FILE: CG
Cf: DIE, GAK, JR

ADMINISTRATIVE RECORDS

Most school district records are public records and are available for inspection by
any person at reasonable times during normal business hours. However, certain
school district records, including but not limited to pupil school health records, pupil
report cards, supervisory reports on teachers, budget worksheets, personnel
folders, and other records or information exempted by state are federal law are
considered confidential and are therefore, exempt from disclosure under
Louisiana’s public records statutes. Access to or the release of privileged
information such as pupil or personnel records shall be governed by appropriate
regulations and procedures.

The Superintendent or his/her designee shall be designated as the official custodian
of records for the Lafayette Parish School Board. Maintenance of all records shall
include proper procedures to protect the safety, security, and confidentiality of
records. Official records of the school district shall not leave the school or district
premises except for official school business.

Any person may request in writing a time to see such public records with the office
of the Superintendent. After receiving such request, the school district will make
the records available during normal business hours, as expeditiously as possible,
depending on the scope of the request. Any request to view records shall clearly
state the specific records desired.

Notwithstanding any other provision of law or rule or regulation to the contrary, a
School Board member and any other person authorized pursuant to written policy
of the School Board shall have the right to examine any or all records of the school
system except school employee records relative to evaluations, observations,
formal complaints, and grievances. However, the School Board, upon majority vote
of the total School Board membership, shall have the right to examine any or all
records of the school system.

EMPLOYEES' & STUDENTS’ SOCIAL SECURITY NUMBERS

Except as required by applicable law, regulation, or policy of the Louisiana Board
of Elementary and Secondary Education (BESE), the School Board shall not use
the social security number of a teacher, district/school employee, or student as a
means of identification for the teacher, employee, or student. The teacher,
employee, or student shall not be required to include or provide his/her social
security number on any form or other written document unless


http://caps.lpssonline.com/Policies/DIE_new_final.htm
http://caps.lpssonline.com/Policies/GAK.htm
http://caps.lpssonline.com/Policies/JR-19b.htm

1. A social security number is required by any applicable law, regulation or policy of BESE;
or

2. The form or written document is required for employment, retirement, application for
leave or an individualized education plan.

The School Board or any school official or employee shall not provide access to any
form or document on which the social security number of a teacher, district/school
employee, or student appears to any person other than the following:

1. Any official or employee of the district/school at which the teacher or employee works,
the student attends, the School Board, or the Louisiana Department of Education, when
such access is necessary for the performance of the duties and responsibilities of the
official or employee.

2. Any person authorized to have such access by the teacher, district/school employee,
or student.

PRESERVATION OF RECORDS

All persons and public bodies having custody or control of any public record, other
than permanent records required by existing law to be kept for all time, shall
exercise diligence and care in preserving the public record for the period or periods
of time specified for such public records in formal records retention schedules
developed and approved by the state archivist and director of the division of
archives, records management, and history of the Louisiana Secretary of State. In
all instances in which a formal retention schedule has not been executed, such
public records shall be preserved and maintained by the School Board for a period
of at least three (3) years from the date on which the public record was
made. However, when copies of an original record exist, the original alone shall be
kept; when only duplicate copies of a record exist, only one copy of the duplicate
copies shall be required to be kept. When an appropriate form of the
microphotographic process has been utilized to record, file, and otherwise preserve
such public records, with microforms produced in compliance with statutory
provisions, the microforms shall be deemed originals in themselves, and disposition
of original and duplicated documents which have been microphotographically
preserved shall proceed in accordance with state law.

All existing records or records hereafter accumulated by the School Board, which
concerns the School Board’s participation in federal programs or grants, may be
destroyed after six (6) years from the date of the closing of the grant, except in
those cases where this provision is not superseded by guidelines for the operative
federal program or grant requiring longer retention periods for the records in
question; provided that these records shall not be destroyed in any case where
litigation with reference thereto is pending or until the appropriate state or federal
audits have been conducted.



DUPLICATION OF RECORDS

Copies of non-exempt school district records may be purchased at any time. The
Lafayette Parish School Board shall require any person making the request to
reimburse the School Board for the costs of the requested records, prior to
providing any document, record, or item, unless the person is exempted from
providing reimbursement. Duplication of records classified as confidential
information shall not be permitted, unless at the behest of an employee, student’s
parent (for student 17 years old or younger), or student (18 years or older) who is
requesting their own personal records.

Persons making requests for duplication of records shall submit such requests in
writing to expedite accurate processing of their requests. Requests should be
sufficiently detailed to identify the documents sought. Questions regarding the
appropriateness of having certain pieces of information duplicated shall be referred
to the Superintendent and/or his/her designees for determination, and if necessary,
to the School Board’s attorney.

Costs associated with the provision of records shall include the charges for copying
and delivering of the records. When authorized by law, the School Board may also
charge for the time spent retrieving and producing any such records. . A schedule
of fees used to calculate costs associated with duplication of records shall be set
by the School Board.

