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Smothers Academy Mission
Smothers Academy Preparatory School for Arts and Sciences is a gender specific

charter school designed to develop students into competent, self-motivated, 
lifelong learners. Our goal is to provide a multi-cultural, student-centered 

environment in which all students are held to high academic and behavioral 
standards. Our foundational principles of "obedience and discipline" reflect our 

commitment to the fundamental pillars of learning. Smothers Academy founders 
understand the critical need to employ innovative educational alternatives that 
promote young men's evolution into well-rounded, insightful men and positive, 

productive citizens.

Knowledge, Creativity, Responsibility, Service, & Equity



We hereby acknowledge that we have read the Smothers Academy Procedures and Policies for 
Parents and Students.  

BY THE ACT OF REGISTERING MY SON(S) AT SMOTHERS ACADEMY, WE (I) 
ACKNOWLEDGE AND AGREE TO ABIDE BY ALL SCHOOL POLICIES AND 
REGULATIONS RELATIVE TO PARENTAL INVOLVEMENT AND SUPPORT, AND 
FURTHER AFFIRM THAT OUR (MY) SON WILL OBSERVE, ALL STUDENT POLICIES 
AND REGULATIONS GOVERNING HIS TENURE AT THIS SCHOOL. WE (I) 
UNDERSTAND THAT SUCH SAID POLICIES AND REGULATIONS WILL BE ENFORCED 
BY THE SCHOOL.

We (I) agree,  will be held accountable for 
(NAME OF STUDENT)

these rules and regulations.

**Policies and procedures are subject to change following the printing of this document.

                                                                                                                                              
Student Signature Date

                                                                                                                                                
Parent/Guardian Signature Date

 
                                                                                                                                                

Parent/Guardian Signature Date

NOTE: STUDENT MUST RETURN THIS FORM TO SCHOOL PROPERLY SIGNED.



NOTICE

This student handbook provides policies established by state law, the Board of Directors, and 
Administration of Smothers Academy (SA). Smothers Academy Preparatory School is 
committed to ensuring that all of its services, programs, and facilities are accessible to our 
students and parents or guardians or any other persons who enter our facilities. Despite being a 
single gender campus we do not discriminate on the basis of age, color, disability or handicap 
in violation of section 504 of the Rehabilitation Act, national origin, race, religion, sex or 
sexual orientation in its programs and activities and provide equal access to the Boy Scouts and 
other designated youth groups. SA is governed by the following laws…

Titles VI, and VII of the Civil Rights Act of 1964 - race color, national origin
The Age Discrimination in Employment Act of 1967
The Age Discrimination Act of 1975
Title IX of the Education Amendments of 1972 (Title IX) - sex
Section 504 of the Rehabilitation Act of 1973 (Section 504) - disability
The Americans with Disabilities Act of 1990 and the ADA 
amendments act of 2008 (ADA) - disability
The Boy Scouts of America Equal Access Act

Inquiries concerning the Department's compliance with Title IX and other civil rights laws 
or complaints about possible discrimination under any of the above statutes may be directed 
to:

 

Kemic A. Smother, General Counsel
      Smothers Academy Preparatory School
      2012 Jefferson Highway 
      Jefferson, LA 70121
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Smothers Academy School Oath
(School Pledge)

As a student of Smothers Academy Preparatory School, I will exemplify the 
Five Performance Principles by showing respect for my teachers through 

willingness, PERSERVERANCE, and obedience,

I will show respect for my classmates by being an HONORABLE and 
trustworthy student, always being courteous and kind, I will show respect 

for my school by being proud of it and never defacing it.

I will show respect for myself by being COURAGEOUS and using my 
INTELLIGENCE to strive for greatness in all that I do.

But above all, I will show respect for my community by upholding these 
principles forever being part of the Smothers Academy FRATERNITY. 

Geaux Huskies!!

(Author: A. Paul Amedee)



School Poem
INVICTUS

Out of the night that covers me,
Black as the Pit from Pole to Pole,

I thank whatever gods may be,
For my unconquerable soul.

In the fell clutch of circumstance
I have not winced nor cried aloud.
Under the bludgeonings of chance
My head is bloody, but unbowed.

Beyond this place of wrath and tears
Looms but the Horror of the shade,

And yet the menace of the years
Finds, and shall find, me unafraid.

It matters not how strait the gate,
How charged with punishments scroll.

I am the master of my fate:
I am the captain of my soul.

William Ernest Henley



Academics
Acceleration 
Consideration for acceleration in grades K to 8 is made through review of a student’s academic 
records, local and/or state assessments and all available standardized assessments.  Algebra I, 
Physical Science and Health are core subjects offered to students in grades 6-8. All other high school 
credit courses are considered electives.   Students must successfully complete 7th and 8th grade 
Spanish to earn the Spanish I Carnegie credit.   For identified gifted students, both enrichment (no 
credit) and independent research (Carnegie credit courses) offer the opportunity for year-long 
advanced level study in the area of the student’s interest or strength supervised by a certified gifted 
teacher. Enrollment in these courses will be determined by the IEP team.  Acceleration, double 
promotion or grade skipping will be used only in rare and extreme cases. The SBLC will undertake a 
comprehensive review of the student’s academic record and make the recommendation for 
acceleration to the principal. All consideration for acceleration will be made prior to October 1 of the 
school year. The Headmaster will make the final decision for acceleration after considering the 
judgments of the parent/guardian, classroom teacher and involved professional staff (SBLC).

Attendance Policy and Requirements for Promotion Elementary/Middle Schools 
According to the policy of the State of Louisiana’s State Board of Elementary and Secondary Education, 
students must attend elementary or middle school for a total of 60,120 minutes (156 days per year) to be 
eligible for promotion. Based on a standard 360-minute instructional day, a student can miss no more than 10 
days of school to be eligible for promotion.
 
The regulations require verification for those circumstances listed by BESE as an excused absence. Those 
extenuating circumstances include extended personal, physical or emotional illness, extended hospital stay, 
extended recuperation from an accident or extended contagious disease within a family, all as verified by a 
physician, prior school system approved educational travel, death in the family, not to exceed one week and 
natural catastrophe or disaster.
 
Teachers are expected to record accurate attendance every day of the school year.  Students who are absent 
must bring a note (stating the reason for the absence) from home the following day. These notes should be 
placed in your “Attendance Folders” and sent to the office as soon as you receive them. 
 

 Absences of five (5) consecutive days or more require a doctor’s certificate before a child can be 
readmitted to class. This also applies to any absence with knowledge of a student having a 
communicable disease. The note required then is after three consecutive absences. Tardiness is also to 
be noted and referred to appropriate personnel. Bulletin 741 definitions of attendance are as follows:

 Attendance (half-day): A student is considered to be in attendance for one-half day when he or she (1) 
is physically present at a school site or is participating in an authorized school activity and (2) is under 
the supervision of authorized personnel for more than 25% but not more than half (26% - 50%) of the 
student's instructional day.

 Attendance (whole-day): A student is considered to be in attendance for a whole day when he or she 
(1) is physically present at a school site or is participating in an authorized school activity and (2) is 
under the supervision of authorized personnel for more than 50% - 100%) of the student's instructional 
day.

Awarding of Carnegie Units  
In courses receiving high school Carnegie credit, a final grade will be calculated only in cases where a failing 
grade earned during the first semester can be added to the second semester average to be greater than or equal 



to 139.  Except in cases with extenuating circumstances, all incomplete grades must be removed course taken 
for Carnegie credit will follow the same grading policy as grades 9 – 12, including semester examinations and 
LEAP 2025 HS.  Class rank is calculated based on ALL courses attempted. Calculations are based on the final 
grade earned in a course. Grades for courses that are retaken DO NOT REPLACE the original grade earned 
when calculating the grade point average (GPA).  Valedictorians and salutatorians must have a 
minimum of seven semesters of high school credit.  A weighted GPA may be used for college admission and 
scholarship recommendations.  Weighted courses include Advanced Placement (AP), Gifted (GT), Talented 
Art (TA), and Pre- AP/Honors. Quality points are assigned as follows: 

UNWEIGHTED WEIGHTED
A = 4 points A = 5 points 
B = 3 points B = 4 points 
C = 2 points C = 3 points 
D = 1 point D = 1 point
F = 0 points F = 0 points 

Credit Recovery 
Only students who have previously failed a course may enroll in that course through credit recovery. The 
credit recovery program cannot be used to earn initial credit. Students and/or their parents/guardians must sign 
a Participation Agreement to enroll in the program. To progress through the sections of each assignment, a 
student must score 67% on each assignment before they can progress to the next lesson.   Students have a 
maximum of three attempts to earn a 67% on the assignment quiz.  At the end of the semester, the final 
average is 4/5 of the assignment average plus 1/5 of the review test grade. 

Credit Awarded by Proficiency 
Students may earn credit by demonstrating proficiency by earning a passing score on specific examinations. 
For courses which have LEAP 2025 HS (EOC) tests, only the state- mandated test may be used for 
proficiency. Additional credit by proficiency options must be approved by LDE.
Smothers Academy shall seek has received approval for the following credit by proficiency tests and courses: 

Exam Title HS Carnegie Credit to be Awarded
CLEP College Algebra Algebra III (1 unit)
CLEP College Composition (This test includes scored 
essays.)

English IV (1 unit)

CLEP College French Language French III, IV (2 units)
CLEP College Spanish Language Spanish III, IV (2 units)
CLEP American Government US Government (1 unit)
CLEP Biology Biology II (1 unit)

CLEP Chemistry Chemistry II (1 unit)
CLEP Introductory Business Law Business Law (1/2 unit)
CLEP Financial Accounting Accounting II (1 unit)
CLEP Western Civilization I Western Civilization (1 unit)
CLEP Western Civilization II Western Civilization (1 unit)

CLEP History of US II

US History (1 unit)



CLEP Principals of Marketing Principles of Marketing (1 unit)

CLEP Pre-calculus Pre-calculus or Adv. Math-Pre-calculus 
(1 unit)

CLEP Calculus Calculus (1 unit)
CLEP Introductory Psychology Psychology (1 unit)
CLEP Introductory Sociology Sociology (1/2 unit)
NCCER Core NCCER Core (1 unit)

Customer Service Customer Service (1 unit)

Student Placement and Promotion Due Process Policy.

The following is the Smothers Academy Due Process procedures related to student placement for regular 
education students, students with disabilities having an Individualized Education Program plan, and students 
having an Individual Accommodation/Section 504 plan. 

Attempts to settle any grievances involving student placement should be made through conferences with the 
school. 

Students with Disabilities
Placement decisions for students with disabilities are made by the IEP team. The due process procedures must 
be consistent with those described in the approved IDEA, Part B, and LEA application. It should be pointed 
out that the aggrieved may at any time be accompanied by a parent/guardian or legal counsel. All decisions 
rendered at any stage, except the informal stage, will be set forth in writing.  The sequential procedure of Due 
Process for School Personnel, parents/guardians, and students related to student placement, as the steps 
become necessary, is as follows: 

 Stage 1 (Informal Stage) – On an informal basis, every effort should be made to resolve any placement 
grievance between the involved parties prior to lodging a formal complaint. 

 Stage 2 (Conference with the Special Education Coordinator) – In the event the differences cannot be 
resolved at the informal stage, then a formal complaint should be lodged with the Special Education 
Coordinator. 

 Stage 3 (Conference with the Headmaster) – In the event the differences cannot be resolved after a 
conference with the Special Education Coordinator, then a formal complaint should be lodged with the 
Headmaster. 

 Stage 4 (Conference with the CEO) – In the event the differences cannot be resolved after a 
conference with the Headmaster, then a formal complaint should be lodged with the CEO. 

 Stage 5 (Appeal to the Smothers Academy Preparatory School Board) – In the event the differences 
cannot be resolved after a conference with the CEO, then a formal complaint should be lodged with 
the Smothers Academy Preparatory School Board.

If the difference cannot be resolved with the Smothers Academy Preparatory School Board, the aggrieved has 
the right to seek further relief through the judicial system. 

504 Students
Section 504 students should refer to the general procedure above. Due process procedures for qualified 
handicapped students must be consistent with those defined in Section 504 of the Rehabilitation Act of 1973.



Grading Policy.
Kindergarten Grading Policy 
Kindergarten students will be assigned grades for each learning domain (subject area) that serves as an 
evaluation of the child’s emergent knowledge and accompanying skills for that domain. Report cards will be 
issued following the conclusion of the marking period (e.g. after each quarter, trimester, or semester) based on 
the following grades: 

 P = Proficient (80-100) 
 I = In Process (60-79) 
 N = Needs Development (<60)

Elements of a grade which may be used to evaluate student achievement include: 
Classwork: This includes work completed in the classroom setting. Classwork can include but is not limited 
to: 

 Active participation in whole class and small group settings 
 Completion of in-class assignments and center activities, including independent reading 
 Writing activities such as shared, interactive, and independent, including notebooks, journals, etc. 
 Hands-on content area experiences (in literacy, math, science, social studies, etc.) 

