDD may use the Federal Relay Service.

Or you may contact us at the following address:

Family Policy Compliance Office
U.S. Department of Education
400 Maryland Avenue, SW
Washington, D.C. 20202-8520
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OPERATIONAL SAFETY
Responsibility for Safety

Introduction

Our po

licy is to furnish to each of our employees a place of employment which is free of recognized hazards

that may cause or are likely to cause death or serious injury. The effectiveness of our safety program will

depend
executi

upon the participation, sincerity and cooperation of administrators, principals, and all staff in the
on of the following

procedures:

a.
b.
c.R
d.
e.

2
3.
4

Planning all work to avoid personal injury, property damage, and loss of productive time.
Maintaining a system that promptly detects and corrects unsafe practices and conditions.

equiring the use of personal protective equipment and mechanical guards wherever necessary.

Maintaining an effective system of equipment and tool inspection and maintenance.
Establishing an educational program to maintain interest and cooperation of all levels through:
1.

Planned safety meetings.

. Investigating all accidents to determine cause and taking the necessary corrective action.

Posting government forms, keeping records, and enforcing safety requirements for all operations.
. Using accident prevention literature and posters to keep safety goals continually in the forefront.

The school building principal or his/her designee will be responsible for safety and accident prevention
activities at the school level to assure that:

Safety rules and regulations are established and discussed with all employees, followed by all
employees, and a qualified first aid person is available. The district will try to provide for a trained first
aid person at each school, or within a reasonable distance of the school for those sites not having a
qualified first aid person. A first aid kit with proper supplies for the job exposure will be maintained and
restocked as needed at each site.

Employees are given proper safety training and instruction and that each employee review all safety
rules.

Principals and safety designee attend periodic safety meetings.

All accidents requiring a visit to the clinic or a physician are to be investigated as to cause and effect
whenever possible. Reports of this nature should include who, what, when, and where, and what
corrective action is required to resolve the issue(s) and the action taken to fix the problem. The report is
to be sent to the business office by the principal or safety designee. Investigation reports are to be
signed by the principal/designee before forwarding to the business office immediately following the
accident. Minor accidents not requiring immediate medical attention should also be investigated in a
similar manner to accidents requiring medical attention. The accident report should be forwarded to the
district safety supervisor/coordinator and the business office.

Accidents receive prompt investigation and accident causes are eliminated.

Safety inspections of the school facilities and equipment are made regularly by assigned personnel and
proper records are kept.

Safe working conditions are provided and maintained.
A monthly work place inspection Check List is completed at the start of each month.
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9. Attempt to comply with all applicable regulations, and notices promulgated by federal, state, and local
authorities.

10. Correction of unsafe work practices and instruction on proper methods of working safely.

11. Ensure employees wear required personal protective equipment such as safety goggles, etc. Repeated
violation of safety rules will be cause for dismissal proceedings.

12. Promptly investigate accidents and provide guidance on how to correct the unsafe act, practice, or
physical condition. Determine underlying causes of the accident and procedures or practices to prevent
similar occurrences.

Basic Safety Rules for Employees

The most valuable tool you can have to protect yourself from the hazards of your job is common sense. You
must remain alert for yourself as well as your fellow employees. Each employee must strive to do the
following:

Follow instructions. If you do not understand, ask for additional help on how to do the job safely.
Correct unsafe conditions or report them to the supervisor in charge.

Keep your work area clean. Poor housekeeping causes accidents and wastes time.

Post all wet and/or slippery surfaces with warning signs.

Use the proper tools or equipment for each job and use them safely.

Operate only that equipment you are authorized and qualified to use.

Report all accidents to the foreman or supervisor so corrective action can be taken as needed.

If injured, even slightly, get prompt first aid or medical care to reduce the change of a minor injury
developing into a serious injury.

9. Wear the personal protective equipment required by the job and wear it properly. Take care of the
equipment and have it replaced in it is damaged or worn out.

10. Avoid getting involved in horseplay, fighting, or any other situation s that would cause someone to be
distracted from the job.

11. Obey all safety rules and practices and help develop a safety awareness with your fellow employees.

© N O~ wwDhE

Training

A program that provides for the training of all new and existing employees is designed to provide workers with
a source of information to get assistance when implementing new work tasks/jobs that they feel inadequately
trained to perform, or need guidance on how to safely implement the assigned task(s). Training will be provide
to all personnel in supervisory roles with emphasis on the following topics: conducting safety meetings and
inspections, accident investigations, job planning, employee training methods, and leadership skills.

Monthly Work Place Inspection

It is school board policy that inspections be made of the work place on a monthly basis by the principal or
his/her designee. The report is designed to recognize unsafe conditions, acts, or other unsafe conditions
inherent in certain types of job task to be completed. Corrective actions taken to resolve issues noted in the
inspection should be noted on the report form. Reports are to be retained for a period of one year with a signed
copy of each completed report sent to the supervisor/coordinator in charge of safety for the school district.
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Transportation Safety

Each school bus is to be inspected two time per year by an approved Louisiana Motor Vehicle Inspection station
or by the Enforcement Division of the Louisiana Department of Public Safety. The inspections shall be once in
the sum and once in January of each school year. Each bus driver will perform a school bus pre-trip inspection
daily and record the results of the inspections on Richland Parish Form No. 12. This form (RP Form 12) should
be forwarded to the transportation supervisor at the end of each month and maintained by the supervisor of
transportation through June 30 of each year. The bus driver shall notify the principal and the supervisor of
transportation if the bus has an unsafe condition that requires immediate attention.

