To adopt Forethought’s revisions to sections D and E of the policy
manual to replace all former sections D and E of the policy manual
except section D-12 which will be included in section J and to
replace sections A-10.1 and A-10.2 of the policy manual and to add
a new section F of the policy manual (which does not replace the
current section ¥ of the policy manual) as a “First Reading.”
(Attachments are provided in your packets) (Presented by Mr.
Steve Katz)
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ANNUAL OPERATING BUDGET

The Morehouse Parish School Board shall approve an annual budgetforthe general fund
and each special revenue fund for the fiscal year July 1 to June 30, no tater than
September 15th of each year. The School Board shalisubmita copy of its adopted budget
to the State Superintendent no later than September 30th of each year, as well as a
general summary of the adopted budget. The summary shall in clude projected revenues,
expenditures, and beginning and ending fundbalances. In addition, no later than
September 30th of each year, the School Board shall post the most recent budget and
general summary on its website.

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

After the School Board has reviewed the proposed budget and made desired changes, if
any, the School Board shall cause to be published a notice in the official journal stating
that the proposed budgetis available for publicinspection. The notice shall also state that
a publichearing on the proposed budget shall be held specifying the date, time and place
of the hearing. The proposed budget shall not be considered for adoption or otherwise
finalized untilatleastone publichearinghasbeen conducted on the proposal. The notice
shall be published at least ten (10) calendar days prior to the date of the first public
hearing and may be published in the same advertisement as the notice of availability of
the proposed budget and the public hearing.

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

No budget shall be approved where expenditures exceed the expected means of
financing. Exceptas provided in policy DCE, Budgetary ltem Transfer Authority, no items
of expense may be incurred through the year except as provided for in the approved
budget unless a revision is adopted by the School Board. The budget shall be reviewed
periodically and such financial reports as the School Board directs shall be prepared and
presented to the School Board by the Superintendent.

DAILY OPERATIONS

The adoption of the original budget and the adoption of all subsequentamendments by
the School Board constitute the authority of the Superintendent or his/her designee and
administrators of the School Board to incur liabilities and authorize expenditures from the
respective budgeted funds during the fiscal year. The Superintendentand the Business
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Manager shall have the authority to enter into routine and necessary confracts or
agreements to carry out the general business operations of the School Board.

ASSURANCE OF EQUITABLE FUNDING

The Morehouse Parish School Board shall provide funding for education through local,
state and federal sources and shall use funds for the benefit of all students in the district,
in compliance with all regulations by state and federal agencies granting such funds. The
School Board shall allocate such funds equitably and in the interest of all of the
Morehouse Parish Public School students. This ensures equivalence among schools in
the provision of curricular materiais and instructional supplies. It is the policy of the
Morehouse Parish School Board that it maintains an equitable and fair equivalence
among the schools in the allotment of teachers, administrators, and auxiliary personnel.

CONTINGENCY FUNDS

Each of the various funds which comprise the total budget of the Morehouse Parish
School Board shall contain a budgetary item for funding unforeseen and unpredictable
events which may occur each year, Expenditures fromthis line item shall be authorized
by the Superintendent and/or his/her designee.

Ref; La.Rev. Stat. Ann.§§17:88, 17:89, 39:1301, 39:1302, 39:1303, 39:1304, 39:1305,
39:1306, 39:1307, 39:1308, 39:1309, 39:1310, 39:1311, 39:1312, 391313,
3211314, 39:1315.
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BUDGET PLANNING AND PREPARATION

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

PRESENTATION OF BUDGET DOCUMENT

The revenues and expendituresin the budgetshall belisted and classifiedin such manner
and substance as shalibe prescribed by the State Superintendentof Edu cation,and shall
detail as nearly as possible the several items of expected revenues andexpenditures, the
total of which shall not exceed the expected means of financing, composed of the
beginning fund balance, cash balances, and revenues. If during the course of the fiscal
year it becomes evidentthatrevenues or expenditures may vary substantially fromthose
budgeted, then the School Board shall prepare and adopt an amended budget.

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

1. Basis of Budgeting - Budgets shall be prepared on the same basis of accounting
as thatused in the financial statements andin accordance with generally accepted
accounting procedures.

2. Organization of the Budget - The accounts of the School Board shall be organized
on the basis of funds, each of which is considered a separate accounting entity.
The operations of each fund shall be accounted for with separate sets of self-
balancing accounts that comprise its assefs, liabilities, fund equity, revenues and
expenditures.

3. Funds Budaeted - Activities of the General Fund and the Special Revenue Fund
shall be presented to the School Board for adoption annually. Formal adoption of
any Debt Service and Capital Projects funds shall not be required but shall be
included in the operating budget for informational purposes.

4. Budget Format - The presentation of the budget shall include fund balances,
revenues, expenditures and other financing sources/uses. Revenues shall be
budgeted by source and expenditure by functionas defined bythe LouisianaBoard
of Elementary and Secondary Education (BESE). The format shall also include
the presentation of actual data from the prior fiscal year, budget data for the current
fiscal year, and budget data for the proposed budget year.
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5, Budget Adoption Instrument - The operating budget shall be accompanied by a
proposed budget adoption resolution.

6. Balanced Budget - The total budgeted expenditures shall not exceed the total

estimated funds available within each fund.

7. Budget Message - A budget message shall be prepared and signed by the
Superintendent that articulates priorities and issues for the budget for the new
year. The message should describe significant changes in priorities from the
current year and explain the factors that led to those changes.

STAFF INVOLVEMENT IN THE PREPARATION OF THE BUDGET

The Superintendentor his/herdesignee shall assign various budgetary areas to members
of the administrative staff. Each staff member who is assigned a budget area shall
recommend what items are placed in hisfherarea of the budget, and shall also be held
responsible for seeing that expenditures in those areas stay within budget boundaries.
Should any administrative staff member encounter problems in any budgetarea after the
budgethas been adopted by the Morehouse Parish School Board, the Superintendent or
his/her designee shall be promptly notified in order that adjustments might be made
according to School Board policy.

PUBLIC INVOLVEMENT IN THE BUDGET

Upon completion of the proposed budget and its submission to the School Board, the
Superintendent shall publish a notice in the newspaper stating that the proposed budget
is available for publicinspection. The notice shall also state that a public hearing on the
proposed budget shall be held with the date, time and place of the hearing specified in
the notice. The guidelines following public involvement shall apply as follows:

1. Public Inspection of the Proposed Budget - The proposed budget documentshall
be made available for publicinspection atleast fifteen (15) days prior to the date
of the public hearing. Also, it shall be made available to the public at the School
Board office during regular office hours Monday through Friday, excluding
holidays.

2. Public Hearing on the Proposed Budget - The Morehouse Parish School Board
shall conduct at least one public hearing prior to the adoption of the proposed
budget.

ADOPTION PROCEDURES

All action necessary to adoptor revise the budgetshallbe taken in open meetingrequiring
a simple majorily of the Schoof Board voting in favor of the proposed resolution and/or
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revisions for adoption or any revision.

Ref: La. Rev. Stat. Ann. §§17:88, 17:89, 39:1304.

Morehouse Parish School Board 30f3



FILE: DCC

PERIODIC BUDGET RECONCILIATION

The Morehouse Parish School Board authorizes the Supetintendentto reconcile and/or
to recommend changes in the budget during the fiscal year, provided the schools are
operated for the minimum term accerding to the rules and regulations of the Louisiana
Board of Elementary and Secondary Education (BESE). Such changes shail be subject
to the approval of the School Board, and in no event shall a budget amendment be
adopted proposing expenditures which exceed the total estimated funds available for the
fiscal year. Anychange in the budgetthat necessitates an expenditure from the general
fund balance must conform to the processes set forth in policy DC, Annual Operating
Budget relative to expenditures from the fund balance.

Revisions fo the budget shall be required when the following conditions exist:

1. Revenue collections plus projected revenue collections for the remainder of the
year, within a fund, are failing to meet estimated annualbudgeted revenuesbyfive
percent (5%) or more;

2. Actual expenditures plus projected expenditures for the remainder of the year,
within a fund, are exceeding the estimated budgeted expenditures by five percent
(6%) or more; or

3. The actual beginning fund balance, within a fund, fails to meet the estimated
beginningfund balance by five percent (5%) or more, and the fundbalanceis being
used to fund current year expenditures.

Each administrative position charged with budget authority shall be responsible for the
petiodic review and analysis of assigned budgets. Shouldanyadjustments or corrections
to any budgetary line item become necessary, such change should be broughtto the
attention of appropriate finance personnel. Any change shall require approval of the
Superintendent or his/her designee.

Ref: La.Rev. Stat. Ann.§§17:88, 17:89, 39:1301, 39:1302, 39:1303, 39:1304, 39:1305,
39:1306, 39:1307, 39:1308, 39:1309, 39:1310, 39:1311, 39:1312, 391313,
39:1314, 39:1315.
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GENERAL FUND RESERVE

The Morehouse Parish School Board, in its budget preparations, feels that the General
Fund's fund balance should notbe excessive, nor should the fund balance be foc low as
to put the Schoo! Board in a financial position of not being able to meet its current
obligations or being able to meet its unanticipated large dollar emergency
obligations. The SchoolBoard furtherfeels thatthe fundbalance should be large enough
fo continue the school system's daily operations during a financial adjustment period for
declining revenues and/or increasing expen ditures. '

Therefore, the School Board sets as its goal the minimum fund balance for the General
Fund as not to drop below seven percent (7%) of the General Fund's total annual
expenditures. Every effortshould be made to maintain the General Fund’s minimumfund
balance. Once the seven percent (7%} goal isreached the use of General Fund balance
below the established minimumlimitof seven percent (7%) shallonly be for unanticipated
or unforeseen events of a non-recurring nature.

FUND BALANCE REPORTING IN GOVERNMENTAL FUNDS

Fundbalance will be reported in governmental fundsu nderthe following categories based
on the definitions provided by (“GASB”) Statement No. 54, Fund Balance Reporting and
Governmental Fund Definitions.

Non-spendable fund balance — notin spendable formor legally or contractually
required to be maintained intact. This category includes items that are not
expected to be converted to cash such as inventories and prepaid items. It also
includes the long term amounts of loans and notes receivable.

Restricted fund balance — amountsthat can be spentonlyfor specificpurposes
stipulated by constitution, external resource providers, or through enabling
legistation. (Examples are grants and taxes restricted to a specific use.)

Committed fund balance — amounts that can only be used for the specific
purposes determined by formal action of the Morehouse Parish School Board
Those committed amounts cannot be used for any other purpose unless the
School Board removes or changes the specified use by taking the same type of
action it employed to previously commit the funds. The formal action of the
School Board that commits fund balance to a specific purpose should occur prior
to the end of the reporting period, but the amount, if any, which will be subjectto
the constraint, may be determined in the subsequent period. The commitment
should be specific as to the purpose.

Assigned fund balance — amounts that are constrained by the School Board's
intentto be used for specific purposes, but are neitherrestricted nor committed.
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intent should be expressed by the School Board. The authority for making an
assignment is not required to be made by the Board but the authorization to
assign amounts for a specific purpose may be made by the business manager
and Superintendent.

Unassigned fund balance — the residual classification for the general fund.

Special revenue funds are used to accountforand report the proceeds of specific
revenue sources that are restricted or committed to expenditure for specified
purposes other than debt service or capital projects. The term proceeds of specific
revenue sources establish that one or more specific restricted or committed
revenues should be the foundation of the special revenue fund. (Examples are
grant funds and tax funds dedicated for specific purposes.) The restricted or
committed proceeds of specific revenue sources should be expected to continue
to comprise a substantial portion of the inflows reported in the fund.

Disclosure will be made in the notes fo the financial statement of the specific
purpose of each special revenue fund.

Should the Morehouse Parish School Board set aside amounts for use in emergency
situations or when shortages or budgetary imbalances arise, those amounts are subject
to controls that dictate the circumstances under which they can be spent. The formal
action that imposes the parameters for spending should identify and describe specific
circumstances under which a need for the expenditure of those funds for stabilization
arises. Those circumstances should be such that they would not be expected to occur
routinely. The circumstances for use of such “stabilization funds” should be very
specific. Simply to be used “in an emergency” or to “offset an anficipated revenue
shortfall” would not be specific enough. Stabilization amounts shouldbe reported in the
general fund as restricted or committed if they meet the requirements. Arrangements
that do not meet the requirements to be reported as restricted or committed fund
balance shall be reported as assigned fund balance.

In the event that amounts have been expended when an expenditure is incurred for
purposes for which both restricted and unrestricted balance is available, it shall be
considered to have been expended from the restricted fund balance for thatitem.

Ref; La. Rev. Stat. Ann. §§17:81, 17:88, 17:89, 39:1304.
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BUDGETARY ITEM TRANSFER AUTHORITY

The Morehouse Parish School Board, Superintendentand his/her staff shall continually
evaluate the school districts budget and maintain required records which support
entittement and disposition of publicfunds. Line items in the budget may be changed,
with School Board approval, at any time during the fiscal year, provided such changeis
consistentwith existing laws and regulations of the State of Louisiana. Any request for
modification of a budgetary line item shall be approved by appropriate supervisory
personnel and submitted to the Superintendent for consideration.

The Superintendent, as secretary-treasurer of the School Board, sh all be authorized and
in his/her sole discretion, to make such changes within the various budget classifications
as he/she may deem necessary providedthat anyreallocation of fundsaffecting in excess
of five percent (5%) of the projected revenue collections shalibe approved in advance by
action of the School Board. The Superintendentshall be directed to advise the School
Board in writing when:

1. Revenue collections plus projected revenue collections for the remainder of the
© year, within a fund, are failing to meet estimated annual budgetedrevenuesbyfive
percent (6%) or more;

2. Actual expenditures plus projected expenditures for the remainder of the year,
within afund, are exceeading the estimated budgeted expenditures by five percent
{6%}) or more; or

3. The actual beginning fund balance, within a fund, fails to meet the estimated
beginning fundbalance byfive percent (5%) or more, andthe fundbalanceisbeing
used to fund current year expenditures.

4. Anyreallocations of funds thatdo notrequire School Board approval may be made
by the Superintendent.

Ref: La. Rev.Stat. Ann. §§39:1301, 39:1302, 39:1303, 39:1304, 39:1310.
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DEBT LIMITATION

The Morehouse Parish School Board may, as authorized by the Constitution and laws of
the State, borrow money, incurdebt, issue bonds, levy taxes, or pledge u ncollected taxes
or revenues, with the approval of the electorate and the consent of the State Bond
Commission. Before incurring any form of debt whatsoever, the School Board is required
by law to obtain the consentand approval of the State Bond Commission. The School
Board may incur debt and issue bonds for the purposes of acquiring and/or improving
jands, purchasing, erecting and/or improving school buildings, andforfor other purposes
allowed by state law which, including the existing bonded debt of the School Board for all
bonded purposes, may not exceed fifty per centum (50%) of the assessed valuation of all
propetty as ascertained by the last assessment for the parish.

Notification to the State Bond Commission shall be required by the Schooi Board
whenever the transfer of funds authorizing indebtedness or payment on outstanding
indebtedness has not been made in a timely manner.

RECORDKEEPING

The School Board shall continuously maintain:

1. Alistof all Louisiana municipal securities forwhich the School Board is the issuer
or is obligated to repay,

2. A copy of all continuing disclosure agreements relating to the securities fo which
the School Board is a party,

3. If, pursuantfo a continuing dis¢losure agreement in which the School Board is a
party, the School Board shall be responsible for filingnotices of changes in bond
ratings, a list of current ratings for such securities, if any.

All records required to be kept by the School Board under state law shall be subject to
inspection by the legislative auditor andfor the School Board’s auditor.

Municipal securities shall mean bonds, notes, certificates, or other written obligafions for

the repayment of borrowed money, including obligationstorefundany security, which are
issued by the School Board.

Ref: La. Rev. Stat. Ann. §§17:89, 17:1371, 18:1281, 18:1282, 18;1283, 18:1284,
18:1293, 39:471, 39:554, 39:562, 39:1410.60, 39:1421, 39:1438.
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SHORT TERM NOTES

The Morehouse Parish School Beard, in accordance with state law, shall have the
authority during any fiscal year to borrow money in anticipation of current revenues for
that fiscal year and to pledge the current revenues for said fiscal year for the payment of
such loan or loans if funds on hand are not sufficientto meet current expenses. The
amount of borrowed funds shall notexceed three-fourths of the anticipated revenue and
such loans shall be due and payable notlater than the close of the cu rrentfiscal year. All
such loans shall be approved by the School Board prior to negotiation and execution of
the loan.

CERTIFICATE OF INDEBTEDNESS

The School Board may issue certificates of indebtedness covering that portion of the cost -
of public improvements, or the payment of other obligations, bensfits, and/or services,
which are to be borne or to be paid by the School Board under confracts payable out of
the revenues of subsequent years. Such certificates shall mature over a period not
exceeding ten (10) years from the date of such certificates, with limited exceptions
permitted by state statutes. Before any certificate of indebtedness can be issued, the
School Board shall certify to the State Bond Commission the purpose and need for any
such certificates.

All notes of other evidence of indebtedness of the School Board, unless specified

otherwise by law, shall be signed by the Presidentand the Supetintendentand shall be
limited as prescribed by law.

Ref: La. Rev. Stat. Ann. §§17:88, 17:89, 17:98, 33:2023, 33:2923.1, 39:1410.60,
39:1425.
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LOCAL TAX REVENUES

The Morehouse Parish School Board shall annually adopt a resolution by June 1, or thirty
(30) days after the receipt of assessment information from the parish assessor, levying
parish school taxes as authorized by the Constitution, the laws of the State of Louisiana
and the voters of the parish, including taxes to meet the principal and interest on
outstanding bonds, and shall forward such resolution to the assessor of Morehouse
Parish. The assessor may grant an extension in writing If the School Board cannot
formally adopt said resolution.

Special tax elections shall be called for the electors of the parish to vote on renewal of
existing taxes and/or for additional tax millage for school purposes as provided by state
law.

On the date andat the hourand place specifiedin the notice of election, the SchoolBoard,
in public session, shall examine and canvass the returns and declare the results of the
election. The results shall be promulgated by one publication in the official journal of the
School Board.

Ref: Constifution of Louisiana, Art VI, Sec. 23, Sec. 29, Sec. 32; Art. VIII, Sec. 13(c);
La. Rev. Stat. Ann. §§17:98, 17:1373, 47:338.84, 47:338.92, 47:1705.
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STATE REVENUES

The Morehouse Parish School Board receives state fundsasan appropriation by the state
legislature in accordance with the latest Minimum Foundation Program formula approved
by the Louisiana Board of Elementary and Secondary Education andthe state legislature.
The Louisiana Departmentof Education shall transmit to the School Board no later than
the 25th of each month one-twelfth of the amount payable underthe formula, unless the
Louisiana Departmentof Education notifies the School Board of a changeinthe schedule.

Ref: Constitution of Louisiana, Art. VI, Sec. 13; La. Rev. Stat. Ann. §§17:25, 17:25.1,
17:89.1.

Morehouse Parish School Board



FILE: DFC

FEDERAL REVENUES

it is the objective of the Morehouse Patish School Board to provide equal educational
opportunities for all children within this parish. It is the expressed desire of the School
Board and district to parlicipate in federal revenue programs which provide direct
educational and auxiliary services or opportunities to students enrolled in the district
schools, School district personnel shall monitor all federal revenue programs that the
school district might benefitfrom and seek to secure as much federal funding from these
programs as necessary.
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TAX AND BOND ELECTIONS AND SALES

TAX AND BOND ELECTIONS

The Morehouse Parish School Board shall call elections for the publicto vote on tax or
bondrevenueissues. Every bond, tax, or other election at which a proposition or gueston
is to be submitted to the voters shall be held only on one of the dates set forth by state
law or upon proper application to and approval of the State Bond Commission on a date
not provided by statute. The proposition placed on the ballot submitted fo the voters in
any bond election shall state the kinds and sources of revenues which shall be pledged
to retire the bonds, should the proposition be successful.

PUBLIC NOTICE OF SCHOOL BOARD MEETING

Public notice of the date, time, and place of any meeting at which the School Board
intends fo propose, increase, or renew any ad valorem property tax or sales and use tax,
authorize the calling of an election for submittal of such question to the voters shall be
both published in the official journal of the School Board no more than sixty (60) days nor
less than twenty (20) days before such public meeting and shall be announced fo the
public during the course of a public meeting no more than sixty {(60) days nor less than
twenty (20) days before such public meeting; and notice of such meeting shall be written
and hand delivered or transmitted by email to each voting member of any governing
authority of a political subdivision thatis required to approve such a measure previously
adopted by another govering authority and to each state senator and representative in
whose districtall or a portion of the political subdivision is located, no more than sixty (60)
days nor less than twenty (20) days before such public meeting. Email delivery shall be
made to the official email address of such voting members or legislators and to any other
address provided in writing to the School Board by such a voting member or legisiator.

If such a meeting is postponed or cancelied, notice of any subsequentmeetingto con sider
taking action regarding property or sales taxes shall be published in the School Board’s
official journal no less than ten (10) days before the subsequent meeting.

If consideration of or action upon the tax proposal is posiponed, orif no action was taken
regarding the tax proposal, then any subsequent meeting to consider the tax proposal
shall be subject to the provisions under section Public Nofice, above.

If, at a meeting held in accordance with above provisions, the School Board adopts such
a measure, the provisions shallnotapply to a subsequentmeetingif the only action taken
at the subsequentmeeting Is one which results in a change to the previously adopted
measure that reduces the rate or term of the tax in the measure and thereby reduces the
total amount of tax that would be collected underthe measure, or substantially reduces
the cost to the School Board of any bond or debt obligation to be incutred by the School
Board.

CANVASS OF ELECTION
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On the date and at the hourand ptace specifiedin the notice of election, the School Board,
in public session, shall examine and tanvass the returns and declare the result of the
elections. The result shall be promulgated by one publication in the official journal of the
School Board.

SALE OF BONDS

After an election authorizing the School Board issuance of bonds, the School Board may
proceed to issue the bonds within the parameters approved by the electors. The School
Board shall have the authority to adopt all procedures necessary for the authorization,
sale, and delivery of bonds, including the right to enter into all contractual arrangements
as may be necessary to effectuate the purpose for which the bonds are being issued
under terms determined by the School Board.

Bonds issued may be sold at a public or private sale upon such terms, in the manner and
by following such procedures as may be determined by the School Board. No bond
issued shall be required to be registered with the secretary of state or any other office or
official.

All bonds shall be advertised for sale on sealed bids, which advertisement shall be
published at least once a week for three (3) weeks, the first publication to be made at
least fifteen (15) days preceding the date fixed for the reception of bids. Advertisement
shall be in the official journal of the govermning authority at least fifteen (15) days before
the date fixed for the reception of bids. Notice of sale shali also be published once a
week for three (3) weeks preceding the date fixed for the reception of bids, eitherin a
financial paper published in the city of New York or the city of Chicago, or in a newspaper
of general circulation published in a city of the state of Louisianahaving a population of
not less than twenty thousand (20,000} inhabitants, according to the last federal census.

Ref: Constitution of Louisiana, Art. VI, Sec. 30, Sec. 33; La. Rev. Stat. Ann.§§17:1372,
17:1373, 18:1281, 18:1282, 18:1283, 18:1284, 18:1285, 18:1286, 18:1293,
39:503, 39:505, 39:521, 39:570, 39:1421, 39:1422, 39:1423, 39:1424, 39:1424.1,
39:1425, 39:1426, 39:1427, 39:1428, 39:1429, 42:19.1.
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TAX AND BOND ELECTIONS AND SALES

TAX AND BOND ELECTIONS

The Morehouse Parish School Board shall call elections for the publicto vote on tax or
bondrevenueissues. Every bond, tax, or other election at which aproposition or question
is to be submitted to the voters shall be held only on one of the dates set forth by state
law or upon proper application to and approval of the State Bond Commission on a date
not provided by statute. The propasition placed on the ballot submitted to the voters in
any bond election shall state the kinds and sources of revenues which shall be piedged
to retire the bonds, should the proposition be successful.

PUBLIC NOTICE OF SCHOOL BOARD MEETING

Public notice of the date, time, and place of any meeting at which the School Board
intends to propose, increase, or renew any ad valorem property tax or sales and use tax,
authorize the calling of an election for submittal of such question to the voters shall be
both published in the official journal of the School Board no more than sixty (60) days nor
less than twenty (20) days before such public meeting and shall be announced fo the
public during the course of a publicmeeting no more than sixty (60) days nor less than
twenty (20) days before such public meeting; and notice of such meeting shall be written
and hand delivered or transmitted by email to each voting member of any governing
authority of a political subdivision thatis required to approve su ch a measure praviously
adopted by another governing authority and fo each state senator and represeniative in
whose districtall or a portion of the political subdivision is located, no more than sixty (60)
days norless than twenty (20) days before such pu blicmeeting. Email delivery shall be
made to the official email address of such voting members or legislators and to any other
address provided in writing to the School Board by such a voting member or legislator.

If such a meetingis postponed or cancelled, notice of any subsequentmeetingto con sider
taking action regarding property or sales taxes shall be published in the School Board's
official journal no less than ten (10) days before the subsequent meeting.

If consideration of or action upon the tax proposal is postponed, or if no action was taken
regarding the tax proposal, then any subsequent meeting to consider the tax proposal
shall be subject to the provisions under section Public Notice, above.

If, at a meeting held in accordance with above provisions, the School Board adopts such
a measure, the provisions shall not apply to a subsequentmeetingif the only action taken
at the subsequentmeeting is one which results in a change to the previously adopted
measure that reduces the rate or term of the tax in the measure and thereby reduces the
total amount of tax that would be collécted underthe measure, or substantially reduces
the cost to the School Board of any bond or debt obligation to be incutred by the School
Board.
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CANVASS OF ELECTION

On the date andat the hourand place specified in the notice of election, the School Board,
in public session, shall examine and canvass the returns and declare the result of the
elections. The result shall be promuigated by one publication in the official journal of the
School Board.

SALE OF BONDS

After an election authorizing the School Board issuance of bonds, the School Board may
proceed to issue the bonds within the parameters approved by the electors. The School
Board shall have the authority to adopt all procedures necessary for the authorization,
sale, and delivery of bonds, including the right to enter into all contractual arrangements
as may be necessary to effectuate the purpose for which the bonds are being issued
under terms determined by the School Board.

Bonds issued may be sold at a public or private sale upon such terms, in the manner and
by following such procedures as may be determined by the School Board. No bend
issued shall be required to be registered with the secretary of state or any other office or
official.

All bonds shall be advertised for sale on sealed bids, which advertisement shall be
published at least once a week for three (3) weeks, the first publication to be made at
least fifteen (15) days preceding the date fixed for the reception of bids. Advertisement
shall be in the official journal of the governing authority at least fifteen (15) days before
the date fixed for the reception of bids. Notice of sale shall also be published once a
week for three (3) weeks preceding the date fixed for the reception of bids, either in a
financial paper published in the city of New York or the city of Chicago, or in a newspaper
of general circulation published in a city of the state of Louisianahavinga population of
notless than twenty thousand (20,000) inhabitants, according to the last federal census.

Ref: Constitution of Louisiana, Art. VI, Sec. 30, Sec, 33; La. Rev. Stat. Ann.§§17:1372,
17:1373, 18:1281, 18:1282, 18:1283, 18:1284, 18:1285, 18:1286, 18:1293,
39:503, 39:505, 39:521, 39:570, 39:1421, 39:1422, 39:1423, 391424, 39114241,
39:1425, 39:1426, 39:1427, 39:1428, 39:1429, 42:19.1.
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CASH MANAGEMENT AND INVESTMENTS

Strategies for proper cash management and investment of available funds shall be
reviewed and evaluated on an annual basls to ensure that investment rules and
guidelines expressed in this policy are being followed according to current statutory
provisions. The monetary assets of the Morehouse Parish School Board shall be heldin
trust by the flduciary (fiduciaries) designated by the School Board. Cash management
and the investment of funds shall be managed by the Superintendent and/or his/her
designee.

CASH MANAGEMENT

All aspects of cash management operations shall be designed to ensure the absolute
safety and integtity of the School Board's financial assets.

Cash management activities shall be conducted in full compliance with prevailing local,
state and federal regulations. Furthermore, such activities shall be designed to adhere
to guidelines and standards promulgated by applicable professional organizations.

Operating within appropriately-established administrative and procedural parameters, the
School Board shall aggressively pursue optimum financial rewards, while simultaneously
controliing its related expenditures. Therefore, cash management functions which
engender interaction with outside financial intermediaries shall be conductedin the best
financial and administrative interests of the school system. In pursuitof these interests,
the School Board shali utilize competitive bidding practices whenever practicable,
affording no special financial advantage to any individual or corporate member of the
financial or investment community.

The School Board shall authorize thé Superintendent and staff to design and enforee
written administrative regulations, guidelines,and proceduresrelatingto a variety of cash
managementissues such as the eligibility or selection of various financial intermediaries,
documentation and safekeeping requirements, philosophical and operational aspects of
the investmentfunction, and such other functional and administrative aspects of the cash
management program which necessitate standard setting in pursuit of appropriate
prudent, enhanced protection of assets or procedural improvements.

DEPOSITORY BANK

Louisiana statutes require School Boards to select a fiscal agentfor purposes of receiving
or depositing funds of the School Board. The bank selected as fiscal agent shall be asked
to enter into a fiscal agency contract or such other necessary instru ments settingforth the
duties, responsibilities, and agreements pertaining o said fiscal agency.

The fiscal agency bank, when selected, shall serve for a term as agreed to by the School

Board anduntilits successor shali have been duly selected and qualified, and shall pledge
approved securities, as provided for inthe fiscal agency contract subject to the reguliations
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under state law.

PLEDGED SECURITIES

Funds on deposit shall be collateralized in an amount at all times equal to 100% by
pledged "approved securities” in accordance with state law to adequately protect the
funds of the School Board.

The School Board shall periodically monitor the amountof approved securities to assure
that an amount not less than 100% on deposit with the depository bank, less any
applicable Federal Deposit Insurance Corporation (FDIC) insurance, is pledged.

The bank shall have the rightand privilege of substituting approved secutities only upon

obtaining the prior written approval of the School Board. Such approval may be granted
by facsimile transmission. The approved secutities shall be valued at their market value.

INVESTMENT OPTIONS

The School Board, in accordance with statutory provisions, may investany funds which
are available for investment and are above the immediate cash requirements of the
School Board, from whatever source detived, in statutorily sanctioned investments.
Types of investments include, but are not limited to, Direct U.S. Treasury obligations,
bonds, debentures, notes issued by or guaranteed by federal agencies; bonds,
debentures, notes, or other evidence of indebtedness issued by the state of Louisiana or
any other state of the United States, or any of the political su bdivisions of any state, or by
any domestic U.S. corporation, with limited exceptions noted in La. Rev. Stat. Ann.
§33:2955; or certificates, or time certificates of depositin any bank domiciled or having a
branch office in Louisiana or any other federally insured investment.

The School Board shall authorize the Superintendent, as treasurer, and/or his/her
designee, to invest any surplus funds in whatever type deposit that shall offerthe School
Board the most favorable rates of interest.

Investments of the School Board shall be guided by the following:
1. Cash management and investment activities shall be conducted in a manner

consistent with prudent business practices applied by governmental enfities and
shall be in compliance with applicable statutes.

2. Funds determined by the Superintendentor chief financial officer to be in excess
of immediate cash requirement shall be invested only in statutorily permitted
obligations.

3. Appropriate emphasis in making any investment shall be in the following order:
A. To ensure safety of the principal amount,

B. To ensure liquidity of funds to meet all obligations of the School Board.
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C. The yield of the investments.