Homework: This includes all work completed outside the classroom. Grading homework is optional for Pre-K 
and K. Homework assignments should be interactive with the families and might include but are not limited 
to: 

 Reading logs and book reports 
 Take home booklets or other activities 
 Content specific or theme-related activities
 Meaningful conversation around books/themes/holidays, etc. 

Assessments: This category includes both traditional and alternative methods of assessing student learning 
with the goal of proficiency. A combination of assessment tools must be used to determine a student’s mastery. 
In determining the value of specific elements of a student’s grade no single component should be weighted in a 
manner that it alone could cause a student to fail. Additionally, an adequate number of assessments must be 
given to allow a fair calculation of a grade. Assessment types can be informal, formal, diagnostic, and 
observational. Assessments can include but are not limited to: 

 Content specific assessments administered one-on-one or in small groups 
 End of unit tests 
 Benchmarks 
 Performance-based assessments (including writing, working with manipulatives, etc.) 
 Projects, reports, and oral presentations

Grades 1-8 Grading Policy

 Regular classes shall use the uniform grading scale for students enrolled in all grades 1-8 for which 
letter grades are used (Bulletin 741 §2302). 

Grade Percentage Quality Points
A 93–100 4



B 85–92 3
C 75–84 2
D 67–74 1
F 66 and below 0

 A ten-point scale shall be used for secondary honors, AP, IB, gifted, talented art, and dual enrollment 
courses. 

Grade Percentage Quality Points
A 90–100 4
B 80-89 3
C 70-79 2
D 60–69 1
F 59 and below 0

Grading Periods

 There shall be four quarterly marking periods.   At the midpoint of each grading period, progress 
reports will be issued.   Fractions of one half (.5) or greater will be rounded up to the next highest 
whole number. All other fractions will be dropped. Homework is not to exceed the value of one test 
grade per grading period.  

 Except where percentage grading may not be feasible, all teachers in grades 1 to 8 shall record 
percentage grades in the grade book, average these percentage grades at the end of each grading 
period, and record the percentage average along with the converted letter grade in the grade book. The 
actual percentage averages for each grading period of that school year shall be used to determine the 
final grade. On all other permanent records, the final percentage and converted letter grade shall be 
recorded.  At least one grade per week per subject shall be recorded in the grade book.  Percentage 
grading will be used in all subjects, except for kindergarten. Quarterly examinations are optional and if 
given, may count no more than 20% of the quarterly grade.   

To determine interim, quarterly, or nine weeks grades, the following percentages will be used:
 

 15% Quizzes
 15% Participation/Group Work
 30% Tests/Exams
 15% Homework
 25% Projects

At the end of each semester, for non-LEAP 2025 HS (or EOC) course, each nine-week grade two times and the 
semester examination grade will be added. The sum will be 21 divided by five to determine the semester 
percentage average. The final grade is the average of the two semester percentage averages.  

In LEAP 2025 HS (or EOC) courses—English I, English II, English III, Algebra I, Integrated Math II, 
Geometry, Integrated Math III, and Biology I—the test score as converted based on the LDE conversion chart 
will count as 15% of the final grade for the course.

Final Grades for Students in Grades 1-8



A final grade for a non-high school subject or course is determined as follows:
Divide the sum of the quality points of the four (4) grading periods by 4.  A session summary of "pass" or 
"fail" is determined in each promotional subject using the quality point system. Rounding occurs only in the 
final conversion from numerical value to letter grade.

A 4 points pass - 3.5 - 4.0
B 3 points pass - 2.5 - 3.4
C 2 points pass - 1.5 - 2.4
D 1 point pass - 1.0 -  1.4
F 0 points fail - .0 -  .9

A student in grades 1-8 must earn at least one (1) quality point in either the 3rd or the 4th marking period 
in order to pass the subject for the year.

Interim Reports
At the midpoint of each marking period, the Interim Report will be issued to all students whose progress is 
unsatisfactory. When issued, the Interim Report is to be signed by the student. A copy signed by the parent is 
to be returned to school.

Placement Policy. 
Placement of students in kindergarten and grade 1

Kindergarten
Schools can only make recommendations to parents regarding student enrollment in kindergarten since 
kindergarten is not mandatory. However, in accordance with state law (R.S. 17:221), once students have 
enrolled in kindergarten, they are subject to compulsory attendance laws and promotion requirements set forth 
by the LEA.

Every child, as a prerequisite to enrollment in any first grade of a public school, shall meet one of the 
following criteria:

 attended a full-day public or private kindergarten for a full academic year; or
 passed an academic readiness screening administered by the LEA at the time of enrollment for first 

grade

The minimum age for kindergarten shall be one year younger than the age required for that child to enter first 
grade. Each local educational governing authority, by rule, may provide for a child of younger age to enter 
kindergarten, provided that such child has been evaluated and identified as gifted in accordance with state 
regulations for such evaluation.

Grade 1
 Any child admitted to kindergarten pursuant shall be eligible to enter first grade upon successful 

completion of kindergarten, provided all other applicable entrance requirements have been fulfilled. 

 The age at which a child may enter the first grade of any public school at the beginning of the public 
school session shall be six years on or before September thirtieth of the calendar year in which the 
school year begins. 



 Any child transferring into the first grade of a public school from another state and not meeting the 
requirements herein for kindergarten attendance shall be required to pass an academic readiness 
screening administered by the LEA prior to the time of enrollment for the first grade. 

In the space below, please describe any additional placement considerations or policies required by the 
LEA. Include the names of any required assessments and explain how results will be used.

The Developing Skills Checklist (DSC), DIBELS Next assessment results, letters and sounds 
inventory, math assessment, and cumulative records or student portfolio from the previous school, 
if applicable, will determine the recommendation for placement in first grade or transitional first 
grade.  Students registering from out-of-state are subject to the same criteria for entering first grade 
as those described above for in-state students.

In compliance with Act 372, any child who meets the requirement for enrollment in kindergarten 
will be tested using a nationally recognized screening for readiness. The Developing Skills 
Checklist (DSC) and/or the DIBELS have been adopted by the school from the state approved list, 
will be administered to every child entering kindergarten for the first time. Both tools provide 
scores for Math, Language and/or Pre-reading. The data collected as a result of the screening will 
be used to determine individual student instructional needs.
In compliance with LSA-R.s. 17:15.1.3, any child who will attain the age of six on or before 
September 30th of the current school year may enter the first grade provided the child has attended 
at least a full day of public or private kindergarten program for a full year, or achieved a 
benchmark score on the state approved kindergarten readiness screening.  
The Developing Skills Checklist (DSC), DIBELS Next assessment results, letters and sounds 
inventory, math assessment, and cumulative records or student portfolio from the previous school, 
if applicable, will determine the recommendation for placement in first grade or transitional first 
grade.  Students registering from out-of-state are subject to the same criteria for entering first grade 
as those described above for in-state students.

Promotion and placement of certain student populations

Students with disabilities 
 Students with disabilities attending summer remediation shall receive special supports as 

needed.

 IEP teams shall determine promotion to the next grade level for a student with a disability 
who fails to meet state or local established performance standards for the purposes of 
promotion. Such determination shall be made only if, in the school year immediately prior to 
each grade level in which the student would otherwise be required to demonstrate certain 
proficiency levels in order to advance to the next grade level, the student has not otherwise 
met the local requirements for promotion or has not scored at or above the basic achievement 
level on the English language arts or mathematics components of the required state 
assessment and at or above the approaching basic achievement level on the other (Bulletin 
1530 §403).

English learners 
 The requirements of Title VI of the Civil Rights Act of 1964 are as follows:



o Establish procedures to identify language minority students.
o Establish procedures to determine if language minority students are Limited English Proficient.
o Establish procedures for age-appropriate placement and determine the specialized language 

services or program the district will use to address the linguistic and cultural needs of the Limited 
English Proficient student.

 Limited English Proficient (LEP) students shall participate in the statewide assessments 
pursuant to Bulletin 118.  Increasing the expectations for the academic content that students 
must master in grades K-12 requires a parallel increase in expectations for English language 
acquisition.    
o Establish procedures to monitor former Limited English Proficient students for two years. 
o Ensure that no LEP student shall be retained solely because of limited English proficiency.

In the space below, please describe any local policies or additional considerations related to the 
promotion and placement of students with disabilities, English learners, or other student 
populations.  

Students with Disabilities
Smothers Academy Preparatory School operates within the confines of existing federal and state law to 
provide services for all eligible exceptional students.  IDEA ensures that high standards are set for all students 
and that school systems be held accountable for the progress and outcomes of all students. The following 
statutes, regulations, and guidelines which determine Smothers Academy Preparatory School special education 
policy and procedures for exceptional children are on file in the school’s front office: 

o Public Law 101-476, Individuals with Disabilities Education Act (IDEA)
o Public Law 105-17, Amendments to IDEA

Louisiana Bulletin 1706, Regulations for Implementation of the Exceptional Children’s 
Act

o Louisiana Bulletin 1508, Pupil Appraisal Handbook
o Louisiana Bulletin 1530, Louisiana’s IEP Handbook for Students with Exceptionalities
o Louisiana Department of Education General Education Access Guide
o Smothers Academy Preparatory School Special Education Services, Policies and 

Procedures Handbook 
o Louisiana Act 833 

Placement and Promotion of Students with Disabilities
Placement and promotion decisions for students with disabilities are IEP team decisions based upon 
information from a variety of sources, including parent/guardian interviews, instructional data, evaluation, 
school records, and previous/current progress.  

Program services are provided from a continuum of available options and instructional settings to ensure the 
student is served in his/her least restrictive environment (See Louisiana Bulletin 1530 for IEP development 
guidelines).   Two options for program exit are available for exceptional students: 

 High School Diploma – Exceptional students who complete a minimum of 23 or 24 Carnegie units, 
according to the student’s entry date and graduation pathway, and pass the LEAP 2025 HS (EOC) and 
applicable IBCs (or meet alternative performance criteria as indicated on the student’s IEP if the 
student has qualified under Act 833), shall earn a high school diploma. 

 Certificate of Achievement – Exceptional students who do not meet diploma requirements may be 
considered for a Certificate of Achievement, based on the provisional eligibility criteria.

Participation in Statewide Assessments
Exceptional students enrolled in Smothers Academy will participate in Louisiana’s general statewide 
assessment program or the LEAP Connect (LAA1) assessment program. Based upon the criteria set forth by 



the LDE, his/her IEP committee determines if the exceptional student will participate in general district and 
statewide or in the LEAP Connect (LAA1) assessment. This decision is made on an annual basis, but may 
change during the school year; therefore, the student’s assessment program could change, depending on his/her 
educational progress. 

 Criteria: The student has a disability that significantly impacts cognitive functioning and/or adaptive 
behavior and the student’s cognitive and/or adaptive behavior has been assessed and the student is 
functioning: 

o 3 or more standard deviations below the mean; 
o Between 2.3 and 2.9 standard deviations below the mean and has completed 5th grade; or 
o Between 2.0 and 2.29 standards deviations below the mean and has completed 5th 

grade—additional documentation required. 

Enrollment of Transferring Students with Disabilities
Smothers Academy Preparatory school will follow the procedures described in Bulletin 1706, Regulations for 
the Implementation of the Children with Exceptionalities Act for enrollment of a transferring student with 
disabilities. If a student with a disability (who had an IEP that was in effect in a previous public agency within 
Louisiana) transfers to a new public agency within Louisiana, and enrolls in a new school within the same 
school year, the new public agency (in consultation with the parents) shall provide a Free Appropriate Public 
Education (FAPE) to the student (including services comparable to those described in the student’s IEP from 
the previous public agency), until the new public agency either: 

 Adopts the student’s IEP from the previous public agency, or 
 Develops, adopts, and implements a new IEP that meets the applicable requirements in Bulletin 1706 

§320-324 (Refer to Bulletin 1706 §323). 

If a student with a disability (who had an IEP that was in effect in a previous public agency in another state) 
transfers to a public agency in Louisiana and enrolls in a new school within the same school year, the new 
public agency (in consultation with the parents) shall provide the student with FAPE (including service 
comparable to those described in the student’s IEP from the previous public agency) until the new agency: 

 Conducts an evaluation pursuant to §305 through §307 (if determined to be necessary by the new 
public agency), and 

 Develops, adopts, and implements a new IEP, if appropriate, that meets the applicable requirements in 
Bulletin 1706 §320-§324 (Refer to Bulletin 1706 §323). 

The Interim IEP shall be developed for students who have severe or low incidence impairments 
documented by a qualified professional concurrent with the conduct of an initial evaluation according 
to Bulletin 1508, Pupil Appraisal Handbook. In addition: 

  An Interim IEP may also be developed for student who have been receiving special education 
services in another state concurrent with the conduct of an initial evaluation; and 

 An Interim IEP may also be developed concurrent with the conduct of an initial evaluation for 
a student out-of-school, including students ages three to five), who are suspected of having a 
disability and for former special education students, through the age of twenty-two, who have 
left a public school without completing their public education by obtaining a state diploma 
(Refer to Bulletin 1530 §111). 