Right to Know (OSHA 1920.200)

Certain chemicals used by cafeteria and janitorial staff may contain harmful substances. The immediate
supervisor shall require that vendors provide him/her with Material Safety Data Sheets (MSDS) for each
chemical purchased for use in the school. The MSDS material shall be maintained in a file at the local school
and in the central office. The principal/designee should provide training on the proper use of chemicals used at
the local school and in the central office. This training shall be validated by signature and date of each cafeteria
and janitorial staff on the appropriate Chemical Use Inservice Form. This form is to be retained at the school
level and a copy forwarded to the district safety supervisor/coordinator.

Record Keeping

In accordance with board procedures/policies, the following documents/records shall be maintained.

1. Inspections reports, accident investigation reports, minutes of safety meetings, and training records are to
be retained for a period of one year from the end of the year for which the records are maintained.

2. OHSA logs and/or other applicable recordkeeping requirements set forth in 20 CFS 1904, Recording and
Reporting Injuries and Ilinesses, are to be retained for a period of five years.

3. All employees are required to sign an employee roster indicating they have received a copy of the
Operational Safety Plan and that they understand their responsibilities for implementing safety practices
and procedures on the work site.
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PERSONNEL RECORDS

The Richland Parish School Board shall require the maintenance of a uniform system of personnel
records for all employees. It 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. It 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

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 for the 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 majority vote of the total School Board membership, shall have the right to examine
any and all records of the school system, including personnel records.

In 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.

If 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
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Additions to Personnel File

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

1.

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.

Rebuttal and Response

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.

1.

3.

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. If such proof is not presented, the document
containing the allegations and statement shall be removed from the school employee's
personnel file and destroyed.

If, 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 document.

Procedure for Filing of Rebuttal and Response

1.

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.
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3.

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.

CONFIDENTIAL INFORMATION

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

1.

The home telephone number of the employee where such employee has chosen to have a
private or unlisted home telephone number because of the nature of his/her occupation with
such body.

. The home telephone number of the employee where such employee has requested that the

number be confidential.

The home address of the employee where such employee has requested that the address be
confidential, except it shall be made available to recognized educational groups.

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.

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:

1.

2.

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
Richland 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.

45



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 on-the-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.

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 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.

RELEASE OF PERSONNEL RECORDS PERMITTED
There are conditions under which personnel records of employees may be released. These
conditions are:

1. 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.

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

3. In all cases, an employee shall have unlimited access to any and all information 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: April 4, 2000 Revised: February 10, 2004
Revised: October, 2001 Revised: November, 2006
Revised: January, 2002 Revised: December 8, 2015

Ref: 5 USC 552 (Privacy Act of 1974)
La. Rev. Stat. Ann. §817:81, 17:440, 17:1231, 17:1232, 17:1233, 17:1234, 17:1235, 17:1236,
17:1237,17:1238, 23:1127, 23:1293, 44:1, 44:2, 44:4, 44:11, 44:12
Board minutes, 4-4-00, 2-10-04, 12-8-15
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FILE: GAEAA
Cf: GAAA, GAE
Cf: GBRA, JAA
SEXUAL HARASSMENT

It is the policy of the Richland Parish School Board to maintain a learning and working environment that is
free from sexual harassment. No employee or student of the district shall be subjected to sexual harassment.

It shall be a violation of this policy for any member of the Richland Parish School Board staff to harass
another staff member or student through conduct or communications of a sexual nature as defined below. It
shall also be a violation of this policy for students to harass other students or staff through conduct or
communications of a sexual nature as defined below.

Each administrator shall be responsible for promoting understanding and acceptance of, and assuring
compliance with, state and federal laws and Board policy and procedures governing sexual harassment within
her or his school or office.

Violations of this policy or procedure may result in disciplinary action.

DEFINITION

1. Sexual harassment means unwelcome sexual advances, requests for sexual favors, and other verbal or
physical conduct of a sexual nature when:

A.

submission to such conduct is made either explicitly or implicitly a term or condition of a
person's employment or advancement or of a student's participation in school programs or
activities; or

submission to or rejection of such conduct by an employee or student is used as the basis for
decisions affecting the employee or student; or

such conduct has the purpose or effect of unreasonably interfering with an employee's or
student's performance or creating an intimidating, hostile, or offensive work or learning
environment.

2. Sexual harassment may include, but not be limited to:

B.

Sexually oriented communication, including sexually oriented verbal "kidding" or harassment
or abuse

. Subtle pressure or requests for sexual activity

. Persistent unwelcome attempts to change a professional relationship into a personal, social-

sexual relationship

Creating a hostile work or learning environment, including the use of innuendoes or overt or
implied threats

Unnecessary touching of an individual, e.g., patting, pinching, hugging, repeated brushing
against another person's body
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G. Requesting or demanding sexual favors accompanied by implied or overt threats concerning an
individual's employment or a pupil's status

H. Requesting or demanding sexual favors accompanied by an implied or overt promise of
preferential treatment with regard to an individual's employment or a pupil's status

I. Sexual assault or battery as defined by current law.

PROHIBITED SUPERVISORY BEHAVIOR

2.

4.

No supervisor may condition any employment, employee benefit, or continued employment in this
school system on an applicant's or employee's acquiescence to any of the sexual behavior defined
above.

No supervisor may retaliate against any applicant or employee because that applicant or employee has
opposed a practice prohibited by Title VII of the Civil Rights Act of 1965 and the new Civil Rights
Act of 1991, or has filed a complaint, testified, assisted or participated in any manner in any
investigation, proceeding, or hearing conducted by an authorized investigative agency.

No supervisor or manager shall destroy evidence relevant to an investigation of sexual discrimination.