In no event shall monies be considered available for investment untess and until such
funds are determined by the Superintendentor chief financial officer, in the exercise of
prudent judgment, to be in excess of the immediate cash requirements of the fund fo
which the monies are credited. As a criteria in making such a determination, any amount
of money exceeding ten thousand dollars which is on demand depositto the credit of the
School Board, or to the credit of any fund and which is not required to meet an obligaton
for at least forty-five (45) calendar days, or any amou htof money exceeding one hundred
thousand dollars which is on demand to the credit of the School Board or to the credit of
any fund and which is notrequired to meet an obligation for at least fifteen (15) calen dar
days shall be construed available for investment.

Any time that may be advisable, the School Board may cash and liquidate any of the
investments authorized herein whichare purchasedforany particularfund. The proceeds
of any such liquidationshall be creditedto the fundfromwhich the authorizedinvestments
were originally purchased.

interest Earnings

The interest earned on any such investmentsh all be credited to the fund from which the
investmentwas acquired or it may be applied to the payment of the prin cipal and interest
of the outstanding bonded indebtedness of that fund.

LIQUIDATION OF INVESTMENTS

At any fime that may be advisable, the School Board may cash or liquidate any of the
investments authorized herein which are purchasedforany particularfund. The proceeds
of any suchliquidation shall be creditedto the fund fromwhich the authorized investments
were originally purchased.

PROHIBITED TRANSACTIONS

The following arrangements are expressly prohibited:

Any transactions not specifically authorized by this policy.

The purchase of securities on margin.

Direct purchases of single family or commercial mortgages.

Purchases of foreign bonds.

Collateralized mortgage obligations that have been stripped into interest only or
principal only obligations.

Inverse floaters or structured notes. For purposes of this section, sfructured notes
shall mean securities of U.S. Government agencies, instrumentalities, or
government-sponsored enterprises which have been restru ctured, modified,
and/or reissued by private entities.

1SR

&

UTILIZATION OF QUTSIDE PROFESSIONAL SUPPORT SERVICES
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The School Board may engage the support services of an Investment Counselor, so long
as it can be clearly demonstrated that such engagements produce “net financial
advantage” or necessary financial protection of the School Board's resources.

All such engagements shall require the written authorization of the Su perintendent, who
shall provide written justification for the engagement to the School Board for approval.

Ref: La. Rev. Stat. Ann. §§17:99, 33:2955, 391211, 39:1212, 39:1219, 39:1221,
39:1222, 39:1223, 39:1225, 39:1226.
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GRANTS

The Morehouse Parish School Board encourages the development of proposals to
federal, state, and private granting agencies and other sources of financial aid for
subsidizing such activities as innovative projects, feasibility studies, long-range planning,
and research and development. All such activities shall meet the following criteria:

1. They are based on a specificset of internal objectives thatrelate to the established
goals and objectives of the school district.

2. They are to provide measures for evaluating whether or not project objectives are
being or have been achieved.

3. The execution of all projects shail conform to state and federal laws and to the
policies of the School Board. ‘

4, The application and implementation of any such activities is to be inclusive of
students at all schoolswithin the parish, to the maximum extent possiblewithin the
terms and provisions of each grant.

The School Board shall be notified of all grants. The School Board Presidentand/or the
Superintendent shall be authorized to sign all grant proposals, subject to the School
Board's right to recall or rescind the application. For any grant opportunities where the
School Board serves as the fiscal agent, itshallbe the responsibility of the Superintendent
to ensure that all eligible entities which operate public schools within Morehouse Parish
are provided with an opportunity to participate in the grant application prior to submission
of the granf proposal. Eligibility for these putposes shall be determined by the criteria set
forth in each grant request.

Grant awards shall be coordinated through Central Office person nel as designatedby the
Superintendent. In addition fo adhering to the rules and regulations required by the
grantor agency, all grant awards shall follow all established policies and administrative
procedures of the School Board. An assessment shall be conducted prior to submission
of any grant proposal to determine any residual or recurring costs that may be incurred
by the School Board.

When the grantaward letter or written nofification is received and budgeted expenditures
have been approved by the granting agency, grant funds may be expended by the
Superintendent or designee/recipient. In the event that awarded funds differ from the
amount applied for in the initial submission, the School Board reserves the right to
appropriately revise the budget and scope of the initial application to align to the amount
actually awarded. Such revisions shali be at the sole discretion of the Superintendent,
subject to the School Board's right to review and revise any such determinations;
notification of any such modifications shall be required to be provided to each entity
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participating in such grant at the earliest practical opportunity. Grant awards and grant
budgets shall be submitted to the School Board as soon as possible after the grant award
letter or written notification is received. The School Board shali be informed of any
recurring or residual costs related to grants and reserves the right to terminate a grant at
any time and return any unexpended funds to the grantor.

Grants written at the schools shall be pre-approved by the Superintendentor hisfher
designee and accounted for as schooi funds and shall foliow all applicable School Board
policies related to school-hased accounting and recordkeeping. However, any grants
written at the schools that exceed $10,000 or benefitmore than one school, shall be
assigned to an instructional supervisor as project administrator.

Ref: La. Rev. Stat. Ann. §17:81.
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FEDERAL AND NON-FEDERAL GRANTS — CASH MANAGEMENT PROCEDURES

L AWS APPLICABLE TO CASH MANAGEMENT

The Morehouse Parish School Board will comply with applicable methods and
procedures for payment that minimize the time elapsing between the transfer of funds
and disbursement by the School Board in accordance with the Cash Management
improvement Act at 31 CFR Part 205. Generally, the School Board receives payment
from the Louisiana Department of Education on a cost reimbursement basis. In most
cases, expenditures are obligated and liquidated before reimbursement. 2 CFR
200.305. The only exception to this rule would be for the July and August payroll
accruals.

However, if the School Board receives an advance in federal grant funds, the School
Board will remit interest earned on the advanced payment quarterly to the federal
agency. The School Board may retain interest amounts up to $500 per year for
administrative expenses. 2 CFR 200.305(b)(9).

INTERNAL CONTROLS PROCEDURES OVER CASH MANAGEMENTS

The Grants Management Coordinator will requestreimbu rsement for actual expendiiures
incutred under the federal grants either monthly or quarterly (depending on the state
requirements). The source documentused to prepare the reimbursement requestis the
Request for Summary Form that is generated by the GFA system. The expenditures
Reported on the Request for Summary Form are pulled directly from the general ledger
System in GFA. The Grants Management Coordinator shall review the expenditures on
the Request for Summary Form for reasonableness. Each time a request is made the
Grants Management Coordinator shall runs a Revenue and Expense for the month of
expenses requested and shall compare it 10 the amount requested on the Request for
Summary Form. If there are any differences, the Grants Management Coordinator shall
determine if any adjustments need to be made. The Grants Management Coordinator
shall enter the information into the reimbursement requests. After the Grants
Management Coordinator prepares the request of reimbursement, it is printed out and
sentto the Business Managerto review, sign, and submit. The majority of reimbursement
requests are prepared and submitted to the state through the eGrants website. There a
few grants that are emailed fo the Louisiana Department of Education. The Grants
Management Coordinator shall update an excel spreadsheet of funds requested which
also shows the remaining balance of the grant. The Grants Management Coordinator
shall give the General Ledger Accountanta copy of each reimbursement request which
he/she uses as support in identifying/recording the funds when they come in. The
| ouisiana Department of Education usually processes reimbursement requests within 1-3
weeks. Consistentwith state and federal requirements, the School Board will maintain
source documentation supporting the federal expenditures (invoice, time sheets, payroll
stubs, etc.) and will make such documentation available for the Federal Agency or
Louisiana Department of Education to review upon request.
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ADVANCES

To the extent the School Board receives advance payments of federal grant funds; the
School Board will strive to expand the federal funds on allowable expenditures as
expeditiously as possible. Specifically, the District shall attempt to expend all drawn
downs of federal funds within seventy-two (72) hours of receipt. However, the advance
payment method of receiving federal funds is rarely used.

Ref: La. Rev.Stat. Ann. §17:81.

Morehouse Parish School Board 20f2




FILE: DFFB
Cf: DFF

FEDERAL AND NON-FEDERAL GRANT
ALLOWABLE/UNALLOWABLE COST

The Morehouse Parish School Board shall adhere to all applicable cost principles
governing the use of federal and non-federal grants and contracts. This policy addresses
the importance of properly classifying costs, both direct and indirect, charged to grant
funded projects and the proposed and actual expenditures are consistentwith the grant
agreement and all applicable federal rules embodied in the Uniform Grant Guidance at 2
CFR 200. District personnel who are responsible for administering, expending or
monitoring grantfunded programs should be well versed with the categories of costs that
are generally allowable and unailowable.

A large portion of financial supportfor the Morehouse Parish School District comes from
the federal government. This fundingisin the form of direct support for District programs
andoften includes reimbursementforindirectcosts. The Federal Uniform Grant Guidance
identifies the criteria that must be met in order to properly charge these costs to federally
funded projects. Individual non-federal awards may also include special terms and
conditions that must be met before costs can be charged or reimbursed, which must also
be considered before allocating certain costs to the award.

REQUIREMENTS

All costs expended using federal funds must meet the following general criteria laid forth
in the Uniform Grant Guidance at 2 CFR 200, Subpart E:

« Be necessary and reasonable for the proper and efficient performance and
administration of the grant program

o Be allocable to federal awards under the provisions of the federal circular

e Be authorized and not prohibited under state or local laws or regulations

o Conform to anylimitations or exclusionssetforthin the principies, federal laws, terms
and conditions of the federal award, or other governing regulations as to types or

amounts of cost items

o Be consistent with policies, regulations, and procedures th atapply uniformiy to both
federal awards and other activities of the School Board

o Be accorded consistent treatment. A cost may notbe assignedto a federal award
as a direct cost and also be charged to a federal award as an indirect cost

e Except as otherwise provided for in the federal circular, be determined in
accordance with generally accepted accounting principles
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e Notincluded as a cost or used to meet cost sh aring or matching requirementsof any
other federal award in either the current or a prior periad

e Be net of all applicable credits

s Be adequately documented

DIRECT AND INDIRECT COSTS

Aliowable and allocable costs must be appropriately classified as direct or indirect, In
general, direct costs are those that can be identified specifically with a particular cost
objective while indirect costs are those (a) incurred for a common or joint purpose
benefiing more than one cost objective, and (b) not readily assignable to the cost
objectives specifically benefitted, withouteffort disproportionate to the results achieved.
It is essential that each item of cost be treated consistently in like circumstances either as
a direct or an indirect cost. If an indirect cost rate is going to be utilized for charging
indirect rates, the rate must first be approved by the applicable approving authaority.

COST TRANSFERS

Any costs charged to a federal or non-federal award that do notmeet the allowable cost
criteria must be removed from the award accountand ch arged to an accountthatdoes
not require adherence to federal Uniform Grant Guidance or other applicable
guidelines.

Failure to adequately foliow this policy andreiated procedures couldresultin questioned
costs, audit findings, potential repayment of disallowed costs and discontinuance of
funding. GrantProgram Managers, Program Supervisors, accounting person nel, school
personnel and any other individuals responsible for expending Grant Funds are held
responsible for compliance with Uniform Grant Guidance and must understand that
severe penalties and funding disaliowances could result from instances of non-
compliance.

CONTROL ACTIVITIES OVER ALLOWABLE/UNALLOWABLE COST

Each Program Supervisor shall collaborate with his/her staff department and school
principals fo gather information to be used in the budget process. The Program
Supervisor shall notify the Grants Management Coordinator of any employees whose
salaries are to be funded by grants. The Grants Management Coordinator shall
communicate with the Payroll Accountant fo get salary information and the refirement
rates to be usedto complete.the payroll items on the budgets. The Payroll Accountant
shall set up salary related informationinthe payroll system in accordance with the Sch ool
Board salary scheduleandwhatis allowedforin the grantbudget. Program budgets shall
be entered and completed mainly by the Program Supervisors and the Grants
Management Coordinator completes the budgets on the smaller grants (LA4 and
Preschool 8g). The Superintendent shail approve alt grant applications and budgets and
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complete the submission. When a grant has been approved in eGrants, the Program
Supervisor and the Grants Management Coordinator shall be notified by email. The
Grants ManagementCoordinatorreceives copies of all approved program bu dgets, which
either come from the eGrants website or directly from the program supervisor.

All purchases to be paid with grants must be initiated by a purchase requisition (with the
exception of certain contracted services). The Program Director shall review all purchase
requisitions to determine if costs are allowable. The purchase requisition mustbe signed
for approval by the Program Su pervisor before the purchase can be made. The purchase
requisition shall then be forwarded to the Grants Management Coordinator to be coded,
or if already coded, the Grants Management Coordinator shall review the code for
accuracy. If a purchase requisition is sent to Grants Managementwithoutthe Program
Supervisor's signature of approval and/or withoutspecifyingwhich fund thatthe pu rchase
is to be charged to, then it shallbe sentto the Program Supervisor. The majority of coding
for grant expenses is done by the Grants Management Coordinator. The Special
Education Department does the majority of the coding for Special Education related
grants which shall be reviewed by the Grants Man agement Coordinator for accuracy. All
out of parish travel paid with grants shall be reviewed and coded by the General Ledger
Accountant. The General Ledger Accountant shall work with the Grants Management
Coordinator for any coding issues. The Business Manager shall review and approve all
purchase requisitions before forwarding fo the Purchasing Manager or Accounts Payable
for further processing. :

Any purchase requisitions thatare completed for hotel or conference registration shallbe
sent to Accounts Payable forfurther processing. All other purchase requisitions shall be
sent to the Purchasing Manager. All stipend pay docu mentations, timesheets for extra
pay, and travel/mileage reimbursement support, efc. must be signed by the Program
Supervisor, principal (if applicable) before itis sent to Grants Management Coordinator
to be reviewed and coded (if not already coded). The support shall then be sent to the
Business Manager for final approval. Payroil related items including stipend pay
documentation and timesheets for extra pay shall be sent to the Payroll Accountantto be
entered into the system and processed. The Payroll Accountantshall coltaborate with
the Grants Management Coordinator for any questions conceming coding. The Granis
ManagementCoordinator shall perform periodicreviews of grantexpensesin the general
ledger for expenses that may be improperly coded. For each grant, the Grants
ManagementCoordinator shall maintain and update a budget to actual spreadsheeteach
time a reimbursementrequestis done. The spreadsheet showsthe fotal amountthathas
been requested and the remaining balance for each line item/object code. The
spreadsheet shall be reviewed to determine that expenses appear reasonable and it is
also use to determine when budget revisions are needed.

Ref: La. Rev. Stat. Ann. §17:81.
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DONATIONS AND GIFTS

No public servantshali solicitor accept, directly or indirectly, anything of economic value
as a gift or gratuity from any person or from any officer, director, agent, or employee of
such person, if such public servantknows or reasonably should know thatsuch person:

1. Has or is seeking to obtain contractual or other business or financial relationships
with the public servant's agency, or

2. Is seeking, for compensation, to influence the passage or defeat of legislation by
the public servant's agency.

No public employee shall solicit or accept, directly or indirectly, anything of econormic
value as a giftor gratuity from any person or from any officer, director, agent, or employee
of such person, if such public employee knows or reasonably should know that such
person:

1. Conducts operations or activities which are regulated by the public employee's
agency.
2. Has substantial economic interests which may be substantially affected by the

performance or nonperformance of the public employee's official duty.
DONATIONS

The Morehouse Parish School Board shall encourage community groups, organizations,
and individuals to assist the School Board in providing material and financial resources
to the School Board or schools which otherwise might not be available.

The School Board may accept and administer any donation that may be made to it for
educational or literary purposes and shall enumerate details of the contents of such
donations in a document made publicly available on its website. If accepted, the School
Board shall administer the property entrusted to them in conformity with the directives
contained in the act of donation and for that purpose the Schoot Board shalt be vested
with all the necessary powers of administration. The School Board reserves the right,
however, to examine the provisions of any and all prospective donations toa school, the
School Board, or a School Board-related enfity to ascertain the propriety of the donation.

Unrestricted donations may be accepted by the School Board, or any school, subject to
approval guidelines of the School Board. ltems donated to schools may be retained by
the receiving school underthe ownership of the Morehouse Parish School Board. The
School Board shall retain the discretion to remove, repair, or modify any item which it
considers obsolete, worn-out, or unsafe. Principals shalibe requiredto keep a permanent
record of donations received by the school from community groups, organizations, or
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individuals, exclusive of funds raised by the school or funds provided by students for
special activities, such as field trips.

GIFTS AND AWARDS

School funds shall not be used to provide any form of gift to an employee, and no
employee shall accept such gift, except that which is dedicated for that specific purpose.
No cash gifts shall be given to School Board employees, whether in appreciation, as a
“honus,” or for any other reason. For purposes of this policy, gift certificates for
merchandise shall be considered cash and shall not be given as a gift. This includes
payment from athletic booster clubs or other organizations to coaches, sponsors, or
employees.

Ref: La. Rev. Stat. Ann. §§17:381, 17:382, 17:383, 42:1115, 42:1128.
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ADMISSIONS AND GATE RECEIPTS

The Morehouse Parish School Board shall establish and maintain uniform procedures for
the handling and accounting of admission fees charged for all school events, such as
athletics or entertainment, whether such is assessed in advance or upon entering. All
such fees shall be controlled through the use of pre-numbered tickets. The price of tickets
shall be determined and set by each school.

Uniform procedures outlinedin the School Board's Activities Accounts Policy Manual shall
be followed by all schools where ticket or admission sales are conducted.

Ref: La. Rev. Stat. Ann. §17:81.
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LEASE OF SCHOOL LANDS

The Morehouse Parish School Board may execute a lease of any of its school land in
accordance with the requirements of state law. Leases for the production and removal of
minerals granted by or on behalf of the School Board shall provide for a minimum of
royalties of minerals produced and saved, as required by state law or the School Board.
All mineral leases shall be advertised, received, opened and acceptedfrejected by the
School Board or the State Mineral Board on behalf of the School Board. The School
Board or State Mineral Board may reject any and all bids that may be su bmitied or may
lease a lesser quantity of property than advertised and withdraw the rest,

Leases for the purposes of trapping, grazing, hunting, agriculture/ffarming or any other
legitimate purposes otherthan for removal of oil, gas, or other minerals, may be executed
on such terms and conditions as are in the best interest of the School Board and in
compliancewith state law. Such leases shallbe awarded only after formal advertisement
for and receipt of bids as set forth by state law.

The School Board shall require all appropriate leases, as determined by the Schooal
Board's legal adviser, to include the purchase of appropriate liability insurance by the
individual or organization leasing the property, which shall hold the School Board free
from any liability that may result directly or indirectly from the leased property's usage.

GEOPHYSICAL OR SEISMIC SURVEY PERMITS

The School Board may grant permission for geophysical or seismic surveys to be
conducted on School Board property. For the privilege of conducting seismograph
exploration over and across lands owned by the School Board, application shall be
submitted to the School Board seeking permission to conductsurveys. If said application
is approved by the School Board, the applicant shall be permitted to conduct its
seismographic operations in accordance with terms and conditions setforth in the permit
agreement for a minimum fee as set by the School Board. All applications shall contain
pertinent information to adequately evaluate the proposed survey.

Upon completion of any survey conducted, the surveyor shall be responsible for plugging
and properly abandoning any drilled holes in accordance with state guideiines.

RIGHTS-OF-WAY

The School Board may grant rights-of-way on school lands upon formal written request.
No application for a right-of-way shall be considered unless certificate of publication of
due notice is on file in the office of the School Board, showing advertisement of the
pending application has been made two times within ten (10) calendar days in the official
journal of the system wherein the school lands are situated. A fee may be charged for
such privilege.
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SIXTEENTH SECTION LANDS

Leasing of Sixteenth Section lands shall be handled as follows:

1.

The School Board, upon determining to lease any Sixteenth Section lands, shall
publish an advertisementin the official journal of the school districtwhere the land
is located setting forth a description of the land fo be leased, the time when bids
will be received, and a short summary of the terms, conditions,and purposes of
the [ease to be executed. If the lands are situated in two (2) or more parishes, the
adverlissment shall appearin the official journals of all parishes in which the lands
are located. The advertisement shall be published for a period of not less than
fifteen (15) calendardays and at least once a week during three (3) conseculive
weeks. The School Board may alsosend noticesto those whomitmay thinkwould
be interested in submitting bids for the leases.

Bids shall be enclosed and sealed in a self-addressed return envelope and shall
be forwarded to the Schoo! Board at its domiciled address through the United
States mail. Bids may also be delivered electronically or by hand.

Each bid for hunting, trapping, grazing or agricultural/farming purposes shall be
accompanied by a payment in a sum equal to one year's rental or lease amount;
bids for any other purpose shall foliow state law and require a paymentin a sum
equal to 10% of one year's rental or lease amount. Such paymentshall be in cash
or by certified check, cashier's check, teller's check, or an official check issued by
a bank, made payable to the Morehouse Parish School Board.

Acceptance or Rejection of Bids Handled Through the State Mineral Board

. When through adoption of the appropriate resolution, the School Board au thorizes

and directs the State Mineral Board to handle the leasing of Section 16 lands, the
Mineral Board may reject any and all bids, or may lease a lesser quantity of
property than advertised and withdraw the rest.

All funds realized by the Morehouse Parish School Board from the lease of
sixteenth-section lands shall be credited to the general school funds of the School
Board.

LEASES

The Superintendent andfor his/her designee shall maintain pertinent administrative
regulations and procedures for managing the process for advertising and leasing School
Board owned lands in keeping with provisions stipulated in this policy.

The Superintendent and/or his/her representative shall be authorized to negotiate all
leases, subjectto approval of the School Board. Leases shall generally be for a five (b)
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year period, unless otherwise stipulated at time of advertisement, or subsequently
negotiated and approved by the School Board and lessee. All leases shall be publicly bid
at the expiration of the lease. For sixteenth-section lands the minimum bid considered
shall be $5.00 per acre or $500.00, whicheveris greater. All such leases shall be limited
to whole sections or identifiable portions thereof.

The lessee shall be required to provide the School Board with a certificate of insurance
showing property and/or general liability coverage on such limits as set by the School
Board and naming the Morehouse Parish School Board as an additional insured. Said
certificate shall be provided to the School Board at least ten (10) calendar days prior to
the beginning date of the lease, or at the time of the execution of the original lease.

Ref: Constitution of Louisiana, Art. VI, Sec. 4(c); Art iX, Sec. 4(b), La. Rev. Stat. Ann.
§§17:87, 17:87.1, 17:87.2, 17:87.3, 17:87.8, 30:121, 30:127, 30:151, 30:152,
30:153, 41:1211, 41:1212, 41:1213, 41:1214, 4111215, 41:1215.1, 4111215.2,
41:1216, 41:1217, 41:1218, 41:1219, 41:1220, 41:1221, 41:1222, 411223,
41:1224.
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SALE OF SURPLUS EQUIPMENT AND SUPPLIES

Supplies, appliances, and equipmentno longer usable for the purpose for which it was
acquired or builtmay be declared surplus by the Superintendent upon notification by the
department to which the merchandise or equipment has been assigned. Any such
equipment, supplies or appliances shall then be inspected to determine if they are usable
or should be declared surplus.

Following a declaration by the School Board that moveable property is nolongerneeded
and is therefore surplus, the property may be soid or disposed of by utilizing any of the
following procedures: sealed bids, sale by a licensed au clioneer, disposal through state
surplus, internet auction or inter-govemmental agreement under the local services law
(La. Rev. Stat. Ann. §33:1324-1325). A minimum fairvalue price shall be established for
each item and the bid price shall start at that pointfor items consid ered worthy. Said bids
shall be opened publicly and disposed of in a prudent, businesslike manner. The School
Board shall reserve the right to accept or reject any and all bids.

Unless the School Board directs otherwise, the proceeds of the sale shall be payable to
the Morehouse Parish School Board and shall be credited to the general school fund of
the School Board,

items declared surplus or unfitfor further use by the School Board shall be stored at the
school/department where assigned until the merchandise ar equipmentis properly sold
or other plans for disposition are approved by the Su perintendent.

The sale of surplus merchandise or equipmentshall be final, on the "as is" or "where is"
basis and shall carry no warranties whatsoever. If not sold, theseitems sh all be sold as
junk, or if no salvage value can be realized, destroyed in the most economical manner
possible.

COMPUTING DEVICES

When the Schoo!l Board determines thatan individual computing device used by astudent
or students has reached the end of its typical life cycle, is no longer needed for school
purposes, and will be removed from classroomuse, andthat the best interest of the public
school system would be served by the private sale of such device due to the cost of
auctioning the device orrecyclingitor due to other factars, the School Board may sell the
device to a student enrolled in a school in the school system or to the parent, tutor, or
legal guardian of such a student.

The sale price for the device shall be reasonably equivalentto the value of the device,
taking into consideration its typical life cycle, currentcondition, and costs of other methods
of alienation or disposal.
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All such sales shall be in accordance with School Board policies, and sale prices shall be
approved by approptiate SchoolBoard administrative personnel priorto sale. Such sales
shall apply only to individual computing devices used for classwork by students and shall
not apply to other computer equipmentor related equipment such as routers, switches,
or servers.

Ref: La. Rev.Stat. Ann. §§17:87.6, 33:1324, 33:1325, 38:2320, 49:125.

Morehouse Parish School Board 2of 2



FILE: DFK
Cf: DFl, DFJ

SALE OF BUILDINGS AND LANDS

Wheneverthe Morehouse Parish School Board determines thatany schoollandsor other
immovable property underits control are no longer needed for school purposes and that
the best interest of the School Board would be served by the sale of such lands, the
School Board shall have authority to dispose of such lands at publicauction, undersealed
bids, or by a licensed real estate broker.

The School Board may obtain appraisals from up to three (3) Louisiana state-licensed
commercial real estate appraisers to ascertain the current value of the property.

The appraisals shali be obtained within six (6) months prior to conducting the sale of the
property. '

STATUTORY REQUIREMENTS

Real estate that has been declared as no longer needed for public school purposes shall
be disposed of as outliined below:

1. Sale Utilizing Public Auction or Sealed Bids

A. At least one (1) real estate appraisal shall be obtained reflecting the fair
market value. ' :

B. Local governmental authorities shall be nofified that such property is no
longer needed for school purposes and invited to submit a proposal if there
is a need for such property.

C. Advertisement for sealed bids shall be published in the School Board's
official journal on at least three (3) separate days for at least thirty (30) days
ptior to the date the land s to be offered for sale, or as otherwise provided
for in state law.

D. Upon receipt and opening of bids at the time designated, all bids shall be
considered by the School Board and the property sold to the highestbidder
in accordance with such terms and conditions as the School Board shall
determine. The School Board shall reserve the right to reject any and all
bids.

1) The first fime the School Board offers a particular property for sale,
the minimum bid shall be eighty-five percent (85%) of the appraised
value of the property.

2) If the School Board fails to sell the property because the maximum
bid recelved was notequal o or greater than the minimumbid in item
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D 1) above, the School Board may make a second effort to sell the
property. The minimum bid for a second effort to seli the same
property shall be eighty percent (80%) of the appraised value.

3) If the School Board has twice failed to sell property because the
maximum bid received was notequalto or greater than the minimum
bid provided above, there shall be no minimumbid at the third effort
to sell the property, and the School Board may sell the property to
the highest bidder.

2. Sale of School Board Property Utilizing Real Estate Broker

A

In fieu of public auction or sealed bids, and when itis in the best interest of
the School Board, the School Board may contract for the services of a
licensedreal estate broker to conductthe sale of the property. The licensed
commercial real estate broker shall be selected utilizing a request for
quotes/qualifications process based on the following minimum
gualifications:

. Licensed within the State of Louisiana;

. Ability to provide substantial real estate-related analytical data and
financial information; and

. Well-established local and regional business relationships and

partnerships to promote effective business solutions,

The term of the contract shall notexceed six (8) months. A minimum sale
price and a time period within which the sale is to occur shall be specified
by the School Board as conditions of the contract. Payment to the real
estate broker for conducting the sale shall not exceed five percent (5%) of
the sale price and shall be confingent upon completion of the sale in
accordance with the terms and conditions of the contract. The School
Board shall have the rightto cancel! the confract at any time for any reason
prior to the sale and conduct the sale as otherwise provided by law.

No member or immediate family, as definedin La.Rev. Stat. Ann.§42:1102,
of the School Board or legislature shall perform the services of appraiser or
real estate broker authorized by this Section.

The deed evidencing act of sale executed by the President of the School Board
shall be full and complete evidence of the sale, shall convey a good and valid title
to the property sold, and shall have the force and effect of a notarial act.

SIXTEENTH SECTION LANDS
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The Morehouse Parish School Board shal! conductall elections to authorize the sale of
sixteenth section land and the funds realized from the sale of such land, after deduction
for necessary expenses connected with such elections, shall be promptly forwarded to

the stafe auditor. These funds shall be credited fo the general school funds of the School
Board.

Ref: La. Rev.Stat. Ann. §§17:87, 17:87.6, 41.640, 41.891, 41:892.
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DEPOSITORY OF FUNDS

The Morehouse Parish School Board shall contract on an annual basis or longer with a
depository to provide the most efficientand otherwise desirable services for the School
Board and school district. Selection of the official depository shall be in accordance with
statutory provisions. All funds of the School Board shall be deposited to the account(s)
of the School Board in the official depository. '

All monies retained in school buildings shall be safeguarded in secure areas at all times.
However, the School Board shall assume na responsibility for funds lostin aschool. The

School Board requires that school funds be deposited on a daily basis, whenever
possible.

Ref: La. Rev. Stat. Ann. §§17:95, 39:1211, 39:1212.
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BONDED EMPLOYEES

The Morehouse Parish School Board shall require all persons authorized to sign checks
or warrants drawn against the school funds to furnish a surety bond in an amountto be
determined by the School Board, butwhich shallbe notless than fifteen thousand dollars,
for the faithful performance of their duties.

The Superintendent, as School Board Treasurer, shall give an indemnity bond in such
sumas may be determined by the School Board, made in favor of the governoror hisfher
successors in office and the School Board, and the School Board shall pay the premium
of said bond.

All bonds purchased by the School Board made in favor of the School Board shallinclude
coverage for faithful performance of duties as well as coverage againstloss sustained by
the School Board through any fraudulentor dishonestact committed by anyof the bonded
employees. All bonds purchased by the School Board shall be from an insurance
company licensed to do business in Louisiana.

Ref: La. Rev. Stat. Ann. §§17:95, 17.97.
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ACCOUNTING AND REPORTING

The Morehouse Parish School Board delegates to the Superintendent or his/her
designee, the responsibility foraccounting for all School Board and school funds, and for
maintaining complete, accurate, and detailed records of all financial fransactionsin the
school district. These records shall be in accordance with generally accepted accounting
principles, as prescribed, and approved regulations of the Louisiana Board of Elementary
and Secondary Education (BESE), and/or as required or requested by the Morehouse
Parish School Board.

Said accounts and fiscal records shall be available during normal business hours for
inspection by the public. :

SCHOOL BOARD FUNDS

The Schoo! Board shall require the Superintendent, through the Business Office, fo
provide the necessary guidance and direction for the administrative implementation,
review, analysis, reporting, and modification of all budgeted activities as approved by the
School Board. All administrative regulations and procedures developed and maintained
governing the fiscal responsibility of the School Board and its personnei and resources
shall be designed to promote efficient managementand sound fiscal accountability at
every level of the School Board.

All School Board employees charged with receipt, handling, and/or disbu rsementof any
School Board funds shall abide strictly by state and federal faw, policies of the School
Board, and administrative regulations and procedures developed by the Su perintendent
or hisfher designee.