English Language Learners
A student whose home language is other than English, as determined by the Home Language Survey, 
is considered a Language Minority Student. The proficiency level of Language Minority Students 
must be determined by interviews with the student and parents. Any Language Minority Student who 



is determined to have limited English proficiency will be considered an English Language Learner 
(ELL). An assessment of English skills may be used if student proficiency cannot be otherwise 
determined. If there is a discrepancy between chronological age and grade placement based on 
records and/or screening, an ELL student should be place in the approximate grade level of his age 
mates. For Carnegie units to Language minority students, subject area proficiency tests may be 
appropriate for awarding Carnegie units. See section X. for additional information. The ELL 
teacher(s) monitor ELL students once they have reached the proficient level for two years. 
Documentation of conferring regularly with teachers to verify student’s progress will be submitted 
and maintained by the school.

Placement of Transfer Students Policy 

 A student who has transferred from a public school, in- or out-of-state, or a nonpublic 
school, shall be granted credit for work completed in the previous school. A properly 
certified transcript shall be required with the student’s record of attendance, levels of 
achievement, history of immunization, and units of credit earned.  

 Evaluation information for exceptional students transferring from another school system 
shall be reviewed by pupil appraisal and approved by a supervisor of special education 
before the student is enrolled in a special education program.

 Students in grades 5 and 9 transferring to a public school from any in-state nonpublic 
school, any approved home study program, or a Louisiana resident transferring from any 
out-of-state school, shall be required to pass the English language arts and mathematics 
portions of the LEAP placement test. 

In the space below, please describe any additional considerations or local policies related to 
placement of transfer students.

Transfer Students In-State (Grades K-8)
Elementary (K-8) students transferring from a state approved public or nonpublic school must 
provide a completed enrollment packet; a properly certified transcript and official report card, 
showing his/her record of attendance, achievement, and units of credit earned; a student 
behavior/discipline report or summary encompassing the students initial enrollment to the date of 
withdrawal from the last school the child attended; an official birth certificate substantiating the 
child’s age and date of birth; standardized test scores from the state’s most recent test 
administration; immunization records, and the units of credit earned, shall be required.
Elementary (K-8) students transferring from a state approved public or nonpublic school within the 
state shall be allowed credit for work completed in the former school. 
The parent/legal guardian of the transferring student should sign a release form indicating legal 
permission to release student records from the school last attended.  The child’s former school 
records, a cumulative card/folder, state testing results, behavior records, attendance records, and 
complete reading and mathematics folders and confidential file, if applicable, will be requested.  
Students in grade eight failing to meet promotional standards transferring to the public school 
system from any in-state nonpublic school (state-approved and unapproved), or home schooling 
program, or Louisiana resident transferring from any out-of-state school will be considered for 
Transitional 9th grade.
A placement decision will be based on relevant information about the student performance test 
results, age, information from transfer school, and other data sources. A student who enters 
Transitional 9th grade must enter the freshman cohort the following school year.  The school’s 
designated registrar will provide the parent/guardian with information on registration policies, 



procedures student placement, and testing policy.  
A transferring student entering grades 1-8 will be placed according to the grade level attained from 
the child’s previous school.  Diagnostic testing or additional assessment may be used to determine 
appropriate placement if the appropriate placement cannot be initially determined at registration as 
a result of extenuating circumstances documented by verified affidavits or court orders.   
If requested, the Student Building Level Committee will meet to recommend grade placement if 
placement is to be in a lower grade other than the age-appropriate grade. The Principal will consider 
the recommendation and render a decision. The Headmaster will consider the recommendation and 
render a decision. Acceleration decisions will be approved by the Superintendent or CEO through 
application with the Director of Curriculum and Instruction.
Transfer Students Out-of-State (Grades K-8)
In addition to the transfer placement policy from above, elementary (K-8) students transferring 
from an approved public or nonpublic school from out-of-state or out of the country will be placed 
according to the grade level attained from the out of state/country system.  The transferring student 
will be allowed credit for work completed in the previous school. If requested, the Student Building 
Level Committee will meet to recommend grade placement if placement is to be in a lower grade 
other than the age-appropriate grade. The Principal will consider the recommendation and render a 
decision.

Transfer Students from Home Study and Unapproved Public/Nonpublic
Grades K-3
At the K-3 level, DIBELS will be used for assessment of the reading level or a locally developed 
re-entry test. The end of the book test will assess the math level. The SBLC at the assigned school 
will decide placement if placement is to be in a grade lower than the age-appropriate grade. The 
Principal will consider the recommendation and render a decision. Acceleration decisions will be 
approved by the Superintendent through application with the Director of Curriculum and 
Instruction.
Grades 4-8
Elementary (4-8) students transferring from a home study program; unapproved in-state or out-of-
state nonpublic school, or unapproved out-of-country or foreign school entering grades 4, 6, 7, or 8 
from an unapproved school must take and pass the applicable grade level benchmark exam in 
English/Languish Arts and Math and science or social studies before enrolling in the requested 
grade level or subject.
Elementary (4-8) students transferring from a home study program; unapproved in-state or out-of-
state nonpublic school, or unapproved out-of-country or foreign school must take and pass a 
proficiency test in any subject matter for which credit is claimed to determine appropriate 
placement. 
The Student Building Level Committee will meet to recommend grade placement if placement is to 
be in a lower grade other than the age-appropriate grade. The Headmaster will consider the 
recommendation and render a decision.  The school issuing the high school diploma shall account 
for all credits required for graduation, and its records will show when and where the credit was 
earned. Credits earned by students in American schools in foreign countries shall be accepted at 
face value.

Students transferring from a home study program; unapproved in-state or out-of-state nonpublic 
school, or unapproved out-of-country or foreign school entering 5th that have not taken the 
applicable Louisiana state test, he/she will have to take and pass the applicable 5th benchmark exam 
before he/she can enroll in 5th grade. If the student enrolls after February 15th of the school term, the 



benchmark test is not required.  The school will use EAGLE as its benchmark assessment and/or 
LEAP 360 as its proficiency assessment tool.  
High school placement is determined by the number of Carnegie units as evidenced by the results 
of the proficiency exams.  The SBLC committee shall review the student’s cumulative record and 
make a recommendation for the student to be administered a proficiency test in the subject which 
Carnegie credit is being requested.  The student must take and pass the proficiency exam before the 
school will award the Carnegie credit sought. 
The placement test(s) that will be administered to the above-mentioned students are as follows: 
Kindergarten-Grade 3, Dynamic Indicators of basic Early Literacy Skills; Entering Grades 4-9, 
EAGLE as its benchmark assessment and/or LEAP 360 as its proficiency assessment tool; and High 
School Carnegie Unit, Proficiency Examinations.

Promotion Policy.
Promotion for students in kindergarten and grades 1, 2, 3, 5, 6, and 7

Teachers shall, on an individual basis, determine the promotion of each student according to the local Pupil 
Progression Plan. Particular emphasis shall be placed upon the student’s proficiency in grade-appropriate 
skills. 

In the space below, please describe the LEA’s policies and procedures that will be used to determine 
promotion for students in Kindergarten and Grades 1, 2, 3, 5, 6, and 7.
Grade Promotion Requirements
In addition to all other requirements of Bulletin 741 regarding attendance and courses of study, the 
promotional policies listed below will be in effect during the current school year.

Kindergarten Promotion Requirements 
Students will be promoted from kindergarten to a transitional first grade or a regular first grade.  The T-1 
Developmental Screening, portfolio contents, teacher recommendation, and parental permission will 
determine recommendation for the transitional class. The criterion for promotion to first grade for 
kindergarten students is based on satisfactory progress at the end of the fourth grading period as reported on 
the Smothers Academy Kindergarten Student Evaluation Report. Students showing needs 
support/progressing toward stated goals on all available criteria will be referred to SBLC to determine 
promotion or retention with parent permission. Children who have not attended kindergarten must 
demonstrate satisfactory performance on a series of academic readiness tests, letters and sounds inventory, 
math assessment.

Transitional First Grade Promotion Requirements 
The number of instructional minutes in transitional first grade will be the same as a regular first grade as 
described in Bulletin 741. A student who has completed transitional first grade shall be assigned to first 
grade. Other grade placements shall be referred to SBLC.

First Grade Promotion Requirements 
If a student in first grade receives a “U” (Unsatisfactory/Not grasping stated goals) in reading or math as 
indicated on the fourth grading period, the SBLC shall review available data pertaining to the student’s 
reading or math proficiency to determine promotion or retention. The reading or math proficiency of the 
student shall be determined by using the informal teacher assessment portfolio which includes a collection of 
the following: DIBELS assessment results three times per year, writing sample, word recognition test, basal 
reading series assessments, math sample, spelling test, and any other pertinent information. A variety of 
assessments shall be included, i.e. portfolios, journals, written tests, projects, checklists, writing samples, 
interviews, observations and anecdotal records. Students with characteristics of dyslexia, who are served in a 



multisensory structured language program, follow the same criteria for promotion as all other students.

Second Grade and Third Grade Promotion Requirements 
A student shall not be promoted in grades 2 and 3 if s/he fails the following: Reading or Math or Two of 
these subjects: Language, Science, Social Studies, and Spelling Students with characteristics of dyslexia, 
who are served in a multisensory structured language program, follow the same criteria for promotion as all 
other students. Students in the third grade shall have participated in the state mandated assessments, if 
enrolled at the time of the assessments.

Fourth Grade, Fifth Grade, and Sixth Grade Promotion Requirements 
A student shall not be promoted in grades 4, 5, and 6 if s/he fails the following: English/Language Arts or 
Math or any two major subjects: Language, Spelling, Science, Social Studies or a combination of any one 
major subject and two minor subjects: Health/Physical Education, Music, Art, or other electives. Students 
with characteristics of dyslexia, who are served in a multisensory structured language program, follow the 
same criteria for promotion as all other students. Students shall have participated in the state mandated 
assessments, if enrolled at the time of the assessments.

Seventh Grade and Eighth Grade Promotion Requirements 
A student shall not be promoted in grades 7, and 8 if s/he fails the following: Reading, English/Language 
Arts or Math; two minor subjects (Social Studies; Science or Elective); or any combination of one major 
subject and two minor subjects. Students with characteristics of dyslexia, who are served in a multisensory 
structured language program, follow the same criteria for promotion as all other students.  *Students shall 
have participated in the state mandated assessments, if enrolled at the time of the assessments.

Grade Appeals 
If a grade of any kind is to be appealed by a student and/or parent, it must be done within 15 school days of the 
issuance of that grade. Before meeting with the Headmaster, every effort must be made between the student 
and/or parent and the teacher to resolve the matter. If the matter is not resolved between the student and/or 
parent and the teacher, an appeal conference will be held in which the student, parent/guardian, teacher and 
principal will be present. The appeal will be heard by the Headmaster whose decision is final.

Promotion of students in grade 4

    Each LEA shall identify third and fourth grade students who have not met an acceptable level 
of performance that would enable them to successfully transition to the next grade level. 
Fourth grade students who have not met the acceptable level of performance may be retained 
or promoted, but in either case, shall be provided with an individual academic improvement 
plan that adheres to the following requirements:

o The school shall convene an in-person meeting with the student’s parent or legal 
custodian, all teachers of core academic subjects, and specialized support personnel, as 
needed, to review the student’s academic strengths and weaknesses, discuss any other 
relevant challenges, and formulate an individual academic improvement plan designed 
to assist the student in achieving proficiency in all core academic subjects. All 
participants shall sign the documented plan and meet to review progress at least once 
more before the next administration of the LEAP assessment.

o The student shall be provided with focused, on-grade level instructional support that is 
appropriate to the content area(s) in which the student has not yet achieved 
proficiency. Instruction shall be aligned with state academic content standards.



o The student shall be identified as requiring an academic improvement plan in the state 
Student Information System (SIS).

o The student shall be afforded the opportunity to receive grade-level instruction during 
the summer.

o Each LEA shall adopt a written policy pertaining to the development of individual 
academic improvement plans. This policy shall be included in the Pupil Progression 
Plan.

o The Department shall audit a random sampling of students identified as needing an 
individual academic improvement plan in each local education agency each year.

 The LDOE will provide to each LEA a roster of third and fourth grade students who have 
scored below the “Basic” achievement level in at least two core academic subjects. Such roster 
will assist the LEA in making final determinations relative to students required individual 
academic plans.

o The decision to retain a student as a result of his/her failure to achieve the standard on 
the LEAP shall be made by the LEA in accordance with this pupil progression plan. 

o The individual academic improvement plan shall continue to be in effect until such 
time as the student achieves a score of “Basic” in each of the core academic subjects 
that initially led to the development of the student’s individual academic plan. 

In the space below, please describe any local policies or additional considerations used to determine 
promotion of students at the end of the fourth grade. 

Fourth Grade Promotion Requirements 
A student shall not be promoted out of fourth grade if he/she fails the following: Reading, English/Language 
Arts or Math or any two major subjects: Language, Spelling, Science, Social Studies or a combination of any 
one major subject and two minor subjects: Health/Physical Education, Music, Art, or other electives. 
Students with characteristics of dyslexia, who are served in a multisensory structured language program, 
follow the same criteria for promotion as all other students. Students shall have participated in the state 
mandated assessments, if enrolled at the time of the assessments.