BEHAVIOR PROHIBITED BY ALL EMPLOYEES AND STUDENTS

1.

Ref:

No supervisor or other employee of this school system shall create a hostile or offensive work
environment for any other employee by engaging in any sexual harassment or by tolerating it on the
part of any supervisee.

No supervisor or any other employee in the school system shall assist any individual in doing any act
which constitutes sexual discrimination against any employee in the school system.

The supervisory staff, employees, and non-employees engaged in business with the Richland Parish
School Board are prohibited from conduct of a sexual nature which either explicitly or implicitly
makes acceptance or rejection of a sexual invitation a condition of assigning of grades, awarding of
honors, participation in activities, administering of discipline or similar actions or creates an
intimidating, hostile, or offensive school environment for students.

Students are prohibited from conduct of a sexual nature which either explicitly or implicitly makes
acceptance or rejection of a sexual invitation a condition for receiving favorable treatment, to
participation in school activities or any other school related matter; making sexual advances or
requests for sexual favors which interferes with an individual's school performance or creates an
intimidating, hostile or offensive school environment.

20 USC 1681 (Title 1X of the Education Amendments of 1972)

42 USC 2000e (Civil Rights - Definitions)

29 CFR 1604.11 (Guidelines on Discrimination Because of Sex - Sexual Harassment)

34 CFR 100.6 et seq. (Title VI of the Civil Rights Act of 1964)

La. Rev. Stat. Ann. 8814:41, 14:42, 14:42.1, 14:43, 17:81, 23:301, 23:302, 23:303, 23:332
La. Civil Code, §2315

Board minutes, 8-2-94

Richland Parish School Board
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FILE: GBRIB
Cf: EGAA
SICK LEAVE

The Richland Parish School Board shall grant all employees hired for the school year or longer a minimum of
ten (10) days absence per year because of personal illness or other emergencies without loss of pay.

Sick leave, when not used, shall be allowed to accumulate to the credit of the employee without limitation.
However, upon initial employment, a teacher employed by the School Board shall not be allowed any sick
leave until he or she reports for duty and actually performs work.

The minimum of ten (10) days of sick leave for an employee shall be based on the employee beginning work at
the beginning of the school year. In the case of an employee beginning work in the first month of the school
year, ten days sick leave shall be allowed. If an employee begins work in the second month of the school year,
nine days of sick leave shall be allowed, and the number of days of sick leave shall continue to be prorated for
an employee who begins work until the eighth month of the school year, when only three days of sick leave
shall be allowed. The Superintendent and/or his/her designee shall be responsible for developing and
maintaining pertinent regulations and procedures governing sick leave.

TERMINOLOGY
Statutes governing sick leave for School Board personnel include differing provisions for different categories of
employees. For purposes of this policy, the following terminology shall apply:

¢ A teacher shall mean any employee who holds a valid teaching certificate or whose employment requires
the holding of a teaching certificate, or any social worker, guidance counselor, or school psychologist
who holds, as applicable, a valid professional ancillary certificate.

e A bus operator shall mean any employee who is employed as a school bus operator.

¢ A school employee shall mean an employee who is not a teacher or a school bus operator.

e The use of the term employee shall include all three (3) categories of personnel.

CERTIFICATION OF ABSENCE

An employee who is absent for six (6) or more consecutive days shall be required to present a certificate from a
physician certifying such absence upon return to work. In the case of repeated absences of less than six (6) days
because of illness, the School Board reserves the right to require verification of illness. Should a pattern of
behavior so warrant, upon the request of the Superintendent or School Board, the employee shall be required, at
the expense of the School Board, to provide a certificate from a physician specified by the Superintendent or
School Board, in order to verify the existence of an illness, injury, or medical emergency.

Excuses for employee absences due to illness or injury must be provided on physician’s letterhead containing
the physician’s name, address, and telephone number, typed, printed, or as part of the letterhead. The
physician's typed or neatly printed name shall also appear beneath his/her signature. The letter must clearly
state the reason for the illness or injury, date of the illness or injury, and the anticipated return-to-work date.

If an employee is absent from duty under circumstances in which he/she is not entitled to any kind of leave,

such employee shall be considered to be in violation of his/her contract, and is not entitled to be paid for the
days of unauthorized absence and non-performance of duties.
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SICK LEAVE FOR EMERGENCIES

Emergencies for sick leave purposes shall be defined by the School Board as:

1. lliness or death within the immediate family - husband, wife, children and their spouses, parents, brothers and
sisters and their spouses; spouse's parents, brothers and sisters and their spouses; grandparents and
grandchildren (including step-relations);

2. Weather conditions - hurricane, tornado, snowstorm, flood, accident, when approved by the Superintendent
or designee;

3. Court summons; or
4. Other unusual circumstances as approved by the Superintendent or designee.

EXTENDED SICK LEAVE

The School Board shall permit employees to take up to ninety (90) days of extended sick leave in each six-year
period of employment which may be used for a medical necessity at any time the employee has no remaining
regular sick leave balance at the time the extended sick leave is set to begin. The initial six-year period of
employment shall begin on August 15, 1999 for all teachers and bus operators employed as of that date, on
August 15, 2008 for school employees employed as of that date, or on the effective date of employment for
those employees employed after the dates above. All decisions relative to the granting of extended sick leave
shall be made by the Superintendent.

Unused days during any six-year period of employment shall not cumulate or carry forward into the next six-
year period of employment. The balance of days of extended sick leave available shall transfer with the
employee from one public school employer to another without loss or restoration of days.

Interruptions of service between periods of employment with a public school employer shall not be included in

any calculation of a six-year period, such that any employment with any public school employer, regardless of

when it occurs, shall be included in any determination of the balance of days of extended sick leave available to
the employee.