SCHOQL FUNDS

The School Board shall require that uniform procedures be applied throughoutthe school
district to assure the proper accounting for, and expenditure of, all monies under the
control of each school. Pertinentregulations and procedures, as outlined in the School
Board's handbook, Activity Accounts Policy Manual shall be maintained by the
Superintendent and his/her staff. Such funds shall be subject to regular audit by
tappropriate Business Office personnel or as may otherwise be provided.

Adherence to and implementation of state law and all administrative regulations and
procedures, as may be established by the Superintendent, shalf be the responsibility of
each school principal or hisfher designee.

The School Board shall receive periodic reports from the Superintendentof all income,
expenditures, balances in the schools’ various accounts, and such other data as the
School Board may prescribe, in addition to regular financial reports. In every way
possible, the School Board shall provide financial assistance relative to student activity
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programs within each school.

Ref: La. Rev. Stat. Ann. §§17:59, 17:196, 17:414.3, 24:515, 39:1301, 39:1302,
39:1303, 39:1304, 39:1305, 39:1306, 39:1307, 39:1308, 39:1309, 391310,
39:1311, 39:1312, 3911313, 39:11314; Louisiana Handbook for School
Administrators, Bulletin 741, Louisiana Accounting and Uniform Governmental
Handbook, Bulletin 1929, Louisiana Department of Education.
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FINANCIAL REPORTS AND STATEMENTS

The Morehouse Parish School Board shall make all repotts required by the Louisiana
Board of Elementary and Secondary Education (BESE) and/for state law relative to the
financial operation of the School Board.

The School Board shall require that all financial reports and statements be prepared
completely and accurately and that said reports and statements be submitted to
designated officials on or before specified due dates,

The Superintendent shall provide the School Board with periodic financial statements,
upon request. Said reports shall reflect compilation of all school financial reports plus
system-wide budgetary data as prepated by the Superintendentorhis/her designees, as
well as any other financial information requested.

Principals shall be required to provide the Superintendent or his/her designee with all
required financial reports and necessary documentation he/she may prescribe. These
reports shall be presented by the dates established by the Superintendent.

Ref: La. Rev. Stat. Ann. §§17:88, 17:196.
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INVENTORIES

CAPITAL ASSETS

The Morehouse Parish School Board directs the Superintendent to maintain a current
itemized list of all land, buildings, improvements other than buildings,equipment, andany
other fixed assets which were purchased or otherwise acquired, for which the School
Board is accountable.

The property control system shall include a list for reporting purposes of all fixed assets
with a value of $5,000 or more in the school district including all items purchased or
donated to the School Board. The listshaltinclude information asto the date of purchase,
the initial cost and the disposition, if any, the purpose of such disposition,and therecipient
of the property or equipmentdisposed of. in the case of theft of an asset, a police report
should be obtained immediately, and the Superintendentor his/her designee should also
be immediaiely notified of the theft.

For accountability and internal control purposes, an inventory of equipment and other
iterns costing$1,000 or more shall also be inventoried, tagged, and tracked by the School
Board. This may includeitems such ag computers, cameras, projectors, televisions,band
equipment, appliances (e.g. stoves or refrigerators), and furniture.

Physical Inventory

In order to maintain an accurate accountof Morehouse Parish School Board possessions,
a physical inventory of all possessions shall be taken at the building level atleastannually,
but may be more frequentas needed, Principals or their desighees are the designated
custodians of all possessions at the school level and shall be ultimately responsible for
the safeguarding and record maintenance of ali assetsfequipment in their schools.
However, any employee who has physical custody of School Board assets shall be
personally responsible forsafeguardingthe assets, i.e., each teachershall be responsible
for his/her classrcom, the librarian for the assets in the library, the band director for the

assets in the band department, etc.

Building Ievel administrators shall be responsible forensu ring thatannual inventories are
taken and that the Finance Departmentis notified of any changes that need to be made
to their respective inventory records or reported as required. The Superintendentandfor
his/her designee shail maintain pertinent procedures for maintaining inventory and
tracking records, including, identifying, appraising, tagging, and removing fixed assets
from any inventory records.

A full fixed asset inventory shall be performed every two (2) years by the Business Office.
GRANT ASSETS

Fixed assets purchased by federal, state, or local grants should be placed in operation
immediately. If there is a problem in getting the asset in operation, the Superintendent
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should be notified immediately.

INTANGIBLE ASSETS

An intangible asset shall be considered an asset with an initial life thatextends beyond a
single reporting period, lacks physical substance,andis nonfinancialin nature. intangible
assets shall include easements, water rights, timber rights, patents, frademarks, and
computer software which can be purchased or licensed or internally generated.

An intangible asset should only be recognized if it is identifiable. An assetis identifiable
if it is separable, i.e., the asset is capable of being separated and sold, transferred,
licensed, efc., or if the asset arises from contractual or other legal rights, regardless of
whether rights are separable.

Intangible assets shall be amortized over theirusefullives. The usefullife of an intangible
asset that arises from contractual or legal rights should notexceed the tegal term of the
rights. Renewal petiods should be considered in determining the useful life if there is
evidence thatrenewal will be soughtand achieved and the costof the renewal is nominal
in relation to the level of service capacity expected to be obtained through the renewal.
An intangible assetis not amortized if the asset has an indefinite useful life. An intangible
asset should be considered to have an indefinite useful life if there are no legal,
contractual, regulatory, technological,or other factors that limitthe usefullife of the asset.
For example, a permanent right-of-way easementwould have an indefinite useful life.

Rules for accounting, calculating the Initial value and depreciation of the asset shall be in
accordance with generally accepted accounting standards.

For accountability and internal control purposes, an inventory of intangible assets shall
be kept for any asset with a value of $100,000 or more.

TEXTBOOK INVENTORIES

Each school shail keep an inventory record of all textbooks on hand at the beginning of
the session, as well as records of those textbooks added, worn out, and in need of
replacement. Textbook records should be kept on file for a minimumof three (3) years.
All lost or damaged books must be paid for by the studentto which the books have been
assigned. Money received by a principal for lost or damaged books must be recorded
and deposited info the school account.

Ref: La. Rev. Stat. Ann. §§17:81, 24:515: Louisiana Handbook for School
Administrators, Bulletin 741, Louisiana Accounting and Uniform Governmental
Handbook, Bulletin 1928, Louisiana Department of Education.
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AUDITS

The Morehouse Parish School Board shall require all financial records and accounts,
including business transactions, of the School Board and each school to be audited in
accordance with generally accepted auditing standards. The audit of selected accounts
shall be conducted by internal auditors or confracted personnei in conformance with
prescribed standards and legal requitements. Said audits, upon completion, shall be
presented to the School Board for examination.

Other financial audits may also be made of appropriate accounts upon the transfer,
resignation, or dismissal of personnel responsible for receiving and disbursing school
funds, or whenever, in the opinion of the School Board, a financial audit is deemed
advisable. The School Board’s internal auditors, a certified public accountant, or a
reputable accounting firm shall conduct such audits as necessary,

All audits shall be conducted and filed in accordance with statutory provisions. Should
any error or discrepancies be found as a result of any audit, any personnel found
responsible may be subject to disciplinaty action, up to and including termination.

ANNUAL AUDIT

Within six (8) months of the close of the fiscal year, the School Board shall require an
annhual examination of all financial statements, financial accountability, and review of all
books and accounts of the School Board. Such a complete examination shall be
conducted by a licensed certified public accountani(s), who has been engaged by the
School Board and such examination shall be performed in accordance with generally
accepted governmental auditing standards andthe Louisiana Governmental Audit Guide.
The accountantshall have access to and assistance privileges of all accounts, records,
files, and any other forms of recordation of the School Board., However, the accountant
shall comply with any and all restrictions imposed by law on documents, data, or
information deemed confidential by law furnished to him/her during the examination.

Within thirty (30) days of notice of the approval and acceptance by the legislative auditor
each year, the School Board shall post the most recent annual independent auditon its
website.

Ref: La. Rev. Stat. Ann. §§17:88, 17:89, 17:196, 24:513, 24:514, 24.515.
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RECORDS RETENTION

The Morehouse Parish School Board shall exercise diligence and care in presertving all
records used or retained for use in the operation and managementof the school district,
including, but not limited to, financial records, supporting documents, statistical records
and all other records perfinentto accounting and reporting for sources and uses of funds.
Records shall be retained in accordance with a Records Retention Schedule developed
by the Superintendent or hisfher designee and approved by the State Archivist.

—

= CORDS RETENTION SCHEDULE | 3years | 6 Years | Permanent]
Accounts payable and receivable i
Annual budget reports
Auto/mileage reports/Travel expense
Bank statements/Cancelled checks !
Correspondence (regular and e-mail): P
general or rouline Y
legal and important matters Y |
Deeds, mortgages, and bills of sale Y E
Deposit receipis
Financial audit reports
Financial statements
Fixed assets/Inventory records
Insurance policies (expired) Y
Insurance policies {current) Y
Patient records gu
Payroll records and summaries
' Personnel files (after separation)
Property records Y it
Purchase orders Y
il State/Local contracts Y
Tax returns and related documents Y
Time sheets Y J

ol bl e s

S

<[] [
e

Al ks

Other time restrictions may apply to certain records.

A microphotographic process or otherlegal form of archival recordkeeping may be utilized
and the resulting microform retained for storage in lieu of the original itself unless
specifically prohibited by law.

Records should notbe destroyed when there is pending litigation or until the appropriate
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state or federal audits have been conducted. The retention of pu blic records at individual
schools shall be in accordance with the Louisiana Public Records law and School Board
policies and other state and federal regulations. Destruction or disposal shall be only
done by authorized personnel. When records are removed or disposed of in a school
setting, a brief memo shall be inserted in the records file containingthe name and position
of the person performing the removal or destruction, the date, and a brief description of
the types of records destroyed or removed.

Any off-site storage of records or official documentation shall be properly labeled for easy
reference, and protected for security.

Ref: La. Rev. Stat. Ann.§§17:196, 39:1597, 39:1 598, 39:1626, 39:1627, 44:36, 44:411.
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PRESERVATION OF SCHOOL BOARD RECORDS DUE TO LEGAL ACTION

The Morehouse Parish School Board recognizes that circumstances occur where the
normal and routine retention, disposal, and/or destruction of records must be suspended
according to federal and State requirements and Morehouse Parish School Board policy.
Present and future records that are involved in litigation, or reasonably anticipated in
foreseeable legal action, shaltbe preserved untilthe Superintendentreleases the hold on
such records. Such preservation of records shall apply to ali School Board records owned
or otherwise controlled by the School Board and all faculty, staff, administrators, School
Board members, contractors or anyone else having access to School Board technology
resources. The Superintendentor hisfher designee shall be authorized to implementthe
necessary procedures for governing and monitoring the preservation of School Board
records due to legal action being taken or for potential fegal action.

DEFINITIONS

Records — The term records shall include all records, whetherin electronic or paper form,
created, received, or maintained in the transaction of School Board business. Such
records may include, but are not limited to, paper records and electronic records
fransferred andfor stored by or on behalf of the School Board using the School Board's
technologyresources. Electronicrecords may existin a wide variety of formats, including,
withoutlimitation, text documents, spreadsheets, presentations, HTML documents, digital
images, email messages, databases, voicemails and other digital recordings.

TechnologyResources — The term fechnology resources shall mean telecommunications
equipment, transmission devices, electronic video and audio equipment, computers, data
processing or storage systems, storage media, computer systems, servers, networks,
programs, and/or computer-driven or web accessible software that is owned or operated
by the School Board.

Preservation of Records — The term preservation of records shallmean an order or notice
to cease destruction or disposal and to preserve all records pertaining to the nature or
subject of the preservation (to place a “hold” on such record). ‘

PRESERVATION OF RECORDS

Notwithstanding School Board policies or administrative regulations or procedures to the
contrary, School Board records, whether in paper or electronic form, pertaining to any
pending or anticipated legal claim against the School Board shall be preserved and
maintained untif the legal claim, whether litigation or other legal proceeding, is finally
concluded. it shall be the responsibility of the Superintendent, or his/her designee(s), to
ensure that appropriate holds on any relevant records are timely implemented and
monitored and that affected School Board personnel are given timely notice of their
responsibility to preserve School Board records pertaining to any pending or anticipated
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legal claim untii the legal proceeding is finally concluded. The procedures shall also
provide for the preservation and maintenance of such records.

Generally, the preservation obligations do not extend to back-up tapes or other media
which are maintained solely for disaster recovery. In the event that the Superintendent
determines that relevant electronic records can only be obtained via backup tapes or
other media maintained for disaster recovery, the School Board may undertake, if
reasonable to do so, efforts to extract the pertinentrecords and separately maintain them
until conclusion of the legal proceeding.

The Superintendent shall determine and communicate to affected School Board
personnel when a preservation order may be lifted and records are no longer needto be
on hold pursuant to the preservation order.

VIOLATIONS

Violations of this policy and any administrative regulations and procedures implemented

pursuantto this policy shall subject personnel to disciplinary action up to and including
dismissal in accordance with applicable federal and state law and School Board policy.

Ref: Fed. Rules Civ. Proc., Rule 34, Rule 37; La. Rev. Stat. Ann. §17:81.
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EXPENDITURE OF FUNDS

In accordance with statutory provisions, the Morehouse Parish School Board shall direct
the Superintendentto setrve as treasurer for the School Board, who shall receive, hold in
custody, and expend all funds as directed by the School Board in conformance with
statutory accounting and budgetary requirements. The Superintendent shall also
maintain pertinent administrative regulations and procedures to assure the proper
expending of School Board funds.

No expenditure of funds shall be made where the expenditure would be more than funds
available, unless approved by the School Board.

SCHOOL BOARD FUNDS

Whenever an expenditure is broughtbefore the School Board that represents a potential
expenditure of funds not previously included in a budget, the Superintendent shall be
required to advise the School Board in writing as to the specific budget from which the
expenditure will be paid, and the new projected ending balance for the budget affected.

SCHOOL FUNDS

The principal of a school shall receive, hold in custody, and expend all funds, in
accordance with proper administrative procedures as maintained by the Superintendent
and/or his/herdesignee, of all activities of the sch ool for which the principal isrespon sible.
All purchases by the schools shall be made or approved by the principal or by a person
authorized in writing by the principal.

Ref 'La. Rev. Stat. Ann. §§17:97; 39:1301, 39:1302, 39:1303, 39:1304, 39:1305,
39:1306, 39:1307, 39:1308, 39:1309, 39:1310, 39:1311, 39:1312, 39:1313,
39:1314.
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AUTHORIZED SIGNATURES

CHECKS

The Morehouse Parish School Board, in accordance with state law, shall require the
President and Superintendent, as secretary-reasurer, to sign any and all checks issued
in payment of expenditures. The School Board authorizestheuseofa facsimile sighature
device for those persons designated to sign checks. Appropriate procedures shall be
maintained to assure proper issuance of all checks. The Superintendent'sdesignee shall
be authorized to sign checks in the absence of the Superintendentwhen necessary.

CONTRACTS, LEASES

All contracts, leases, and other such documents obiigating the School Board or school
district shall be signed by the School Board President or in his/her absence, the Vice-
President and/or the Superintendent when authorized, except when someone else is
specifically designated by the School Board.

Any person purporting to enter into any contract on behalf of the Morehouse School
Board, school district, or any school under the School Board's jurisdiction, including but
not limited to contracts with vendors or contracts of membership in any private or quasi-
public entity, shall do so in compliance with policies adopted by the School Board and
administrative procedures in effect atthe time the contractis executed. Person al services
contracts, leases, maintenance contracts, and other such agreements (excluding
employee contracts, work order type contracts, and normai purchases) greater than
$10,000 shall be signed by the School Board President. Personal sarvices coniracts,
leases, malntenance contracts, and other such agreements (excluding employee
contracts, work order type confracts, and normal purchases)of $10,000 or less may be
signed by the Superintendent.

FEDERAL AND STATE GRANTS, FUNDS OR PROGRAMS

Unless otherwise specified in the federal or state grant or contract, the Superintendent
or designee shall be authorized fo sign necessary assurances, compliance, and
accountability documents on behalf of the Morehouse School Board. Before signing, the
Superintendent or designee shall verify that the assurances and documents are
accurate. All documents shall be made available fo the School Board upon request.

RIGHT OF WAY AGREEMENTS

. Incidental right-of-way agreements may be approved and signed by the Superintendent
or hisfher designee.

BILLS, INVOICES, STATEMENTS
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The Morehouse School Board directs that only authorized schoo! employees shall sign
bills, invoices, or statements in accordance with pertinent accounting procedures,

TEACHER CONTRACTS

The Superintendent shall sign each teacher contract.

SCHOOL CHECKING ACCOUNTS

The School Board authorizes principals, with the approval of the Superintendent, to open
bankaccountsfor theirschools and related clubs and organizations. The use of checking
accounts at schools shall be in accordance with appropriate accounting regulations and
procedures maintained by the Superintendentor his/her designee and outlined by the
School Activity Accounts Manual.

The Superintendent shall be given authority to make changes on school checking
accounts as each school principal or school administrator changes, or at any other time
deemed necessary, withoutthe necessity of any additional resolution being adopted by
the School Board. Appropriate School Board personnel shall monitorthe appropriateness
of each checking accountand shall be authorized to recommend to the Superintendent
the closure of any account deemed necessary.

ELECTRONIC SIGNATURES

To the extent allowed by the Louisiana Uniform Electronic Transactions Act or other
applicable law, individuals authorized to sign documents on behalf of the Schoo! Board
or school district may sign those documents electronically. Unlike facsimile signatures,
which are designed fo be used by persons other than the individual whose signature is
needed, an electronic signature is intended to be used only by the individual signing the
documentin situations where the document is electronic or it is inconvenientto sign a
documentmanually. Only the individual whose signature is being used or a person who
has been given explicit permission by that individual to use the individual’s signature on
a particular document may sign a document with an electronic signature.

Ref: La. Rev. Stat. Ann.§§ 9:2601, 9:2602, 9:2603, 9:2603.1, 9:2604, 9:2605, 9:2607,
9:2609, 9:2611, 9:2618, 17:81,17:83, 17:97; 17:414.3; LouisianaAttorney Generel
Opinion Nos. 91-191, 92-373.
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PAYROLL PROCEDURES

Salaries for all personnel shall be paid according to the salary schedule established by
and approved by the Morehouse Parish School Board.

PAYDAY SCHEDULES

All regular employees of the Morehouse Parish School Board who are employed for nine
(9), ten (10), or eleven (11) months shall be paid on a monthly basis, with checks
distributed as near to the 25" of each month as possible. Twelve (12) month employees
shall have the option of being paid on a monthly or bi-monthly basis. Those persons
being paid on a semi-monthly basis shall be paid as near to the 14" and 28" of each
month as possible,

All new nine (9) month personnel reporting into the payroll for the first time shall receive
their pay in twelve (12) monthly instaliments, with the first installmentto be made at the
end of September and continuing each month th ereafter.

All employees shall receive paymentthrough directdeposit and shall have their payment
credited directly to their bank accounts on the scheduled payday. In the event that the
employee does not have a bank account, the payment shall be mailed at least two (2)
days prior to the payday. It is the employee's responsibility to give a voided check or
other deposit information to the Business Office and to immediately notify the payroll
department in person with proper identification of any changes in accountstatus. Only
checking accounts from approved financial institutions shall be accepted for direct
deposit.

All payrofl changes concerning salary deductions for federal taxes, local taxes, group
insurance and other miscellaneous payroll deductions shall be submitted to Business
Office at least ten (10) working days prior to the last working day of the month. Otherwise,
such changes shall not be effective until the following month.

Changes in taxes or payroll deductions shall be submitted on the appropriate form and
received by the Business Office to change the amount being deducted. Cancellations in
payroli deductions shall only be by written notification from and signed by the employee.
Changes sent directly to insurance companies shall not be effective until the change
notification is received by the Business Office.

No payment shall be made for any regular or substitute empioyee until the personnel
department receives the minimum information of: name, address, and social security
number. If no W-4 form is received for federal and local taxes, the taxes to be withheld
shall be at the single rate with no dependents.
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Checks for Other than Salary

Stipends, summer school pay, overtime, travel reimbursements, and any other pay
outside of normal salaries shall be issued by the next scheduled pay day.

Lost Checks/Incorrect Deposit Instructions

If a check was lost as a result of the employee failing to notify the business office of a
change of address, incorrect data provided to the payroll department by the employee, or
any other employee negligence, or lost by a postal system, the employee shall receive a
repiacement check within the next five (5) working days. If there was an administrative
error or direct deposit comes back because of an administrative error, the empioyee shall
have the error corrected as soon as possible.

TEACHERS SEPARATING

Teachers separating from the Morehouse Parish School Board during the school year
shall receive paymentin full for their services on or before the nextregular payday or no
later than fifteen (15) calendar days following the date of termination, whichever occurs
first.

Ref: La. Rev. Stat. Ann. §§17:81, 23:631.
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SALARY DEDUCTIONS -

The Morehouse Parish School Board maintains that salary deductions which are
considered statutory, including federal income tax, state income tax, retirement, or
garmishments by court order, shali be deducted in accordance with applicable laws and
regulations.

Any voluntary deductions desired by employees may be authorized by the School Board,
when such action is determined to be in the best interest of the school system. The
School Board shall not assume any liability for compliance with governing requirements
and reguiations.

The following voluntary deductions shali be approved by the School Board:

1. Membership dues in recognized professional associations, Dues shall be
deducted only upon receipt of an authorization signed by the individual employee.

2. Deductions for employee contributions to the school system’s hospitalization and
life insurance program and any other insurance or tax-sheltered annuity programs
which are or may be approved by the School Board.

3. United Givers Fund.
4, Employee Credit Union.

The Morehouse School Board shall only be responsible for making approved salary
deductions as requested in writing by any employee of the School Board. Under no
circumstances shall special arrangements be made as to the commencement or
transaction of salary deductions.

No new payroll deductions, beyond those listed above, shall be authorized until there is
a demonstrated need by employees and approval has been given by the School Board.
All future insurance coverages to be considered by the School Board thatmay be offered
to employees must have a minimum participation of 35% of the employees before payroll
deductions shall be granted.

Ref: La. Rev. Stat. Ann. §§17:438, 17:1184, 17:1202; 17:13165.
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PAYMENT FOR INDEPENDENT SERVICES

SCHOOL-BASED PAYMENTS TO INDIVIDUALS FOR SERVICES

The Morehouse Parish School Board recognizes the need to hire employees and other
individuals to assist with school functions and events during and after school, such as
athletic contests, craft shows, nighttime pageants, etc. Any school that agrees to pay
teachers or any other school system employee for any school event or school-related
activity, the payment for services rendered shall be handled through the School Board's
regular payroll.

No payment for services or works petformed by Morehouse Parish School Board
employees shall be made through school activity funds, whether by cash or check. The
only exception allowing the school to make payment shall be for game officials and law
enforcement personnel serving a security function at events at the school. Payments for
these services shall be made in accordance with procedures established by the
Superintendent and staff.

To comply with federal and state earned income reporting requirements, all individuals
who renderindependent services to the school system shall be required to complete and
submit appropriate reporting documents and forms, It shall be the principals
responsibility to ensure that all individuals to whom his/her school pays funds properly
completes all required forms.

Ref: La. Rev. Stat. Ann. §17:81.
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TRAVEL AND EXPENSE REIMBURSEMENT

The Morehouse Parish School Board shall reimburse employees and School Board
members for expensesincurredwhile on official School Board business, within bu dgetary
limitations. Travel expenses shall be limited to those expenses necessarilyincu rred by
employees in the performance of official responsibilities as may be authorized by the
School Board or the Superintendent. Reimbursement of expenses shall be based on
submission of a propetly completed and approved Trave/ Reimbursement form and such
supporting receipts as required and in accordance with approved procedures and
reimbursement rates. Such expenses may be approved and incurred in line with
budgetary allocations for the specific type of expense, approved procedures, and rates.

All out-of-parish travel shall be approved by the Su perintendent before any out-of-parish
trips are taken, and shall be submitted on a travel request form showing estimated
expenses, budget item, purpose of trip, and from which accountthe funds will be drawn.

All employees who use their private vehicles for official School Board business shall be
required to carry liability insurance. When a private vehicle is used for official School
Board duties, mileage shall be reimbursed based on the rate authorized by the School
Board. In nocase shallan employee be allowed mileage or transportation reimbu rsement
when the employee has been gratuitously transported by an other person.

All travel reports for reimbursementshouldbe inthe business office nolater than the 20th
of the month. Any reports requesting reimbursement received after the 20th willnotbe
paid until the following month. Any travel reports exceeding three (3) months period of
time will notbe reimbursed by the Schoo! Board. Travel reports will be tu rned in using the
form provided by the School Board Office.

Any employee or School Board member who submits a false or fraudulenttravel claim
shall be subject to disciplinary action and the School Board shallbe entitled o restitution.

TRAVEL REGULATIONS

Supervisors' and Principals' Travel Allowance

Reimbursement for travel for supervisors and principals shall be in accordance with
current state guidelines when the following conditions have been satisfied:

4. The trip must have prior approval from the Superintendent.

2. When multiple persons atiend the same meeting they will ride together in the
pattern which is most economical for the parish.

3. A person whodrives aloneto meetings due fo personal business will not be
reimbursed by the parish.
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4, Each request for reimbursement shall be placed on the form used by the
general fund bookkeeping department.

5. Schools may reimburse personnel who attend functions for extracurricular
activities according fo prescribed reimbursements as provided for in School
Board policy. The proper documentation (mileage forms and receipts) must
be maintained for auditing purposes.

In-Parish Mileage for Superintendent and Supervisors

Supetvisors, and the Superintendent will be reimbursed for travel necessary to his/her
job. 1t will notbe necessary for each to submit a log of official travel done giving the date,
destination, reason, odometer reading and mileage. It will be necessary for them to sign
out denoting destinationsin order to receive one thousand doliars ($1,000) annually in

twelve (12) monthly reimbursements.

Mileage for Principals In-Patish

Any principal or assistant principal who keeps a log as determined below will be
reimbursed for travel necessary of his/herjob, i.e., required trips to the School Board
Office and taking students home - up to @ maximum of seventy-five dollars ($75.00} per
month. it will be necessary for each fo submita log of official travel done giving the date,
destination, reasons, odometer reading and mileage. Principals who do not keep a fog
will receive monthly reimbursements as follows.

1. The principals at Delta JuniorHigh School, Beekman Jr. High Schooland Pine
Grove Elementary School will be reimbursed $850.00 per year.

2. All other principals will receive $500.00 per year.
3. Assistant principals will be reimbu rsed $40.00 per month for 10 months.

4. Principalsand assistantprincipalswhoreceive a set per month reimbursement
described in Sections 1 through 3 above shall not be entitled to receive any
per mile reimbursement or receive payment by any other means, including
through the use of school or parish credit cards, for gasoline, oil or related
expenses, forin parish travel.

TRAVEL REIMBURSEMENT FOR MOREHOUSE PARISH SCHOOL BOARD
MEMBERS

Reimbursement for Transportation, Lodging, Meals and Other Expenses

Morehouse Parish School Board will follow the State of Louisiana, Louisiana Trave! Guide
for out-of- parish travel.

Reimbursement for National Schogl Board Association Conventions

Morehouse Parish School Board 20f3



FILE: DJD
Cf. BBBE,EDBB

School Board members and approved staff members attending a National School Board
Association Convention located out-of-state may be reimbursed actual expenses for
lodging. Additionally, they may be reimbursed actu al expenses for meals not to exceed
fifty dollars ($50) plus tax per day. Receipts will be required and shall be submitted and
attached to the travel reimbursement voucher.

Submitting Travel Reports for Reimbursement

All travel reports for reimbursement shall be in the business office no later than the 20"
of the month. Any reports requesting reimbursement received after the 20" will not be
paid unfil the following month. Any travel reports exceeding three (3) months petiod of
time will not be reimbursed by the School Board. Travel reports shall be tumned in using
the form provided by the School Board Office.

Limitation on School Board Member Travel

Beginning with the 2021-2022 school year, and untii an amended policy is passed by the
Morehouse Parish School Board, the Morehouse Parish School Board shall pay the
legally atlowable travel expenses for each member of the school board to attend three
(3) out-of-parish conferences, seminars or meetings per school year, which conference,
seminar or meetings must be conducted in the State of Louisiana. |n addition, the
Morehouse Parish School Board shall pay the legally allowable travel expenses for each
member of the Schoo! Board to attend one additional out of parish conference, seminar
or meeting per school year which meeting, conference or seminar must be conducted in
the State of Louisiana or in the State of Mississippi or the State of Arkansas. Further,
should a School Board member register for a meeting, conference or seminar and not
attend, he/she shall reimburse the Morehouse Parish School Board all non -refundable
expenses paid by it unless the nonattendance was a fault of a family emergency of the
School Board member which is defined as an unforeseen circumstance regarding the
Schoo! Board member or a member of hisfherfamily which requiresimmediate attention.
The Morehouse Parish School Board shall not pay any travel expenses for an out-of-
parish meeting to or for a School Board member if the member has notreimbursed the
Morehouse Parish School Board all funds owed it pursuant to this policy.

Ref: La. Rev. Stat. Ann. §§17:56, 32:861, 32:862, 32:863, 32:863.1, 32:900.
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PURCHASING

All purchasing for the Morehouse Parish School Board to be paid from public funds shali
be made by the Superintendent or his/her designee in conformance with existing
regulations and procedures of the Morehouse Parish School Board and the laws pertinent
to state and federal agencies. Budget allocations for specific purposes shall constitute
advance School Board approval for all purchases except in such cases as state law or
School Board policy may require. No debt shaii be contracted in the name of the
Morehouse Parish School Board withoutaction by the School Board, except those items
which are provided for in the reguiar budget. Purchases shall be made at the lowest
possible cost to the School Board con sistent with specifications of quality and service.

Each principal shall assure that purchases by the individual school shall be made in
accordance with administrative regulations and procedures developed by the
Superintendent and staff and the laws pertinent to state and federal agencies.

No empioyee, officer or agentof the Morehouse Parish School Board shail participate in
the selection, award, or administration of a contract or pu rchase of supplies, materials
and equipmentif a conflictof interest, real or apparent, would be involved. School Board
employees shall neithersolicitnor accept gratuities, favors or anything of monetary value
from vendors, contractors, potential contractors, or parties to sub-agreements. Al
purchasing shail comply with the U.S. Department of Education General Administrative
Regulations (EDGAR), the Louisiana Public Bid Law, the Louisiana Code of
Governmental Ethics, the Louisiana Procurement Code, and applicable state or federal
regulations, as applicable.

CONTRACTS ADMINISTRATION

Formal contracts shall be required when the type or scope of product or service, the
related method of delivery of such product or service, responsibilities of vendor and
purchaser during the contract term, and the other terms of the purchase cannotproperly
be covered with a purchase order. '

Contractual agreements obligating the School Board or School District shall be signed by
the School Board Presidentand the Superintendent,unlessthe contract is for routine and
necessary expenditures to carry out general business operations, in which case the
Superintendent or his/her designee shall sign.

PROCUREMENT METHOD
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Procurement State Requirement Title 38 La. Bid Law R.S. 38:2212.1
Methods

Micro Purchases less than $1,000

Purchases

(new method) No competitive process reguired.

Small $1,000 - $10,000

Purchases

(informal) 3 or more quotes required for $5,000 or greater; and suggested but not
required for below $5,000.

$10,000 - $30,000  Solicit 3 or more quotes.