Fourth Grade High Stakes Testing Policy
Upon receipt of the current year’s LEAP 2025 roster of fourth grade students who have scored below the 
“Mastery” achievement level in English/Language Arts and Math, the school’s SBLC committee will review 
each student’s achievement level and final grades in English/Language Arts and Math in making final 
determinations regarding promotion to 5th grade. The school will offer summer remediation, pursuant to state 
law, to all students who fail to attain the achievement level of “Mastery” in either English/Language Arts or 
Math. Any student scoring below the achievement level of “Basic” in English/Language Arts or Math will be 
required to attend summer remediation in both subjects in order to be considered for promotion to the 5th 
grade. (See Chapter 7 of Bulletin 1566 for additional policies regarding High Stakes Testing.) 

Promotion and support of students in grade 8 and 
andhighschoolconsiderations

a. Promotion of students in grade 8



Regular Grade 8 Promotion
Eighth grade students shall score at least at the “Basic” achievement level in either English language 
arts or mathematics and “Approaching Basic” in the other subjects in order to be promoted to the ninth 
grade. Students who do not meet the promotion standard after taking the eighth grade state 
assessments in  the spring, following the completion of summer remediation, may be placed on a high 
school campus in the transitional ninth grade. For any student who recently completed the eighth grade 
and is transferring into the LEA from another state or country after the completion of summer 
remediation, the LEA shall review the student’s academic record to determine appropriate placement 
in ninth grade or transitional ninth grade. Such placement shall occur no later than October 1 of each 
school year.

Grade 8 Promotion Waivers
 The LEA may waive the state policy for students scoring at the “Unsatisfactory” level 

in English language arts or mathematics, if the student scores at the “Basic” level in 
the other, provided that the student has participated in the spring administrations of 
LEAP and has attended the summer remediation program offered by the LEA.

 An LEA, through its superintendent, may grant a waiver on behalf of individual students who 
are unable to participate in LEAP testing or unable to attend LEAP summer remediation, 
including summer remediation required for placement in transitional ninth grade, because of 
one or more of the following extenuating circumstances as verified through appropriate 
documentation:

o Physical Illness―appropriate documentation must include verification that the 
student is under the medical care of a licensed physician for illness, injury, or a 
chronic physical condition that is acute or catastrophic in nature. Documentation 
must include a statement verifying that the illness, injury, or chronic physical 
condition exists to the extent that the student is unable to participate in remediation.

o Custody Issues―certified copies of the court-ordered custody agreements must be 
submitted to the LEA at least ten school days prior to summer remediation

Transitional 9th Grade

 Any first-time eighth grade student who does not meet the passing standard set forth in 
BESE Bulletin 1566, §703, and any student not eligible for any waiver pursuant to §707 of 
the bulletin, after completing summer remediation, may be placed on a high school campus 
in transitional ninth grade.

 LEAs shall follow the guidelines set forth in §703 to determine, based on evidence of 
student learning, whether eighth grade students may be promoted to the ninth grade or 
placed on a high school campus in transitional ninth grade. The percentage of an LEA’s 
eighth graders placed in transitional ninth grade is expected to remain stable over time. In 
the event that the percentage of an LEA’s eighth graders placed in transitional ninth grade 
exceeds the percentage of eighth graders in that LEA eligible for transitional ninth grade at 
the conclusion of the prior school year, the local superintendent of that LEA shall provide a 
written justification to the state superintendent.

 The initial decision to place a student in the transitional ninth grade or to retain a student in 
the eighth grade shall be made by the school in which the student is enrolled in the eighth 
grade, in consultation with the student’s parents.



 The LEA shall admit transitional ninth grade students, subject to any admissions 
requirements approved by the school’s governing authority or charter authorizer. 

 For any student who recently completed the eighth grade from another state or country and 
is transferring into the LEA after summer remediation has taken place, the LEA shall review 
the student’s academic record to determine appropriate placement in ninth grade or 
transitional ninth grade. Students placed in the transitional ninth grade shall complete the 
remediation program offered by the LEA. Such placement shall occur no later than October 
1 of each school year.

 After one full year of transitional ninth grade, students shall be included in the ninth grade 
graduation cohort for high school accountability purposes. 

 Students enrolled in transitional ninth grade shall receive appropriate academic supports in 
any subjects in which they did not score at or above proficient, as determined by BESE. A 
plan outlining such academic supports shall be included in the student’s individual 
graduation plan (IGP). Progress pursuant to such specified academic supports shall be 
reviewed at least once throughout the school year in order to determine effectiveness and 
any needed adjustments.

In the space below, please describe any local policies or additional considerations used to determine 
promotion of students at the end of the eighth grade.

Eighth Grade Promotion Requirements
A student shall not be promoted from eighth grade if he/she fails the following: Reading, English/Language 
Arts or Math or a combination of any two minor subjects: Health/Physical Education, Music, Art, or other 
electives. Students with characteristics of dyslexia, who are served in a multisensory structured language 
program, follow the same criteria for promotion as all other students.  *Students shall have participated in 
the state mandated assessments, if enrolled at the time of the assessments.

Eighth Grade High Stakes Testing Policy
Upon receipt of the current year’s LEAP 2025 roster of 8th grade students who have scored below the 
“Mastery” achievement level in English/Language Arts and Math, the school’s SBLC committee will review 
each student’s achievement level and final grades in English/Language Arts and Math in making final 
determinations regarding promotion to 9th grade. The school will offer summer remediation, pursuant to state 
law, to all students who fail to attain the achievement level of “Mastery” in either English/Language Arts or 
Math. Any student scoring below the achievement level of “Basic” in English/Language Arts or Math will be 
required to attend summer remediation in both subjects in order to be considered for promotion to the 9th 
grade. (See Chapter 7 of Bulletin 1566 for additional policies regarding High Stakes Testing.) 

High school promotion and transition considerations

Instructional Minutes: When awarding credit based on instructional time, LEAs shall provide a 
minimum of 7,965 instructional minutes for one Carnegie credit, and students shall be in attendance 
for a minimum of 7,515 minutes. In order to grant one-half Carnegie credit, LEAs shall provide a 
minimum of 3,983 instructional minutes, and students shall be in attendance for a minimum of 3,758 
minutes.

Individual Graduation Planning: By the end of the eighth grade, every student (with the assistance 
of his parent or other legal custodian and school guidance personnel, counselor) or IEP team (when 
applicable) shall begin to develop an Individual Graduation Plan (IGP).  An IGP guides the next 
academic year's coursework, assisting students in exploring educational and career possibilities and in 

http://www.louisianabelieves.com/docs/counselor-toolbox-resources/individual-graduation-plan-(blank).pdf?sfvrsn=2


making appropriate secondary and postsecondary education decisions as part of an overall 
career/postsecondary plan.

Financial Aid Planning: Louisiana requires public school students graduating spring 2018 
and beyond to take one of the following steps as part of their Individual Graduation Plan: 

1. Complete the FAFSA; or

2. Complete the Louisiana TOPS form; or

3. Certify a waiver in writing to the LEA (sample: non-participation LEA form/Letter); or

4. Receive a waiver through the district hardship waiver process.

Early Graduation: Each LEA shall develop an early graduation program allowing students to 
accelerate their academic progress, complete all state graduation requirements, and receive a high 
school diploma in less than four years.

 The early graduation program may include distance education (§2326), dual enrollment 
(§2327), and Carnegie credit and credit flexibility (§2314).

 LEAs shall not have any policies or requirements that would prevent students from graduating 
in less than four years.

In the space below, please describe any local policies or additional considerations used to determine 
the promotion of students in Grades 9 and above and to support their attainment of a high school 
diploma.

Transitional 9th grade students will receive customized counseling support that includes: Student 
progress monitoring; Career counseling; Mentoring; Individualized counseling as needed; Any 
additional interventions deemed necessary by the SBLC committee.
Student progress will be tracked by the 9th grade counselor. Student data, including but not limited 
to, course grades, assessment data, and behavioral data will be reviewed by the SBLC or IEP Team 
committee periodically throughout the year to develop an individualized student intervention plan.
Opportunities for career exploration will be provided in courses such as Journey To Careers as well 
as embedded in other career technical education (CTE) courses. Counselors will assist students with 
the completion of career interest inventories and the exploration of careers/job opportunities. 
Inventory results will be used to help students complete his/her Individual Graduation Plan (IGP).
The school has identified a recommended course progression for T9 students. In addition to core 
subjects, CTE courses that are common in many career pathways are recommended. Remedial 
courses are provided as needed that utilize research-based interventions that address reading and/or 
math deficiencies.

School Year Support. 

 The individual academic plan for each student identified in §701 of BESE Bulletin 1566 will 
outline the responsibilities of each party for students who have failed to achieve the standards 
by the end of fourth grade. 

https://fafsa.ed.gov/
https://www.osfa.louisiana.gov/AwardSystem/faces/jsf/onlineApp/onlineAppFAFSA.jspx
http://www.louisianabelieves.com/docs/default-source/course-choice/fafsa-parental-opt-out.pdf?sfvrsn=2
http://www.louisianabelieves.com/docs/default-source/course-choice/parent-opt-letter.docx?sfvrsn=2


 The LEA will design and implement additional instructional strategies to move the students to 
grade-level proficiency by providing at least two of the following, which will be documented 
in the individual academic improvement plan: 

o The student is placed in the classroom of a teacher who has been rated “Highly 
Effective” pursuant to his/her most recent evaluation or has achieved a value-added 
rating of “Highly Effective” pursuant to his/her most recent evaluation or has 
documented evidence derived from state summative assessments of improving the 
academic performance of students having individual academic improvement plans in 
the past.

o The student completes summer remediation.
o Additional instructional time is provided during or outside of the school day to expose 

the student to high-quality instruction. This will not result in a student being removed 
from English language arts, mathematics, science, or social studies courses.

o The student is provided access to on grade-level instruction that is aligned to 
Louisiana State Standards, which may include some below grade-level content and 
support needed to address the student’s identified weaknesses.

 Remediation programs used throughout the school day and school year will not account for 
more than 35 percent of total instructional minutes.

The LEA will offer, at no cost, extended, on-grade level instruction through summer remediation to 
students who did not take the spring LEAP tests or who failed to meet the standard set forth in §701 
and §703 of BESE Bulletin 1566. The LEA will provide transportation to and from the assigned 
remediation summer site(s) from, at a minimum, a common pick-up point.

Student with disabilities attending summer remediation will receive special supports as needed.

Summer remediation

Pursuant to state law (R.S. 17:24.4), LEAs shall continue to offer summer remediation to any student not 
meeting promotion standards as determined by BESE.  Summer remediation programs will meet all of the 
following requirements:

 Uses curriculum determined by the Louisiana Department of Education to fully align to 
Louisiana State Standards (Bulletin 141 – Louisiana Standards for English Language Arts, 
Bulletin 142 – Louisiana Standards for Mathematics, Bulletin 1962 – Louisiana Science 
Content Standards, and Bulletin 1964 – Louisiana Social Studies Content Standards).

 Utilizes teachers rated “Highly Effective” pursuant to the teacher’s most recent evaluation or 
have achieved a value-added rating of “Highly Effective” on the most recent evaluation.

 Limits remedial (below grade-level) instruction to only necessary and focused skills as 
identified from top-quality assessments and does not account for more than 35 percent of the 
total summer remediation instructional time.

Admissions
Admissions Policy. It is the policy of Smothers Academy Preparatory School not to deny admission 



to students who are legally residing in the State of Louisiana. These students must be between the 
ages of five (5) years old and thirteen (13) years of age.

Admissions Homeless/Transitional Student(s). Homeless/transitional student(s) are enrolled 
immediately. The school will assist the family with the appropriate documents, and direct them to 
the appropriate social agency to ensure family needs are met.

Admission With Loss or Damage to School Property. A pupil suspended for damages to any 
property belonging to the school system or to property contracted to the school system shall not be 
readmitted until payment in full has been made for such damage or until directed by the Headmaster. 
If the property damaged is a school bus owned by, contracted to, or jointly owned by any parish or 
city school board, a pupil suspended for such damage shall not be permitted to enter or ride any 
school bus until payment in full has been made for such damage or until directed by the Headmaster. 
Authority for such actions on the part of the School Board is found in LA.R.S. 17:416A(3)(d).

Admission of Temporarily Disabled Students. All students with temporary disabilities are allowed 
to attend regular school, providing that a medical doctor licensed to practice in Louisiana and the 
student's parent/legal guardian present a signed, written statement to the school concerning the 
nature of the disability, the student's ability to function normally within the school environment, the 
student's ability to ride a school bus to and from school, and any limitations regarding physical 
education or other school activities. (See section on Disabilities)

Age Requirements

Kindergarten. The youngest age at which a child may enter kindergarten shall be one (1) 
year younger than the age required for that child to enter first grade. A child must be five 
(5) years old on or before September 30 of the calendar year in which the school year 
begins. Upon enrollment in Kindergarten all attendance rules apply.