Any employee on extended sick leave shall be paid sixty-five percent (65%) of the salary paid the employee at
the time the extended sick leave begins.

Definitions

Child means a biological son or daughter, an adopted son or daughter, a foster son or daughter, a stepson or
daughter, or a legal ward of an employee standing in loco parentis to that ward who is either under the age of
eighteen (18) or who is eighteen (18) years of age but under twenty-four (24) years of age and is a full-time
student, or who is nineteen (19) years of age or older and incapable of self-care because of a mental or physical
disability.

Immediate family member shall mean a spouse, parent, or child of the employee.
Infant means a child under one year of age.
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Infant means a child under one year of age.

Medical necessity shall be the result of a catastrophic illness or injury, a life-threatening, chronic, or
incapacitating condition, as certified by a physician, of the employee or a member of his/her immediate family.

Parent means the biological parent of an employee or an individual who stood in loco parentis to the employee.

Extended Sick Leave for Maternity Purposes

Each teacher granted maternity leave in accordance with state law and who has no remaining sick leave
available may also be granted up to (30) days of additional extended sick leave in each six-year period of
employment for personal illness relating to pregnancy, illness of an infant, or for required medical visits
certified by a physician as relating to infant or maternal health.

Gainful Employment Permitted

An employee may undertake additional gainful employment while on extended sick leave, provided all of the
following conditions are met:

1. The employee can demonstrate that he/she will be working not more than twenty (20) hours a week in a part-
time job that the employee has been working for not less than one hundred twenty (120) days prior to the
beginning of any period of extended sick leave.

2. The physician who certifies the medical necessity of the leave indicates that such part-time work does not
impair the purpose for which the extended sick leave is required.

Any violation of the provisions regarding gainful employment may require the employee to return to the School
Board all compensation paid during any week of extended sick leave in which the employee worked more than
twenty (20) hours and to reimburse the School Board all related employment costs attributable to such period as
calculated by the School Board, without any restoration of leave days.

Application Process

On every occasion that a teacher uses extended sick leave, a statement from a licensed physician certifying that
it is for personal illness relating to pregnancy, illness of an infant, or for required medical visits related to infant
or maternal health, or that it is a medical necessity, shall be presented prior to extended sick leave being taken.

On every occasion that a bus operator or school employee uses extended sick leave, a statement from a licensed
physician certifying that it is a medical necessity for the bus operator or school employee to be absent for at
least ten (10) consecutive work days shall be presented prior to extended sick leave being taken.

The required physician's statement may be presented along with the request for extended sick leave subsequent
to the teacher’s or school employee’s return to service. In such a case, the extended sick leave shall be granted
for all days for which extended sick leave is requested, provided the request and required documentation is
presented within three (3) days after the teacher or school employee returns to service. However, the School
Board or the Superintendent reserves the right to question the validity of the medical certification after the three
day period.

If the period an employee is on extended sick leave is anticipated to carry over from one school year to the start
of the next school year, another application and physician’s statement shall be submitted prior to the start of the
next school year in order to be eligible for continued extended sick leave.
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SICK LEAVE FOR ASSAULT OR BATTERY

Any employee of the public schools who is disabled while acting in his/her official capacity as a result of an
assault or battery by any student or person shall receive sick leave without reduction in pay, and without
reduction in accrued sick leave days while disabled as a result of such assault and battery. A teacher shall be
required to provide a certificate from a physician certifying the disability. A bus operator or school employee
shall be required to present certification of the disability from a physician if the bus operator or school
employee is absent for six (6) or more consecutive days as a result of the disability.

Disability, for purposes of this policy, shall mean the inability to perform the essential functions of the job.
The sick leave authorized shall be in addition to all other sick leave authorized herein, shall not be accumulated
from year to year, nor shall such additional sick leave be compensated for at death or retirement, or

compensated for in any manner except as set forth above.

The School Board shall not reduce the pay or accrued sick leave of any employee who is absent from his/her
duties to seek medical attention or treatment as a result of an injury from assault or battery.

If the employee’s physician determines that the employee is able to return to regular duties with restrictions and
the School Board does not allow the employee to return to duty with those restrictions, the employee’s leave
shall be granted or continued as provided by statute.

If any teacher or school employee, but not a bus operator is receiving sick leave as a result of assault or battery
as provided in this section and begins receiving retirement benefits, the sick leave provided herein shall cease.

SICK LEAVE FOR PHYSICAL CONTACT WITH A STUDENT

Any teacher who is disabled while acting in his/her official capacity as a result of physical contact with a
student while providing physical assistance to a student to prevent danger or risk of injury to the student, shall
receive sick leave for a period of up to one (1) calendar year without reduction in pay and without reduction in
accrued sick leave days while disabled as a result of rendering such assistance. Any school employee, but not a
bus operator, disabled in a similar manner shall receive up to ninety (90) days of such sick leave. The teacher
or school employee shall be required to present a certificate from a physician certifying the disability. The
School Board may extend the period of sick leave beyond the allowable period at its discretion.

The School Board shall not reduce the pay or accrued sick leave of any teacher or school employee who
is absent from his/her duties to seek medical attention or treatment as a result of an injury from physical
contact with a student.

If the teacher’s or school employee’s physician determines that the employee is able to return to regular
duties with restrictions and the School Board does not allow the employee to return to duty with those
restrictions, the teacher’s or school employee’s leave shall be granted or continued as provided by
Statute.
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VALIDITY OF PHYSICIAN’S CERTIFICATION

If at any time during the period of certified disability the School Board questions the validity or accuracy of the
physician’s certification for any type of sick leave request made by a teacher, or for extended leave or leave
requested as a result of physical assault or battery made by a bus operator or school employee, the School Board
may require the employee to be examined by a licensed physician selected by the School Board.