Sealed Bids Materials and Supplies Exceeding $30,000
{formal
advertising) Public Works Exceeding $154,450

Publicly bid and award to lowest responsible hidder
Competitive Materials and Supplies Exceeding $30,000
Proposals

Public Works Exceeding $154,450

Publicly bid and award to lowest responsible bidder.
Noncompetitive | Sole source purchases are appropriate only under the circumstances listed

Proposals ~ below. These circumstances must be adequately documented.
Sole Source
Purchases 1. The item procured is only available from a single source;

2. The purchase is in response to a public emergency that will not permit a
delay resulting from the competitive process;

3. The purchase is expressly authorized by awarding or pass-through
agency in response to written request from the School Board; or

4. After soliciting a number of sources competition is deemed inadequate.
Process must be adequately documented.

The School Board may choose by resolution to adopt the Louisiana Procurement Code
in part or in its entirety. The School Board may also purchase from vendors with state
contracts that have been pre-approved by the Office of State Procurement (OSP).

USE OF FEDERAL FUNDS

All procurement of materials, supplies, and services, as well as the construction of public
works, funded in whole or in part with federal funds shall comply with the requirements
contained in Title 2, Section 200, of the Code of Federal Regulations. All procurements
using federal funds, in whole orin part, shall employ one of the procedures identified in 2
CFR 200.320, if more stringentthatthose procedures required by Louisianalaw. Should
the SchoolBoard adopt the LouisianaProcu rementCode, whetherin partor inits entirety,
the accompanying administrative regulations as promulgated in the Louislana
Procurement Code, as well as guidelines and policies issued by the Louisiana’s Office of
State Purchasing relevantto the particularadoption (symay be applicable o the purchase,
if more stringent.
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Solicitations from Small and Minority Businesses, Women's Business Enterprises, and
Labor Surplus Area Firms

When spending federal funds, the Morehouse Parish School Board shall take all
necessary affirmative steps to assure that minority businesses, women's business
enterprises, and labor surplus area firms are used when possible. Affirmative steps
shall include:

1. Placing qualified small and minority businesses and women’'s business
enterprises on solicitation lists;

2. Assuring that small and minority businesses, and women'’s business enterprises
are solicited whenever they are potential sources;

3. Dividing total requirements, when economically feasible, into smaller tasks or
quantities to permit maximum participation by small and minority bu sinesses and
women’s business enterprises;

4, Establishing delivery schedules, where the requirement permits, which
encourage participation by small and minority businessesandwomen’s business
enterprises;

5. Using the services and assistance, as appropriate, of such organizations as the

Louisiana Economic Development Agency, and Small Business Administration
and the Minority Business DevelopmentAgen cyofthe United States Department
of Commerce; and

B. Requiring the prime contractor, if subcontracis are to be lef, to take the affirmative
steps listéd in paragraphs 1 through 5 of this section.

Exclusion or Rejection of Quotes or Bids

A contract award or a purchase made with federal funds shall not be made to parties
listed on the government-wide exclusions in the System for Award Management
maintained by the U.S. Government, which contains the names of parties debarred,
suspended, or otherwise excluded by agencies, as well as parties declared ineligible
under statutory or regutatory authority.

USE OF STATE FUNDS

Procurement of materials and supplies when using state or locally generated funds shall
follow the procurement method as authorized by Louisiana law.
Financing Purchases

The School Board may finance the purchase of equipmentor other movable property to
be used by the School Board by entering info an instaliment sale, lease, or similar
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agreement with any lender or other person. If required, such agreementshall be subject
to approval of the State Bond Commission in accordance with statutory provisions. No
individual school or employee shall obligate the School Board without proper school
system personnel knowledge and approval,

Use of State Confract

If equipment, materials or supplies are available from a State of Louisiana Confract, the
Superintendentand/or histher designee may approve the purchase withoutusing one of
the purchasing procedures outlined in statutory provisions, if advantageousfothe School
Board.

The School Board may also piggyback, or purchase materials and supplies on valid
contracts of other political subdivisionsin accordancewith La. Rev. Stat. Ann.§§33:1321-~
1337 or La. Rev. Stat. Ann. §38:321.1.

Louisiana Procurement Code

State law authorizes School Boards to adopt all or any part of the Louisiana Procurement
Code as contained in state statutes (La. Rev. Stat. Ann.§§39:1551-39:1755). For proper
and efficient operations, the Morehouse Parish School Board may adopt, by resolution or
otherwise, pertinent provisions of the Louisiana Procurement Code, accompanying
administrative regulations as promulgatedin the Louisiana Procurement Code, as wellas
guidelines and policies issued by the state’s Office of State Purchasing relevant to the
procurement of materials, supplies, merchandise, and other types of propetty.

Sole Source Provider

The School Board may award a contract for the pu rchase of supplies, services, or major
repairs without competition when the Superintendent or designated employee has
determined, in writing, thatthere is onlyone source forthe supply, service, or major re pair
item(s) to be acquired. Pertin entprocedures for purchasingsuch items from a solesource
shall be as outlined in the State of Louisiana Office of State Purchasing's Purchasing
Rules and Regulations.

Qualified Group Purchasing QOrganizations

A qualified group purchasing organization means an organization, whether for profit or
not for profit, of which two (2) or more public school districts are members and which
solicits proposals or bids from vendors of materials, equipment, or supplies of the type
and nature as may be purchased by a public school district or public school.

As provided in La. Rev. Stat. Ann. §38:2212.1, the School Board may enter into an
agreement with: (A) one or more School Boards to form a qualified group purchasing
organization; or (B) one or more qualified group purchasing organizations for the
purchase of materials, equipment, and supplies, inclu ding installation thereof. Any such
agreement shall require that the qualified group purchasing organization submita price
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list for those materials, equipment, and supplies offered by it and thatthe prices quoted
on the list remain in effect for a stated period of time of notless than three (3) months.
Any such price list shall be considered, for all purposes, to be a valid and binding bid by
the qualified group purchasing organization during the effective perlod of the agreement,
and no additional bid by the qualified group purchasing organization is hecessary.
Price lists submitted by a qualified group purchasing organization are not public record
and shall notbe available for publicinspection. The agreement setting forth the existence
of the price list and effective date thereof is, however, a publicrecord, and that portion of
the price list setting forth the price of the materials, equipment, or supplies being
purchased shall become a public record at the time of opening of bids or upon the
execution of a contract for the purchase of materials, equipment, or supplies.

The School Board may purchase matetials, equipment, or su pplies directly from or
through a qualified group purchasing organization if either the price is less than that for
the same or substantially similar materials, equipment, or supplies on the state contract
or bid list, orif the same or substantially similar materials, equipment, or supplies are not
understate contract or on the state bid list. Nothingincluded in this paragraph shallbe
construed to authorize the School Board to purchase materials, equipment, or supplies
from or through an entity or vendor otherthan a qualified group purchasing organization
as defined herein withoutusing a procurement process otherwise provided by state law.

Reverse Auction

The School Board may use a reverse auction in lieu of the more formal bid process when
the School Board's procurement officer determines that the electronic bidding is more
advantageous and in the best interests of the Schoo! Board. Reverse atiction means a
competitive online solicitation process on the Internet for the purchase of equipment,
supplies, and other materials or consulting services.

Prior to the use of the reverse auction, the School Board may require that:

1. Vendors register before opening dates and time, and as part of the registration,
require that the vendors agree to any terms and conditions and other
requirements of the solicitation.

2. Vendors be prequalified prior to placing bids and allow only bidders who are
prequalified to submit bids.

3. The solicitation shall designate an opening date and time and the closing date
and time. The closing date and time may be fixed or remain open depending on
the structure of the item being bid.

4. Atthe opening date and time, the School Board shall begin accepting online bids
and continue accepting bids until the bidding is officially closed. Registered
bidders shall be allowed to Jower the price of their bid below the lowest bid posted
on the Internet until the closing date and time.

b, Bidders’ identities shall not be revealed during the bidding process,; only the
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successively lower prices, ranks, scores, andrelated bid details shall be revealed,
B. All bids shall be posted electronically and updated on a real-time basis.

7. The School Board shall retain the right to cancel the solicitation if it determines
that it is in the School Board's best interest.

8. The School Board shall retain Its existing authority to determine the criteria that
will be used as a basis for making awards.

Adequate public notice for the purchases of materials, supplies, equipment, or consuling
services using a reverse auction shall be given as follows:

1. The advertisementor notice shall be publishedtwo (2) times in a newspaper in the
locality, the first advertisement to appear at least fifteen (15) days before the
opening date of the reverse auction. In addition to the newspaper advertisement,
the School Board may also publish an advertisement by electronic media available
to the general pubiic.

2. The first publication of the advertisement shall not occur on a Saturday, Sunday,
or legal holiday.

PREFERENCES

To the extent possible, when purchasing with state or locally generated funds, the School
Board shall regularly purchase products man ufactured, grown, produced or harvested
from the state land or waters which are of equal quality to such items produced outside
the state, provided the cost of state products does notexceed by more than the statutory
percentage the cost of out-of-state products or as otherwise provided by state law. Such
products shall be limited to those allowed by state law.

VENDORS

The Morehouse Parish School Board shall seek business and bids from all eligible
vendors, regardless of race, creed, color, sex, national origin, age of handicap. No
favoritism shall be extended to any vendor. Each order shall be placed on the basis of
quality, price and delivery; past services being a factor if all other considerations are
equal.

No person officially connected with or employed by the School Board shall be an agent
for, or have any pecuniary or beneficial interestin or receive any compensation orreward
from any vendor for the sale of su pplies, materials, equipment, services or public works
conftracts.

No employee of the School Board shall solicitor accept, directly or indirectly, anything of
economic value as a gift or gratuity from any vendor representative or agentof a vendor,
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CREDIT CARDS

The Superintendent may authorize the use of credit cards or procurement cards by
authorized personnel to facilitate the purchase of school district materials, supplies,
employee travel and gas. Only personnel employed by the School Board and authorized
by the Superintendentmay be permitted to use any charge card in the name of the School
Board. No personal usage of any card sh all be permitted.

Each person authorized by the School Board shall be issued a credit card in the name of
ihe School Board. Once received, the card(s) shall remain in the possession of the
employee/cardholder and hefshe shall be held accountable for the card's usage.
Documentation (purchase order and/or itemized receipt) shall be required for all
purchases, credits or ransactions for which the card is used.

The usage of any card issued shall be in accordance with the administrative regulations
and procedures outlined by the Su perintendent and/or staff. Design ated School Board
personnel shall be responsible for monitoring all charges, the number and amount of
purchases, vendors used, as well as detailed transaction information. Misuse of any
School Board credit card may resultin discipline and/or personal liability for dishonored,
erroneous, or improper charges.

Gasoline or Fuel

Purchases of gasoline or fuel by credit cards shall be documented with receipt submitied
to the Finance Departmentas soon as practicable following purchase. Documentation of
the purchase shall include, at a minimum, vehicle description, number of gallons
purchased, price per gallon, and signature of person filling vehicie.

Ref: 2 CFR 200 (Uniform Administrative Requirements, Cost Principals, and Audit
Requirements for Federal Awards), 48 CFR 2.101 (Definitions); La. Rev. Stat. Ann.
§§33:1321-1337, 33:4712.7, 38:321.1, 38:2211, 38:2212, 38:2212.1, 38:2214,
38:2218, 38:2219, 38:2252, 38:2253, 38:2271, 39:1551, 39:1552, 39:1653,
39:1554, 39:1554.1, 39:1556, 39:1557, 39:1558, 39:1597, 39:1710, 39:2171.
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BIDS AND QUOTATIONS

PUBLIC WORKS

The Morehouse Parish School Board shall advertise and let by contract, except in cases
of emergencies as provided below, all publicwork exceeding $250,000 or such sum as
allowed by law, including labor, materials, equipment, and administrative overhead notto
exceed fifteen percent (15%). The contract shall be awarded to the lowest responsible
bidderwhohas bid accordingto the contract, plans, and specifications advertised. Public
works which are estimated to cost less than the contract limit may be undertaken by the
School Board with its own employees.

As an evidence of good faith of the bidder, the School Board shall require bidders for
construction,improvement, repair, or otherwork to attach to the bid submitted, a bid bond,
certified check, or cashier's check for not more than five percent (5%) of the contract work
{o be done. The School Board may require a bid bond or certified or cashier's check of
not more than five percent (5%) of the estimated price on bids taken for supplies and
materials.

When any bid is accepted for construction or doing any public works, a written confract
shall be entered into by the successful bidder and the School Board, and the successful
bidder shall furnish a bond in an amount not less than one-half of the amount of the
confract, for the faithful performance of his or her duties.

When using state or locally generated funds, under no circumstances shall there be a
division or separation of any public work project into smaller projects, which division or
separation would have the effect of avoiding the requirement that public work be
advertised and let by confract to the lowest responsible bidder in accordance with
statutory provisions.

The School Board shall retain the option of requiring all bids that are let out for public
works be submitted electronically.

MATERIALS AND SUPPLIES

All purchases of materials or supplies exceeding the sum of $60,000 to be paid out of
public funds shall be advertised and let by confract to the lowest responsible bidder who
has bid according to the specifications as advertised. In addition, when using state or
locally generated funds, purchases of materials or supplies of at least $30,000 but not
more than $60,000, shall be made by obtaining not less than three (3) documented
quotations, A written confirmation of the accepted offer shali be obtained and made a
patt of the purchase file. The School Board may require a written contract or bond when
purchasing the materials or supplies. If quotations are received that are lower than the
quote accepted, a notation shall be entered into the file as to the reasons for rejection of
the lower quotes,

When using state or locally generated funds, purchases cannot be divided by

Morehouse Parish School Board 10f 5




FILE: DJED
Cf: DJE,FGC

departments or by a schoal if the effectis to evade the state's public bid law. Purchases
of commodities that are boughtin small but recurring amounts through the year shall be
bid on an annual basis.

The School Board shall retain the option of requiring ali bids that are let out for materials
and supplies be submitted electronically.

in lieu of formal bids, the School Board may use a reverse auction for the purchase of
equipment, supplies, and other materials or consulting services, as outlined in policy DJE,
Purchasing.

EMERGENCIES

In cases of an emergency or extreme emergency when time is not sufficientto advertise
for bids for public works or purchase of materials, the School Board or designee is
permitted by law to declare through resolution thata public emergency or extreme public
emergency exists and extend a contract for more than the sums mentioned withoui going
outto bid. However, in such cases every effort shall be made by School Board personnel
to secure compefitive quotations. The accepted quote shall be confirmed and
documented in writing. State law permits a person designated by the School Board fo
declare the existence of an extreme public emergency. This designated person shall be
the Superintendent and/or his/her designee. Notices of an emergency or exireme
emergency shall be published in the School Board's official journal within ten (10) days
of the emergency being certified by the School Board or designee.

An emergency is defined by La. Rev. Stat. Ann. §38:2211 as

“An unforeseen mischance bringing with it destruction or injury of life or property
or the imminentthreat of such destruction or injuryor as the result of an order from
any judicial body to take any immediate action which requires construction or
repairs absent compliance with the formalities of this Part, where the mischance
or court order will not admit of the delay incidentto advertising as provided in this
Part."

An extreme public emergency is defined by La. Rev. Stat. Ann. §38:12211 as
"A catastrophic event which causes the loss of ability to obtain a quorum of the
members necessary to certify the emergency prior to making the expenditure to
acquire materials or supplies orto make repairs necessary for the protection of life,
property, or continued function of the public entity.”

BID ADVERTISEMENTS

All advertisements for bids for public works shall appear in the newspaperselected as the
official journal for the Schooal Board, except in emergencies as may be declared by the
School Board. Anyadvertisement for anycontract for publicworks, when published, shall
appear once a week for three (3) differentweeks in a newspaper in the locality and the
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first advertisement shall appear atleast twenty-five (25) calendardays before the opening
of bids.

Anyadvertisementforany contract or purchase of materials or supplies shallbe pu blished
two (2) times in a newspapet in the locality, the first advertisement appearing at least
fifteen (15) calendar days prior to the opening of bids,

In addition to newspaper advertisements, the School Board shall also publish
advertisements and accept bids by electronic media in accordance with uniform
standards promulgated by the state. In any advertisement, the first publication shallnot
occur on a Saturday, Sunday, or legal holiday.

If the School Board issues or causes to be issuedon a publicwork exceeding the contract
limit set by state law, any addendum modifying plans and specifications within a period
of seven (7) days prior to the advertised time for opening of bids, excluding Saturdays,
Sundays, and any other legal holidays, the School Board shall transmit a copy of the
addendumto all prime bidders who have requested bid documents. The transmission
shall be completed within twenty-four (24) hours of the issuance of the addendum, and
may be delivered by either facsimile transmission (fax), e-mail, other electronic means,
or by hand provided the prime bidder has supplied the fax number or e-mail address to
the School Board. In addition,a copy of the addendum shall be sent by reguiar mail. If
the addendum cannot be transmitted by fax, e-mail, other electronic means, or hand
delivered, the School Board shall be required to postpone the bid opening by at least
seven (7) calendar days.

The School Board shall not issue or cause to be issued any addendum modifying plans
and specifications within a period of seventy-two (72) hours prior to the advertised time
for the opening of bids, excluding Saturdays, Sundays, and any other legal holidays;
however, if the necessity arises to issue an addendummodifying plans and specificatons
within the seventy-two hour period prior to the advertised time for the opening of bids,
then the opening of bids shall be extended at least seven (7), butnot more than twenty-
one (21) working days, without the requirement of readvertising. The addendum shall
state the revised time and date for the opening of bids.

OPENING OF BIDS

All bids shall be opened in publicin the presence of one or more witnesses, at the time
and place designated in the invitation for bids. Each bid, together with the name of the
bidder, shall be recorded and open to publicinspection. However, the School Board shall

not accept or take any bids including receiving any hand delivered bids, on days which
are recognized as holidays by the Unlted States Postal Service.

BID AWARD

In order to protect the integrity of the competitive bidding process, the determination of
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responsiveness by the bidder must be made from the bid documents at the time of the
bid opening. Any deviation from or failure to supply information required by the bid
documents, may resultin the bid being rejected as non-responsive.

The Superintendentand/or other appropriate administrators shall review, summarize and
report bids to the School Board with recommendations for bid award unless the School
Board grants permission for staff to evaluate, award, and notify the School Board at a
later date.

DISQUALIFICATION OF BIDDER FOR NON-RESPONSIBILITY

If the School Board proposes to disqualify any bidder for non-responsibility (the possibility
that the bidder may notsatisfactorily fulfill the contract being bid), the School Board shall:

1. . Give written notice of the proposed disqualification to such bidder, and include in
the written nofice all reasons for the proposed disqualification;

2. Give such bidder, who is proposed to be disqualified, the opportunity to be heard
at an informal hearing to be conducted not later than five (5) business days after
the issuance of the notice of the proposed disqualification, atwhich such bidderis
afforded the opportunity to refute the reasons for the disqualification; and

3. Conduct the informal hearing prior to the award of the public work.

No award of the contract for the publicwork shall be made by the School Board prior to
the expiration of at least five (5) working days following the date of issuance of the writien
ruling from the informal hearing.

EXCLUSION OF BIDS

The School Board, after the opening of bids, shall require each bidder or bidding entity to
attest or submit an attestation that the sole proprietor, partner, incorporator, director,
manager, officer, or other like individual who owns at least ten percent (10%) of the
bidding entity, has not been convicted of, or has not entered a plea of guilty or nolo
contendere (no contest) to any of the crimes or equivalentfederal crimes listed in La. Rev.
Stat. Ann. §38:2227.

in awarding bids or contracts, the School Board shall be authorized to reject the lowest
bid from a business in which any individual with ownership interest of five percent (5%)
or more has been convicted of, pled guilty or nolo contendere to any a state felony crime
or equivalentfederal crime committed in the solicitation or execution of a contract or bid
underthe state laws governing public contracts; professional, personal, consulting, and
social services procurement; or the Louisiana Procurement Code.

Any contract between the School Board and a person or entity entered into as a result of
fraud, bribery, corruption, or other criminal acts, for which a final conviction has been
obtained, shall be null and void.
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Any person whose conviction causes the nullity of a contract shall be responsible for
payment of all costs, attorney fees, anddamages incurred in therebidding of the contract.

Ref: 2 CFR 200 (Uniform Administrative Requirements, Cost Principals, and Audit
Requirements for Federal Awards), 48 CFR 2.101 (Definitions); La. Rev. Stat. Ann.
§§9:2716, 9:2717, 38:2181, 38:2182, 38:2211, 38:2212, 38:2212.1, 38:2212.9,
38:2214, 38:2218, 38:2227, 38:2236, 38:2237, 38:2241, 38:22561, 382271,
39:1551, 39:1552, 39:1553, 39:15654, 39:1654.1, 39:1556, 39:15567, 39.1558,
39:1597, 39:1710.
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PURCHASE ORDERS AND CONTRACTS

The Morehouse Parish School Board shall require, in accordance with sound principles
of financial accounting, purchase orders to be prepared on items purchased in the name
of the Schoo! Board. Separate purchase orders shall be prepared for each vendor
involved. All purchase orders which amount fo $500.00 or more shall be signed by the
Superintendent or hisfher designee prior to su bmission fo the vendor.

Telephone orders may only be permitted in cases of emergency and a confirming
purchase order shall be created.

SCHOOL PURCHASES

All purchases made by any school and paid for by any school shall have a school
purchase order signed by the principal. Any debts over thirty (30) days past due shall
be listed on the monthly financial reportto the Superintendent's office.

When applicable, accounts shall be signed by the principal and the custodian of the
fund.

Ref: La. Rev. Stat. Ann. §§17:81, 17:97, 39:1301, 39:1302, 39:1303, 39:1304.
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PROFESSIONAL SERVICES

The Morehouse Parish School Board may from time to time solicit for professional
services thatwould be provided by in dividuals/companies fromoutside the sch ool system.
Requests for Qualifications shall be advertised in the official journal and copies of the
Requests for Qualifications docu ments shall be made available to all firms interested in
proposing. A review committee shall be appointed by the Superintendentandfor his or
her designee to evaluate the proposals. The review commitiee shall make a
recommendation to the appropriate School Board committee for consideration.

REQUESTS FOR PROPOSALS

Request for Proposal (RFP) may be used for the contracting of services. Request for
proposals shall indicate the relative importance of price and other evaluation factors. For
contracts made under the request for proposals (RFP) method, the department involved
should establish appropriate criteria for evaluating and rating all proposals fairly. The
Business Department shall maintain documentation of the evaluations. Public notice of
the RFP shall be given at least thirty (30) days prior to the date scheduled for opening of
the RFP.

Ref: La. Rev. Stat. Ann. §17:81.
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SCHOOL ACTIVITIES FUNDS MANAGEMENT

Student activity funds are those funds raised or collected for school-approved student
groups, gate receipts, and student activity card fees. The Morehouse Parish School
Board shall require all student activity fundsto be collected and expended for the purpose
of supporting the school's acfivities program. Student body representation should be
encouraged whenever possible.

The principal of each school shall be responsible for all school/studentaccounts. The
principal may assign one of more school staff member(s) to share the responsibility for
assuring that the system of accountability for school funds and maintenance of records
are maintained in accordance with pertinent district administrative regulations and
procedures. The principal, however, shall have the ultimate responsibility for su pervising
the accounting functions to be performed atthe puilding level.

All schools and school, clubs and organizations sh all follow the procedures delineated in
the School Board's Activities Accounts Policy Manual,

SCHOQOL CLUBS AND ORGANIZATIONS

The School Board shall require all activity funds generated by a club, organization,
association, class, athletic team, or any other organization within the school fo be
deposited into a school fund bank account. Separate records of all financial transactions
of the school fund accountshallbe maintained by the principal foreach group. Nomonies
shall be drawn on the school fund accountwithouta request for withdrawal which carries
two (2) signafures,one of which shall alwaysbe the principal’s. No withdrawal shall occur
uniess the check carries the sign ature of the pringcipal, or the administrator who assumes
his/her duties during his/her absence.

The records of the school accountshall be reconciled monthly, and a written report shall
be prepared by the principal and submitted annuaily to the Superintendent or his/her
designee, who shall review and consider the report for approval and nofify the principal
accordingly. The School Board may require and provide for an audit of the school fund
of any school within its jurisdiction at any time.

All club or organization related fundraising acfivities shall be approved by the principal

and may be subject to audits from the central office.

BOOSTER CLUBS/OUTSIDE ORGANIZATIONS

Funds generated by an entity outside the school, such as a parents' club, community,
business, civicor other similar type of organization, shall be con sidered to be independent
funds underthe exclusive control and supervision of the clubor organization. The Sch ool
Board, however, shall require all such funds, when expended for any school function,
activity, or purpose, to adhere fully to all state and federal statutory and regulatory
provisions.
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In addition, the School Board may place restrictions on the donation and usage of any
monies by an outside source, i.e. club, organization, or entity, o a school or School Board-
related entity. Specifically prohibited shall be the donation to an individu alemployee of
the School Board anything of economic valuein the form of money, personalized atlicles,
automobiles and/or thelr use, travel, entertainment or vacations. The School Board
reserves the right to examine the provisions of any and all prospective donations to a
school or School Board-related entity to ascertain the propriety of the don ation.

OTHER SCHOOL FUNDS

Schools may have other fund accounts as part of their school activity funds. Sources of
money for these funds may include vending machines, coffee fees, and teacher dues.
These funds may only be used to benefitthe faculty or school as a whole. Anypurchases
made from these funds should be done with caution, as restrictions apply to the
expenditure of such funds. Any questions about purchases should be directed to the
Superintendent or designee for clarification before the purchase is made.

Ref: La. Rev. Stat. Ann. §§17:81, 17:414.3, 51:224, Louisiana Handbook for School
Administrators, Bulletin 741, Louisiana Department of Education.
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CASH IN SCHOOL BUILDINGS

The Morehouse Parish School Board shall direct that no money shall be left overnightin
an unlocked safe, nor shall any principal or teacher keep cash in his or her office or
classroom overnight. Sound business procedure requires principals, teachers,
bookkeepers, and any other person in any school handling funds to forward money to the
principal's office on the day of collection, o be deposited on the same day of collection,
whenever possible, except for small sums needed for petty cash.

Principals and other school personnel shall ostablish necessary precautions to ensure
the safekeeping of all monies under their contro!, which shall be in compliance with
applicable district administrative regulations and procedures.

Ref: La. Rev. Stat. Ann. §1 7:95.
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SCHOOL LOANS

The Morehouse Parish School Board shall require all school-based installment
obligations, lease agreements or other financing agreement fo be approved by the
Superintendent. in determining whether to approve such debt obligations, the
Superintendent shall consider the school's financial status and history of repayment.

Copies of all approved requests along with completed copies of the debt instru mentshall
be maintained in the Central Office. The Superintendentor his/her designee shall submit
a request fo incur debtto the State Bond Commission if the debt obligation is fora period
beyond ninety (90) days,

The term "debt" or "evidence of debt' shall not include a lease of a movable or an
installment purchase agreement financing the purchase of a movable if the lease or
installment purchase agreement contains a non-appropriation clause, and does not
contain an anti-substitution or penalty clause; provided that if such lease or installment
purchase agreement is entered into in conjunction with the issuance of bonds, notes,
certificates, or other obligations which would otherwise be required to be approved by the

State Bond Commission, State Bond Commission approval of such financing transaction
shall continue to be required.

Ref: La. Rev, Stat. Ann. §§17:81, 39:1410.60.
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BUILDINGS AND GROUNDS MANAGEMENT

It shall be the policy of the Morehouse Parish School Board to require that school
properties be maintained in good physical and sanitary condition. The School Board,
therefore, shall instructthe Superintendentto assure that all normal building and grounds
maintenance, repairs and Improvementfunctions are an integral part of the administration
of the school system, including the regular evaluation for any safety hazards.

The School Board recognizes that to maintain the buildings, grounds, playgrounds and
equipmentat acceptable safety-related standards, fo adequately repair, alter or improve
properties and to effectively plan and construct all commensurate with the requirements
of the educational program requires the services and skills of many trained persons.
Though its resources are limited, the School Board shall provide safe, clean, and
adequately maintained facilities for ali enrolled students. Contractual work shall be
initiated after School Board approval andin accordance with state statutes foritems which
are notsufficiently repetitive in nature to justify additional employment or specialized staff
or equipment.

The Superintendent shall be vested with a broad range of administrative and supervisory
authority relative to the School Board’s buildings and grounds program. Regularreports
shall be made available to the School Board relative to maintenance needs, sanitary
condition, safety, ufility and attractiveness of school plants and grounds within the school
system.

The School Board shall notbe held responsible for any personal items stolen or damaged
on school premises. The School Board shall require prin cipals and/or persons in charge
of public school property to prohibit the use, sale, or possession of alcoholic beverages
on public school property.

OWNERSHIP OF FACILITIES

All construction and renovation of property owned or operated by the Morehouse Parish
School Board, including but not limited to the addition of murals, bricks and files fo
construction and renovation fo the grounds, facilites and buildings owned by the
Morehouse Parish School Board, shali be the property of and owned by the Morehouse
Parish School Board.

No mural, brick, tile or other addition or construction shall contain any writing or other
marking which shall be consideredracially offensive, sexually offensive orvulgar, nor may
it contain religious symbols, words or symbols which are obscene or offensive or any
symbols or words which incite racial, religious or other confiicts in a school.

VACANT AND/OR UNOCCUPIED BUILDINGS
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Vacant andfor unoccupied premises owned by the School Board shall be properly
secured and maintained to prevent unauthorized trespass or injury to the general pu blic.
it shall be the responsibility of the Superintendentor hisfher designee to assure that any
vacantand/or unoccupied property of the School Board has limited access for authorized
personnel only and the grounds are maintained regularly.

SMOKING/TOBACCO USE ON SCHOOQL BOARD PROPERTY

The use of any tobacco product, smokeless tobacco, or any smoking object/device,
including but not limited to electronic cigarettes, advanced personal vaporizers, vape
pens, vape mods and similar devices, shall be prohibited on and in all School Board
property and vehicles, and at ail school-sponsored or school-approved functions.
However, this prohibition shall not be applicable to any tobacco productapproved by the
United States Food and Drug Administration for sale as a tobacco cessation product and
which is marketed and sold solely for suich purpose.

School Board property shall include any elementary or secondary school buildings or
grounds, buildings, portable buildings, field houses, stadiums, equipment storage areas,
vacantland, or any other property owned, operated, or leased by the School Board, as
well as any school vehicle used for the provision of academic and extracurricular
programs and administration atany elementary or secondary school.

Tobacco advertising shall also be prohibited in school buildings, at school functions, and
in all school publications.

Communication of Policy

Visitors shall be informed of this policy through posted signs at the entrances to the
grounds of any School Board property and each sch ool and school buildings, and within
school vehicles. ‘

RESTRICTED USE OF SCHOOL BOARD PROPERTY

Horses shall not be permitted on School Board property or school grounds at any time,
whetheror not the horse is accompanied by an attendant or rider, except when needed
for security reasons or when used by students as qualified service animals.

Automobiles, motorcycles, motorbikes, minibikes and frail machines and other motor
vehicles shall be prohibited on Morehouse Parish School Board property at any time,
including, but not limited to school campuses, satellite administrative buildings,
maintenance buildings and any parking areas of any School Board facility. Violators shall
be prosecuted for trespassing. This prohibition shall notapply to said vehicles using the
driveways and parking areas during school hours and for regularly scheduled school
programs or with permission of the principal of the school.

All types of skating, including, but not limited to, rollerblading, skateboarding, inline
skating, and bicycling shall also be prohibited on School Board property. These
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provisions do not apply to such activities when they are sponsored and supervised by a
school or during an authorized summer youth program; students who ride bicycies to
school when they are on the property during school hours; and others on official School
Board business during business hours.