First Grade. As a prerequisite to enrollment in any first grade of a public school, a child shall 
have attended at least a full-day public or private kindergarten for a full school year, or 
shall have satisfactorily passed an academic readiness screening prior to enrollment to the 
first grade. A child must be six (6) years old on or before September 30 of the calendar 
year in which the school year begins.

Elementary School, Middle School, and High School Attendance; Compulsory Ages 
(La.R.S.17:221). Every parent, tutor, or other person residing within the state of 
Louisiana, having control or charge of any child from that child's seventh (7th) birthday 
until his/her eighteenth (18th) birthday shall send that child to a public or private day 
school, unless the child graduates from high school prior to his/her eighteenth (18th) 
birthday.

Special Education. Special Education shall be provided for children with disabilities aged 
three (3) through twenty-one (21). The school system has the option of providing 
special education to children under three (3) years of age.



Admission Requirements. The following items are required for admission to Smothers Academy 
Preparatory School:

1. Birth Certificate
2. Current state of LOUISIANA UNIVERSAL CERTIFICATE OF IMMUNIZATION
3. Custodial papers (when necessary)
4. Final report card from the previous year (except Kindergarten)
5. Proofs of Residence

Proof of Residence Requirements. The parent/legal guardian of any student whose 
current legal address has not been verified, or its validity has come into question to 
the Compliance Office, must provide proof of residence within the school attendance 
district zone to the Headmaster or designee. This requirement applies to students who 
are entering SA for the first time.
Documents presented as proof of residence must bear the name and current legal 
address of the student's   parent/legal guardian. Acceptable documents (minimum of 
two 2) include, but are not limited to, the following:

● current and verifiable lease agreement;
● current utility bill or notice of utility deposit;
● copy of an agreement to purchase or an act of sale for completed dwelling;
● copy of an agreement to purchase or an act of sale for a residential lot 

entered into by the parent/legal guardian of the student, and a notarized 
statement from a contractor indicating the anticipated date of 
completion of a dwelling on the lot, said completion date not to exceed 
ninety (90) calendar days;

● legal document issued by or approved by the Civil District Court for 
the Parish of Jefferson giving control and custody to the adult(s) if 
other than the student’s legal parent(s) with whom the student 
resides, if the student is (16) years of age or under;

● legal documents verifying student's emancipation and/or legal proof 
of residence as required;

● legal document issued by or approved by the U.S. Office of 
Immigration and Naturalization.

If none of these documents can be provided, the Headmaster or designee will contact the 
Compliance Office for guidance and will give the parent/legal guardian or student(s) fifteen 
(15) school days to produce acceptable documents to prove residence. The student must be 
enrolled and attend class.

Lottery Policy, Rules, and Procedures
In the event that the number of applications for any grade exceeds the number of available seats, a 
random lottery will be held. If a lottery is required, the date that the lottery will be processed will be 
announced and the results posted on the school website. Please note that the lottery is both system 
generated and random.
 
General Rules:
1. For the purposes of the following rules, the following terms are defined as follows:

a. All references to dates are defined to mean the CLOSE OF BUSINESS on the 



date indicated.
b. Lottery refers to the randomized selection of applicant names by the EdGear 

J-Campus School Management System; a system that facilitates the blind 
drawing of individual names from the applicant list by grade until all vacant 
seats have been filled.

2. All applicants (students not already attending school, except siblings of those already 
attending) participate in the lottery irrespective of preference status.

3. Only applications received prior to the end of the enrollment deadline are eligible to 
participate in the lottery.

4. All applicants offered a seat shall be required to affirmatively respond to an offer for
acceptance within the designated time. Those not responding (excludes declines) will 
be moved to a pool for the subsequent lottery.

5. A lottery shall be conducted by a school for those grades in which the number of 
applicants exceeds the number of expected seats available.
a. If the number of applicants is less than the number of seats anticipated to be 

available, no public lottery shall be conducted for that grade.  However, the 
computer system shall assign each applicant a random number.

b. In the event the number of available seats for a grade level in which a public 
lottery was not conducted is less than the number anticipated at the close of the 
initial enrollment date, all offers shall be rescinded and applicants shall be 
offered admission based upon the system assigned numbers.
1. Siblings of applicants in another grade who are offered and have 

accepted admission based upon the preference established by the 
rescinded offer SHALL maintain the seat accepted and the sibling whose 
offer that has been rescinded shall be considered to have a preference of an 
applicant with a sibling applying for the same academic year.

6. All offers of registration shall be made in the order of the lottery results.

Preferences:
1. All preference categories shall be published prior to the lottery being conducted.
2. All applicants entitled to receive a placement preference shall be identified prior to the 

lottery.
3. Preference status entitles an applicant to be offered an available seat ahead of applicants 

without a preference status.
4. All preferences shall be considered in the following hierarchy:

a. Applicants that made timely submission of required documents by established 
application deadline.

b. Applicant sibling of an enrolled student.
c. Applicant has been a previously enrolled student.
d. Applicant sibling of an accepted applicant applying for the same academic year.
e. Applicants considered to be “Economically Disadvantaged”, as defined by 

RS 17:3973(4)
f. Applicants considered to be a student with “Exceptionalities”, as defined by 

RS 17:1942 not including gifted and talented.
5. Siblings who are applying for the first time will receive preference only after one of 



their siblings has been accepted.
6. In the event that Smothers Academy qualifies and receives Federal funding in the form 

of a Charter Schools Program (CSP) Grant, Smothers Academy may give enrollment 
preference to the following populations:
a. Siblings of students already admitted to or attending the same charter school.

Process:
1. Applications will be made available in various locations. They will primarily be 

available online through our school website.
2. Once applications are accepted into the database, student applications are monitored 

based on the number of applications submitted for each grade.
3. All aspects of the enrollment process including, but not limited to online applications, 

application verification, admission preferences, lottery options, wait-list; and statistical 
reporting are supervised manually by the administrators of the school.

4. Upon submission of an application the information is reviewed for eligibility of 
attendance. Proof of residence in a particular area and age requirements are verified.

5. At each phase of the admission process the appropriate correspondence will be 
generated and communicated to each applicant.

6. After a predetermined application deadline has been reached, school administrators will 
determine the need for a lottery, waitlists, and whom is accepted.

7. Once open enrollment concludes it will be determined if a lottery is needed. All 
accepted applicants will be provided with access to registration requirements, via the 
school website and written correspondence.

8. The following items are generally required for all students:
a. Authorization for request of previous school records
b. Proof of residence (Applicants who are considered homeless will need to 

complete a McKinney-Vento form) 
c. Social security card 
d. Birth certificate 
e. Last Report card and transcript 
f.  Current immunization/medical history 
g. Parent Identification
h. Current IEP or 504 plan, as applicable
i. Standardized Test Scores (LEAP, iLeap, STARR, TerraNova, etc)
j. When appropriate, ESE, ESOL/ELL, literacy folder, and any conduct/discipline 

actions

Procedure:
1. A formal announcement of the enrollment period is made public and applications posted in 

various locations.
2. Applicants must submit a completed application package before/by the end of the 

enrollment period.
3. At the conclusion of the enrollment period, school administrators shall determine applicant 

acceptance and/or lottery needs as per process steps in the above section (Process #1-7).



4. Parents are notified of their son’s acceptance to Smothers Academy or informed of their 
participation in the lottery. 

5. If capacity is not reached at the conclusion of open enrollment, an additional enrollment 
period will be announced and subsequent applications accepted in date order of their receipt. 
These applicants will receive the same preferences extended to previously enrolled 
applicants.

6. All applications will be date/time stamped as they are received and filed by grade level.  
During the application process, applicants have the ability to identify themselves as 
“economically disadvantaged” according to Louisiana law as stated in Bulletin 126, Subtitle 
2713b.  If the number of applications exceeds the capacity of a program, class, grade level, 
or building, a public lottery will be held to determine which applicants are admitted

7. The lottery process is multi-faceted in nature.  In order to comply with Louisiana’s laws 
requiring charter schools to accept a certain percentage of “economically disadvantaged” 
students and students with exceptionalities, in the event the school has not met the required 
enrollment percentages of students identified as economically disadvantaged and/or students 
with disabilities as identified as such in Bulletin 126,  Subtitle 2713, students identified as 
such shall receive an additional preference in the lottery selection process.   

8. Applicants not selected in the lottery shall be placed on a waiting list in order according to 
their lottery standing.

9. All applications received after the open enrollment period are automatically listed at the 
bottom of the waiting list for that particular program, class, or grade level in the order in 
which they are received.

10. The lottery will be both random and computer generated. Each applicant shall receive notice 
of the lottery results, whether accepted or not.  A notice of completion of the lottery 
selection process will be published on the school website.  

11. If selected, the applicant will receive notification of their acceptance via email or U.S. Mail.  
All applicants must accept or decline the offered enrollment seat by 5:00 PM of the 
acceptance deadline date.  If the acceptance is not confirmed by 5:00 PM of the acceptance 
deadline, the seat is considered declined and the offer is then rescinded. At that point the 
student next on the waitlist receives that offered seat.

12. Once the applicant accepts the offered seat, a confirmation email is sent within 48 hours of 
their received response. The email will contain instructions for completing the enrollment 
and registration process. Starting from the day of the applicant’s acceptance, the applicant 
will have ten (10) business days to complete and submit all required registration documents. 
If these documents are not received in a timely fashion the applicant will lose their seat.

13. If an applicant’s family does not have access to a computer, the process can be completed 
by U.S. mail, and the registration process will be completed by handwritten copy. The 
registration items required to secure an applicant’s seat must be signed personally at the 
time of enrollment.

14. As seats open in specific grades, they are offered to waitlisted applicants according to the 
established date order, until capacity is reached. Applications are accepted annually during 
open enrollment and through the academic year to ensure capacity in each grade level. 



15. In future years, the number of seats available is determined by the number of students who 
remain enrolled minus the available seats.

 
The J-Campus System Based Lottery Process:
1. Enrollment office will select the grade levels which require a lottery. 
2. Enrollment office will select the applicants eligible to participate in the lottery. 
3. Enrollment office will run the lottery process; dependent upon the enrollment 

percentages required by Louisiana law as stated in Bulletin 126, Subtitle 2713. 
4. The J-Campus Software System will randomly select students to populate the 

master schedule for each grade offered in the building. (In the event the system 
malfunctions a random lottery will be conducted manually.) 

5. Letters are then mailed to offer students acceptance into Smothers Academy. 
6.    Students who were not selected are placed on the waitlist based upon previously 

mentioned criteria. Applications received after the enrollment period are placed on the 
waitlist in the order in which they are received (according to date, time, and preference). 

 
Instructions for accepting admission if chosen in the lottery:
Please review the previous section information.
 
Waitlist procedures:
1. Applicants not selected in the lottery are placed on the waiting list. Those that are eligible to 
receive preferences in the lottery are placed at the top of the waiting list. Applicants that apply after 
the close of open enrollment are ordered on the waiting list according to application date and 
qualifying preferences.
2. As seats become available throughout the year, students are removed from the waitlist in 
order.

Attendance
Attendance Policy and Requirements for Promotion Elementary/Middle Schools. Elementary 
students shall be in attendance a minimum of 60,120 minutes (equivalent to 167 six-hour days) a 
school year. In order to be eligible to receive grades, high school students shall be in attendance a 
minimum of 30,060 minutes (equivalent to 83.5 six-hour school days), per semester or 60,120 
minutes (equivalent to 167 six- hour school days) a school year for schools not operating on a 
semester basis. (Bulletin 741, §1103.G).  

The regulations require verification for those circumstances listed by BESE as an excused absence. 
Those extenuating circumstances include extended personal, physical or emotional illness, extended 
hospital stay, extended recuperation from an accident or extended contagious disease within a family, 
all as verified by a physician, prior school system approved educational travel, death in the family, 
not to exceed one week and natural catastrophe or disaster.
 
Teachers are expected to record accurate attendance every day of the school year.  Students who are 
absent must bring a note (stating the reason for the absence) from home the following day. These 



notes should be placed in your “Attendance Folders” and sent to the office as soon as you receive 
them. 
 

 Absences of five (5) consecutive days or more require a doctor’s certificate before a child can 
be readmitted to class. This also applies to any absence with knowledge of a student having a 
communicable disease. The note required then is after three consecutive absences. Tardiness 
is also to be noted and referred to appropriate personnel. Bulletin 741 definitions of 
attendance are as follows:

 
 Attendance (half-day): A student is considered to be in attendance for one-half day when he 

or she (1) is physically present at a school site or is participating in an authorized school 
activity and (2) is under the supervision of authorized personnel for more than 25% but not 
more than half (26% - 50%) of the student's instructional day.

 
 Attendance (whole-day): A student is considered to be in attendance for a whole day when he 

or she (1) is physically present at a school site or is participating in an authorized school 
activity and (2) is under the supervision of authorized personnel for more than 50% - 100%) 
of the student's instructional day.

Smothers Academy recognizes the following types of absences for its students:

Exempted and Excused: The student is allowed to make up the missed work and the 
absence is not counted against the attendance requirements. Examples are extended 
illness documented by a doctor or to celebrate religious holidays.

Non-Exempted and Excused: The student is allowed to make up the missed work but 
the absence is counted against the attendance requirement. An example is personal or 
family illness documented by a parent’s note.