Any further review of medical certification shall proceed as follows:

1. Upon review of the physician’s certification submitted, if the School Board or Superintendent questions the
validity or accuracy of the certification, the School Board or Superintendent may require the employee, or the
immediate family member, as applicable, as a condition for taking the applicable sick leave, to be examined by
a licensed physician selected by the School Board or Superintendent. If the physician finds medical necessity or
certifies a disability, the leave shall be granted.

2. If the selected physician disagrees with the original medical certification from the physician selected by the
employee, then the School Board or Superintendent may require the employee, or immediate family member, as
applicable, as a condition for taking the applicable sick leave, to be examined by a third licensed physician,
whose name appears next in the rotation of physicians on a list established by the local medical society and
maintained by the School Board or Superintendent. The final determination of medical necessity or certification
of a disability shall be based on the opinion of the third physician.

3. In the determination of the validity of a physician’s certification, the opinion of all physicians consulted shall
be submitted to the School Board or Superintendent in the form of a sworn statement. All information

contained in any statement from a physician shall be confidential and shall not be subject to the public records
law.

The School Board shall pay all costs of any examinations and tests determined to be necessary.

SICK LEAVE/WORKERS' COMPENSATION

Should any teacher become injured or disabled while acting in his/her official capacity, other than by assault,
the teacher shall be entitled to appropriate worker's compensation benefits and/or sick leave benefits, at the
teacher's option, for the period of time while injured or disabled. Any benefits received, however, shall not
exceed the total amount of the regular salary the teacher was receiving at the time of injury or disability. The
teacher shall be required to present a certificate from a physician certifying such injury or incapacitation.

VESTING OF SICK LEAVE

All sick leave accumulated by a teacher or school employee, but not a bus operator, shall be vested in the
teacher or school employee by whom such leave has been accumulated. In the event of the transfer of a teacher
or school employee from one school system to another in Louisiana, or upon the return of such teacher or
school employee to the same school system within five (5) years or such longer period that may be approved by
the School Board to which the teacher or school employee returned, regardless of the dates on which the leave
was accumulated or the date of transfer or return of the teacher or school employee, such vested leave which
remains unused or for which the teacher or school employee has not been compensated directly or transferred
such days for retirement credit, shall be transferred, returned to, or continued by the School Board and shall be
retained to the credit of teacher or school employee.
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PAYMENT UPON RETIREMENT OR DEATH

Upon the retirement of any employee, or upon the employee entering DROP, or upon the employee’s death
prior to retirement, the School Board shall pay the employee or his/her heirs or assigns, for any unused sick
leave, not to exceed twenty-five (25) days. Such pay shall be at the daily rate of pay paid to the employee at the
time of his/her retirement or death.

DEFERRED RETIREMENT OPTION PROGRAM (DROP)

Any employee of the Richland Parish School Board who participates in the Deferred Retirement Option
Program (DROP) shall be eligible for and may elect to receive on a one-time basis severance pay (accrued sick
leave up to a maximum of twenty-five (25) days) upon entering DROP on the same basis as any other employee
who retires or otherwise leaves employment; otherwise, any accrued sick leave shall be paid only upon final
retirement of the employee.

Revised: October 5, 1999 Revised: November 11, 2008
Revised: May 2, 2000 Revised: July, 2012

Revised: November 13, 2001 Revised: October 14, 2014
Revised: June 11, 2002 Revised: January 9, 2018
Revised: December 12, 2004 Revised: April 10, 2018

Revised: May 10, 2006

Ref: La. Rev. Stat. Ann. §811:786, 11:788, 14:125, 17:425, 17:425.1, 17:500, 17:500.1, 17:1200, 17:1201,
17:1202, 17:1205, 17:1206, 17:1206.1, 17:1206.2

Board minutes, 1-8-91, 12-10-91, 3-2-93, 11-15-01, 12-12-04, 5-10-06, 11-11-08, 10-14-14, 1-9-18,
4-10-18

Richland Parish School Board
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FILE: IFBGA-R
Cf: IFBGA

USE OF INTERNET REGULATIONS

The Richland Parish School Board provides access to the Internet to students, teachers, staff and
administrators. The Internet is a very exciting educational tool which can greatly benefit
schools. Research, collaborative learning, and exchange of educational ideas and information are
regularly pursued on the Internet. The Board believes that there are appropriate regulations to
maximize effective educational use of the Internet and minimize abuse of the opportunity being
provided to our schools. Ethical, efficient and legal use of any network is the key to a successful
linkage with the Internet. Accordingly, regulations for participation by anyone on the Internet shall
include but not be limited to the following:

1.

9.

Users must demonstrate honesty, integrity, and respect for others at all times. Appropriate
manners and language shall be required.

No individual student shall be permitted to have an e-mail account. Only teachers and
classes as a whole may be permitted to use e-mail. E-mail is not guaranteed to be private on
the Internet. Therefore, only appropriate teacher or class messages shall be allowed.

No photographs, personal addresses, personal phone numbers, or last names will be
permitted in student use of the Internet.

lllegal activities, including copyright or contract violations shall not be permitted. The Internet
may not be used for financial or commercial gain.

Threatening, profane, or abusive messages shall be forbidden.

No activities shall be allowed which may damage or interrupt equipment or any networking
system.

Any attempt to alter, harm or destroy the data of another user of the Internet, or any network
on the Internet shall be forbidden.