Ref: 20 USC 6083 (Non-Smoking Policy for Children’s Services), La. Rev. Stat. Ann.
§§14:91.7, 17:87.6, 17:151, 17:100.6, 17:240, 17:416, 40:4, 40:1281.2, 40:1291.3,
40:1291.11, 40:1291.21, 40:1563, 40:1578.6, 40:1583; Louisiana Sanitary Code,
Louisiana Department of Health and Hospitals.
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SAFETY PROGRAM

Employee, student, or visitor accidents are undesirable, unplanned occurrences which
cannotbe prevented and which often resultin bodily harm, loss of time, expen sive legal
action, property damage, needless cost, and personal pain and suffering. A system-wide
program of safety shall be maintained by the Su perintendentand staff in order to render
the school system environment as hazard-free as possible. Provisions of the safety
program shall be in compliance with all state and federal guidelines. All available
information and assistance shall be utilized to enhance the safety of the school system.

As part of the safety program, ihe Morehouse Parish School Board shall require regular
inspections of the buildings and grounds of each school, by the principal or the building
administrator at non-school sites. Quarterly inspections, docu mented in writing,
concerning the condition of all buildings within the system in terms of student, employee,
and public care and safety shall be submitted by the principal or building administrator to
the Superintendent or designee.

EMERGENCY PREPAREDNESS

Supervisors and school administrators shall acquainteach employee under theircharge
with the school emergency preparedness guidelines and his/her area of responsibility in
the event of emergency. They should supervise, implement and evaluate all on-going
disaster preparedness programs for the school or department.

Faculty members shall provide students with instructions in the area of disaster
preparedness and participate in disaster preparedness training programs.

Eve%y school should have a well-stocked first aid kit and one or more individuals
responsible forit.

Principals and supervisors shall have readily available the phone numbers of the fire

department, police department, ambulance service, all bus operators and substitute
operators.

TRAINING PROGRAM

A safety training program for all new employees shall be conducted by the school or
facility administrator or his/her designee. New employees shall receive instruction with
regard to the use of person al safety equipmentandthe sou rce(s) for procuting assistance
when needed.

ACCIDENT REPORTING

It shall be the duty and responsibility of each employee to report immediately any accident
or injury that takes place at school or any other event or facility of the Morehouse Parish
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School Board to his or her principal, or if there is no principal at the site, to the job site
supervisor. If there is any accident, whetheror not there appears to be any immediate
injury, the accidentmust also be reported immediately. Any employee who fails to report
a job-related accidentor injury or any principal orjob site supervisorwhofailsto complete
and tumn in the appropriate written report as set forth in policy shall be subject to
disciplinary action, the minimum of which shall be an exception sheet placed in the
employee’s personnel file. For repeated infractions, additional disctplinary action may be
taken, up to and including termination. '

All employees should report fo their principal or other job site supervisor dangerous
conditions or unsafe work situations so that corrective action may be undertaken.

FIRST AID

It shall be the responsibility of the school or the facility administrator to schedule and
implementemployee first aid programs that shall provide trained first aid persons at each
site.  Laboratory instructors, coaches, vocational and shop instructors, cafeteria
personnel and maintenance department personnel should undergo first-aid training and
continue to maintain their first-aid certification.

A complete first-aid kit shall be placed and maintained in all potentially hazardous areas,
such as shops, labs, cafeterias, janitors' rooms, and physical education departments. A
log sheetshall be kept at each job site, and all first-aid treatment shali be logged to show
the date, name of employee, job title, and reason for treatment and the first-aid service
provided., '

RECORDKEEPING

Records of injuries are essential to an efficientand successfulloss control program. They
provide a means for gauging frequency and severity areas of operation for providing
information concerning the cause ofloss. Therefore, the Morehouse Parish School Board
shall require adequate accident and safety records be kept by the Superintendent or
his/her designee.

Ref: La. Rev. Stat. Ann. §§17:81, 17:416.9, 172114, 23:1034, 23:1291, 40:1578.6;
Louisiana Handbook for School Administrafors, Bulletin 741, Louisiana
Department of Education.
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FIRE PREVENTION

The Morehouse Parish School Board recognizes the need for fire prevention/precaution
in order to protect its employees, students, visitors, and property from the hazards of fire.
Reducing and/or eliminating the fire hazards in and around the schools and other School
Board property should be everyone'’s responsibility. All school buildings shall be
equipped with an adequate fire alarm system.

As a prerequisite in its fire prevention strategies, the School Board shall require
inspections by qualified persons of all fire safety and prevention equipment, in cluding but
not limited to fire alarm and smoke detection devices at each school underthe School
Board's jurisdiction, as well as all other School Board property, atleast twice during each
schoolyear. All necessary service, repairs, and precautions shallbe taken by appropriate
persons in a timely manner to assure that all such equipmentis in good working order
and meets the needs for which it was intended. Employees of the School Board may
perform the required inspections called for in this policy provided they have received the
appropriate training necessary to perform such inspections, and documentation of such
training shall be included in the employee’s personnel file.

School personnel shall cooperate with the local fire department in making building
inspections, suggesting improvements to reduce fire hazards, and disseminating of
information designed to make school children and the public more conscious of fire
hazards.

The supervision and implementation of the inspection requirements shall be the
responsibility of the Superintendentand/for his/her designee. Reports on all inspections
shall be maintained and submitted to the Superintendent and/or designee upon
completion of the inspection.

The principal or his/her designee shall make a periodic review and frequentinspections
of all school buildings and facilities for potential fire and other hazards. Open flame areas
for instructional purposes shall be designated by the principal or building administrator at
each School Board facility, or his/her designee, with the designation to be approved by
the Superintendent prior to such usage. Lighted, scented candles, or other open flames
shall not be permitted at any school campus or other School Board facility, with fimited
exception where an open fire may occur, such as a bonfire, and is approved by the
Superintendent. Such events shall require submission of a request outlining guidelines
to be adhered to during the event and utilizing local and/or state fire standards. This
policy shall notapply to open flames required for maintenance and/orconstru ction needs.

Ref: La. Rev.Stat. Ann.§17:81; Life Safety Code, National Fire Prevention Association.
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SCHOOL AND STUDENT SAFETY

The Morehouse Parish School Board is committed to providing a safe environmentfor
the studentsand employees of its schools. The School Board shall take immediate action
to address any potential threats of violence or terrorism to students and employees as
required by the Louisiana School and Student Safety Act (La. Rev. Stat. Ann.§§17:408.1-
17:410).

The School Board shall develop, in consultation with local faw enforcement agencies,
age appropriate information regarding intemetand cell phone safety and online content
that is a potential threat to schoolsafety. The information shall include howto recognize
and report potential threats to school safety posted on the internet, including but not
limited to social media posts. This information shall be distributed or explained to school
personnel and students at the beginning of each school year, and posted on an easily
accessible page of each school's website, as well as the website of the School Board.
Such information shall include instruction on how to detect potential threats to school
safety, visual examples of possible threats, and the process for reporting such threats.

DEFINITIONS

Risk is imminent means that the available facts, when viewed in light of surrounding
circumstances, would cause a reasonable person to believe that the event stated in the
threat is about to happen.

School is as defined by La. Rev. Stat. Ann.§17:236 as an institution forthe teaching of
children, consisting of an adequate physical plant, whetherowned orleased, instructional
staff members, and students, and which operates a minimum session of not less than
one hundred eighty (180) days.

Student means any person registered or enrolled at a school.

Threat is credible means that the available facts, when viewed in light of surrounding
circumstances, would cause a reasonable person to believe that the person
communicating the threat actually intends fo carry outthe threat.

Threat of terrorism means communication, whetheroral, visual, or written, inciuding but
not limited fo electronic mail, letters, notes, social media posts, text messages, blogs, or
posts on any social networking website, of any crime of violence that would reasonably
cause any student, teacher, principal, or school employee to be in sustained fear for his
safety, cause the evacuation of a building, or cause other serious disruption to the
operation of a school.

Threat of violence means communication, whetheroral, visual, or written, including but

not limited to electronic mail, letters, notes, social media posts, text messages, blogs, or
posts on any social networking website, of any intent to kill, maim, or cause great bodily
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harm to a student, teacher, principal, or school employee on school property or at any
school function.

MANDATORY REPORTING

Any administrator, teacher, counselor, bus operator, or other school employee, whether
full-time or partdime, who learms of a threat of violence or threat of terrorism, whether
through oral communication, written communication, or electronic communication, shall
immediately report the threat to a local law enforcementagency and, if the employee is
not the school administrator, to the school administrator.

Upon beinginformed of the threat, the school administrator shall make reasonable efforts
to attemipt to inform all persons who are targets of the threat and shall take all necessary
measures to protect their lives and safety.

The school administrator next shall make reasonable efforts to aftempt to nofify the
appropriate personnel within the School District administration.

The school administrator and the School District administrator then shall determine if risk
is imminentfor any other persons because of the threat, and if so, notify them and make
reasonable efforts to attempt to take measures to protect their lives and safety.

The school administrator and the School District administrator then shall determine
whether to notify parents of the students atthe school.

No person shall have a cause of action against any person for any action faken or
statement made in adherence with the requirement for reporting as provided herein.
However, the immunity from liability provided in this policy shail notapply fo any action or
statement if the action or statement was maliciously, willfully, and deliberately intended
to cause harm to, harass, or otherwise deceive law enforcement or school officials.

Reporting Procedures

The Superintendent shall develop and maintain administrative procedures for reporting
potential threats to school safety. The reporting procedures, at a minimum, shall include:

1. A standardized form to be used by students and school personnel to report
potential threats which requests, ata minimum, the following information:

A. Name of school, person, or group being threatened.

B Name of student, individual, or group threatening violence.

C. Date and time the threat was made.

D Method by which the threat was made, including the social media outlet or
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website where the threat was posted, a screenshot or recording of the
threat, if available, and any printed evidence of the threat.

2. A process for allowing school personnel to assist students in completing the
standardized form.

3. A process for allowing reporting by an automated voice system.

4. A process for allowing anonymous reporting and for safeguarding the identityofa
person who reports a threat.

5. For every threat reported, a school administrator shall record, on the form
provided, the action taken by the school.

If information reported to a school is deemed a threat the school shall present the form
and evidence to local law enforcement agencies.

If the information poses an immediate threat, school administrators shail follow
procedures provided in the school's Crisis Management and Response Plan.

THREAT ASSESSMENT

When any threat of violence orterrorism has been reported to a school administrator, an
investigation shall be made according to administrative procedures which shall include,
at a minimum:

1. Conducting an interview with the person reporting a threat, the person aliegedly
making a threat, and all witnesses, and,

2. Secuﬁng any evidence, including but not limited fo statements, writings,
recordings, electronic messages, and photographs.

If the investigation results in evidence or information that raises a concern thata threatis
credible, the school and School District shall implementmeasures to provide for ongoing
protection of the safety and lives of all students and staff atthe sch ool.

MANDATORY EXAMINATION

If a law enforcementagency, based on its investigation asrequired by La. Rev. Stat. Ann.
§17:409.4, determines that a student's threat is credible and imminent, it shall report it fo
the district attorney, who may file a petition no later than seven (7) days after receiving
such report with the appropriate judicial district court for medical, psychological, and
psychiatric examination. Where the district attorney, in his/her discretion, decides notto
file the petition or does not file such petition during the requisite petiod, the studentwho
is the subject of a complaintand investigation shall be permitted to return fo schooi uniess
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the studentis charged with assault on a teacher as provided in La. Rev. Stat. Ann.
§14:38.2 or battery on a teacher as provided in La. Rev. Stat. Ann. §14:34.3. The school
shall permit a student who is the subject of a complaint and investigation to refurn to
school if at any pointprior to a hearing the threatis determined not o be credible after an
investigation by the school administration, a law enforcement agency, or the district
attorney or by order of the courtafter a hearing unlessthestudentis charged with assault
on a teacher as provided in La. Rev. Stat. Ann. §14:38.2 or battery on a teacher as
provided in La. Rev. Stat. Ann.§14:34.3. The schooladministrator shall notify any person
who was a target of the threat at least two (2) school days prior to the student's return.
The school administrator or his/her designee may conducta search of the studentor his
propetty for weapons upon the student's return.

If the person who is reported to a-local law enforcementagency is not a student, he or
she shall not be permitted to be within five hundred feet (500') of any school until he or
she has undergone a formal medical or mental health evaluation and has been deemed
by a healthcare professional notto be dangerous to himself/herself or others. After such
a determination, the person shall notbe permitied in a school unless he has notified the
school administrator of higintentto visitthe schootand heis notified that the administrator
has provided at leasttwo (2) school days' notice regardingthe visitto anyone inthe school
who was directly threatened by the person. The school administrator may deny such
person the rightto visit the school.

LIABILITY
No person shail have a cause of action against any person for an action faken or
statement made in adherence with this policy unless based on conductthatis maliciously,

willfully, and deliberately intended to cause harm or harass,

New policy: September 5, 2023

Ref: La. Rev. Stat. Ann.§§17:236, 17:409.1, 17:409.2, 17:409.3, 17:4094, 17:409.5,
17:410; Board minutes, 9-5-23.
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EMERGENCY/CRISIS MANAGEMENT

COMPREHENSIVE PLAN FOR EVACUATION

It shall be the policy of the Morehouse Parish School Board to provide a comprehensive
plan for evacuation of schools in the event of a disaster. Disaster may come in many
forms such as chemical spills, bomb threats, and/or a state of National Emergency. In
cooperation with the local police and fire departments, 911 Call Center, the Morehouse
Parish Office of Homeland Security and Emergency Preparedness, and the Morehouse
Parish Sheriff's Office, the plan shallinclude all centersand schools located in Morehouse
Parish.

CRISIS MANAGEMENT AND RESPONSE

Unanticipated tragic events can quickly escalate into a school-wide catastrophe if not
dealt with immediately and effectively. School personnel shall plan in advance for the
welfare, safety, and care of students and staff members. The School Board shall require
the development and annual review of an Emergency Operations Plan for the school
district to provide for the coordination between the School Board, schools, and federal,
state and local agencies to ensure the safety of students and personnel and o prevent
and minimize property damage, and to ensure the continuity of the School Board’s
business operations.

Every school shall be required fo have a Crisis Management and Response Plan and a
District Threat Assessment Team. The School District shall have an Emergency
Preparedness and Recovery Point of Contact.

DEFINITIONS

Crisis Management and Response Plan shall mean a plan to address school safety and
the incidence of a shooting or other violence at schools, on school buses, and at school-
related activities; to respond effectively to such incidents; and to ensure that every
student, teacher, and school employee has access to a safe, secure, and orderly school
that is conducive to leaming. The plan shall also address the managementof any other
emergency situation.

District Threat Assessment Team shall mean a team established by the School Board.
The team shall include the Supetintendent; the principal of each school; a person with
responsibility over the school facilities; a mental health professional employed by the
School Board, or, if the School Board has no such employee, a mental healh
professional selected by the Superintendent; any school resource officer employed by
the School Board; any Junior Reserve Officer Training Corps instructor employed by the
School Board; and the emergency preparedness and recovery point of contact,

Emergency preparedness and recovery point of contact which shall mean a person
selected by the Superintendentio serve as a pointof contact with local and state officials
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and the media in the event of an emergency.

CRISIS MANAGEMENT AND RESPONSE PLAN

The Crisis Management and Response Plan shall be prepared by principal jointly with
local law enforcement, fire, public safely, and emergency preparedness officials. The
plan shall seek to utilize resources and information available through the l_ouisiana
Commission on School and Nonprofit Security, La. Rev. Stat. Ann. §29:726.5, etseq. In
preparing or revising the plan, the principal shali consult with the District Threat
Assessment Team. The principal and the Threat Assessment Team shall determine
whetherto consider inputfrom students enrolledin the school and their parents, teachers
at the school, other school employees, and community leaders.

The plan, which shall focus on preventing the loss of life and the injury of students and
teachers and other school employees, shall:

1. Detail the roles and responsibilities of each school employee and of each local and
state public safety and emergency preparedness office.

2. Include the relevant coordination agreements, services, and security measures of
a school,
3. Provide for an all-hazards approach response plan for emergency events including

any eventwith a hostage, an active shooter, or a building lock-down.

4. Provide for notification of parents, faculty, staff, and local public safety officials in
the event of a shooting or other violent incident or emergency situation.

5. Provide for the counseling of students by mental health professionals, encouraging
peer helper programs, and identifying students who may have experienced
rejection or other traumatic life events.

Each principal, jointly with local law enforcement, fire, public safety, school resource
officers, and emergency preparedness officials, shall review the plan at least once
annually and shall revise the plan as necessary. When conducting the annual review for
a high school, the school principal shall seek inputfrom the president of the seniorclass
or the presidentof the studentcouncil,and atleastone other responsible studentselected
by the principal as representatives of students enrolled in the high school. Each principal
shall submitthe plan in writing to the Superintendentfor approval at least once annually,
including upon each revision, and shall notify all teachers and other school employees of
the contents of the plan and any revisions made to it.

Within the first thirty (30) days of each school year, each principal shall conducta safety
drill to rehearse the components of the Crisis Management and Response Plan, including
an active shooter scenario. In addition, each school year, each principal shail conduct at
least one additional drill during high traffic or transition points in the school day. Not later
than seven (7) days after each drill, the principal shall submita written report summarizing
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the details of the drill fo the Superintendent. The Superintendentshall commenton the
drill to the principal, who shall consider the comments in revising the plan.

Each Crisis Management and Response Plan shall provide that:

1. Classroom doors with locks shall be in compliance with all fire safety standards
promuigated by the office of state fire marshal code enforcementand building
safety of the Department of Public Safetyand Corrections and shallremain locked
during instructional time. Each plan shall provide that a locked door shall not
obstruct egress.

2. If legislative funding is provided, bleeding contro! kits shall be placed in easily
accessible locations in each school; and,

3. The principal shall designate employees to be frained in the proper use of a
bleeding control kit and in traumatic injury response.

A person acting in good faith who administers aid for a traumatic injuty, including through
the use of a bleeding control kit, shall be immune from criminal and civil liability for the
administration, unless personal injury results from the gross negligence or willful or
wanton misconduct in the administration of aid.

Each school year, each principal shall be responsible for providing in-service training,
which may be incorporated into a meeting or training session held for another purpose,
for all teachers and school employees pertaining to the plan and shail involve local law
enforcement, fire, publicsafety, and emergency preparedness officials in the preparation
and presentation of the training. The training shall include an active shooter exercise.
The training shall be reported to the Superintendentand the Louisiana Department of
Education.

Each principal shall keep a copy of the approved plan in his office and shall provide a
copy to the following individuals and departments, each of whom shall be respon siblefor
keeping in hisfher respective office a copy of the plan that is readily accessible in the
event of a school shooting or other violent incident or emergency situation:

1. The President of the School Board;

2. The Superintendent; and, |

3. The chief of police of the municipality or the sheriff of the parish where the school
is located, as applicable, as well as the local fire chief whose office is in closest
geographic proximity to the school.

The Louisiana Department of Education,

The Center for Safe Schools within the Governor's Office of Homeland Security
and Emergency Procedures.

o
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The School Board may adopt rules and regulations as it deems necessary to provide for
the implementation of the provisions of this Plan.

The Superintendentshall make an annual reportto the School Board on the status of the
plan of each school underthe School Board’s jurisdiction and shall submit a copy of the
report to the Louisiana Department of Education and the Center for Safe Schools.

OTHER EMERGENCY DRILLS

The Morehouse Parish School Board shall require procedures be planned by the principal
and faculty of each school to assure orderly movement and evacuation of students to the
safest area in the event of fire, weather, or other disasters. Practice drills shall be used
to ensure the effectiveness of the procedures.

Every separate administration building shall conduct practice drills as well,

Ref: La. Rev. Stat. Ann. §§17:416.16, 29:726.5, 29:726.5.1, 40:1578.6; Louisiana
School Transportation Specifications and Procedures, Bulletin 119, Louisiana
Handbook for School Administrators, Bulletin 741, Louisiana Department of
Education; Life Safety Code, National Fire Protection Association.
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EMERGENCY CLOSING OF SCHOOLS

The Morehouse Parish School Board shali grant the authority to the Superintendentto
determine and announce the closing of schools whenever prevailing or potential hazards
or the spread of infectious disease threatens the safety and well-being of pupils, staff, or
school property. The decision to close schools shall be made by the Superintendentor
his/her designee after conferring, when administratively feasible, with members of the
School Board, appropriate professional staff, and other govermmental agencies
responsible for the safety and well-being of the community.

The Superintendent’s office shall notify news media and other such persons and
organizations as necessary of the decision to dismiss students early, or the closure of
any schools, School Board offices or facilities. Each School Board member shall also be
notified of any school closing. Public announcements and releases o news media shall
be made or approved by the Superintendent or hisfher designee.

If students have reported to school and an emergency arises during the school day,
students may be dismissed early. Such dismissal shall be only by direction of the
Supetintendent. In the event of dismissal during the school day, all educational and
buliding employees are fo continue their work, unless otherwise nofified by the
Superintendent. In cases where students are dismissed early, teachers shall be
expected to supervise all students underthelr jurisdiction untit they have departed from
the school campus.

When the Governors Office of Homeland Security and Emergency Preparedness
(GOHSEP) or the Governor of Louisiana orders the evacuation of any area, or closures
of schools or any other School Board faciliies, the Superintendent or his/her designee
shall immediately coordinate the dismissal of students residing in the affected zones.

If an emergency situation arises, closure of schools shallbe consideredon an individual
basis. Crisis Management Plans for each school or facility shall be followed.

During severe weather or other emergency situations, the Superintendent, after
conferring with the School Board President, shall have the authority to excuse
employees of the Morehouse Parish School Board from reporting fo work. Emergency
Situation shall mean any circumstances that may expose School Board employees to
harmfu! or unsafe conditions, as determined by the Superintendent.

The Superintendentshall be authorized to determine which essential employees may
be needed to work during any emergency.

Ref: La. Rev. Stat. Ann. 17:81.
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TRAFFIC AND PARKING CONTROL

Students, teachers and other employees who drive motor vehicles fo school must
possess valid Louisiana operators' licenses and liability insurance as required under
Louisiana law. The principal of each school may require each such operator of each
vehicle which is driven to a school to register that vehicle and pay such fees and display
such insignia on the vehicle as the principal of the school may require.

Al vehicles must be parked in parking areas designated by the principal.

The arrival and departure of vehicles on the school campus shall be regulated by the
principal.

Ref: La. Rev. Stat. Ann. §§17:81.
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BUILDING AND GROUNDS SAFETY INSPECTIONS

Safety inspections are one of the primary means of locating accident causes. They
determine the safeguards necessary to remove hazards from the workplace. As such,
inspections are valuable in controlling accidents.

Inspections are not conducted to find outwhat is wrong, but conducted to be helpfuland
bring the operations up 0 acceptable standards resulting in a safer work environment,

Physical premises safety inspections must be done by the depariment supervisor,
principal, or designated person appointed by the principal on a monthly basis. The
Superintendent or his/her designee shall conduct inspections annually or as deemed
necessary. Their primary function is to observe and correct unsafe acts and conditions,
The principal of the school will sign forapproval on all inspections before the form is sent
to the Superintendent or designee.

Premises inspection must be made utilizing the Morehouse Parish School Board self-
inspection checklist with corrective action taken as indicated. Other inspections mustbe
conducted in target areas, ie., high frequency areas, areas subject to heavy public
exposure, efc. Suggested items inspected should include: housekeeping, fire protection,
security, hand tools, lift equipment, machine guarding, efc.

in addition, ali fire safety and prevention equipment, including but notlimited to fire alarm
and smoke detection devices at each schoolshalibein spected at feast twice during each
school year underthe direction of the Supervisor of the Maintenance Department. The
Supervisor shall ensure th athefshe, orthe person hefshe design ates forthe inspections,
shallhavereceived the appropriate training necessary to performsu chinspections. Each
inspection shall ensure that all necessary actions are taken in a timely mannerto ensure
that all fire safety and prevention equipment, including but not limited to fire alarm and
smoke detection devices at each school, is in good working order and meets the need for
which it was intended.

Ref: La. Rev. Stat. Ann. §§17:81, 40:1578.6.
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HAZARDOUS SUBSTANCES

The Morehouse Parish School Board, in its efforts to contain and control the dangers of
hazardous substances, autharizes the Superintendent or his/her designee to establish
and maintain administrative regulations and procedures which address the purchase,
storage, handling, use, transportation, and disposal of hazardous materials for all schooal
facilities and operations including instructional areas. Emergency response actions and
evacuation plans shall also be coordinated with the procedures.

Administrative regulations and procedures shall be in accordance with all applicabie
federal and state laws and regulations which pertain to the safe and proper storage,
transportation, and disposal of hazardous materials.

PESTICIDES

The Morehouse Parish School Board recognizes that the exposure of school children to
pesticides poses known and unknown risks to their health and well-being. Therefore, the
School Board shall prepare or cause fo be prepared, and submit to the Department of
Agriculture and Forestry on or before Augustfirst of each year a single comprehensive
integrated pest management plan for all schools under its jurisdiction that applies
integrated pest management strategies of pest prevention methods and strongly
recommends the least toxic methods of control for grass and weed conftrol, and rodent
and general pest confrol in, on or around school structures and grounds. Any deviation
from the submitted annual pest management plan shall be delivered in writing to the
Director of Pesticide and Environmental Programs, Department of Agriculture and
Forestry no later than twenty-four (24) hours prior to any pesticide application. Records
of inspections, identification, monitoring, evaluations, and pesticide applications shall be
maintained by the schools and submitted with the annual pesticide managementplan to
the department annually,

In addition to a comprehensive pest management plan, the School Board, in accordance
with statutory provisions shall:

1. Assure that the application of any herbiclde, rodenticide, insecticide or restricted
use pesticide, in, on, or around structures or grounds of schools that provide
education to pre-kindergarten through twelfth grade classes shall be done by or
under the supervision of a certified commercial applicator.

2. Require each school to maintain ahypersensitive studentregistry listingthenames
of students whose parents have submitted a written statement to the school which
shall include but not be limited to the student's name and address, parent's or
guardian's signature, name and address, and a written medical verification by a
licensed physician which includes the physician's signature, name and address.

3. Require that schools shali use, whenever possible, the least toxic method of pest

Morehouse Parish School Board 1of2




FILE: EBBG
Cf: EBB,EBBC

control. The least toxic method of pest confrol may include methods other than
the application of pesticides. A restricted use pesticide shall be appliedto a school
building or on school grounds only during periods in which students are not
expected to be present for normal academic instruction or organized
extracurricular activity for at least eight (8) hours after the application.

4, Require each school to keep a written record of restricted use pesticides used to
control pests, with an entry of pertinentinformation about the application being
recorded after each application. The written record shall be kept in each school
and shall be available for inspection during school hours.

5.  Employ atleastone (1) certified commercial applicator if the system has less than
ten (10) schools or at least two (2) certified commercial applicators if the system
has fen (10) or more schools.

Ref: La. Rev. Stat. Ann. §§3:3381, 3:3382, 3:3383, 3:3384, 3:3385, 3:3386, 3:3387,
3:3388, 3:3389; Louisiana Handbook for School Administrators, Bulletin 741,
Louisiana Department of Education.
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USE OF AUTOMATED EXTERNAL DEFIBRILLATOR (AED)
AND CARDIAC EMERGENCY PLAN

The Morehouse Parish School Board directs that each elementary, middie and high school
shall have an Automated External Defibriliator (AED) on its premises in an easily accessible
location. Each school shall have the authority to accept donations of AEDs or funds to
acquire AEDs.

Any expected AED user (those designated by the Su perintendent or principal to ren der
emergency care at that school) shall receive appropriate training in the use of AEDs from
any nationally recognized course in cardiopulmonary resuscitation (CPR)and AEDuse. Al
training of personnel in the use of AEDs shall be fully documented. '

The School Board shallnotify a local provider of emergency medical services {(such as a
911 setvice, local ambulance service, or fire department) of the acquisition, location, and
type of any AED device.

This policy shall not create an obiigation to use an AED, nor is it intended to create any
expectation thatan AED wili be presentor that a trained employee will be presentand/for
able to use an AED, if a condition arises making the use of an AED ben eficial,

In addition to the civil immunity provided fo persons rendering emergency assistance as
provided by law, any person or entity which provides training in CPR andin the use of an
AED and any expected AED user shall not be liable for any civil damages arising from any
act or omission of acts related fo the operation of or failure to operate an AED that do not
amount fo willful or wanton misconduct or gross negligence.

INTERSCHOLASTIC ATHLETIC EVENTS

Any elementary, middle, or high schoolthatsponsorsan interscholastic athletic eventshall
have an AED and a trained AED userwho is also trained in first-aid CPR atthe event.

Each elementary, middle, and high school shall have a "cardiac emergency response
plan”. For purposes of this Subparagraph, a "cardiac emergency response plan” means
a written document that establishes the specific steps to reduce deatn from cardiac arrest
at an interscholastic athletic event.

A school cardiac emergency response plan shall be prepared by each principal joinly
with local emergency responders. The pian, which shallfocus on preventing the loss of
life, shall integrate ata minimum the following guidelines:

1. Establishing a cardiac emergency response feam.

2. Activating the team in response to a su dden cardiac arrest,
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3. Implementing AED placement and routine maintenance within the school.
4, Maintaining ongoing staff training in CPR and AED use.

5. Practicing using drills.

6. Integrating local EMS with the plan.

7. Annually reviewing and evaluating the plan.

COMPLIANCE

Schools shall be in compliance with all regulations for training, use and maintenance of
AEDs as established by the Louisiana Department of Health.

Ref: La. Rev. Stat. Ann, §§9:2793, 17:81, 40:1137.2, 40:1137.3.
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PUBLIC HEALTH EMERGENCY

When adeclared publichealthemergency exists, the Morehouse Parish School Board shall
grantthe Superintendentbroad authority to develop, implement, and maintain administrative
regulations and procedures necessary to protect employees and students from the
conditions giving rise to the declared emergency.

in the development and implementation of necessary administrative regulations and
procedures for safely reopening of schools or maintaining the safety of employees and
students when schools are open during a health emergency, the Superintendent and staff
shali rely upon the practices, guidelines, and suggestions of the Louisiana Department of
Education in coordination with the Louisiana Department of Health and Hospitals.

Ref: La. Rev. Stat. Ann.§17:81, 17:439.1, 17:3391; Louisiana Handbook for Schoo!
Administrators, Bulletin 741, Louisiana Department of Education.
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INDOOR AIR QUALITY

INCREASING CLEANLINESS AND ORGANIZATION

1.

Classroom Cleanliness and Organization - Schools will ensure clean classrooms by
reducing clutter which serves as a haven fordustand pests which will increase the
incidences of asthma attacks and other negative health outcomes.

Dust/Dirt Source Confrol - Schools will ensure the use of proper and clean walk-off
mats to trap dirt at all major enfrance ways into the school building.

Schedule Maintenance — Schools shall be cleaned regularly. Large maintenance
projects (i.e.. large area mopping/waxing, painting, vacuuming, carpet cleaning,
spraying for pests) should be scheduled afterhours or when most students are not
there. Students should not be allowed to be outside in the area of grass cutiing.
Whenever possible, grass cutting shall be performed when the least number of
students are present.

Scent Procedures - Schools will ensure that the use of air fresheners, air sanitizers,
scented candlies, plug-ins and other products used to mask odors are discouraged.

Chemical Use Safety - Schools will ensure there is a plan in place for emergency
spills. Schools will carefully orderand plan foronly whatis needed forthe school year
and reduce chemicals brought into the school environment by school staff,
Laboratory chemicals purchased by the school district will be properly stored and
labeled.

HEATING, VENTING AND AIR CONDITIONING (HVAC) MAINTENANGE

6.