Unexcused: The student is not allowed to make up the missed work and the absence is 
counted against the attendance requirement.  An example is skipping school.

Suspensions: The student is allowed to make up the missed work but the absence is 
counted against the attendance requirement.

Daily Procedures
Arrival Procedures. Students MAY NOT enter the campus prior to 7:15 AM unless they are 
enrolled in morning care. Students will enter the campus at approximately 7:15 AM.  
Kindergarten and 1st grade students will report directly to their classrooms, where they will sit with 
their teacher until their designated breakfast time arrives at 7:50 AM. All other students will 
remain in the courtyard area or cafeteria once allowed to enter the campus at 7:15 AM.  Breakfast 
will be served from 7:15 AM to 7:40 AM each day for students in 3rd grade and above.
 



Students will begin moving to classes at approximately 7:38 AM. The instructional day begins at 
7:45 a.m. Students arriving to school after 7:50 AM should be marked tardy.  All students arriving 
after 8:00 AM must be signed in by an adult. 

Morning Care Policy. Smothers Academy will offer morning care for the 2017/2018 school year. 
Morning care is available to any student enrolled open to anyone enrolled in Smothers Academy.  
Morning care hours are from 6:00 am to 7:15 am in the cafeteria, Monday through Friday. Our 
regular 7:15 to 3:30 school hours will remain the same. The cost of attendance is as follows:
 
1 child— $60 per month, $25 per week or $15 per day 
2 children—$80 per month, $30 per week or $20 per day 
3 children—$100 per month, $35 per week or $25 per day 
 
* CASH WILL NOT BE ACCEPTED!  The school will only accept checks, money orders or 
cashier’s checks as payment for morning care.
 
**All payments must be made in advance of the student’s attendance in morning care.  In 
addition to the cost of attendance, there is also a one time, non-refundable $25 per family 
registration fee that must be paid before enrollment in morning care.  All charges will apply 
regardless of the length of the time your child stays.
 
All students must be signed into morning care by 7:00 am each morning. Students must arrive for 
morning care in full uniform.  All students are expected to complete homework, prepare for class 
and/or read quietly during Morning Care.  Students will sit together in the cafeteria until the start 
of the regular school day begins.
 
All students participating in morning care will be subject to the Smothers Academy Discipline 
policy.  In addition, any habitually disruptive student will not be allowed to continue enrollment in 
morning care, and any payments made will not be refunded for that month.
 
At 7:15 am, kindergarteners and first grade students will be escorted to their regular classrooms, 
and students in grades 2-5 will dismissed to the court yard for daily intake.  Also, as a reminder, 
Smothers Academy Morning Care will not be available during school holidays or when school is 
closed due to inclement weather.  Phone calls will be made to notify parents/caregivers if this 
should occur.  

Tardiness Procedures. The following procedures for student tardiness Smothers Academy shall be 
followed prior to the suspension of a student for excessive unexcused tardiness, a minimum of the 
following actions shall be taken by the Headmaster or designee: contact the parent/legal guardian; 
Character Class assignment; conference with parent/legal guardian or an attempt to have a 
conference; another type of disciplinary action, if these actions do not result in improved 
punctuality on the part of the student, the student may be suspended until the parent/legal guardian 
visits the school for a conference. Continued unexcused tardiness may result in suspension, other 
disciplinary action, or a referral to the Juvenile Court system.

Student Sign Out/Sign Out Procedures. SMOTHERS ACADEMY WILL NOT ALLOW 



STUDENTS TO BE SIGNED OUT AFTER 3:00 PM.  All students shall be signed out by an 
individual listed on the Emergency Card in the designated area before leaving the campus for any 
reason prior to the end of each school day.  For cases in which a person, not listed on the emergency 
card is sent to pick up the student, such person must deliver to the Headmaster or designee a note 
from the parent/legal guardian requesting a release of the student. The Headmaster or designee shall 
verify the request by telephoning the parent/legal guardian. If the parent/legal guardian cannot be 
reached by telephone, the student will not be released from school.  If such written authorization is 
not presented and the parent/legal guardian telephones giving oral permission for the student to 
depart the campus with such unauthorized person, the Headmaster or designee shall verify by 
telephoning the parent/legal guardian at the telephone number listed on the student Emergency 
Card. If the parent/legal guardian cannot be reached by telephone, the student will not be released 
from school.  In some cases, it will be necessary to send a taxi for the child. The parent/legal 
guardian shall call the cab company to provide transportation. The parent/legal guardian shall give 
the school the name of the company and give verbal permission to release the child. The taxi driver 
shall sign the checkout book and list the number of his/her cab. If the Headmaster or designee feels 
that the parent/legal guardian cannot afford the cab fare, the cab fare shall be paid out of the 
school's account, and reimbursed by the parent/legal guardian.  The parent/legal guardian may give 
the Headmaster or designee oral or written permission allowing the student whatever conveyance 
the parent/legal guardian authorizes. Emancipated students do not need parental consent to sign out.

Dismissal Procedures. 

The school day ends at 3:30 pm.  All teaching staff must remain at their assigned duty post with 
students until all students are dismissed from the campuss.  Students participating in extra-
curricular activities will be dismissed to their sponsors or coaches at approximately 3:30 PM, 
carpool students will be dismissed to the cafeteria at approximately 3:28 PM and bus students will 
be dismissed to their buses by building at approximately 3:30 PM. 

After leaving the school building, students are not to re-enter the building to find friends or 
relatives, get materials, books, keys or use the restroom without permission from a teacher or 
school administrator.

Bus Dismissal  The school buses will line up on Jefferson Highway in the following order:
1. Pink
2. Yellow
3. Blue
4. Green
5. Red
6. Grey
7. Orange
8. Purple
9. Brown
10. White

Prior to being dismissed, bus students will form a line in their classrooms by bus. ALL 
TEACHERS MUST ESCORT THEIR BUS STUDENTS TO THE BUS LOADING AREA.  
Once at the bus loading area, teachers must ensure that each of their students board their assigned 



bus.  Once each teacher has verified that all of their assigned students have boarded their assigned 
bus, teachers must then report their assigned after school duty post.

Carpool  Only students whose enrollment form indicate they will be picked up from school will be 
assigned to carpool.  Carpool pick up will occur at the Albert St. entrance. Parent vehicles will have 
a card displaying their child’s name in the right front windshield. Once the parent arrives to the 
front of the line the student will be radioed for by the on-duty administrator to the appropriate 
teacher to release that student.

Please do not allow parents to wait outside of your classroom doors or allow them to pick up a 
student directly from your classroom.  

Procedures for after school activities
Students participating in extra-curricular activities will be dismissed to their sponsors or coaches at 
approximately 3:30 PM.  The sponsor or coach will then transition those students to the room or 
setting for the planned activity they are to participate.  Once all extra-curricular participants arrive 
at the assigned location, the teacher, sponsor, or coach must take attendance to make certain all of 
their assigned students are accounted for.  Students remain in place until the activity is completed. 
At that time regular dismissal procedures are employed.  

Morning and After Care Policy.   Smothers Academy will offer morning and/or after care if there is 
enough demand for the services. If morning and/or after care is available, enrollment in either is open 
to any student enrolled in Smothers Academy Preparatory School.  Morning care hours are from 6:00 
am to 7:15 am in the cafeteria, Monday through Friday. After care hours are from 3:30 pm to 5:30 pm 
in the cafeteria, Monday through Friday. Our regular 7:15 AM to 3:30 PM school hours will remain 
the same. Morning and after care are two separate fees.  The cost of attendance for each is as follows:

Morning Care Only
1 child— $60 per month, $25 per week or $15 per day 
2 children—$80 per month, $30 per week or $20 per day 
3 children—$100 per month, $35 per week or $25 per day 

After Care Only
1 child— $60 per month, $25 per week or $15 per day 
2 children—$80 per month, $30 per week or $20 per day 
3 children—$100 per month, $35 per week or $25 per day 

* CASH IS NOT ACCEPTED!  The school will only accept checks, money orders or cashier’s 
checks as payment for morning care. 

**All payments must be made in advance of the student’s attendance in morning care.  In addition to 
the cost of attendance, there is also a one time, non-refundable $25 per family registration fee that 
must be paid before enrollment in morning care.  All charges will apply regardless of the length of 
the time your child stays. 

All students must be signed into morning care by 7:00 am each morning. Students must arrive for 
morning care in full uniform.  All students are expected to complete homework, prepare for class 



and/or read quietly during Morning Care.  Students will sit together in the cafeteria until the start of 
the regular school day begins.

All students participating in morning care will be subject to the Smothers Academy Discipline policy.  
In addition, any habitually disruptive student will not be allowed to continue enrollment in morning 
care, and any payments made will not be refunded for that month.

At 7:15 am, kindergarteners and first grade students will be escorted to their regular classrooms, and 
students in grades 2-5 will dismissed to the court yard for daily intake.

Also, as a reminder, Smothers Academy Morning Care will not be available during school holidays 
or when school is closed due to inclement weather.  Phone calls will be made to notify 
parents/caregivers if this should occur.  

Fee Policy.  It is the policy of Smothers Academy Preparatory School to prevent the use student 
fees or a student’s parent or guardian’s inability to pay a fee to exclude or discourage any 
student from enrollment or prevent any student from receiving a high-quality education while 
enrolled.    

Purpose: The purpose of the following policy is, (1) to permit the orderly establishment of a 
reasonable system of fees, (2) to provide adequate notice to students and families of fee and fee 
waiver requirements and, (3) to prohibit practices that would exclude those unable to pay from 
participation in school-sponsored activities. 

Definitions: 
1. Fees means any charge, deposit, rental, or other mandatory payment, however 

designated, whether in the form of money or goods. Admission fees, transportation 
charges, and similar payments to third parties are fees if the charges are made in 
connection with an activity or function sponsored by or through Smothers Academy. 
For the purposes of this policy, charges related to the National School Lunch Program 
are not fees. 

2. Provision in Lieu of Fee Waiver means an alternative to fee payment and waiver of fee 
payment. A plan under which fees are paid in installments or under some other delayed 
payment arrangement is not a waiver or provision in lieu of fee waiver. 

3. Student Supplies means items which are the personal property of a student which, 
although used in the instructional process, are also commonly purchased and used by 
persons not enrolled in the class or activity in questions and have a high probability or 
regular use in other than Smothers Academy Preparatory School sponsored activities. 
The term includes pencils, papers, notebooks, crayons, scissors, basic clothing for 
healthy lifestyle classes, and similar personal or consumable items over which a student 
retains ownership. 

4. Optional Project means a project chosen and retained by a student in lieu of meaningful 
and productive project otherwise available to the student which would require only 
school-supplied materials. 

5. Textbooks means books, workbooks, and materials similar in function which are 
required for participation in a course of instruction. 

6. Waiver means release from the requirement of payment of a fee and from any provision 



in lieu of fee payment. Standards: 
a. Classes and Activities during the Regular School Day 

i. Fees may be charged to all students. All school materials and 
information, including Smothers Academy Preparatory School CEO 
approved fees and parent information, shall include notice that fees may 
be charged and fee waiver requirements apply. 

ii. No fee may be charged for textbooks used for core content 
classes (e.g. math, science, reading or social studies). 

iii. If a class is established or approved which requires payment of 
fees or purchase of materials, tickets to events, etc., in order for students 
to participate fully and to have the opportunity to acquire all skills and 
knowledge required for full credit and highest grades, the class shall be 
subject to the fee waiver guidelines. 

iv. Students of all grade levels may be required to provide materials 
for their optional projects, but a student may not be required to select an 
optional project as a condition for enrolling in or completing a course. 
Project-related courses must be based upon projects and experiences that 
are free to all students. 

v. Smothers Academy Preparatory School is not required to provide 
school supplies for students.  A student may, however, be required to 
replace supplies provided by the school which are lost, wasted, or 
damaged by the student through careless or irresponsible behavior. 

vi. Smothers Academy Preparatory School may provide to its parents 
or guardians a suggested list of supplies. The following language shall be 
included at the beginning of the note: “Notice: Smothers Academy 
Preparatory School will do everything within its power to ensure the 
success of every child.  However, the school is not responsible for 
providing students with school supplies. The items on this list will be 
used during the regular school day, therefore it is strongly suggested the 
parent or guardian of each student purchase the listed supplies in 
support of their student’s success.” 

b. School Activities Outside of the Regular School Day 
i. Fees may be charged in connection with any school-sponsored activity, 

regardless of the age or grade level of the student, if participation is 
voluntary and does not affect a student’s grade or ability to participate 
fully in any course taught during the day. 

ii. Fees related to extracurricular activities may not exceed the limits 
established by Smothers Academy Preparatory School. Activity fees for 
Smothers Academy Preparatory School are established annually. 

c. General Provisions 
i. No fee may be charged or assessed in connection with any class or 

school sponsored or supported activity, including extracurricular 
activities, unless the fee has been set and approved by Smothers 
Academy Preparatory School CEO and been distributed in an approved 
fee schedule or notice in accordance with this policy. 

ii. Fee schedules and policies for Smothers Academy Preparatory 
School shall be adopted at least once a year by Smothers Academy 
Preparatory School Board in a regularly scheduled board meeting. 