No user shall be permitted to upload, or create, a computer virus on the Internet or any
networking system.

A user shall not attempt to access any Internet resources or entities not previously authorized
by the teacher.

10.Invading the privacy of another user, or using their account, shall not be tolerated.

11.Posting personal messages without the author's consent shall be forbidden.

12.Sending or posting anonymous messages shall be forbidden.

13.Perusing, or otherwise accessing, obscene or pornographic material, or using profanity in

messages shall be forbidden.
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14.Perusing or otherwise accessing information on manufacturing bombs or other incendiary
devices shall be forbidden.

15.Product advertising, political lobbying, or sending messages involving illegal activities shall
not be permitted.

16.Any subscriptions to list servers, bulletin boards, or on-line services shall be approved by the
Superintendent or his/her designee prior to any such usage.

17.When a security problem is detected, it shall be reported immediately to the teacher. The
problem shall not be demonstrated to other users.

18.0nly school software and disks shall be permitted in the Internet lab.

19. Authorized student usage of the Internet shall be under the direct supervision of the school
personnel.

Use of the Internet is a privilege, and any inappropriate use may result in appropriate disciplinary
action and loss of privileges to use the Internet. Violation of this policy may constitute suspension
and/or revocation of Internet access and related privileges and could lead to school disciplinary
action, and/or legal action. Suspension of Internet privileges shall automatically result for any user
who accesses, sends, receives, or configures electronically any profane or obscene language or
pictures. Loss of privileges shall apply to all students, teachers, staff, and administrators who abuse
the privilege of using the Internet. Violations of Internet usage regulations shall be reported to the
principal or teacher immediately when observed by any teacher or student.

No one shall be permitted to use the Internet unless a completed Internet Acceptable Use Contract
has been submitted to the Superintendent or designee.

Revised: October 5, 1999

Ref: La. Rev. Stat. Ann. 817:81, 17.100.7

Richland Parish School Board
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	Chapter 3. Personnel Evaluation
	§301.   Overview of Personnel Evaluation
	In addition to the criteria shown on job descriptions for teachers and other certified professionals, the following information will be used as evaluation criteria by the Richland Parish Public School System.
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	B.  The combination of the applicable measure of growth in student learning and the qualitative assessment of performance shall result in a composite score used to distinguish levels of overall effectiveness for teachers and administrators.
	§303.    Measures of Growth in Student Learning - Value-Added Model
	A. A value-added model shall be used to measure student growth for the purposes of teacher and administrator evaluation, where available, according to guidelines provided by the department.
	B. Value-added data shall be provided to teachers in grades and subjects that administer state-wide standardized tests and for which appropriate prior testing data is available. The value-added model shall not be applied for the purposes of evaluation...
	C. The value-added model shall be a statistical model approved by the board for linking academic gains of students to teachers in grades and subjects for which appropriate data are available..
	D. The value-added model shall take into account the following student-level variables:
	1.    prior achievement data that are available (up to three years);
	2.    gifted status;
	3.    section 504 status;
	4.    attendance;
	5.    disability status;
	6.    eligibility for free or reduced price meals;
	7.    limited English proficiency; and
	8.    prior discipline history.
	E. Classroom composition variables shall also be included in the model.
	F.  Additional specifications relating to the value-added model shall be adopted by the BESE Board, in accordance with R.S. 17:10.1(D).
	G. During the transition to English I, English II, algebra I, and geometry assessments having five levels of performance, teacher value-added data will not be available in 2017-2018. During this time, the department shall provide transitional student ...
	B.  For teachers and administrators, progress towards pre-determined student learning targets, as measured by state-approved common assessments, where available, shall inform the student growth component of the evaluation. Student learning targets sha...

	§307.    Observation Tools
	A. The Richland Parish School Public School System shall utilize an observation tool to conduct a qualitative assessment of teacher and administrator performance, which shall represent the 50 percent of evaluations that is not based on measures of gr...
	B. Richland Parish observation tools shall adhere to the following minimum requirements.
	1. The tool for teacher evaluation shall align to the Louisiana Components of Effective Teaching.  The tool for administrator evaluation shall align to the Performance Expectations and Indicators for Educational Leaders, contained within Bulletin 125-...
	a. The Louisiana Components of Effective Teaching and the Performance Expectations and Indicators for Educational Leaders may be reviewed as needed by the Department in collaboration with educators administering the evaluation system and appropriate t...
	b. The Board shall approve any changes made to the Louisiana Components of Effective Teaching and the Performance Expectations and Indicators for Educational Leaders.
	2. Observation tools shall provide an overall score between 1.0 and 4.0. Total scores on observation tools may include tenths of points, indicated with a decimal point.
	C. The State Department shall develop and/or identify model observation tools according to these minimum requirements, which may be adopted by LEAs.
	D. If the Richland Parish Public School System should decide NOT to use model observation tools developed or identified by the Department, the Richland Parish Public School System shall submit proposed alternate tools to the State Department for e...
	1. With the submission of proposed alternate observation tools, the Richland Parish Public School System may request a waiver to use competencies and performance standards other than those provided in the Louisiana Components of Effective Teaching and...
	a. a justification for how the modified competencies and performance standards will support specific      performance goals related to educator and student outcomes; and
	b. an explanation of how the Richland Parish Public School System will ensure the reliability and validity of the alternate observation tool intended to measure the modified competencies and performance standards.
	2. The State Department may request revisions to proposed alternate observation tools to ensure their compliance with the minimum requirements set forth in this Bulletin.
	3. If requested, revisions to proposed alternate observation tools shall be submitted to the State Department by the Richland Parish Public School System.
	4. Richland Parish Public School Systems proposed alternate observation tools shall be either approved or denied by the State Department no later than August 1.
	5. Should the Richland Parish Public School System secure department approval for use of an alternate observation tool(s), then the local system  need not submit them for approval in subsequent years, unless the alternate observation tool(s)  is rev...
	§311.   Evaluators
	A. Richland Parish Public School System shall establish and maintain an accountability relationships register to clearly define who shall be the evaluator or evaluators within the ranks of teachers and administrators.