Air Flow Maintenance - Schools will ensure sufficientair flow through air intake and
air distribution through the facilities' heating, ventilation and air conditioning (HVAC)
system by

A, reducing blockage to air vents in classrooms and other occupied areas of the
school;

B. replace filters per maintenance schedule; and

C. confirming that outdoor air is entering the intake appropriately.

REDUCING EXPOSURE TO ANIMAL AND PEST ALLERGENS IN THE SCHOOL

SETTING

7.

No Animal Produced Irritants - Students and staff who have allergies and asthma are
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particularly sensitive to animal dander, hair,andfeces. Itis highlyrecommended that
schools eliminate all animals with furinside the school unless they are assistance
animals because dander from pets is known to worsen asthma. If animals are used
in the school setting for educational purposes, the school district should require:

A. animals to be restricted foruse only throughoutthe duration of the educafional
activity to limit exposure for person who may be sensitive;

B. animais be contained in an enclosed cage thatis cleaned and disinfected by
the teacher regularly;

C. animals fo be located on hard surfaces of the floor, not carpet;

D. animals to be located away from supply and return vents to avoid circulating
allergens through the building;

E. parents orguardians to be informed in advance of any animal visiting; and
F. animals to be in good health with appropriate and up-to-date vaccinations.
8. Pest Control - Schools will ensure that there is an integrated pest management

program in place that focuses on prevention rather than reaction to pest control
problems. :

REDUCING EXPOSURE TO QUTDOOR IRRITANTS

9. Bus Idling - School Board policy EDDC, School Bus ldling, shall be followed at all
schools so as to prevent bus idiing near buildings whenever possible.
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BUILDINGS AND GROUNDS SECURITY

It is the policy of the Morehouse Parish School Board that a concerted effort be made by
the School Board and all personnel to provide for the security and protection of its
students, employees, visitors, facilities, and equipment.

Security not only encompasses maintenance of secure (locked) buildings but other
strategies to make the school environment safe, such as protection from fire hazards and
faulty equipment and safe practices in the use of electrical, plumbing, and heating
equipment.

Access to school buildings and any regularly locked areas on a school campus outside
of school hours shall be limited to personnel whose work requires it. In order to guard
against the potential of entrance to buildings by keys in the hands of unauthorized
persons, an adequate key control system shall be established which shall limitaccess to
buildings to authorized personnel.

Protective devices designedto be used as safeguards againstillegal entry and vandalism
shall be installed when appropriate to the individual situation. Employment of security
personnel may be approved in situations where special risks are involved. The
Superintendent shall be authorized to take strong measures within legal proscriptions to
minimize vandalism and to recover damages from persons possibly vandalizing any
School Board property, including school plants, grounds or integral parts thereof.

Records and funds shall be kept in a safe ptace and underlock and key when required.
Money shall not be left in an unlocked safe at any time.

FIREARM FREE ZONES

The areas surrounding the school campus or within 1,000 feet of any such school
campus, or within a school bus, shall be designated Firearm Free Zones. Itis unlawful
for a studentor non-studentto intentfionally possess a firearm, loaded or unloaded, on
school property or within 1,000 feet of school property or while on a schoo! bus, wih
limited exception as enumerated in La. Rev. Stat. Ann.§14:95.2. The School Board, in
cooperation with local governmental agencies and the Louisiana Department of
Education, shall designate and mark Firearm Free Zones which surround all schools and
school property under the School Board’s control.

DRUG FREE ZONES

The area within 2,000 feet of any property used for school purposes by any school, or on
a school bus, shall be designated as Drug Free Zones. It is unlawful foranyoneto use,
distribute, be under the influence of, manufacture or possess any confrolled substances
as defined by statute in a Drug Free Zone. The School Board, in cooperation with local
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governmental agencies, and the Louisiana Department of Education, shall designate and
mark Drug Free Zones which surround all schools and school property under the School
Board's control.

ELECTRONIC TELECOMMUN ICATEON DEVICES

Except as may be allowed by another School Board policy, no student, unless authorized
by the school principal or designee, shall use, possess, or operate any electronic
telecommunication device including any facsimile system, radio paging service, mobile
telephone service, intercom, or electromechanical paging system Iin any elementary or
secondary school building, oron the grounds thereof while school is in session orin any
school bus.

BODY ARMOR

It shall be unlawful and against School Board policy for any student or non-student to
wear or possess on his/her person, at any time, body armor on any School Board
property, school campus, at a schooi-sponsored function, on a schoolbus or other school
transportation, or in a firearm free zone, with limited exception as enumerated in La, Rev.
Stat. Ann. §14:95.9. School-sponsored functions shall include, but not be limited to,
athletic competitions, dances, parties, or any extracurricular activities,

Body armor shall mean bullet-resistant metal or other material intended to provide
protection from weapons or bodily injury.

The School Board shall post permanentnotices of such prohibition ateach major point of
entry to the school.

SEARCH OF PERSONS OTHER THAN STUDENTS

Any school principal, administrator, teacher, or school security guards may search the
person, book bag, briefcase, purse or other object in the possession of any person who
is not a student enrolled in the school, or any school employee, while in or on school
grounds. This search may be done randomly with a metal detector, or physically when
there is reasonable suspicion that such person has any weapons, illegal drugs, alcohal,
stolen goods, or objects in violation of School Board policy.

Ref: La. Rev. Stat. Ann. §§14:95.2, 14:95.6, 14:95.9, 17:81, 17:239, 17:240, 17:405,
17:416.6.
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VANDALISM, THEFT, AND ARSON

The Morehouse Parish School Board recognizes that acts of vandalism, theft, and arson
are crimes against the community. Every student, employes, and citizen of the parish is
urged by the School Board to cooperate in reporting any incidents of vandalism, theft,
and arson of property belonging o the School Board or of others while on School Board
property, and provide the name(s) of the person of persons believed to be responsible.

The School Board declares that all acts of vandalism, theft, and arson of property
belonging to the School Board or property contracted by the School Board shall be
prosecuted to the fullest extent possible underthe law. Rewards leading to arrests and
convictions of vandals may be offered if authorized by the School Board.

Every effort shall be made to recover damages from adultvan dals or from the parents of
juvenile vandais to cover the theftof equipmentor the destruction of school property. This
shall apply not only to damage as a result of breaking and entering at nights or duting
othertimes schoolis notin session,butaiso to damage done to school property by pu pils
duting the course of the school day, over and above normal wear and tear.

Every citizen of the parish, students, and members of law enforcementare urged by the
School Board to cooperate in reporting any incidents of vandalism fo property belonging
to the Schoo! Board and the name(s) of the person(s) believed to be responsible.
Employees of the School Board shall report to the principal of the school every incident
of vandalism known to him/her, and, if known, the name(s) of those responsible.
Principais shall forward reports to designated personnel.

The Superintendentshalibe authorizedto sign a criminal complaintand o press charges
against perpetrators of vandalism against schoo! property, and is further authorized to
delegate to appropriate personnel, as hefshe sees fit, authority to sign such complaints
and to press charges.

Principals shall be authorized to suspend from school any pu pil who cuts, defaces or
injures any part of Morehouse Parish Schoo! Board schoal buildings or any property
belonging to the School Roard: or who writes any profane or obscene language or draws
obscene pictures in or on any school material, or in or on any Morehouse Parish School
Board property.

Ref: La. Rev. Stat. Ann. §§17:81, 17:416, 17:416.1.
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VIDEO/AUDIO MONITORING OF SCHOOL BOARD PROPERTY

The Morehouse Patish School Board shall authorize the use of School Board owned
and/or installed video and audio cameras on any School Board property, buildings, or
facilities andfor vehicles in an effort to ensure the health, safety, and welfare of ail staff,
students, and visitors to- the school, and fo safeguard School Board facilities and
equipment.

The School Board shall notify employees, students, and/or visitors through appropriate
methods that video monitoring/surveillance may occur on School Board propetty, in
huildings and facilities, as well as campuses, parking lots, and school grounds belonging
to, leased, or used by the School Board, or on any vehicle owned, leased, or used fo
transport students or for conduction of School Board business, or at any school
sponsored event, activity, or function.

Nofification shall also include the erection of clearly marked, written sighs prominently
displayed near the main entrance of school buildings, School Board property and
facilities.

INSTALLATION AND OPERATION OF EQUIPMENT

Video and audio cameras may be instalied in identified public areas where
monitoring/surveillance is deemed necessary as determined by the Superintendentor
histher designee, but placementshall not be aliowed where students, employees, or the
public has a reasonable expectation of privacy, such as inside locker rooms and aduit
and student resfrooms.

Monitor/surveillance equipment installed in outdoor areas shall monitor only those areas
designated and shali not be directed to look through windows of adjacent buildings or
onto adjacent property, whenever possible. Video monitors (reception equipment) shall
be located in strictly controlled access areas. Only auth orized and designated personnel
shall have access to the reception equipmentand area and monitors shall notbe located
as to permit public viewing, '

The use of video and audio monitoring/surveillance equipmenton school grounds shall
be supervised and controlled by the building administrator and/for his/her designes, in
conjunction with the Su perintendentandfor his/her designee. Video recordings made at
the schools or other facilities shall be maintained by the building administrator. Video
monitoring/surveillance equipmentshall be operated on a twenty-four (24) hour, seven
(7) day a week basis.

Staff personnel permitted access to the video and audio monitoring/surveillance system
and equipment shall be required to follow all operational regulations and procedures
developed in accordance with this policy. Staff and students shall be prohibited from
unauthorized use, tampering with, or otherwise interfering with the placement or
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and School Board policies related to the recording's maintenance and retention.

Video/audio recordings may be copied, distributed to, and viewed by public safety
agencies, Schoo! Board safety and secufity personnel, the parish District Attorney, and/for
appropriate law enforcement personnel, when approved by the Superintendentor his/her
designee, or when subpoenaed for any court proceedings. Video recordings shall notbe
viewed by, copied, or released to any other person or agencies not referenced above
except when specifically authorized by the Superintendent.

The provisions of this policy shall notaffecta parent's or legal guardian’s rightio access
video recordings from cameras in special education classrooms pursu antfo La. Rev. Stat.
Ann, §17:1948.

ACCESS TO PERSONAL INFORMATION

Generally, video and audio recordings made through the School Board's video
monitoring/surveillance system shall notbe considered public record. Access, however,
to personal information contained in any recordings may be granted in whole orin partto
an individual upon submission of a properly executed subpoena. '

The School Board's surveillance and security video recordings shall not be considered
“personally idenftifiable information” as defined by La. Rev. Stat. Ann. §17:3914.

Ref: La. Rev. Stat. Ann. §§17:81, 17:3914, 44:3.1.1.
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SCHOOL CAMPUS POINTS OF ENTRY

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

The designated main enfrance(s)exit(s) and any other necessary entrances/exits shall
be incorporated into each school's employee and student handbooks and regular and
emergency campus procedures. A copy of the floor plan with the main entrance (s)fexit(s)
and any other necessary entrances/exits clearly marked shall be provided to appropriate
school personnel, emergency and law enforcementagencies, and also maintained in te
principal’s office.

Once the main entrancefexit and any other entrances/exits have been established, the
principal and his/her staff must ensure that students, staff and visitors abide by this
campus procedure. Furthermore, the principal shall take the necessary steps to ensure
that all other entrancesfexits, windows included, are secured through locking mechanisms
that meet the fire codes for the buildings, but shall not obstruct egress.

in accordance with state law, no person is allowed on school grounds or in schiool
buildings or facilities withoutauthorization fromthe appropriate school official. Classroom
doors shall remain locked during instructional time, but shali not obstruct egress.

Alarm systems shall be activated at the end of the school day and discontinued at
appropriate times and in special circumstances by authorized personnel.

Ref: La. Rev. Stat. Ann. §§17:81, 17:416.16.
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ENERGY CONSERVATION MANAGEMENT

Good stewardship of public resources dictates that the Morehouse Parish School Board
stress the efficientmanagementand conservation of energyin schoolsandin all buildings
and property. Every reasonable effort should be made to conserve energy and natural
resources while exercising sound financial management. The Superintendent and
administrative staff shall be responsible for developing, implementing, and monitoring
strategies to improve energy consumption throughout the school system, as well as
strategies dealing with energy awareness and conservation. Cost effective procedures
for the reduction of energy use in schoolfacilitiesandthe assessment of such procedures
related to the consumption of energy shall be continually monitored. The Superintendent
shall recommend appropriate improvements in operations to enhance the conservation
of energy. '

Each principal shall be accountable for energy management on his/her campus with
annual energyaudits being conducted and conservation program outlines being updated.
Judicious use of the various energy systems of each campus shall be the joint
responsibility of the principal and head custodian fo ensure that an efficient energy
posture shall be maintained on a dalily basis.

The student curriculum shall include strategies regarding energy conservation to ensure
that every student participate in the energy management program as an energy saver.

Ref: La. Rev. Stat. Ann. §17:81.
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SANITATION

The Morehouse Parish School Board shall require the Maintenance Departmentand the
principal of each school, to oversee the execution and enforcement of rules and
regulations of the Sanitary Code, State of Louisiana Chapter XV, Schools and Public

Buildings, and all other health laws governing the hygiene of the schooland the premises
of the school.

Each school will be inspected at least twice a year or at any othertime when called upon
by the Health Officer representing the State Board of Health and the State Department of

Education. All school personnel shall be expected to give their full cooperation to the
Health Officer.
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CLEANING PROGRAM

it shall be the responsibility of the principal, working with his/herjanitorial staff and the
Maintenance Foreman, to keep all buildings, walks, and grounds in a clean and sanitary
condition.
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MAINTENANCE OF SCHOOL BOARD PROPERTY

The Morehouse Parish School Board shall be responsible for the maintenance, repair,
and care of any school site, building, facility or other propetty in the control of the School
Board, including any unused school site. The School Board shall delegate responsibility
to the Superintendentto properly maintain all such property. The Superintendentshail
make sure that the care of such property complies with applicable laws, ordinances and
regulations,including buildingandfire safety code regulations, untilsuch property is sold,
leased or otherwise disposed of by the School Board.

LONG-RANGE MAINTENANCE PROGRAM

A long-range maintenance program shall be developed on the basis of a continuing
maintenance survey of all public school faciliies in Morehouse Parish. Data collected
shall be analyzed and evaluated in terms of present, continuing, and future needs for
remodeling, renovation, and modernization. Job priorities and a schedule of work to be
accomplished shall be maintained.

Quality control in terms of constructionin the maintenance program done by maintenance
employees of the School Board shallbe the responsibility of the Superintendentor his/her
designee. In construction programs where an architect is employed, quality control shall
be the responsibility of the architect.

REPAIRS

The Morehouse Parish School Board shall require requests for building repairs to be
made through the school principal or building adminisirator by using work order request
forms or making oral requests to the Superintendentor his/her designee. Requests for
repair of hazardous conditions or of an emergency nature shall be reported to the
Superintendentor his/her designee as soon as the condition requiring repair is idenfified.
Hazardous and emergency requests shall be given priority consideration by the staff.
immediate remedial action shall be taken until proper services can eliminate the
hazardous condition,.

To provide for effective buildingmaintenance and repairs, a logical and orderly means for
requesting routine maintenance or repairs shall be as follows:

1. Requests may originate with individual employees, which shall be considered and
approved by principal or building administrator.

2, Requests to the Maintenance Departmentshall be made through the local school
principal or building administrator on forms prescribed by the Superintendentor
his/her designee.

3. Principals or building administrators shall also submit reguests for long-range
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maintenance repairs to the office of the Superintendent or his/her designee.
Emergency requests for repairs involve situations which demand immediate correction
for the schoolfsite to continue operating without significant disruption.

Principals/supervisors in these situations may telephone designated officials and request
immediate service.

Ref: La. Rev. Stat. Ann. §§17:81, 17:87 6.
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EXEMPTIONS FROM PUBLIC RECORDS LAW

The public records law shall notbe construed to require disclosure of records containing
security procedures, criminal intelligence information pertaining to terrorist-related
activity, or threat or vulnerability assessments related, collected, or obtained in the
prevention of terrorist-related activity, including but not fimited physical security
information, proprietary information, operational plans, and the analysis of such
information, or internal security information.

The public records law shali not be construed to require the disclosure of school crisis
management and response pians.

The public records law shali not be construed to require disclosure of a blueprintor floor
plan of the interior of a public school building or facility, except as required as patt of the
public bid process. Any blueprintorfloorplan of the interior of a school building or facility
provided as part of the public bid process shall be deemed confidential and shall notbe
disclosed to persons other than those responsible for the bidding or constru ction of the
project. Any biueprintor floor plan of the interior of the school building orfacility is not a
"nublic record"”.

The public records law shali not be construed to require disclosure of any records,
writings, plans, blueprints, or any information pertaining to secutity systems or features
submitted to obtain a building permiton file in the office of a regulatory agency or official;
anyrecords, writings, plans, blueprints orinformation submittedto obtain a building permit
- which details the interior layout of a residence or public school building or facility
particularly vulnerable to burglary or other criminal activity; or any records, writings, plans,
blueprints, or information containing any property work product, design or plan of any
architect or engineer submitted to obtain a building permit; however, this shall not be
applicable to any survey or plot plan submitted solely for the purpose of displaying the
outline of a building on a lot or lots of record in order to show compliance with setback
requirements of a zoning ordinance or other such regulatory law.

Ref: La. Rev. Stat. Ann. §§ 17:410.1; 44:3.1; 44:.4(40) and 44:1(A)2)(c}).
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EQUIPMENT AND SUPPLIES MANAGEMENT

It is the responsibility of the Superintendent and staff to ensure equivalence among
schoolsin the provision of curriculum matetials and instructional supplies. Any equipment
and supply needs should be anticipated far enough in advance to allow sufficienttime to
order., Repair of equipmentshallbe handled through the Maintenance Department and

returned to the school by delivery.

Janitorial supplies shall be requisitioned by each principal on a form furnished by the
maintenance department. Any items not available for first time delivery shall be back
ordered and sent at a later date.

Teaching supplies shall be handled in the same manner as janitorial supplies.

Appropriate records shall be maintained for purchases of equipmentand su pplies by the
School Board and/or each of the schools.
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AUTHORIZED USE OF EQUIPMENT

SHARING OF EQUIPMENT BETWEEN PUBLIC ENTITIES

Notwithstanding any other provisions of law to the contrary, the Morehouse Parish School
Board may share equipmentwith another public enfity without having to expend funds for
such use, provided that both entities have executed a cooperative endeavor agreement
for the use of the equipment.

The cooperative endeavor agreement shali set forth in reasonable detail the obligations
of the parties and shall:

1. [dentify the equipment that will be shared.

2. Explain the use of the equipmentand the approximate length of time for use of the
equipment by the requesting public entity.

3. Address the responsibility for repaiting or replacing the equipment when the
equipmentbecomes inoperable for its intended use due to a mechanical or other
breakdown while in the possession of the requesting public enfity.

4. include a hold harmless provision releasing the lending public entity from
expenses, damages, or losses arising from the use of the equipment.

When an emergency situation is declared and public entities need to share equipment,
the provisions above requiring a cooperative agreement shall not be required, provided
the public entities share the equipmentin good faith relative to the emergency situation.

PERSONAL USE OF SCHOOL EQUIPMENT

It is the policy of the Morehouse Patish School Board that no School Board equipment
shall be removed or taken home for personal use. Any employee who has aneed to take
equipment home or to another site for school-related purposes shall obtain written
permission from hisfher principal, supervisor, or Supetintendent. A copy of the approval
shall be maintained on file in the appropriate office for three (3) years. Equipmentused
in this manner shall be returned to its assigned work location immediately upon
completion of usage and the date of return shall be noted on the approval form.

LOANING OF SCHOOL EQUIPMENT

Principals may approve the loaning of items such as tables, chairs, and non-depreciating
items to outside school organizations or groups that may be sponsoringa school-related
activity on or away from the school campus.

The proper form shall be completed and kept at the school site specifying: item(s)
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borrowed, date ifem({s) borrowed, number of each item borrowed, signature of person
receiving item(s), date item{s) returned, and signature of person verifying item(s)
returned.

TRANSFER OF SCHOOL PROPERTY

When an employee leaves a work site, eitherthrough transfer, resignation, orretirement,
only personal property items belonging fo the employee may be taken from his/her work
site. Materials and equipmentpurchased with School Board or school funds shall remain
at the site for which they were purchased.

In the case of items of technology, the building administrator shall inquire fo the School
Board’s Technology Department to determine transfer eligibility for these items. The
nature of funding source alongwith the scope of the project usedto obtain this equipment
shall determine whether or not certain items may be transferred to another School Board
site along with the employee.

In any case, the employee must seek the permission of the building administrator before
removing any materials from the site. As usual, should any item be transferred to any
other site, the proper disposition sheel(s) shall be completed and forwarded to the
inventory specialist for accountability.

Additionally, equipmentand/or supplies purchased orfabricated and donated by auxiliary
and/or support organizations become the property of the Morehouse Parish SchoolBoard
and are therefore governed by this policy.

Ref: La.Rev. Stat. Ann. §§17:81, 33:4712.18.
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EQUIPMENT MAINTENANCE

The Morehouse Parish School Board shall be responsible for the maintenance, repair,
and care of any School Board property, including equipment and other moveable
property, in the control of the School Board. The School Board shall delegate
responsibility to the Superintendent to properly maintain all such property and see that it
is in good, safe, workingorder. The Superintendentshall make sure thatthe care of such
property complies with applicable laws, ordinances and regulations, including building
and fire safety code regulations.

Ref: La. Rev. Stat. Ann. §17:87.6.
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STUDENT TRANSPORTATION MANAGEMENT

The Morehouse Parish School Board shall provide eligible students school transportation
services which shall meet the objectives of safety, efficiency, adequacy, and economy.
Through the use of publicly and privately owned buses, the School Board shall maintain
a studenttransportation program that shall con form fo or exceed minimum standards as
set forth by perfinent statutes and the Louisiana Depattment of Education. It shall be
unlawful forthe School Board to permit the transport at one time a number of children on
a school bus that exceeds the number of seats available on that bus.

All vehicles, owned by, rented, or leased to the School Board, to owner-operators, Or to
contract bus operators, shali carry evidence of insurance and be registered, marked, and
equipped according to law. Owner-operators or contract bus operators who purchase
their own insurance shall be required to annually submitto the Supetintendentor his/her
designee proof of proper and valid insurance coverage prior to any usage of the bus, but
not later than August 1 of each year. Should any coverage aspects or insurance policy
provisions change during the year, the bus owner shall notify the Superintendent or
his/her designee immediately, but no later than twenty-four (24) hours of receipt of
notification. All insurance policies of any own er-operators or contract bus operators shall
include an endorsement naming the Morehouse Parish School Board additional insured
and that the policy may not be cancelled for any reason except after thirty (30) days prior
noticeto the School Board. Insurance purchased shallbeatanamou ntset by the Schoal
Board.

All school buses used to fransport students shall be driven by personnel who possess a
current and valid Commercial Driver's License (CDL) with proper endorsements, and
have completed state required pre-service cettification training and in-service driving
requirements in accordance with provisions outlined in Louisiana School Transportation
Specifications and Procedures, Bulletin 119. All school bus operators, including owner-
operators and contract bus operators, shall be required to person ally operate the school
bus assigned or owned, except in the case of iliness or emergency. In such cases, a
qualified substitute shall be assigned by the Superintendent or designee.

The management of student transportation throughout the school district shall be the
responsibility of the Director of Transportation, acting under the authority of the
Superintendent. He/she shall assure thatthe school transportation system is operated in
accordance with all state and federal laws and regulations.

SCHOOL ACTIVITIES

The use of any van {cargo or passenger)in any capacity for the purpose of ransporting
students to and from any school-related activity shall be prohibited. However, the use of
Multifunction School Activity Buses (MFSAB) is allowed for transporting students to
activities. Although classified as buses, they may not be used for transporting students
between home and school bus stops. :
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INSPECTIONS

All buses and other vehicles used primarily for the transportation of students shall be
inspected by the assigned driver and the Superintendentor hisfher desigheeon aregular
basis. All school vehicles shall be inspected a minimum of twice a year, once during
June, July, or August, and certified as safe prior to the beginning of the school session,
and once during December, January, of February of each school year, by an approved
Louisiana Mofor Vehicle inspection Station. Buses fifteen (15) years of age or oldershall
be inspected more frequently than otherbuses to assure effectiveness of operation and
safety of students. No bus shall be operated withouta proper inspection tag certifying

that a bus has met or exceeded minimum safety standards.

BUS PURCHASES

Itis the policy of the Morehouse Parish School Boardthat anyused school bus purchased
for use in the school system shallmeet cu rrent Louisiana statutory requirements for motor
vehicles, and shall meet Federal Motor Vehicle Safety Standards and any additional
state-required specifications for school buses that were in effecton the date the vehicdle
was manufactured. All bus purchases shall require prior approval of the School Board.

Sehool buses used to fransport students, including activity and backup buses, shall not
be more than twenty-five (25) years old. All newly purchased or replacement school
buses, at the fime they are acquired by the owner and placed in service, shall be ten (10)
or less model years old. The number of years shall be reckoned from the date of
introduction of the model year. This shall apply to buses purchased by veteran
ownersfoperators, by newly hired ownersfoperators, and by the School Board, individual
schools, booster clubs, etc., and by individuals or companies with whom contracts have
been entered into for the purposes of transporting children toand from school and school-
related activities and for use as spare buses.

When a new or pre-owned bus is purchased or the ownership of abusis transferred, or
when an individuai or a company enters into a contractual agreement with the School
Board, the owner shall assure that the bus is in compliance with all requirements
containedin applicable federal and state laws and state and school district regulafions.
All buses so purchased shall be required to safisfactorily pass all mandated inspections
prior to any usags.

Ref: La. Rev. Stat. Ann.§§17:158, 17:158.1, 17:158.2, 17:1568.3, 17:158.4, 17:158.5,
17:158.6, 17:158.7, 17:159, 17:159.1, 17:159.2, 17:160, 17:161, 17:162, 17:163,
17:164, 17:165, 17:166, 17:492, 32:293, 32:378; Olive Morgan v. Livingston Parish
School Board, First Circuit Court of Appeals, March 1991; Louisiang Schoo!
Transportation Specificationsand Procedures, Bulletin 119, Louisiana Department
of Education.
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STUDENT TRANSPORTATION IN PRIVATE VEHICLES

The Morehouse Parish School Board recognizes that there are times in which private
vehicles are usedto transport studentsto and from school sponsored events. The School
Board directs that such transportation services shall only be ufilized in emergency
situations as authorized by the principal. Otherwise, proper studenttransportation, i.e.,
School Board owned or operated vehicles, shall be used. Except for the use of
Multifunction School Activity Buses (MFSAB), the use of any van, either cargo or

passenger, in any capacity, forthe purpose of fransporting studentsto or from any school-
related activity shall be strictly prohibited. .

With the exception of Special Education students that have approval for reimbursable
transportation by their parents, transportation in personal vehicles shall only be allowed
in emergency or unigue situations where the use of a personal vehicle is the only
alternative available. When private vehicles are to be used to transport students, such
vehicles shall be chosen in advance of the anticipated usage, wheneverpossible. On
such rare occasion that a personal vehicle is approved for transportation of students,
the following requirements shall be met:

1. The driver of the vehicle shall be restricted to a teacher, school administrator,

other authorized school employee, parent or legal gu ardian with a minimumage
of twenty-five (25) years.

2. All students shall have written permission from a parent or legal guardian to fravel
with the group.

3. The number of students transported shall not exceed the capacity of the vehicle.

4. A photocopy of a valid driver's license of the driver(s) and insurance card of the
vehicle shall be taken and held by the school personnel. Insurance coverage shall
be no less $25,000 per person, $50,000 per accident, $10,000 property damage.
It shall also be documented that the driver of the vehicle and the vehicle’s owner
are aware thattheirinsuranceisthefirstline of defensein the event of an accident.

5. The Morehouse Parish School Board Personal Vehicle Transportation Form shall
be completed and signed by the driverfowner of the vehicle and the school
administrator prior to use of the vehicle.

6. The following items shall be visually checked and certified by the school
administrator prior to use:

A. Seating capacity is sufficient and seatbelts are available for all occupants.

B. Vehicle appears to be in good condition and proper working order.
C. Taillights, brake lights and signal lights work properly,
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D. Tires are in good shape and are not bald; dry rotted, damaged, etc.

E. Under no circumstances shall students be allowed fo ride in the back of
pickup fruck.

Ref: La. Rev, Stat. Ann. §17:81.
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RESPONSIBILITY FOR VEHICLE OPERATION

BOARD-OWNED OR LEASED VEHICLES

The Morehouse Parish School Board shall require that only authorized employees with
valid drivers’ licenses be allowed to operate and drive vehicles owned or leased by the
School Board. Authorized employeesshallbe those employees whom the school system
has authorized to drive School Board-owned or leased vehicles after having their driving
records and insurance qualifications examined for acceptability by School Board staff.

The Morehouse Parish School Board shall require the highest possible standards of
safety of its employees in the operation of vehicles owned, operated, or leased by or on
behalf of the School Board. Every empioyee shall observe all laws as well as School
Board policies, administrative regulations and procedures governing the use, care and
operation of vehicles. Accordingly, no person may be hired or employed for any position
which includes duties involving the operation of a School Board owned or ieased vehicle
who has a motor vehicle record with violations for driving while intoxicated or underthe
influence, leaving the scene of an accident, or other serious motor vehicle viotations, nor
whose driver's license is suspended.

DRIVER TRAINING

All transportation, food service and maintenance personnet who regularly drive
Morehouse Parish School Board vehicles shall be required to attend a driving refresher
course annually. This training shall consistof a minimumof four (4) hoursandshallcover
items pertaining to safe vehicle operation, defensive driving, vehicle use policies and
other related subject matter, The training shall be scheduled and a roster of attendees
maintained by the Transportation Department. School bus operators are notfincluded in
this fraining segment since their training is dictated by federal and state regulations and
is covered elsewhere.

The Superintendent andfor his/her designee shall maintain pertinent administrative
regulations and procedures govermning the use, care, and operation of any School Board
vehicle.

ARRESTS OR CITATIONS FOR MOTOR VEHICLE VIOLATIONS

A school bus operator shall report his/her arrest for violation of any law orlocal ordinance
that prohibits operating a vehicle while under the influence of alcohol or any abused
substance or controlled dangerous substance set forth in the drug schedules enumerated
in La. Rev. Stat. Ann.§40:964. School bus operator shall mean any employee or contract
operator of the School Board whose duty is to transport students in any school bus or
activity bus to and from school or to and from any school-related activity.
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The report shallbe made by the operator to the Supetrintendentor his/herdesignee. Such
report shall be made within twenty-four (24) hours of the arrest or prior to the operator
next reporting for his/her work assignment as a school bus operator, whichever time
period is shorter. Such report shall be made by the school bus operator regardless of
who owns or leases the vehicle being driven at the time of the offense for which the
operator was arrested and regardless of whetherthe operator was performing an official
duty or responsibility at the time of the offense.

A schoolbus operator whofalls to report his/herarrest for violations of operating a veh icle
as noted above shall be terminated by the School Board if the operator is serving a
probationary term of employment, or shall be subject to removal as provided for by state
law if the operator is tenured, If the bus operator is tenured, writien and signed charges
alleging such failure to report violations shall be brought against the bus operator.

Any School Board employee in any position which includes duties involving the operation
of a School Board owned or leased vehicle, or operating a private vehicle, atany time,
shall report by telephone and in writing to the Superintendentor his/her designee, any
citation, summons, or arrest for driving while under the influence of drugs or alcohdi,
driving while intoxicated, leaving the scene of an accident, driving while license is
suspended, or other serious motor vehicle violations, Such report shall be required
whetherthe usage is of a district owned or leased vehicle or a personalfprivate vehicle.
Failure to report any such violations within twenty-four (24} hours after any arrest or
citation shall be a violation of this policy and subject the employee to discipline including
the possible termination of employment. All reports to the Superintendent or his/her
designee shall be forwarded to the personnel office for review as to any possible
disciplinary action and reporting to the School Board's insurer. If denied coverage by the
insurer, an employee may be terminated.

in the eventa citation, summons or arrest involvesthe operation of aSch ool Board owned
or leased vehicle, the driving privileges of an employee may be immediately removed.
For an employee whose primary duty is the driving of a School Board owned or leased
vehicle, the employee may be su spended by the School Board with or without pay, or
terminated if the violation results in conviction, in accordance with School Board policy.