Provision should be made for broad public notice and participation in the 
development of fee schedules and waiver policies. 

iii. Smothers Academy Preparatory School shall adopt the 
procedures to reasonably ensure that the parent or guardian of each child 
who attends Smothers Academy Preparatory School receives written 
notice of all current and applicable fee schedules and fee waiver policies 
before the fees are due. Procedures for fee waivers shall be written in 
language that is easily understood and included with student registration 
materials. 

iv. No present or former student may be denied receipt of transcripts 
or a diploma for failure to pay school fees. A reasonable charge may be 
made to cover the cost of duplicating or mailing transcripts and other 
school records. No charge may be made for duplicating or mailing copies 
of school records to an elementary or secondary school in which the 
student is enrolled or intends to enroll. 

v. Smothers Academy Preparatory School shall provide, as part of 
any fee policy or schedule, for adequate waivers or other provisions to 
ensure that no student is denied the opportunity to participate in a class or 
school-sponsored or supported activity because of an inability to pay a 
fee: The waiver policy shall include procedures to ensure that: 

1. The Smothers Academy Preparatory School CEO or his designee 
shall administer the policy and grant waivers; 

2. The process for obtaining waivers or pursuing alternatives is 
administered fairly and objectively. Fee waivers or other 
provisions in lieu of fee waivers are available to all students who 
are in state custody or receiving public assistance in the form of 
aid to dependent children, general relief, supplemental security 
income, or foster care, and others whose parents or guardians are 
financially unable to pay; 

3. Parents are given the opportunity to review proposed alternatives 
to fee waivers; 

4. An appeal process is available, including the opportunity to 
appeal to the board or its designee; and 

5. To preserve equal opportunity for all students and to limit 
diversion of money and school and staff resources from the basic 
school program, this fee policy shall be designed to place a 
reasonable limit on student expenditures for school sponsored 
activities, including expenditures for activities, clubs, clinics, 
travel, and subject area and vocational leadership organizations 
whether local, state or national. 

vi. Expenditures for uniforms, costumes, clothing, and accessories, if 
other than typical student dress, which are required for participants in 
choirs, pep clubs, drill teams, athletic teams, bands, orchestras, and other 
student groups, are fees requiring approval of Smothers Academy 
Preparatory School CEO. 

vii. The requirements of fee waiver and availability of other provision 
in lieu of fee waiver does not apply to charges assessed pursuant to a 
student’s damaging or losing school property. The school may pursue 



reasonable methods for obtaining payment for such charges, but may not 
exclude students from school or withhold transcripts or diplomas to 
obtain payment of those charges. 

viii. Charges for class rings, letter jackets, and similar articles are not 
required for participation in a class or activity are not fees and are not 
subject to the waiver requirements of this policy.

Fee List.

Below is a list of all fees required for 2018-2019 school year.  All fees are due at registration.  
Money orders or cash are the only accepted forms of payment.  All payments must be made in 
the front office, and every person making a payment should receive a receipt.  All fees are 
nonrefundable.  

1. *Physical Education Uniform (Sold as a set only) $20
2. *Student Agenda Book $10
3. Technology Fee $25
4. Athletic Fee (Per sport & participants only) $125
5. Science Lab Fee $25
6. Field Trip Fee $25
7. I.D. Fee $10

*Applies only to students in 3rd grade and higher

Truancy (Not Reporting to School - Cutting Class - Leaving Campus Without 
Permission). A child within the compulsory attendance age who is absent from school during 
regular school hours when there is no valid reason is considered truant. LA. R.S. 17:230. The 
term "truant" includes students within compulsory attendance age who are not enrolled in 
school, are absent from school without a valid reason, leave campus without permission, do not 
report for or leave class during regular school hours without permission or a valid reason.
When no valid reason is found for a child’s non-enrollment or un-excused absence from 
school or class, the parent/legal guardian, or other person having control or charge of a child 
within the compulsory attendance age range will be given notice, either in person or by 
registered mail, requiring the child’s enrollment or attendance in school within three (3) days 
from the date of notice. (LA.R.S. 17:230)
When a student is truant, the Supervisor of Child Welfare and Attendance, or the 
Headmaster/designee may conduct a counseling session or conference at the school with the 
child's parent/legal guardian related to school attendance and discipline.
The Headmaster/designee will notify the child's parent/legal guardian in writing or by telephone of 
the conference.
The willful failure of the child's parent/legal guardian to attend a meeting with the child's teacher, 
Headmaster, or other appropriate school employee to discuss the child's repeated truancy may be 
grounds for a Family in Need of Services Complaint. (La. Ch.C.Art. 730)
The FINS COMPLAINT/REFERRAL TO JUVENILE COURT (Form FINS 1, Appendix pg A-1) 
may be used.
When it is determined that the student has been truant, the student may be disciplined in 
accordance with the school system's discipline policy. Progressive discipline will be used.
The student will be disciplined by detention or other measures prior to being suspended.



When a student is truant more than once, the Headmaster or designee may follow the above 
procedure or may suspend the student according to the school system's discipline policy.
Where the student is returned to the school by a law enforcement officer, and it is the 
student's first truancy offense, the Headmaster or designee will follow the procedures set 
out in this policy.
The Headmaster or designee will make a Families in Need of Services (FINS) 
referral to Juvenile Court when the school has established that a student is truant 
or has willfully and repeatedly violated lawful school rules. (La.Ch.C.Art.730)
Deviations from this policy shall be approved by the Headmaster or designee.

Cafeteria
Breakfast and Lunch (Child Nutrition Program). A breakfast and lunch program is available to 
students each day. Lunch and breakfast will be served at no charge or at a reduced price to all 
students who are determined to be eligible under Federal guidelines. Special meals are provided at 
no extra charge to students whose disability restricts their diet. The breakfast and lunch programs 
are available to everyone regardless of race, color, national origin, age, sex, or disability.

Cafeteria Policy. Because of the limited time, space and the large number of students to be served, it 
is imperative that students understand the proper behavior for the cafeteria.  Students should be taken 
to the restrooms prior to lining up. As students pick up their trays, teachers should guide them to their 
tables and actively monitor the cafeteria.  Once students finish eating, teachers should ensure they 
have cleaned their eating areas, emptied their trays and escort them to the yard under the direction of 
the duty teachers.
 
Breakfast Procedures

● All students are to enter the cafeteria orderly and enter the serving line in a single file line. 
Breakfast is first come first served.

● All students must pay for breakfast prior to service. Credit is not allowed.
● An orderly line should be maintained with the assistance of classroom monitors and teachers. 
● Students are to eat in the areas assigned to their respective classes. 
● Students must use good table manners.
● Students are not allowed to distribute food items from their lunch portions. 
● Carbonated drinks are not allowed (i.e. Cokes, Pepsi, Sprite, etc.)
● Students are to remain seated until permission is given for leaving. 
● Students must pick up paper and personal belongings, dispose of waste particles, and then 

report to their assigned classroom.
● Students are not permitted to leave the cafeteria with any food or utensils. 
● Students should not be given permission to go to the restroom during transition time.

 
Lunch Procedures

● All classes are to be personally escorted to their lunch lines by their classroom teacher. Please 
make sure you are on time for lunch and/or lunch duty. 



● All students must pay for lunch prior to service. Credit is not allowed.
● All students including those with the bag lunches must pass through the lunch line.
● An orderly line should be maintained with the assistance of classroom monitors and teachers. 
● Students are to eat in the areas assigned to their respective classes. 
● Students must use good table manners.
● Students are not allowed to distribute food items from their lunch portions. 
● Carbonated drinks are not allowed (i.e. Cokes, Pepsi, Sprite, etc.)
● Students are to remain seated until permission is given for leaving. 
● Students must pick up paper and personal belongings, dispose of waste particles, and then go 

to the playground.
● Students are not permitted to leave the cafeteria with any food or utensils. 
● Students should not be given permission to go to the restroom during transition time.
● Lunch kits shall be placed in one place designated by the teacher.
● Students may not return to any classroom(s) during the lunch period without their teachers.
● Students must line up in an orderly manner.

Discipline

School-wide Positive Behavior Intervention Supports (SWPBIS) 
SWPBIS is a research-based framework that can help schools design, implement and evaluate their 
approach to school discipline. SWPBIS uses a three- tiered approach to preventing and intervening 
in problem behavior. Tier 1 focuses on supports for all students in the classroom and school-wide to 
prevent problem behavior. Tier 2 focuses on “specialized” supports tailored to target groups of 
students who engage in misbehavior. Tier 3 provides highly individualized responses for those 
students who continue to face disciplinary problems despite the presence of Tier 1 and 2 supports. 
SWPBIS is meant to work collaboratively with specific practices such as restorative justice 
practices to promote positive behavior in classrooms and on school campuses.

Restorative Practices. A framework for a broad range of restorative justice approaches that 
proactively build a school community based on cooperation, mutual understanding, trust and 
respect, and respond to conflict by including all people impacted by a conflict in finding 
solutions that restore relationships and repair the harm done to the school community. These 
practices can be used to implement positive behavior in classrooms and on school campuses 
consistent with the framework set forth in SWPBIS.

Restorative Justice.  A theory of justice that emphasizes repairing the harm caused or revealed 
by misconduct rather than punishment by:

 Identifying the misconduct and attempting to repair the damage;
 Including all people impacted by a conflict in the process of responding to conflict; 
 Creating a process that promotes healing, reconciliation and the rebuilding of 

relationships to build mutual responsibility and constructive responses to wrongdoing 
within our schools.



Discipline Policy. Our student discipline policy subscribes to the principle that we are all human 
and suffer from poor judgment in certain occurrences. Thus, the staff at Smothers Academy will 
address all discipline infractions through interventions considered firm, fair, and consistent. Based 
on the values, culture, and expected behaviors at Smothers Academy we expect few infractions to 
occur. We will work tirelessly to provide the least restrictive, safe, and orderly environment 
conducive for learning and creative exploration into the intelligence and character of a person. 
Martin Luther King, Jr. said, “The function of education is to teach one to think intensively and to 
think critically…Intelligence plus character – that is the goal of true education.” Any violations of 
the code of conduct shall be dealt with swiftly and immediate by the Dean of Students.

Smothers Academy will maintain written and computerized records of all discipline infractions and 
expulsions, including student information, the offending behavior, the disciplinary action taken, and 
the administered punishment. Discipline incidents are classified into one of three categories. An 
infraction in any of the categories requires immediate contact of parents.

Additionally, students may participate in a self-reflection/counseling session with an interventionist 
or school administrator to discuss the event and unacceptable behaviors displayed by the individual. 
Personal disagreements amongst students will be addressed by the Student Conflict Resolution 
Council. The findings of this peer review council will be final and binding for students, except where 
the Headmaster sees fit to intervene in the length or severity of the decision passed down. Students 
and parents will continually be reminded of the following behavioral infractions and consequences 
associated with each:

Students with Special Needs. Students with special needs and/or exceptionalities are subject to the 
same behavioral expectations as all other students, but with limitations based on their identified 
disability. Smothers Academy will handle discipline for students with special needs in full 
compliance with the SBESE guidelines as articulated in SBESE Bulletin 1706, along with strict 
adherence to Jefferson Parish School District policies and federal safeguards. Parents of special 
education students will have the right to a due process hearing pursuant to the structure established 
in the Student Handbook. All students who are classified as receiving Special Education services 
will be given a Manifestation Determination prior to his suspension or expulsion.
 
Class I or Minor Behavior Infractions Class I Infractions are considered minor behavior 
infractions.  These occurrences are minor violations of appropriate classroom behaviors during 
instruction and do not warrant an office referral. Such incidences include, but are not limited to the 
following behaviors:
 

● Horseplay or running in the hall/class
● Throwing objects
● Out of assigned seat/table/area
● Inappropriate items in class
● Non-compliance with teacher or staff requests (i.e., refusal to participate in class)
● Unexcused tardiness
● Profanity
● Any class disruption or unacceptable behavior on school grounds including school buses and 

public transport.
● Any other infraction the Principal deems to be similar in severity to other Class 1 infractions.



 
Teachers are expected to address minor infractions as outlined by the Smothers Academy Minor 
Behavior Tracking Form. Consequences for Class I infractions may include, but are not limited to, 
teacher-student conferences, parent call or conference, assignment to behavior intervention class, 
administrator-student conference, paddling, Saturday detention or out-of-school suspensions if the 
minor infraction becomes repeated or habitual. Repeated Class 1 behaviors may also result in a 
short-term Character Class assignment or in a referral to the Dean of Students or Headmaster.
 