	.
	B. Evaluators of teachers shall be school principals, assistant principals, or the evaluatee’s respective supervisory level designee.
	1. Other designees, such as instructional coaches and master/mentor teachers may conduct observations to help inform the evaluator’s assessment of teacher performance. These designees shall be recorded as additional observers within the accountability...
	C.  Evaluators of administrators shall be Richland Parish School Board superintendent, Chief Academic Officer, LEA supervisors, or the evaluatee’s respective supervisory level designee.
	D. All evaluators shall be certified to serve as evaluators, according to the minimum requirements provided by the State Department.
	1. The State Department, its contractors, and LEA’s with approved alternate observation tools shall serve as the sole certifiers of evaluators.
	2. The evaluator certification process shall include an assessment to ensure inter-rater reliability and accuracy of ratings, based on the use of the teacher or leader observational rubric.
	§313.   Professional Development
	A. The Richland Parish Public School System shall provide professional development to all teachers and administrators, based upon their individual areas of improvement, as measured by the evaluation process. Professional development opportunities ...
	1. Professional development shall be job-embedded, where appropriate.
	2. Professional development shall target identified individualized areas of growth for teachers and administrators, based on the results of the evaluation process, as well as data gathered through informal observations or site visits, and Richland Par...
	3. Professional development shall include follow-up engagement with participants, such as feedback on performance, additional supports, and/or progress-monitoring.
	4. Professional development shall include measureable objectives to evaluate its effectiveness, based on improved teacher or administrator practice and growth in student learning.
	§315.   Intensive Assistance


	This process must be used by all evaluators when it becomes necessary to prepare an Intensive Assistance Plan for an evaluatee who has been determined to be in need of assistance.  The intensive assistance program applies to all evaluates.  If it is d...
	An intensive assistance program must conform to the guidelines listed below:
	A. An intensive assistance plan shall be developed by evaluators and evaluatees when an evaluatee has received an overall rating of Ineffective or has consistently demonstrated Ineffective performance, as determined by the evaluator, prior to receivin...
	B.  An intensive assistance plan shall be developed with the evaluatee within 30 school days of an evaluation resulting in the initiation of the intensive assistance plan.
	C. The evaluatee shall be formally re-evaluated within one calendar year of the initiation of the intensive assistance plan. The evaluatee may be re-evaluated as needed, as determined by the principal, supervisor or designee during the intensive assi...
	D.  If the evaluate  is determined to be Ineffective after a formal evaluation conducted immediately upon completion of the intensive assistance plan or if the intensive assistance plan is not completed in conformity with its provisions, the Richland ...
	E.  The intensive assistance plan shall be developed collaboratively by the evaluator and the evaluatee and must contain the following information:
	1.    what the evaluatee needs to do to strengthen his/her performance including a statement of the objective(s)   to be accomplished and the expected level(s) of performance according to student growth and/or qualitative measures;



	 Inter-school and intra-school classroom visitation and/or observations;
	 Demonstration instruction by other professionals;
	 Preview by supervisor of detailed lesson plans;
	 Observation by supervisor;
	 Utilization of community resources;
	 Special in-service meetings and training programs;
	 Voluntary peer assistance or selection of a mentor;
	 Academic assistance, i.e., consultation, course work, and applicable research;
	 Inter-or intra-school teaching/classroom observations;
	 Use of the strategies for effective teaching
	 Professional reading, writing, and viewing of professional videos;
	 Programs of on-the-job training;
	 Others as agreed upon
	3. the date that the assistance program shall begin;
	4. the date when the assistance program shall be completed;
	5. the evaluator's and evaluatee's signatures and date lines (Signatures and dates shall be affixed at the time the assistance is prescribed and again after follow-up comments are completed.);
	6. the timeline for achieving the objective and procedures for monitoring the evaluatee's progress (not to exceed one calendar year);
	7.  an explanation of the provisions for multiple opportunities for the evaluatee to obtain support and feedback on performance (The intensive assistance plans shall be designed in such a manner as to provide the  evaluatee with more than one resource...
	8. the action that will be taken if improvement is not demonstrated.
	§317.   Due Process and Grievance Procedures
	A.   The Richland Parish Public School System grievance procedures to address the following components of due process are as follows:
	1. The evaluatee shall be provided with a copy of his/her evaluation results no later than 15 days after the final    evaluation rating is determined and shall be entitled to any documentation related to the evaluation.
	2. The evaluatee shall be entitled to provide a written response to the evaluation, to become a permanent attachment to the evaluatee’s single official personnel file.
	3. Upon the request of the evaluatee, a meeting between the evaluatee and the evaluator shall be held after the evaluation and prior to the end of the academic year.
	4. The evaluatee shall be entitled to grieve to the superintendent of his/her designee, if the conflict in question is not resolved between evaluatee and evaluator.  The evaluatee shall be entitled to representation during the grievance procedure.
	5. Copies of the evaluation results and any documentation related thereto of any school employee may be retained by the LEA, the board, or the department and, if retained, are confidential, do not constitute a public record, and shall not be released ...
	B.    Failure by the Richland Parish Public School System to adhere to the requirements of this section shall be a                 grievable matter.
	§319.   Staff Development for Personnel Involved in Evaluation
	A. Richland Parish Public School System shall provide training on a continuing basis for all staff involved in the     evaluation process (i.e., district level administrators and supervisors, principals and assistant principals, and other     observer...
	1.   a positive, constructive attitude toward the teacher and administrator evaluation process;
	2.   a knowledge of state laws and Richland Parish Public School System policies governing the evaluation process for   teachers and administrators, along with the associated procedures for intensive assistance and due process;
	3.  an understanding of the Louisiana Components of Effective Teaching or an approved modified set of teacher  competencies and performance standards;
	4.  an understanding of the Performance Expectations and Indicators for Educational Leaders or an approved  modified set of leader competencies and performance standards;
	5.   an understanding of the measures of growth in student learning, as adopted by the BESE Board; and
	6. an understanding of the process for calculating a composite score to determine final effectiveness ratings for  teachers and administrators.