MOTOR VEHICLE DRIVING RECORD

The Superintendentor his/herdesignee shall,at a minimum of twice a year, submita list
of employees whodrive School Board-owned orleased vehicles, as wellas any employee
whose duties require the use of a School Board or privately owned vehicle in the course
and scope of their responsibilities, o the Louisiana Department of Motor Vehicles for
verification of driving records and for updating information provided to the insurer.

If a driver has been a residentof Louisianaforless than seven (7) years, a motor vehicle

record review shall be conducted for all prior states of residence going back seven (7)
years.
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In addition:

1. Any driving while intoxicated (DWI) conviction or refusal to submit to a lawful field
sobriety test shall result in disciplinary action up to and including suspension of
School Board driving privileges.

2. An employee whose driver’s license has been su spended for any reason shall not
be allowed to operate any vehicle in the performance of his/her employment.

Ref: La. Rev. Stat. Ann.§§14:32.1, 14:32.8, 14:39.2, 14:98, 14:98.1, 14:98.2, 14:98.3,
14:100, 17:81, 17:491, 17:492, 17:491.3, 17:493; Louisiana School Transportation
Specifications and Procedures, Bulletin 119, Louisiana Department of Education.
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USE OF PRIVATE VEHICLES FOR SCHOOL BOARD BUSINESS

AUTOMOBILE LIABILITY COVERAGE

The Morehouse Parish School Board recognizes that employees may need to use their
own vehicles for business reiated fravel. in order to receive reimbursement for travel
expenses, employees shall be required fo maintain adequate automobile liability
insurance in limits stipulated by the School Board. Verification of such coverage shall be
submitted to the School Board in order to be eligible for School Board reimbursement of
travel expenses.

In addition, employees who drive th eir personal vehicles for business related travel shall
be subject to periodic reviews by School Board personnel of their motor vehicle driving
records.

Ref: La. Rev. Stat. Ann. §§17:81, 32:861, 32:862, 32:863, 32:864, 32:865, 32:900.
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TRANSPORTATION SAFETY PROGRAM

The Morehouse Parish School Board recognizes the responsibility of all employees
who drive while on School Board business, school bus owners-operators and contract
bus operators, as well as all other bus operators to practice extreme caution while
driving, especially in fransporting children to and from school. All operators under the
jurisdiction of the School Board shall be morally and legally responsible fo conduct
himself/herself at all times in the discharge of his/herdutiesin sucha manner that every
precaution can be taken to afford maximum protection for themselves and the children
they may transport. Therefore, the School Board shall require the implementation,
maintenance, and observance of a transportation safety program.

BUS INSPECTIONS REQUIRED BY STATE

All buses and other vehicles used primarily for the transportation of students shall be
inspected by the assigned operator and the Superintendent or hisfher designee on a
regular basis. All school vehicles shall be inspected a minimum of twice a year, once
during June, July, or August, and certified as safe prior to the beginning of the school
session, and once during December, January, or February of each school year, by an
approved Louisiana Motor Vehicle Inspection Station. Buses fifteen (15) years of age
or older shall be inspected more frequently than other buses to assure effectiveness
of operation and safety of students. No bus shall be operated without a proper
inspection tag certifying that a bus has met or exceeded minimum safety standards.

Daily Trip Inspections

Before beginning, during, and after completing each assigned route, trip, or individual
run daily, all bus operators shall conduct pre-trip, en route, and post-trip inspections of
the vehicle and its special equipment to check for passengers, special equipment,
medication, efc. that may have been left on the bus. Before the bus operator exits the
bus after any trip or individual run, the bus operator shall immediately perform a post-
trip inspection of the interior of the bus for children or other passengers that may have
remained on the bus. The bus operator shall employ any means necessary to check
for children who may be underseats. The bus operator shall also check for damage to
seats, and articles left on the bus. Failure to check for children or other objects left on
the bus may result in discipline of the bus operator, up to and including termination.

ACCIDENTS

Any employee, owner-operator or contract bus operator, or anyone driving School Board
owned, leased, or rented vehicles involved in an accident, regardless of the damage,
while driving such a vehicle shall report the accident to the Transportation Supervisor
immediately following the accident or as soon thereafter as practicable and follow all
applicabie administrative regulations and procedures for reporting accidents. Any part of
the vehicle rubbing, scraping, or touching (other than buses, overhanging limbs, etc.)
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other objects or vehiclesin suchamann erto cause damage to the vehicle or other objects
constitutes and accident,

The School Board shalf require any bus operator or employee with a Commercial Driver's
License (CDL)ticketed for suspicion of driving while intoxicated (DWI) to be su spended. Any
operator or other employee with a CDL whois convicted of DWlor has th eirlicense revoked
shall be terminated immediately. All citations issued to any bus operator including hut not
limited to leaving the scene ofan accidentordrivingwith asuspended licensemu stbereported
to the Superintendentor his/her designee prior to the nextsch eduled bus route, and mustbe
followed by a written notification to the Supetfintendent or his/her designee within three (3)
working days. Failure to reporta traffic citation shall constitute breach of contract and may
result in grounds for termination.

USE OF CELLULAR TELEPHONES

The School Board may authorize the issuance of cellulartelephones to bus operators.
However, no person shall engagein a call on a cellular telephone or similar device while
driving a school bus. The use of cellular telephones by school bus operators may be
authorized in an emergency situation involving:

1. An emergency system response operator, 911 safety dispatcher, or school
administrator,

A hospital or emergency room,

A physician's office or health clinic;

An ambulance or fire department rescue service,;

A fire department, fire protection district, or volunteer fire department;

A law enforcement agency.

oo P N

Ref: La. Rev. Stat. Ann.§§17:81, 17:491.2, 17:492, 32:289, 32:398, 32:871; Louisiana
School Transportation Specifications and Procedures, Bulletin 119, Louisiana
Department of Education.
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CARPOOL AND BUS LINE SAFETY

The Morehouse Parish Schoo! Board shall require safety rules for carpool and bus lines
at any school that includes any of the grades kindergarten through five. The safely rules
shall require, butnot be limited to, the following:

1. Students shall remain a safe distance from the pick-up area behind something
material or immaterial intended to block passage, as deemed appropriate for the
particular school building.

2. Students shall waitin the pick-up area and wait for vehicles to come to a complete
stop.
3. A student being dropped off shall remain in the appropriate passenger restraint

until the vehicle in which hefshe is a passenger comes to a complete stop.

4. A studentin grades kindergarten through three shall be accompanied by a school
employee while hefshe is walking fo and from a pick-up area.

New policy: September 5, 2023

Ref: La.Rev. Stat. Ann. §17:81; Board minutes, 9-5-23.
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SCHOOL BUS SCHEDULING AND ROUTING

The Morehouse Parish School District shall provide school bus transportation for al
students living more than one mile from the school that they are assigned to attend.
Students living within one mile of the school may be allowed to ride a school bus when
the School District determines that conditions existto warrant such transportation. Other
students may be provided with school bus transportation in accordance with regulations
of the Louisiana Department of Education.

A reasonable time shall be established for each route and the bus operator shail be
expected to adhere to this schedule. By the same token, students shall be expected to
be at their respective bus stop when the bus arrives. Once a bus route has been
established, the bus operator shall not alter or change assigned routes withoutorder of
the Supervisor of Transportation. Any bus operator who feels a road is unsafe or
dangerous shall report such dangerous condition to the Superintendent or his/her
designee, and the bus operator may be allowed not to travel the road with the prior
approval of the Supervisorof Transportation, until the Superintendentor his/herdesignee
determines said road is safe or improved, or the situation has been reciified.

Buses must be routed so that no more than one bus will fravel the same route, exceptin
cases of definite apparent necessity. Each scheduled route will be plannedin full
consideration of the established limits for individual schools.

During inclement weather, bus operators may make more frequent stops.

LOADING AND UNLOADING OF STUDENTS

The loading and unloading of students onto and from school buses being utilized to
transport students shall be conditional on the following:

1. Bus operators shall be prohibited from loading or unloading students at school
whilethe bus is in a traffic lane of any type of street as definedin state faw and
require that students be loaded or unloaded on a shoulder, in a school parking lot,
or at other appropriate off-road location at the school as determined by the School
Disfrict. This requirementshall notapply if the shoulder of a municipal road is the
onlyavailable alternative and the municipality hasnotmade the shoulderavailable
by designating that area for loading and unloading students during designated
school zone hours.

2. Bus operators shall be prohibited from loading or unloading students at or near
theirhomes whiie the busis in alane of traffic unless the busis in the lane farthest
to the right side of the road so that there is not a lane of traffic between the bus
and the right-side curb or other edge of the road.
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3. Bus operators shall be prohibited from loading or unloading a studentin a location
on a divided highway such that a student, in order to walk between the bus and
his/her home or school, would be required to cross a roadway of the highway on
which traffic is not controlled by the visual signals on the school bus.

Street or highway means the entire width between the boundary lines of every way or
place of whatever nature publicly maintained and open to the use of the publicfor the
purpose of vehicular travel, inciuding bridges, causeways, tunnels, and ferries.

Ref: La. Rev. Stat. Ann. §§17:158, 32:1.
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SPECIAL USE OF SCHOOL BUSES

SCHOOL BOARD RELATED BUS USE

It shall be the policy of the Morehouse Parish School Board to permit the use of school
buses for student trips or excursions to enhance instructional activities. The use of
buses for such trips shall be strictly governed by regulations adopted by the School
Board andlor established by the Superintendent or administrative staff.  All
arrangements 'for any trip or excursion shall be made by either the transportation
supervisor or the Superintendent.

Any School Board owned or operated school or organization may use buses for athletic
or activity trips. The School Board shall be reimbursed by the school or organization the
expense equal to the cost of operation of the buses for the particular event. in addition,
the following guidelines shail also apply to the special use of any school bus:

1. For activities of an educational nature within the parish, the use of the buses
shall be requested by the principal of the school involved and it shall be limited in
time so as not to interfere with the regular route to which that bus is assigned.

2. For educational activities outside the parish, the use of the buses shall be limited
to transporting those students who are engaged in representing their school in
the principal activity for which the trip is required. The request shali also come
from the principal involved.

3. Approval for the use of the buses shall be requested at a time prior fo the trip
sufficient for the office staff to evaluate the request and to make the
arrangements necessary. All buses on all occasions shall be driven by a person
with a commercial driver's license with the appropriate designation and cettified
by Morehouse Parish School Board. The principal of the school involved shall be
held responsible for seeing that the above condition is met.

NON-SCHOOL BOARD RELATED BUS USAGE

Due to legal constraints and insurance requirements private and parochial schools and
or non-profit schoo! organizations residing within Morehouse Parish may only be
permitted to use Morehouse Parish School Board's buses upon written application to
the Director of Transportation and approval by the Superintendent or his/her designee.
Non-School Board usets shall employ drivers certified by the State of Louisiana and the
School Board. The Supetintendent is charged herein to ensure that all costs of these
transactions are recouped by the School Board in accordance with the State
Constitution and Louisiana Revised Statutes. In addition {o the prescribed, the School
Board shall require the following:
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1. Application for use of the School Board's school buses shall be submitted
through the Director of Transportation and approved by the Superintendent and
or desighee on a first come, first serve basis at least forty-eight hours (48 hrs.)
prior to the anticipated use.

2. Only school pupils, school personnel and school approved chaperones shall be
permitted to ride the bus during this “special use”.

3. All organizations requesting and using the School Board’s buses under this
section shall provide the following information attached to a trip request;

A. Certificate of Auto Liability Insurance evidencing “hired and non-owned”
coverage,
B. Certificate shall name Morehouse Parish School Board as additional

insured under that policy and minimum limits of one million dollars,
combined single limit.

4, Any use not directly related to Morehouse Parish School Board business shall be
charged at a rate set by the School Board.

Emergency situations shall be addressed by the Transportation Director with the verbal
or written approval of the Superintendent or his/her designee. In accord with best
practices, the use shall be documented and recovery of costs to immediately follow the
trip. Private and parochial schools should project their needs and make prior
arrangements (insurance certificates on file) with the Superintendent or his/her
-designee so as to be approved prior to the emergency need.

Ref: La. Rev. Stat. Ann. §§17:81, 17:158.
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AUTHORIZED PASSENGERS

The Morehouse Parish School Board directs that students shall not be allowed to ride to
and from school on any bus other than the one to which they have been assigned to ride,
except for legitimate reasons which shall be verified by appropriate school administrators.
To ride a differentbus, or to leave the bus at a differentiocation than the student's regular
stop, the studentshall be required to submit written permission from the stu dent's parent
or legal guardian and have prior approvat of the principal of the school where the student
attends. The principal shallinform the bus operator of the student's destination and stop.
Approval of the request shall be predicated on the availability of adequate seating
accommodations on the school bus.

A telephone call from the parentiguardian to the local school administrator (principal or
assistant principal) regarding the need for the studentto change buses may be accepted
but onlyin an extreme emergency. If the presence of the additional student causes an
overloading situation on the aliernate bus, the student shall not be allowed to change
from the original bus.

No one other than studenis shall be allowed to ride buses fo and from school. With the
exception of school personnel and chaperones, adults shall notbe permitted to ride buses

to any authorized school activity, such as athletic events, band concerts, etc, uniessitis
a school bus which has been designated as a bus for fans.

Ref: La. Rev. Siat. Ann. §17:81.
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SCHOOL BUS IDLING

APPLICABILITY

This policy shall apply to the operation of every Morehause Parish School Board-owned
an d/or contracted school bus.

RATIONALE

Diesel exhaust from idling school buses can accumuiate in and around the bus and
pose a health risk to children, drivers and the community at large. Exposure to diesel
exhaust can cause lung damage and respiratory problems. Diesel exhaust also
exacetbates asthma and existing allergies, and long-term exposure is thought to
increase the risk of lung cancer. Idling buses also waste fuel and financial resources.
The exhaustfrom buses idling pollutes the air around and inside the bus and possibly
inside the school building if the exhaust gets into heating and ventilating systems,
Diesel exhaustcontains small particles that can penetrate deep into the lungs to cause
lung damage, respiratory problems, and exacerbate asthma and allergies. Diesel
exhaust contains smog-forming and toxic air pollutants, some of which may be
classified as carcinogens by the EPA and other organizations. Children are more
susceptibleto the pollution because they breathe fifty percent{50%}) more air per pound
of body weight than adults and their respiratory systems are still developing.

PURPOSE

Eliminate all unnecessary idling by Morehouse Parish School Board school buses such
that idling time is minimized in all aspects of school bus operation.

GUIDANCE

1. It is recommended that all school buses, upon entering the school grounds, go
directly to the designated school bus parking area. Once parked, the engine should
be immediately shut off and passengers disembarked (following all safety
protocols for unloading passengers). The school bus engine should not be idling
to load passengers. On the retumn frip, the school bus engine should only be

started once all passengers are safely loaded and the bus has a direct path to exit
the campus.

2, When school bus drivers arrive at loading or unloading areas to drop off or pick up
passengers, they should turn off their buses as soon as possible to eliminate idling
time and reduce harmful emissions. The school bus should notbe restarted until it
is ready to depart and there is a clear path to exit the pick-up area. Exceptions
include conditions that would compromise passenger safety, such as:

A. Extreme weather conditions
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3. At school bus depots, limit the idling time during early morning warm-up to what
is recommended by the manufacturer (generally 3-56 minutes) in all butthe coldest
weather. ‘
4. Bus engine should not be started until all students have compietely boarded the

buswhen participatingin field trips, extracurricularactivities or other events where
students are transported off school grounds.

5. In colderweather, schools are directed to provide a space insidetheschoolwhere
bus drivers who arrive eatly can wait,

6. In colder weather, if the warmth of the bus is an issue, idlingis to be at a very
minimum and occur outside the school zone. The "warmed" bus is to enter the
school zone as close to pick-uptime as possible to maintain warmth and then shut
down.

7. All service delivery vehicles shall turn off the engines while making deliveries to
school buildings.

8. All drivers shall receive a copy of this bulletin at the beginning of every school
year.

9. A copy of this policy shall be provided upon request at ali times.
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MAINTENANCE AND REPAIR OF VEHICLES

All Morehouse Parish School Board vehicles are to be maintained in accordance wih
manufacturer's recommendations. Preventive maintenance schedules are inputintoan
automated maintenance program and weekly printouts are forwarded to the Bus Shop
Foreman to assure preventive maintenance work items are performed. Work orders for
repalrs shall alsobe issued from the automated maintenance program. Maintenance and
repairs to vehicles shall be input into the program upon completion of work for
documentation purposes. In addition to maintenance and repairs, work orders shall be
issued to the Bus Shop Foreman to assure that the annual state vehicle inspections are
accomplished.
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CHILD NUTRITION PROGRAM MANAGEMENT

The Morehouse Parish School Board believes the school district should have a sound
child nutrition program and that the child nutrition program should be an integral part of
the total educational program. The School Board also believes that the highest possible
sanitation standards should be maintained and thatevery effort should be made to make
it possible for every child to participate in the child nutrition program withoutregard to
race, color, disability, national origin, sex, or age.

GUIDELINES

Consequently, the School Board shall administer a Food and Child Nutrition Program in
accordance with federal and state standards and requirements as outlined by the
Louisiana Department of Education, including that only products that have met all state
cerlification requirements shall be utilized in child nutrition facilities. Uniform schoollunch
and breakfast menus shall be established for the schools with the provisions that a
cafeteria may, in addition to the uniformiunch, serve an additional menu to provide a
choice for pupils. Menus shall conformto USDA requirements and those of the Division
of Nutrition Assistance, Louisiana Department of Education.

The School Board, as the recognized child nutrition program authority for the school
district, shall annually approve the national school lunch program, school breakfast
program, U.S.D.A school commodity programs and any other related programs. The
approved agreement shall meet all specifications mandated by the Louisiana Department
of Education's Division of Nufrition Assistance.

Guidelines of the Louisiana Sanitary Code shall be strictly followed in the preparation,
serving, and cleaning of all child nutrition programs and facilities.

Each school shall abide by state and federal guideline restrictions on the operation of
concessions, canteens, snack bars, vending machines orotherfoed and beverage sales
or class parties. (Refer to policy JGB, School Wellness)

No supplies or foods, including leftovers, shall be removed from the child nufrition
department by any employee of the school system unless helshe has been authorized to
transfer the items to another school location. Disciplinary action may result for
unauthorized food removal.

Regulations prohibit the denial of any meals as disciplinary action to any child in
attendance at school. Denying meals to studentsfor disciplinary reasons associated with
disruptive behavior in the cafeteria, selling or loaning free or reduced-price meal badges
or barcodes, etc. is prohibited under Federal regulations. Disciplinary action used for
other unacceptable behavior should be applied in these situations.

SPECIAL EVENTS/MJSE OF CAFETERIA
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Special events should not interfere with the preparation and service of school lunch,
breakfasts, or snacks. School functions involving the use of the cafeteria shall be
arranged through the principal and approved by the Supervisor of Child Nutrition.
Wheneverthe cafeteria is used by the school, one or more of the child hutrition employees
shall be in charge to ensure control over child nufrition foods and fo ensure proper use
and care of equipmentand facilities. A Special Event form must be completed and sent
to the Supervisor of Child Nutrition atleasttwo (2) weeks in advance of the event. Events
that occur at scheduled times during the school year can be handled by sendingin one
notice listing all of the dates.

Ref: 42 USC 1751 et seq. (Schoof Lunch Programs);, 42 USC 1771 et seq. (Child
Nutrition); 7 CFR 210 (National School Lunch Program), 7 CFR 220 (School
Breakfast Program); La. Rev. Stat. Ann. §§17:82, 17:191, 17:192, 17:192.1,
17:193, 17:194, 17:195, 17:196, 17:197, 17:197.1, 17:198, 17:199, 39:2101,
40.4; Louisiana Sanitary Code, Louisiana Department of Health and Hospitals.
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INTERNET SAFETY AND DISTRICT NETWORK USE

The Morehouse Parish School Board recognizes the role of educational technologies in
stimulating innovative approaches to teaching and leaming and shifting the way
educators and students access and transmit information, share ideas, and contactothers.
In addition, techniology is a key componentin transacting the business of the system and
School Board. The connection of schools and offices to the global oniine community
brings new responsibilities as well as opportunities.

Network resources and technology are provided for educational purposes and to carry
outthe legitimate businessofthe School Board. The term educational purposes includes
classroom instruction activities and assignments, directed studentresearch, interpersonal
communication, professional development, collaborative projects, and the work of School
Board offices, departments, and schools. The School Board expects all employees,
students, School Board members, and any other users, who use computing and network
resources of the School Board, including electronic mail and telecommunications tools,
to apply them in appropriate ways to the performance of respon sibilities associated with
their positions and assignments.

The Superintendent shall be responsible for establishing appropriate guidelines, rules,
regulations, and procedures for exploring and using Intern etresources within the school
district to enhance leaming and teaching activities. Acceptable use of these resources
shall be consistent with the philosophy, goals, and objectives of the Morehouse Parish
School Board. :

INTERNET SAFETY

In compliance with the Children’s internet Protection Act, the School Board shall use a
technology protection measure that blocks and/or filters internet access to internst sites
which contain harmful materials or information, such as sites that contain obscene,
pornographic, pervasively vulgar, excessively violent, or sexually harassing material or
information, or sites that may contain information on the manufacturing of bombs or
incendiary devices. The technology protection measure that blocks and/or filters Internet
access may be disabled by an authorized individual for bona fide research purposes with
the permission of the Superintendent or authorized designee(s). This disabling is
permissible only for a student seventeen (17} years of age or older or an authorized
employee for the purpose as stated.

The network and Internet usershall be held responsible for hisfher actions and activities.
Responsibilities include efficient, ethical and legal utilization of nefwork resources.

As a matter of publiclaw, any document pertaining to the public business on a publicly
funded system is a public record, and this law applies to records stored on district
computers, file servers, and email and other data storage systems.

INTERNET USAGE
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Any use of the Internet that adversely affects its operation in pursuit of teaching and
learning or jeopardizes its use or performance for other community members is prohibited
and may result in loss of Internet privileges, suspension or other appropriate disciplinary
action. The provisions of this policy shall also apply to the use of private e-mail accounts
when access is altained using School Board equipment or networks and to access
attained through any authorized personal digital device while on School Board property.
The Morehouse Parish School Board shall not condone the use of the Internet for any
illegal or inappropriate activities and shall notbe responsible for any such use by staff or
students.

ACCOUNTABILITY

Faculty and staff use of School Board technology equipment, device and or network
resources shall be reserved for educational purposes and the conducting of business
aspects of the School Board. All personnel using school computers or a computer
network located on school property, or computers accessing the Internet shall be
accountablefortheir use. Teacher or class fileson the network shall be treated as School
Board property subject to control and inspection by School Board personnel. Access
codes or passwords shall be kept on file in a secured location by appropriate
administrators in case an inspection iswarranted. Use of the Internet, the SchoolBoard's
network resources, andfor any computers shall be considered a privilege and any
inappropriate use may result in appropriate disciplinary action and loss of privileges to
use any technology equipment or resources.

The School Board does not condone any illegal or inappropriate activities and shall not
be responsible for such use by staff. The School Board does not guarantee the rightto
use the Internet and reserves the right to suspend or terminate the privilege of any
individual at its sole discretion without notice, cause, or reason. Failure to adhere to
pertinent policies and/or regulations may resultin the loss of computer privileges, access
to the Internet and electronic mail accountand may resuitin further disciplinary action up
to and including termination. Furthermore, any activity that may be in violation of local,
state, or federal laws shall be reported to the appropriate law enforcement agency.

Access to the information resources infrastructure, sharing of information, and security of
intellectual products, all require that each and every user accept responsibility to protect
the rights of the community. Any materials or files, such as, but not limited to, lesson
plans, schedules, letters, memos, documents, programs, spreadsheets, databases,
and/or presentations created with Morehouse Parish School Board equipment and/for
facilities, or during periods for which the employee is compensated by the School Board
becomes the intellectual property of Morehouse Parish School Board. Any employee of
the School Boardwho, withoutauthorization,accesses, uses, destroys, alters, dismantles
or disfigures any School Board information technologies, properties or facilities, including
fhose owned by third parties, thereby threatens the atmosphere of increased access and
sharing ofinformation, threatens the security within which members of the School Board's
technology network may create intellectual products and maintain records, and has
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engaged in unethical and unacceptable behavior.

Users shall be responsible for the content of e-mail messages in their account. E-mail is
not a confidential medium for transmitting personal messages, and as such is viewed as
publicinformation. School Board administrators may at any time review communicafions
to maintain integrity system-wide and ensure that staff members are using the system
responsibly. The School Board shall have access to all e-mail, which may be routinely
and randomly checked. Inappropriate or profane messages, as well as messages that
disruptthe educational and administrative goals of the School Board may resultin loss of
privileges andjor disciplinary action. Messages relating to, or in support of, illegal
activities may be reported to the appropriate authorites. The School Board shall
cooperate fully with any local, state, or federal officials in any investigation con cerning or
relating to any mail transmitted on School Board computers.

An employee who encouinters a problem with a School Board computer, the School
Board's network or his/her assigned e-mail accounts, shall immediately report the
problem to the Superintendentor his/herdesignee. Anyone witnessing an employee or
studentabusinga School Board computer and/or the School Board’s network shallreport
such information immediately fo the Superintendent or hisfher designee.

UNAUTHORIZED AND ILLEGAL USE

While using School Board computers and the technology network, faculty and staff may
notbe underdirect supervision, but shall abide by School Board policy and administrative
regulations and procedures governingthe use of School Board computers and the School
Board's technology network.

Tampering with selection menus, procedures, or icons for the purpose of misleading or
confusing other users shall be prohibited. Any use by any person of School Board
technologyresources that incurs expensesto the school otherthan the monthlyuserfees
andrates shall be strictly prohibited. Furthermore, the computer system shallnotbe used
for commercial, political or religious purposes,

Use of School Board technology resources for any illegal activities shall also be
prohibited. lllegal activities may include butare notlimited to: (a) tampering with computer
hardware or software, (b) unauthorized entry into computers and files (hacking), (c)
knowledgeable vandalism or destruction of equipment, and (d) deletion of computerfiles.
Such activity is considered a crime under state and federal law.

SECURITY

Teachers and other personnel who have computers in their charge shali be responsible
for the security of those computers in terms of both hardware and software. Computers
must be secured such that students acting withoutthe consentor supervision ofateacher
or administrator cannot enter the network or access the Internet. Computers and other
network capable devices owned by the School Board but used off School Board property
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shall be used in compliance with all provisions of this policy.

Employees should not aliow others fo have access to or use their e-mail accounts or
disclose their, or others’ passwords. All employee passwords shall be on file with the
employee’s immediate supervisor. Should a password be changed, the employee shall
notify their supervisor immediately.

Employee’s e-mail accounts shall not be readily accessible by students.

DISCIPLINE AND DUE PROCESS

Compliance with this policy shalt be a condition of employment. Any employee who
violates this policy shall be subject to disciplinary action that may include up fo and
including employment termination.

All Morehouse Parish public schools shall cooperate fully with local, state, or federal
officials in any investigation concerning or relating to any illegal activities conducted over
the School Board’s network resources.

The résults of any investigation conducted under this policy shall be considered
admissible evidence in any proceeding related to workers’ compensation or claims for
unemployment compensation and in any other administrative proceeding, hearing or Civil
litigation when the inappropriate use of the School Board’s technology resources is
relevant. Action to discipline/terminate an employee under this policy shall be subjectto
any due process hearing that may be required by law and/or School Board policy.

TERMS AND CONDITIONS

Ali technology resources and equipmentshall only be usedfor lawful purposes. Unlawful
transmission of information or material in violation of Federal and/or State laws couldlead
to prosecution of an individual orindividuals responsible forthe unlawful action. The user
shall abide by the provisions of this policy and shall be held responsible for any unethical
or illegal activity. Any violation of this policy may mean loss of online privileges and/or
disciplinary measures by the Superintendent andfor School Board. Any inappropriate
activity by the user that constitutes a criminal offense shall be the legal respon sibility of
the user and not the school, school district, or School Board.

LIMITATION OF LIABILITY

The ‘Morehouse Parish School Board technology network and computer system is
provided on an “as is, as available" basis. The School Board does not make any
warranties, whetherexpressed or implied, including, withoutlimitation, those of fitnessfor
a particular purpose with respect fo any services provided by the system and any
information or software contained therein, The School Board uses a variety of vendor-
supplied hardware and software. Therefore, the School Board does not warrant that the
functions or services performed by, or that the information or software contained on the
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system will meet the user's requirements. Neither does the School Board warrant that
the technology network and any components shall be uninterrupted or error-free, nor that
defects shall be corrected.

The Schoo! Board shall not be responsible for any damage users may suffer, including,
butnotlimited to, loss, damage or unavailability of data stored on school district diskettes,
tapes, hard drives or servers, or for defays or changesin or interruptions of service or
misdeliveries or nondeliveries of information or materials, regardless of the cause. The
School Board shall not be responsible for the accuracy or qu ality of any advice, service,
or information obtained through or stored on school district computers and technology
network. The Schoo! Board shall not be responsible for financial obligations arising
through unauthorized use of the School Board technology network or the internet.

Opinions, advice, setvices, and all other information expressed by system users,
information providers, service providers, or other third party individuals in the system are
those of the providers and not necessarily the Schoo! Board.

The School Board shall cooperate fully with local, state, or federal officials in any
investigation concerning or relating to misuse of the School Board's computer systems
and networks.

Ref: 20 USC 7131 (Infernet Safety), 47 USC 254 (Children's Internet Protection Act
(CIPA)); La. Rev. Stat. Ann. §§17:81, 17:100.7, 17:280, 51:1951, 51:1952,
51:1953, 51:1954.
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EMPLOYEE USE OF SOCIAL MEDIA

The Morehouse Parish School Board recognizes the importance of incorporating current
techhology tools, including new methods of electronic communication, into the classroom
to enhancestudentleamning. It furtherrecognizesthe importance of employees, students
and parents engaging, learning, collaborating and sharing in digital environments. The
School Board strives to ensure that electronic communication tools incorporated into the
school curriculumare usedresponsiblyand safely. As practicable, the School Board shall
provide access to secure social media tools and approved technologies for use during
instructionaltime and for schoo! activities in accordance with policies EFA, Internet Safety
and District Network Use and IFBGA, Computer Access and Use for Students.

The Morehouse Parish School Board acknowledges that employees may engage in the
use of social media during their personal time. Employees who use social media for
personal purposes must be mindfulthattheyare responsible for their publicconducteven
when notacting in their capacities as school districtemployees. All employees, including
studentteachers and independent contractors shall comply with the requirements of this
policy when using electronic social media for personal purposes. ’

For the purposes of this policy, social media includes, but is not limited to, personal
websites, web logs (blogs), wikis, social network sites, online forums, virtual worlds,
video-sharing websites and any other social media generally available to the public or
consumers that does not fall within the School Board's technologies network (e.g., Web
2.0 tools, Facebook, Twitter, Linkedin, Flickr, YouTube).