DISPOSAL OF RECORDS

Records that have met their retention periods may be disposed of. Before disposal,
the Superintendent or his/her designee shall ascertain if any of the records
scheduled for disposal requires further retention or are required for pending or on-
going litigation. The Superintendent or designee shall consult with the School
Board’s attorney to determine if there are any legal holds on records that are
involved in state or federal investigations and/or litigation and that would require the
records to be retained for a longer duration.

Once disposal has been determined, the School Board shall dispose of records in
a manner acceptable to the level of confidentiality the record requires.

The Superintendent or his/her designee shall develop and maintain regulations and
procedures for the management of electronic records, such as e-mail, software, and
microfilm, to include the retention, access, and disposition requirements.
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ATTACHMENT A
DUPLICATION OF RECORDS SCHEDULE OF FEES

Type of Explanation Service Fee
Record
Request
Public Public records consist of any documents created, used, or | Single page copy, 8 by 11
Records kept in order to perform the business of a public body. Black/white $ .50 per page
Requests If any record contains material, which is not a public Color $1.00 per page
record or contains.private information of a sensit.ive Single page copy, 8% by 14
nature, the custodial must separate the nonpublic records. Black/white $1.00 per page
The custodian of records for Lafayette Parish School Color $2.00 per page
System is authorized to establish and collect reasonable
fees or charges to help offset costs associated with Note: 2 sided copy charged as 2 pages
producing copies for record requests pursuant to
Louisiana Revised Statute 44:32 C.
If records are to be mailed, requestor will incur the cost Mailing/shipping of records. Actual mailing/
of mailing/shipping in addition to the cost of the request. shipping costs
Employee Personnel File, meaning records used to determine Single page copy, 8 by 11
Record employee qualifications for employment, promotion, Black/white $ .50 per page
Requests performance, termination, and additional compensation, Color $1.00 per page
or that relate to any grievance or disciplinary action
involving the employee. Also any documents signed by Single page copy, 8% by 14
the employee such as employment contracts. Black/white $1.00 per page
Color $2.00 per page
Note: 2 sided copy charged as 2 pages
USB drive with information copied | $5.00 each

Payroll Records, meaning wage statements (paystubs),
W-2s.

Single page copy, 8 by 11
Black/white
Color

Single page copy, 8% by 14
Black/white
Color

Note: 2 sided copy charged as 2 pages

USB drive with information copied

$ .50 per page
$1.00 per page

$1.00 per page
$2.00 per page

$5.00 each

Employee Confidential File, meaning confidential records
with personal identifiable information, such as tax
documents, medical records, workers’ compensation
records, |-9 records, benefits packages, etc.

Single page copy, 8 by 11
Black/white
Color

Single page copy, 8% by 14
Black/white
Color

Note: 2 sided copy charged as 2 pages

$ .50 per page
$1.00 per page

$1.00 per page
$2.00 per page




USB drive with information copied

$5.00 each

Type of Explanation Service Fee
Record
Request
Student Student records may be requested by an adult student, 1-3 single page certified records | $5.00 per page
Record previous adult student, the student's parent if the student per student black/white
Requests is below the age of 18, or an institution with permission
from the adult student or minor student's parent. 4 or more single page certified $20.00 per
Copies of student records are all certified, must be paid in [ﬁcords per student student
ack/white
advance, and take up to 48 hours to produce.
Duplicate Transcripts may be requested by an adult 1-3 certified duplicate transcripts | $5.00 per
student, previous adult student, the student’s parent if the per student black/white transcript
student is below the age of 18, or an institution with
permission from the adult student or minor student’s 4 or more certified duplicate
parent. transcripts per student $20.00 per
Duplicate Transcripts are certified, must be paid in blacklwhite student
advance, and take up to 48 hours to produce.
Copies of Diplomas are not on file and cannot be Reissued Diplomas $20.00 each
reproduced; therefore, a student in need of a diploma will
receive a reissued diploma.
Reissued Diplomas may be requested by an adult
student, previous adult student, the student’s parent if the
student is below the age of 18.
Reissued Diplomas are mailed directly to LPSS from the
Louisiana Department of Education. They require the
signatures of the current Superintendent, School Board
President, and High School Principal of the school the
student graduated from.
Reissued Diplomas are authentic and take 2 to 3 weeks
to complete.
General Attorney Record Requests. Attorney requested records will be | See above
Information . subject to the costs associated
In the event that records are asked to be mailed, . .
T ) - with the type of records listed
shipping cost will be added to the duplication costs. above.
Subpoena/Subpoena Duces Tecum, unless exempt. Subpoena/Subpoena Duces See above

Tecum requested records will be
subject to the costs associated
with the type of records listed
above, unless exempt.

If records are to be mailed, requestor will incur the cost of
mailing/shipping in addition to the cost of the request.

Mailing/shipping of records.

Actual mailing/
shipping costs

A stop payment fee will be charged if a check is lost or
destroyed.

Stop payment fee.

$10.00 per check




Forms of payment accepted.

Money orders, Cashier's checks,
Company Checks, or cash.
No personal checks accepted.