	§321.   Evaluation Records Guidelines
	A. Copies of evaluation results and any related documentation shall be retained by the Richland Parish Public School    System.
	B. All such files shall be confidential and shall not constitute a public record.
	C. Such files shall not be released or shown to any person except:
	1. the evaluated employee or his/her designee;
	2. authorized school system officers and employees for all personnel matters, including employment application, and for any hearing, which relates to personnel matters, which includes the authorized representative of any school or school system, publi...
	3. for introduction in evidence or discovery in any court action between the local board and a teacher when:
	a. the performance of the teacher is at issue; or
	b. the evaluation was an exhibit at a hearing, the result of which is being challenged.
	D. Any local board considering an employment application for a person evaluated pursuant to this Bulletin shall     request such person’s evaluation results as part of the application process, regardless of whether that person is already employed by t...
	E. The State Superintendent of Education shall make available to the public the data specified in R.S. 17:3902(B)(5) as may be useful for conducting statistical analyses and evaluations of educational personnel. However, the Superintendent shall not r...
	F.   Public information may include school level student growth data, as specified in R.S. 17:3902(B)(5).
	G.  Nothing in this section shall be interpreted to prevent de-identified student growth data from public view.
	§323. Job Descriptions
	A. The Local Personnel Evaluation Plan shall contain a copy of the job descriptions currently in use in the Richland Parish Public School System. The Richland Parish Public School System shall establish a competency-based job description for every cat...
	B. The competency-based job description shall:
	1.  Be grounded in the state standards of performance;
	2.  Include job tasks that represent the essential knowledge, skills and responsibilities of an effective teacher or         administrator that lead to growth in student achievement;
	3.  Be reviewed regularly to ensure that the description represents the full scope of the teacher’s or administrator’s                 responsibilities; and
	4.  Be distributed to all certified and professional personnel prior to employment.  If said job description is modified      based on the district’s annual review, it must be distributed to all certified and professional teachers and leaders        p...
	C.  The following components shall be included in each job description developed:
	1. position title;
	2. overview of position;
	3.  position qualifications shall be at least the minimum requirements as stated in Bulletin 746—Louisiana
	Standards for State Certification of School Personnel (The qualifications shall be established for the position,   rather than for the employee);
	4. title of the person to whom the employee  reports;
	5. performance standards,  including statement on responsibility for growth in student learning;
	6. salary or hourly pay range;
	7.  statement acknowledging receipt of job description; and
	8. a space for the employee’s  signature and date.


	§325. Extenuating Circumstances
	a.   For any year in which a school temporarily closes due to natural disasters or any other unexpected events,                     districts may request invalidation of student achievement growth data with relation to the value-added assessment mod...
	B.  Evaluation results shall be invalidated for any teacher or administrator with 60 or more excused absences in a given academic year, due to approved leave, such as maternity leave, military leave, sick leave, or sabbatical leave.
	C.  For approved leave of fewer days and for any other extenuating circumstances that significantly compromise an educator’s opportunity to impact student learning, educators, on their own behalf, district superintendents, or CEOs may request invali...
	§329. Charter School Exceptions
	A. Charter governing authorities are subject only to §301, §303, §305, §307, §309, §325, §329, and §701 of this Bulletin.
	Chapter 7.  Reporting and Monitoring
	§701. Annual Summary Reporting Format
	A.   The Richland Parish Public School System will submit an annual personnel evaluation report of the most recent academic year to the State Department by July 15th. Information included in the reporting format reflects data deemed necessary in prese...
	1. individual-level teacher evaluation results, by teacher;
	2.  the number of certified and other professional personnel, by categories, who were evaluated as performing     ineffectively;
	3. the number of certified and other professional personnel, by categories, who were terminated because of not having improved performance within the specified time allotment (Include the reasons for termination.);
	4. the number of certified personnel, by categories, who improved (from ineffective to effective) as a result of the evaluation process;
	5. the number of formal grievances filed as a result of ineffective performance ratings or disagreement with evaluation results;
	6. the number of evaluatees who received intensive assistance.

	B. The state department shall annually report on the performance of administrators and teachers. Such reporting and monitoring shall include, but not be limited to, the following:
	1. the percentage and number, where available, of administrators and teachers rated as highly effective, effective: proficient, effective: emerging, and ineffective;
	2. the percentage and number, where available, of teachers whose student growth ratings are increased or decreased, per §303.H of this bulletin, relative to the value-added model rating; and



	Chapter 9.   General Provisions
	§901. Appendix A   Louisiana Components of Effective Teaching
	§905. Definitions
	A. In order that consistency in terminology is maintained on a statewide basis, the State Department has established a list of terms and definitions. Careful consideration of each should be given during the training and implementation of personnel ev...
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