SOCIAL MEDIA COMMUNICATIONS INVOLVING STUDENTS

Employees shall maintain a professional relationships with students at all times in
accordance with policies GAMIA, Electronic Communications Between Employees and
Students, and GBRA, Employee Conduct. All electronic communications with students
who are currently enrolled in the school district must be school-related and within the
scope of the employees’ professional responsibilities, unless otherwise authorized by this
policy. School personnel using School Board-controlled technological resources and
social media tools to communicate directly with students or to comment on student
matters through use of the Intemet shall abide by all policies governing such activities.
An employee seeking to utilize and/or establish a non-school-controlled social media
website for instructional or other school-related purposes shall obtain prior written
approval from the Superintendent or his/her designee and the principal and meet any
applicable requirements of policies EFA, Infernet Safety and District Network Use and
IFBGA, Computer Access and Use for Students.

The use of electronic media for communicating with students and parents is considered
an extension of the employee’s workplace responsibilities. Accordingly, the Morehouse
Parish School Board shall expect employees to use professional judgment when using
social media or other electronic communications.
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Employees shall be prohibited from knowingly communicating with current students
through a personal social network page. Any electronic communication made by an
employee to any studentenrolled in a publicschoolin this school districtor that s received
by an employee from any student enrolied in a public school in this schoo! district using
a means other than one provided by or made available by the school district shall be
reported by the employee in a manner deemed appropriate by the School Board,

EMPLOYEE PERSONAL USE OF SOCIAL MEDIA

The Morehouse Parish School Board respects the right of employees to use social media
as a medium of self-expression on their personal time. As role models for the school
district's students, however, employees shall be responsible for their public conduct even
when they are not performing their job duties as employees of the School Board.
Employees shall be held fo the same professional standards in their public use of social
media and other electronic communications as they are for any other public conduct.
Furthermore, employees remain subject to applicable state and federal laws, School
Board policies, and administrative regulations and procedures, even if communicafing
with others concerning personal and private matters. If an employee’suse of social media
interferes with the employee's ability to effectively perform his or her job duties or causes
a substantial disruption to the school environment, the employee shall be subject to
disciplinary action, up to and including termination of employment.

Employees shall be responsible for the content on their social media sites, including
content added by the employee, the employee’s friends or members of the public who
can access the employee's site, and for Web links on the employee's site. Employees
shali take reasonable precautions, such as using available security settings, to restrict
students from viewing their personal information on social media websites and to prevent
students from accessing materials that are not age-approptriate.

Employees shall be prohibited from accessing social networking websites for personal
use during instructional time or with School Board technological resources,

POSTING TO SOCIAL MEDIA SITES

Employees who use social media for personal purposes shall be aware that the content
they post may be viewed by anyone, including students, parents and community
members. Employees shall observe the following principles when communicating
through social media:

1. Employees shall not post confidential information about students, employees or
school district business.

2, Employees shallnotacceptcutrent students as “friends”or “followers” or otherwise
connect with students on social media sites, unless the employee and student
have a family relationship or other type of appropriate relationship which originated
outside of the school setling.
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3. Employees shall not knowingly allow students access to their personal social
media sites that discuss or portray sex, nudity, alcohol or drug use or other
behaviors associated with the employees’ private lives thatwould be inappropriate
to discuss with a student at school.

4. Employees shall not use profane, pornographic, obscene, indecent, ltewd, vulgar
or sexually offensive language, pictures or graphics or other communication that
could reasonably be anticipated to cause a substantial disruption to the school
environment.

5. Employees shall notuse the school district’s logo or other copyrighted material of

the district without express, written consent from the Morehouse Parish School
Board
8. Employees shall notuse Internet postings to libel or defame the Morehouse Patish

School Board, individual Morehouse Parish School Board members, schooldistrict
employees, or students.

7. Employees shall not use Internet postings to harass, bully or intimidate other
employees or students in violation of School Board policies or state and federal
laws.

8. Employees shall not post inappropriate content that negatively impacts their ability

to perform their jobs.

9. Employees shall not use internet postings to engage in any other conduct that
violates School Board policies and administrative procedures or state and federal
laws.

CONSEQUENCES

School Board personnel may monitor online activities of employees who access the
Internet using school technological resources. Additionally, the Superintendent or
designee may periodically conduct public Internetsearches to determine if an employee
has engaged in conductthat violates this policy. Anyemployee who has been found by
the Superintendentto have violated this policy may be subject to disciplinary action, up
to and including dismissal.

The Superintendent shall establish and communicate to employees guidelines that are
consistent with this policy. '

Ref: U.S.Constitution, Amend.I; 17 USC 101 et seq. (Copyrights); 18 USC 2510-2522
(Electronic Communications Privacy Act); 20 USC 12329 (Family Educational and
Privacy Rights); 20 USC 7131 (Internet Safety); 47 USC 254 (Children’s Internet
Protection Act}.
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COPYRIGHT

It is the policy of the Morehouse Parish School Board to abide by the provisions of the
Copyright Law of the United States and the Congressional Guidelines that delineate it.

The School Board does notsanction iflegal use or duplication of copyrighted materials in
any form. Employees who willfully violate the copyright position of the School Board do
- so at their own risk and assume all liability and responsibility.

The School Board directs that:

1. Unlawfu! copies of copyrighted materials may not be produced on School Board-
owned equipment or within School Board-owned facilities.

2. Unlawful copies of copyrighted materials may not be used with School Board-
owned equipment, within School Board-owned facilities, or at School Board-
sponsored functions.

3. Information about copyright law and guidelines shall be made available to all
employees.

The School Board delegates to the building level adminisirator the responsibility for

informing employees of the Copyright policy of the School Board and of provisions of the
United States Copyright Law.

Ref: 17 USC 101 et seq. (Copyright Act of 1976), 37 CFR 201 (Patents, Trademarks
and Copyrights).
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BUSINESS CONTINUITY AND TECHNOLOGY DISASTER RECOVERY

The Morehouse Parish School Board recognizes the importance of maintaining and
protecting computer hardware and software, including necessary equipment and
supplies to maintain computer operations in the eventof a disaster. The School Board
shall authorize the Superintendent and/or his/her designee to maintain appropriate
regulations and procedures for the proper usage of School Board owned or leased
computer equipment and the protection of electronic media, applications, and stored
user data.

Such regulations and procedures shall assure that the following are addressed:

1. Device patching, anti-virus software, critical business functions, and any backup
and restoration planning.

2. A Business Gontinuity and Technology Disaster Recovery Plan shall be created
that establishes actions to be taken before, during, and after an occurrence,
undesirable event, or disastet. The Plan shall be updated on a continuing basis
and presented to the School Board.

CYBERSECURITY TRAINING

The School Board through the Superintendent shall identify employees or School Board
members who have access fo the School Board's information technology assets and
require those employees and School Board members to complete cybersecutity training.
Each School Board member or employee with access to the School Board's information
technology assets shall complete this training within the first thirty (30) days of initial
service or employment with the agency.

The Superintendent and/or his/her designee shall verify and report to the Louisiana
Department of State Civil Service on the completion of cybersecurity training by
employees. The Superintendentand/or hisfher designee shall periodically reguire an
internal review to ensure compliance.

The School Board through the Superintendentshall requireany contractorwhohas access
to School Board information technology assets to complete cybersecurity training during
the term of the contract and during any renewal period.

Completion of cybersecurity training shall be included in the terms of a contract awarded
by a state or local government agency to a contractor who has access to its information
technology assets.

The person who oversees contract management for the School Board shall report each
such contractors completion to the Superintendent and periodically review agency
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contracts to ensure compliance. The Superintendentand/or his/her designee shall verify
and report to the Department of State Civil Service on the completion of cybersecurity
training by each such contractor.

Ref: La. Rev. Stat. Ann. §§17:81, 42:1267, 1-14-21.
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INSURANCE AND RISK MANAGEMENT

The Morehouse Parish School Board recognizes that proper management of the school
district includes concern for the safety of students, employees and the general public as
well as concern for protecting the system's property from loss. No new School Board
policy, regulation, or procedure shall be adopted or approved by the School Board without
first giving careful consideration to the school district's risk exposure.

The Superintendent or his/her designee shall be responsible for establishing a risk
management and insurance program governing all property, employee, and program
tisks related to the performance of the educational and service missions of the school
system. The risk managementand insurance programshallinclude means foridentifying,
eliminating, reducing, retaining or transferring risk exposures. The School Board realizes
that the assumption of some predictable risk is the most economicaliy feasible method of
treating certain exposures. When in the apparentbest interest of the school system, the
School Board may budget for, and retain, limited and predictable risks of financial loss.

When the purchase of insurance is deemed necessary, such purchase shall be made on
the basis of service offered by the insurer, the reliability and financial stability of the
insurer, and the price of the insurance as competitively determined.

The School Board does not recognize any obligation fo purchase insurance from a
particular agent, broker, insurerrepresentative, or state insurance fund of any kind other
than an obligation based on the above stated considerations.

The responsibility for administering the total insurance program shall be delegated fo the
Supertintendentand the administrative staff. Underlying such administrative delegation,
specifications for insurance coverage of various types shall first be prepared for review
and approval by the School Board. Approved specifications shall be forwarded to all
interested companies who wish to submit competitive bids. Any modification of these
specifications which may fromtime to time be considered necessary because of changes
in the law or substantial change in the School Board's exposure value shall be brought
before the School Board for discussion and adoption.

The Superintendent may seek professional risk management advice, if necessary, in
order to develop, implement and maintain an effective risk managementand insurance
program for the Morehouse Parish School Board.

Ref: La. Rev. Stat. Ann. §§17:81, 17:159.2, 17:169, 32:601.
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EMPLOYEE INSURANCE COVERAGES

The Morehouse Parish School Board may offer or provide benefit services to its
. employees to enhance the workplace environment and working relationship of all
employees. If approved by the Morehouse School Board, such benefits shall be
designed to improve the health of all employees, thus promoting an efficientand healthy
workplace,

HEALTH INSURANCE

The Morehouse Parish School Board shall contract with a health care provider for
health, hospitalization, and life insurance benefits for its eligible School Board members,
employees, retirees, and/ortheir spouses and children. The School Board may pay any
portion of an employee's premium it so designates provided the School Board's portion
meets the minimum contribution by the Louisiana Office of State Group Benefits.
Employees and retirees shall be responsible for any portion of the employee's health
care premium not paid by the School Board.

Any qualified employee, retiree, School Board member, together with dependents, shall
be eligible to participate in the hospitalization and health care coverage selected by the
School Board. Any employee who terminates his/her employment with the School
Board shall not be covered by the School Board's health care plan as of the date of
termination. However, any employee who terminates employment with the School
Board may apply for continued health care coverage in accordance with regulations of
the Consolidated Omnibus Budget Reconciliation Act (COBRA).

AUTOMOBILE LIABILITY INSURANCE

The Morehouse Parish School Board shall require all employees of the Morehouse
Parish School Board who use their own vehicles while on official school business during
the course of their employment to carry automobile liability insurance. The amount of
coverage shall be at least that required by state law or a minimum which may be set by
the School Board.

UNEMPLOYMENT COMPENSATION

The School Board shall use the reimbursing employer method of participating in
financing the School Board's share of unemployment compensation as permitted by
state law.

Ref: La. Rev. Stat. Ann. §§17:1201, 17:1221, 23:1034, 23:1081, 23:1472, 32:601,
42:821, 42:851, 42:851; lsrael v. Gray Ins. Co. 720 So.2d 803(98-525 La. App. 3
Cir. 10/28/98).

Morehouse Parish School Board




FILE: EGAA
Cf; GAME, GAMEA, GERIB

WORKERS' COMPENSATION

The Morehouse Parish School Board shall authorize and direct the Superintendent to
ensure workers' compensation coverage for its employees. Employees injured while
acting in their official capacity shall be entitled to appropriate workers’ compensation
benefits prescribed understate statutes for the period of time whileinjured. Any employee
reporting an injury or incapacitation due to a work-related accident shall be required to
submit proper certification of the injury andfor incapacitation from a licensed physician.

At the time of employment, all employees shail be required to complete a questionnaire
about their health and any previous accidents, injuries, or workers’ compensation claims
submitted, which shall be maintained in the employee’s personnel file.

REPORTING OF ACCIDENTS

Should an accident occur to an employee while in the course of his/her duties, the
employee shall immediately notify his/her supervisor. Once reported, a detailed report
shall be submitted by the employee's supervisor to the Superintendentor designee within
five (5) days of the accident. Additional written commentary aboutthe accidentmay also
be required from the employee's supervisor. Periodic medical exams and subsequent
reports verifying prolonged disability may be required as needed.

immediately following any accident, whether or notinjury occurs, the administrator of the
school or facility shall file an Investigation of Accident Report with the Superintendentor
designee. If an injuryoccurs, an LWC-WC IA-1 Form (Louisiana Workforce Commission,
Worker's Compensation — Employers First Report of Injury or iliness) must also be
completed.

BENEFITS

Employees injured while on official schoolbusiness shall be entitled to applicable workers’
compensation benefits in accordance with state law.

Sick leave benefits may be used to supplementworkers’ compensation benefits. If a
feacher chooses to utilize currentand accumulated sick leave benefits in conjunction with
workers compensation benefits, the combination of the two benefits shall not be more
than 100% of the feacher’s salary at the time of injury. In this situation, the balance of
the teacher’s current and accumulated sick leave days shall be reduced by the
corresponding percentage of the teacher's salary paid for with sick leave benefits.

If an employee who has chosen to simultaneously receive both workers' compensation

wage benefits and current and accumulated sick leave benefits exhausts all sick leave
days, he/she shall thereafter receive only workers' compensation wage benefits.
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ALCOHOL AND DRUG USE

No workers' compensation benefits shall be allowed for an injury caused by the injured
employee's intoxication at the time of injury.

In order to support a finding of intoxication due to alcohol or drug use, the School Board
shall have the right to administer drug and alcohol testing or demand that the employee
submit to drug and alcohol testing immediately after the alleged job accident. Such
alcohol and drug testing shall be administered in accordance with School Board policy.
if the results of the drug test are positive, or the alcohol tests show blood alcohol equal fo
or greater than the limits outlined in state law, the employee shall be considered
intoxicated, in which case the employee shall not be entifled to any workers'
compensation benefits.

If the employee refuses to submit to drug and alcohol testing immediately after the
accident, then it shall be presumed that the employee was infoxicated at the time of the
accident, in which case the employee shall notbe entitled to any workers' compensation
benefits.

Alldrug and alcohol testing shall be in accordan ce with state law and School Board policy.

LOSS CONTROL

The School Board, recognizing the potential severity of on-the-job injuries and its costs
to the school system and employees, shall require the Superintendent to maintain an
aggressive loss control program aimed at reducing and confrolling risks of personalinjury
to employees and property damage to School Board facilities. The loss control program
shall assure compliance with all safety and health laws, ordinances, and regulations that
apply to the work place. -

SETILEMENT OF CLAIMS

The Superintendent shall be authorized to seftle workers' compensation claims after
consultation with School Board counsel and the third-party claims administrator.

Ref: La. Rev. Stat. Ann. §§17:1201, 23:1021, 23:1031, 23:1034, 23:1081, 23:1121,
23:1124, 23:1201, 23:1208.1, 23:1224; lsrael v. Gray Ins. Co,, 720 So2d 803 (98-
625 La, App.3 Cir. 10/28/98).
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STUDENT INSURANCE PROGRAM

The Morehouse Parish School Board may make available studentaccidentinsurance for
purchase for students attending Morehouse Parish public schools. If such student
accidentinsuranceisavailable, an application formprovided by the insurance carriershall
be sent home with students during the first week of school. For football players, an
application form shall be offered to each player prior to the start of summer football
practice. The schools shall notbe liable forany premium payment. Claim forms shall be
furnished by the insurance carrier and copies shall be available in the school office.

The School Board does not assume liability for accidents to students or fo athletes who
do not carry insurance nor does it assume liability for accidents to students who carry
insurance beyond the policy coverage (this includes special foothall coverage).

EXTRACURRICULAR ACTIVITIES INSURANCE COVERAGE

The parentsflegal guardians of all students, or the student if eighteen (18) years of age
or older, participating on any interscholastic athleticteam, including varsity football, junior
varsity football, junior high football, all basketball, baseball, track, swimming, any other
competitive sport for boys or gitls, cheerleading squads, dance team, band, and any
sponsored work-based program, shall be required fo purchase student accident
insurance or shall be required to sign a Student Insurance Waiver form declining student
Insurance, submitting the name of the private insurance company the parents use, and
acknowledging full responsibility for any expenses associated with any injury suffered by
the studentas a resultof participating in any extracurricular activity. The insurance fom
shall be presented to the school before the studentshall be permitted to participate in any
athletic or other activity for which insurance coverage is needed.

Ref: La. Rev. Stat. Ann. §17:81.

Morshouse Parish School Board



FILE: EGC
Cf: DIC

PROPERTY INSURANCE

The Morehouse Parish School Board, recognizing the value and importance of its
buildings and other physical facilities, shall purchase adequate insurance for all property
of the School Board, both real and personal, against loss or damage by fire, vandalism,
theft and other hazards. The insurable value of all property shall be recorded and
maintained periodically to assure purchase of property insurance with appropriate limits.
The Superintendent and administrative staff shall be responsible for overseeing the
evaluation of all School Board property in order to protect it from loss through the
purchase of adequate and appropriate insurance coverages.

in determining the amountof insurance to be carried, there shall be included in the cost
or insurable value thereof the actual cost and/or replacement value of the building itself
(including the foundation), including all built-in, fixed, and attached fixtures and
equipment; and including also all water, sewage, and utilities fixtures and equipment
located within the confines of the building and above the foundation; and including also
all loose or movable furniture, fixtures, and equipment.

All insurance policies shall contain a provision by endorsement or otherwise, specifying
that such insurance policy shall also protect the insured for any necessary fees for
architects or engineers employed by theinsured as a result of loss to the property insured.

When any property covered by insurance of the School Board is lost, damaged, or
destroyed, a notice concerning the loss shall be sent immediately to all affected
companies, or their representatives, cairying insurance policies on said property.

The Superintendentor histher designee shall act as adjustor for the School Board in the
setflement of losses. The School Board may authorize the services of a third party to
assist in adjustment of any loss. The Superintendent shall recommend to the School
Board a basis for setflement, inciuding summarized statement with such details as may
be necessary as the basis of setlement. The School Board shall consider for approval
any setflement recommendation from the Superintendent.

Ref: La. Rev, Stat. Ann. §17:81.
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DAMAGE TO EMPLOYEE’S PERSONAL PROPERTY

The Morehouse Parish School Board shall not be held responsible for any employee’s
personal property or items which may be stolen, lost or damaged while on school
premises. '

DAMAGES TO EMPLOYEE VEHICLES

The School Board shall not be responsible for damages to glass, exterior body paris, or
mechanisms of vehicles on a school campus except when damage is the direct resuit of
school-owned and operated equipment. Proof of damage by school-owned and operated
equipmentmust be witnessed by an adult and a signed written report of such damage
shall be made immediately following the incident.

Ref: La. Rev. Stal. Ann. §17:81.
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CASUALTY INSURANCE

SCHOOL BUS LIABILITY COVERAGE

The Morehouse Parish School Board shall require each contract bus operator ten (10)
days prior to the commencementof each school year, to provide the Su perintendent and
his/her designee with a copy of his/her insurance policy covering a fuliyear and a paid
recelpt for the policy. Should any coverage aspects or insurance provisions change
during the year, the bus operator shall notify the Superintendentor hisfherdesigneewithin
twenty-four(24) hours of receipt of nofification, Failure to comply with these requirements
shall result in suspension without pay of the bus operator until such time as the bus
operator is in compliance.

Each policy shall name the Morehouse Parish School Board as an additional named
insured and must provide the minimum liabilfity coverage of $1,000,000 and such other
limits as the School Board may determine.,

The Schoo! Board shall provide for insurance on district-owned buses, if any.

AUTOMOBILE LIABILITY

The Morehouse Parish Schoo! Board shall require employees of the School Board, who
use their own vehicles while on official school business during the course of their
employment, to carry automobile liability insurance. The amountof coverage shall be at
least that required by state law or higher limits as set by the School Board.

Persons using their own vehicles shall submit verification of coverage to the

Superintendent or his/her designee before commencing any travel or being eligible for
expense reimbursement.

Ref: La. Rev. Stat. Ann. §§17:159, 17:189.1, 17:169.2, 32:861, 32:862, 32:863,
32:863.1, 32:864, 32:865, 32:898, 32:899, 32:900.
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CONTRACTORS AND VENDORS

The Morehouse Parish School Board shall require all contractors and vendors doing
business with the School Board to maintain adequate insurance coverage. Such
coverage shall include workers' compensation and third party liability coverage. The
contractor or vendor may not appear at the facility either to unload materials or to begin
work until a valid insurance certificate has been provided to the Superintendentor hisher
designee. If the contractor or vendor cannotprovide these coverages, an othercontractor
or vendor may be secured,

1. No contract shall be countersigned by the Superintendent or authorized School
Board representative unless a valid insurance certificate has been provided.

2. Once a valid insurance certificate has been received, the Superintendentorhis/her
designee shall assure that the certificate is valid and meets the limits prescribed in
the specifications and/or contract agreement.

Ref: La. Rev. Stat. Ann. §17:81.
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FACILITY EXPANSION PROGRAM
GOALS AND OBJECTIVES

It shall be the objective of the Morehouse Parish School Board to authorize the
construction or renovation of a sufficientnumberof school buildings to meet the demands
of present and future student enroliments and, in doing so, provide the most productive
educational environment possible for students at the lowest expenditure of tax dolfars.

Decisions pertaining to the construction of educational facilities shall be made only after
an attempt has been made to carefully consider the viewpoints and needs of students,
teachers, parents, and other taxpayers and receive periinent advice from qualified
orofessionals.

Architects employed by the School Board shali be expected to plan for utility, simplicity of
design, sound economics, including low long-range maintenance costs and insurance
rates, high educational utility, flexibility, and energy conservation.

Ref: La. Rev. Stat. Ann, §17:81.
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FACILITIES PLANNING

It shall be the responsibility of the Morehouse Parish School Board to consider, revise
and adopt recommendations of the Superintendent and members of histher staff for
planning adequate buildings and equipment for the school district. All such plans and
recommendations should be in keeping with state building rules and regulations.

The School Board shall instruct the Superintendent to coordinate all phases of the
building effort. Such coordination shouldinclude butnotbe limited to direction of planning
activities, investigation of potential funding sources, and overall supervision of all building
projects once construction begins. The Superintendentshall keep the School Board fully
informed and make recommendations which he/she deems are appropriate relative fo
time allowance differentials, change orders and final approval of completed projects.

The School Board and Superintendentshall prepare education specifications for a new
facilityand an architect shallthen be retainedto translate those specificationsinto building
designs and construction specifications. The Superintendent shall be authorized to
secure the services of experts in the areas of school plant planning to work with
professional personnel, citizens, students and administrative personnel during
educational specification preparation if he/she considers such assistance beneficial.

The School Board shall select, upon the recommendation of the Superintendent,
architects and/orengineers as needed to design new school buildings and/orto renovate
existing buildings. All such persons, i.e. architect and general contractor, shall post a
performance bond with a surety company licensed to do business in Louisiana. All
architects shall carry errors and omissions insurance.

Ref: La. Rev. Stat. Ann. §§17:81, 38:2219, 38:2241; Louisiana Handbook for School
Administrators, Bulletin 741, Louisiana Department of Education.
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ARCHITECTURAL AND ENGINEERING SERVICES

The Morehouse Parish School Board shall employ certified architects and engineers, in
an objective and equitable manner, at approved fees, to perform professional services for
projects involving planning, design or study in specialized fields, such as site
development, plumbing, heating, air conditioning, structural, foundations, electrical,
communications, and others.

Selection of credentialed professionals fo provide appropriate services for the School
Board's capital projects shall utilize a gualifications-based process. The process shall
foster falrand open competition to select the person(s)whois best able to produce quality
projects within budget and on schedule.

The School Board shall notappointarchitects to do detailed drawings and specifications
on any construction project until such project is scheduled within the next fiscal year to
begin construction.

Contracts with architects/engineers shall be in writing, and prior to execution and approval
by the School Board, be reviewed by the School Board's attorney. Compensation/ffees
paid to architectsfengineers shall be agreed to by the School Board, in accordance with
a formulafor calculation of fees as adopted by the School Board, and stipulated in the
contract upon its approval.

Prior to the commencement of work under a confract, the architect/engineer shall fumish
the School Board a Certificate of Insurance indicating the proper insurance coverages in
limits established by the School Board.

After submission by the architect/engineer of the original drawings of the project, any
corrections necessary shall be made within the time frame allotted in the confract. Once
corrections have been made, the title drawing shall contain a note signed by the
architect/engineer that he or she cerlifies any corrected drawings. All changes or
deviations from original plans must also be noted on the drawings modified. One clear,
sharp and legible copy of the plans shall be provided, signed with live stamp of the
architect/engineervisible. Plans shall also be submitted on a diskette or cd-rom disk in a
digital format approved by the School Board.

The architect/engineershall, by signing the contract, agree thatanyand all disputes under
the contract, including disputes with related third parties who do any work refated fo this
contract, shall be tried in the proper local district court forthe State of Louisiana and does
formally agree not to raise and does waive any pleas of lack of jurisdiction and/or venue
in the event of suitby any party under the contract.

Ref: La. Rev. Stat. Ann. §17:81.
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SUPERVISION OF CONSTRUCTION

The Morehouse Parish School Board shalf require from the Superintendent or his/her
designee, or the designated construction supervisor, which may be a School Board
employee or outside agent, a periodic review of the architect's activities in his/her
administration of building construction. The Superintendentshall make periodic reports
certifying by his/her personal knowledge thatthe work of the construction contractor and
the architect is being performed in accordance with plans, specifications, and contracts.
In addition to the periodic reports, a semi-annual report on all construction aspects, to
include the work of contractors and architects, shall be presented to the School Board.

The School Board shall require major projects under construction to be inspected on a
weekly of more frequent basis as determined by the construction supervisor or other
representatives of the School Board. The results of such inspections shall form the basis
of reports given to the School Board regarding building progress.

Requests made by contractors for extensions of time to their contracts, for delay or days
missed due to inclement weather, shall be documented on a day by day basis and
submitted for the. School Board's consideration. No extension shali be granted where
proper documentation has notbeen submitted and the penalty clause of the contractshall

be enforced.

Ref. La. Rev. Stat. Ann. §17:81.
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SITE ACQUISITION

The Morehouse Parish School Board believes that site selection and developmentshould
start from the premise that the school is an integral and inseparable part of the total
community. Since the school is a community insfitution, it should refiect this relationship
physically as well as ideologically.

The mannerand extent to which a site serves a school district's educational needs should
be considered as only one aspect of its adequacy. Adequacy should aiso be appraised
in respect fo its potential for contributing to the scope and depth of many other cultural
functions in the community.

The state legislature has charged local school boards in Louisiana with the sole
responsibility for selecting and acquiring, through donation or purchase, school sites and
this authority cannot be delegated. The processes of selection, however, concern the
entire administration and supervisory staffs, and others with special skills and insights.
The Superintendent, therefore, shall be authorized to establish such criteria and
procedures as are necessary to assure the citizens and School Board that the best
possible sites are being acquired for the least expenditure of public funds.

The site acquisition procedure shall follow all necessary procurement laws such as
advertisement, procurement of an appraisal, due diligence period, and all applicable
contractual language. Furthermore, the School Board shall act on each and every
acquisition by passing a Resolution authorizing such acquisition. The School Board shall
consider the advice of appropriate staff and others as deemed appropriate.

PURCHASE OF PROPERTY

The School Board shall require the Superintendentor his/her designee to obtain a written
appraisal of any property being considered for purchase and make the appraisals
‘available for review by the School Board members. At leasttwo (2) real estate appraisals
shall be required, and submitted by state certified appraisers. The School Board
members shall be provided all relevant information and details of any proposed property
fransactions before the School Board takes action on the proposal.

In order to ensure that there are no conflicts of interest, all proposed sellers of real
property shall be identified. Once the School Board approves the purchase of real
property, the School Board shall approve a formal resolution authorizing the purchase of
the property from the actual seller(s).

EXPROPRIATIONS

The Morehouse Parish School Board may expedite the purchase of a given piece of
property for public school purposes in order that negotiations with the owner may begin
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immediately. The School Board shall maintain communication with the owner or hisfher
counsel as proceedings develop in order to provide an opportunity to negotiate a
purchase rather than resort to or continue court action. It shall be the School Board's
declared intentio negotiate reasonably and amicably and to avoid friction when possible
while continuing negotiations. However, if a problem arises during negotiations which
delays acquisition of the property by the School Board, expropriation proceedings may
ensue as provided by law to enable the School Board to acquire the property.

Ref: Constitution of Louisiana, Art. |, Sec. 4; La. Rev. Stat. Ann. §§17:81, 19:1, 19:2,
19:2.1, 19:2.2.

Marehouse Parish School Board 2of 2



FILE: FGG
Cf. BJED

CHANGE ORDERS

The Morehouse Parish School Board, in order to increase or decrease the amountofa
contract after bids have been officially accepted by the School Board, shall require the
approval of a change order. A change order shall be submitted by the contractor to the
project architect or the School Board employed construction manager and upon his/her
recommendation, such change orders shall be submitted to the Superintendent for
his/herrecommendation of action to be taken by the School Board. The School Board
shall permit change orders notto exceed $25,000.00 to be approved upon agreement
by both the Superintendent and the School Board President without needing further
School Board action. The Superintendentshall beresponsible to natifyall School Beard
members of the change order and the amount.

If the change order is approved by the School Board or Superintendentand School
Board President, in consultation with the architect or the School Board employed
construction manager, shall put the change order into effect and make it a part of the
official contract price.

All public work contracts shall contain provisions authorizing the issuance of change
orders within the scope of the contract. The Morehouse Parish School Board, in order to
increase or decrease the amountof a contract after bids have been officially accepted by
the School Board, shall require the approval of a change order. Change orders shall not
exceed the total approved project budget.

All change orders shall be submitted by the contractor, in writing, to the project architect
or the School Board employed construction manager and, upon his/herrecommendation,
such change orders shall be submitted to the Superintendent or his/her designee for
consideration and recommendation to the School Board for approval. Once a change
order is approved, the Superintendent or his/her designee, in consultation with the
architect or the School Board employed construction manager, shall putthe change order
into effect and make it a part of the official contract price.

Any change order that is outside the scope of the contract and in excess of the contract
limit as defined under La. Rev. Stat. Ann. §38:2212 shall be let out for public bid.

Any change order pertaining to a public work which is notrequired to be putout for public
bid shall either be negotiated in the best interest of the School Board or let out for public
bid. Where the change order is negotiated, the School Board shall require that said
change order be fully documented and itemized as to costs, including material quantities,
material costs, labor, taxes, insurance, employee benefits, other related costs, and
overhead. Where certain unit prices are contained in the initial coniract, no deviations
shall be allowed in computing negotiated change order costs.

Ref: La. Rev. Stat. Ann. §§38:2211, 38:2212.
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SCHOOL BOARD INSPECTION AND ACCEPTANCE OF NEW FACILITIES

It shall be the policy of the Morehouse Parish School Board that the acceptance of new
construction be withheld until completion is certified by the architect, alongwith the School
Board construction manager and Superintendent.

No such cettification shall be made until all contractual agreements have been met to an
extent considered satisfactory under the Louisiana laws and prescribed School Board
standards.

Upon completion of the construction, the School Board, Superintendent or his/her
designee, and the architect, along with the School Board construction manager, shall
make an inspection of the project before the School Boatd may accept the finished
product. Any payments involved shall be reviewed at this time, and the School Board,
with advice of the architect, shall have final authorization for any payment.

Ref: La. Rev, Stat. Ann. §17:81.
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