Class II or Major Behavior Infractions Class II behaviors are considered major behavior 
infractions. These incidents severely interfere with the safety of others, the learning environment and 
are considered behaviors of a harmful nature and/or legal violations warranting administrative 
intervention. Such incidences include, but are not limited to the following behaviors:

● Fighting
● Sexual Harassment (Sexual harassment is the unwelcomed sexual advance, request for sexual 

favor, or any other verbal or physical conduct of a sexual nature.)
● Use or possession of tobacco and any accompanying products (i.e. matches or lighters)
● Possession of fireworks
● Coming to school under the influence of drugs or alcohol
● Stealing/possession of stolen property
● Vandalism
● Harassment/bullying
● Threatening Bodily Harm
● Inappropriate and/or unwanted sexual contact or behavior
● Assault
● Truancy
● Any habitual Class I behavior or other unacceptable behavior on school grounds, including 

school buses and public transport.
● Any other infraction the Principal deems to be similar in severity to other Class II infractions.

 
When a student commits a Class II behavior infraction, the teacher should immediately submit a 
discipline referral in JCampus and send the student, along with the student’s minor infraction 
tracking form, to the Dean of Students.  These infractions are major incidents and shall be dealt with 
swiftly and justly by the Dean of Students and/or School Leader. In the case of a Class II infraction 
the Parent is immediately notified of the accusation while the Dean of Students conducts an 
objective investigation. A school level conference is held with the student(s) involved and parents to 
discuss, issue, and implement appropriate corrective behavior strategies. Class II infractions require 
a Character Class assignment as the least of assigned punishment. As Smothers Academy attempts to 
keep  all students on campus despite discipline infractions these students will be assigned a fair 
time- frame in the Character Class. The Character Class is a self-contained room where students 
must not only reflect on their behavior transgressions, but will also complete all assignments from 
their respective classes, with the assistance of their teachers. Additionally, all campus privileges are 
suspended until their assignment in the Character Class is complete. When needed, a referral to the 
Response to Intervention Team for a Functional Behavioral Analysis (FBA) is made with a 
Behavioral Intervention Plan to follow. The student will be placed on Tier II of the RTI process and 
his progress will be monitored by the RTI team.
 
Class III or Severe Behavior Infractions Class III behavior infractions are considered expellable 
offenses requiring the response of the administration, crisis team, entire staff, and/or community. 



These infractions are intolerable and are handled solely by the School Leader. The School Leader 
conducts a student conference and school wide investigation. Such incidences include, but are not 
limited to the following:
 

● Possession or use of illicit drugs  
● Aggravated assault against anyone affiliated, or not, on Smothers Academy property.  
● Sexual Assault  
● Arson  
● Battery
● Possession of weapon (including firearms) on school grounds or school related activities  
● Making or carrying out criminal threats  
● Causing false fire alarms or conducting bomb threats  
● Extortion  
● Theft  of an item valued at more than $500
● Burglary  
● Robbery  
● Any other infraction that the Principal deems to be similar in severity to other Class 3 

 infractions
 
The Jefferson Parish Sheriff’s Department is notified of all Class III infractions. 

Character Class Assignment  In cases as described in the discipline plan above, students 
committing Class II or III infractions may be assigned to Character Class. The Character Class is a 
self-contained room where students assigned must not only reflect on their behavior transgressions, 
but will complete all assignments from their respective classes, with the assistance of their teachers. 
Smothers Academy understands students are successful if they are actively engaged in learning. 
Thus, students who are assigned a Character Class visit will remain actively engaged in learning as 
they will work one on one with assigned staff to complete their academic requirements for the 
duration of their visit. This option is the preferred method of dealing with cases in which a student’s 
behavior disrupts the learning opportunities of peers. Moreover, students reflect on the situation, in 
writing, and determine the appropriateness of his behavior. This process allows the student time to 
think about his actions and is an instrumental step in teaching students responsibility and 
accountability furthering the fulfillment of the Smothers Academy mission and vision. Students must 
meet with the Dean of Students or School Leader before returning to the normal educational program.

Suspension. A student may be suspended for good cause. The following procedures apply to 
suspensions of 1 to 9 days:

● Prior to any suspension, the Smother's Academy CEO designee will inform the student of the 
accusation against him or her and describe the evidence in support of the accusation. The 
student will be given the opportunity to tell his or her version of the facts. However, if 
Smothers Academy school administration determines that the student is disruptive or poses a 
danger to others, the student may be suspended or removed from the school environment 
immediately, and the actions outlined in this paragraph shall be taken as soon as possible 
thereafter.

● The administrator will notify the suspended student's parents or guardian of the suspension by 
telephone call and in writing.



● A suspended student's parents may appeal the suspension to the Smothers Academy 
Headmaster. This request should be made in writing within three school days of the 
suspension. Upon receiving such a request, the Smothers Academy Headmaster will schedule 
a meeting with the student and the student's parents. Additional evidence may be presented to 
the Headmaster at this meeting. The Headmaster's decision regarding a suspension of nine 
days or less shall be final with no further appeal.

● A conference (phone or in office) with the parents must be held before the child returns.

Suspension Policies/Extended Expulsion. It is the policy of Smothers Academy Preparatory 
School that a student may be suspended for the first, second or third time:

 Until a parent/guardian returns with the student to school (At the middle/high 
school levels, following the second and third suspensions the Dean of Students shall 
schedule a conference for the student with a counselor.) NOTE: Does not apply to 
special education student

 For a period, not to exceed three (3) school days (Parent/legal guardian conference 
shall follow.)

 For a period of time determined by the Headmaster or designee not to exceed nine 
(9) school days after notifying the Supervisor of Child Welfare and Attendance 
(Parent/legal guardian conference shall be conducted within three (3) school days 
of the suspension.)

 For the remainder of the school year, depending upon the seriousness of the 
offense (Parental/legal guardian conference shall follow.)

     It is the policy of Smothers Academy Preparatory School that a student shall be suspended 
for the remainder of the school year by the Headmaster on the fourth suspension. Alternative 
education programs will be provided in only those cases required by law.

     It is also the policy of Smothers Academy Preparatory School that a student may be expelled for 
a period of time that extends beyond the present school year upon the recommendation of the 
Headmaster and the concurrence of the Board of Directors for the serious offenses listed below:

 The possession or use of any implement which may be used as a weapon or that 
may result in bodily harm to an individual.

 Any malicious act which results in serious bodily harm to an individual.
 Commits any other serious offense or creates any serious disruption of a school 

education process.
 Distributing, manufacturing, intending to distribute alcoholic beverages, controlled 

dangerous substances in any form, mood altering chemicals, or any substances 
designed to look like or presented to be such a drug in school buildings, on school 
premises, on school buses, or at school-sanctioned events.

Suspension Policies/Extended Suspensions for Weapons/Drugs.  Any student found guilty of 
being in possession of a dangerous weapon/firearm, or in 
possession/distributing/manufacturing/intending to distribute alcoholic beverages, controlled 
dangerous substances in any form, mood altering chemicals or any substance designed to look like 
(A look alike substance is defined as any substance that appears or resembles any prohibited 
substance and which the student in possession thereof specifically represents to others as a 
prohibited substance.) or represented to be such a drug in school buildings, on school buses, on 



school premises, or at school-sanctioned events shall:
 If sixteen (16) years of age or older, be expelled from Smothers Academy 

Preparatory School for the maximum period of time allowable under state and federal 
law for a minimum period of four (4) complete semesters for drugs;

 If under sixteen (16) years of age and a middle/high school student shall be 
expelled from Smothers Academy Preparatory School for a minimum period of 
two (2) complete semesters;

 For weapons, grades 6-12, expelled for TWO (2) complete semesters;
 Any case involving an elementary student shall be referred to the Smothers Academy 

Board of Directors through a recommendation for action from the Headmaster.
     All individuals affected by this resolution shall receive all legal due process rights 
provided for under the law. Alternative education programs will be provided only in those 
cases where required by law.
     No student expelled under items 1, 2, or 3 shall be allowed to return to Smothers Academy 
Preparatory School without the express approval of the Smothers Academy Board of Directors.
Illegal carrying, possession or use of a firearm or dangerous weapon within the boundaries of 
school property or on a school bus is a crime under the laws of the State of Louisiana. A person 
found guilty of the offense of illegal possession or use of a dangerous weapon and/or carrying a 
firearm, when such an offense is committed on a school bus or within the boundaries of school 
property, may be subject to criminal penalties including fines and/or imprisonment with or without 
hard labor under the provision of L.S.A. 14:95.2,
L.S.A.14:95 and other applicable law.

Suspension Makeup Work. Students who are removed from the classroom for disruptive, 
dangerous, or unruly behavior or who are suspended for ten days or less shall be assigned school 
work missed and shall receive either full or partial credit for such work if it is completed 
satisfactorily and timely as determined by the principal or designee, upon the recommendation of 
the student’s teacher.

Expulsion. Expulsions are imposed only for Class III infractions or any behaviors that jeopardize 
health, safety, or welfare of individuals in the school community. If a student commits an offense 
requiring expulsion, the following actions will be taken:
 

● Prior to any recommendation of expulsion, the Smother’s Academy school administration will 
inform the student of the accusation against him or her and describe the evidence in support of 
the accusation. The student will be given the opportunity to tell his or her version of the facts. 
However, if Smothers Academy school administration determines that the student’s actions or 
behavior warrant expulsion, the student may be suspended or removed from the school 
environment immediately, and the actions outlined in this paragraph shall be taken as soon as 
possible thereafter.

● The school sets a expulsion meeting date; the student and his/her parent/guardian will be 
notified of the accusations and recommendation of expulsion in writing as soon as the school 
has decided to recommend the student for expulsion.  Parent notification of a recommendation 
of expulsion will be made by telephone and in writing by certified mail with return receipt.  
The parent’s notification shall include the reason, infraction or behavior which resulted in the 
school’s recommendation of expulsion, the time and date of the expulsion hearing and a copy 
of the expulsion procedures as described in this handbook. 

● Requests to postpone or reschedule a disciplinary meeting must be made within 48 hours 



of the date it is scheduled to take place.
● If necessary, the student is immediately removed from class and/or school.
● The Smothers Academy Dean of Students will also immediately notify the Smothers 

Academy Discipline Committee of the expulsion recommendation and schedule a date for the 
Smothers Academy Discipline Committee to consider the expulsion recommendation of 
expulsion. This committee will consist of the Dean of Students and two (2) members of the 
Smothers Academy faculty. 

● The student and his parent(s) will be invited to attend this meeting.  The student and 
parents/guardians may attend the hearing and may be accompanied by a person of their 
choice. However, a non-parent, including any attorney, will not be allowed to participate 
except in an advisory role.

● At the meeting, the Discipline Committee will review all statements and/or evidence collected 
by the school regarding the incident, behavior or infraction(s) which led to the 
recommendation of expulsion.  The student is entitled to respond to the charges against him 
during the meeting verbally or in writing.

● Disciplinary Committee meetings are recorded. However, committee deliberations are not.
● At the conclusion of this meeting, the Discipline Committee may decide to uphold the 

expulsion recommendation. In such case, written notification of the Discipline Committee’s 
decision will be provided to the student’s parent or guardian and the Smothers Academy 
Board of Directors within five (5) days of the expulsion meeting by certified mail with return 
receipt.  If a recommendation of expulsion is upheld Discipline Committee, the student will be 
formally removed from the school for a period of one year. 

● A file copy of the entire expulsion proceeding will be maintained in the student’s cumulative 
folder as part of his discipline record.

● Any student expelled has the right to appeal the decision in writing to the Board of Directors 
within five days from the date of expulsion. All appeals are scheduled at the discretion of 
Board of Directors’ subcommittee; in such case, the same procedure will be followed.  
Otherwise, the expulsion decision will be final.

Parent/Legal Guardian Information on Suspension or Expulsion. In instances when the 
parent/legal guardian seeks information about the student who may have inflicted injury or 
damage to their child, the Headmaster or designee shall follow policies outlining release of 
information as provided in the Family Rights and Privacy Act of 1974. If the parent/legal guardian 
is not satisfied with the information which is provided, the parent/legal guardian of the injured 
child may seek redress through legal action under civil law.

Alternative Instruction Policy and Placements. Smothers Academy will provide alternative 
instruction to students who have been recommended for expulsion while awaiting a determination by 
the Board of Directors. The alternative instruction will begin no later than the day after the 
determination is made to expel a student. The alternative instruction may occur during the school 
day at the student’s home or an agreed upon neutral location such as the nearest public library, or a 
student may be transferred to the Alternative School established by Jefferson Parish, if available. 
The alternative instruction will continue for the duration of the time the student awaits disposition on 
his or her expulsion hearing. The school or JPPSS will provide alternative instruction to expelled 
students as required by law.



Pupil Progression Plan Alternative Education Policy and Placement

Alternative schools/programs serve students who are not succeeding in the traditional educational 
setting and offer a venue that aids in preventing these students from dropping out of school. 
Alternative schools/programs provide educational and other services to students who have a variety of 
behavioral and other needs that cannot be adequately met in a traditional school setting.  (Refer to 
Bulletin 741, §2903 and Bulletin 131)

Smothers Academy’s policies for placement of students in an alternative program or school, 
including any promotion policies that may differ from what was provided above. 

Smothers Academy Preparatory School Alternative Education
Smothers Academy provides alternative instruction within the confines of Louisiana Department of 
Education rules as outlined in Bulletins 741 and Act 754. The school will assign any students to 
alternative instruction after a due process hearing and a careful review of student data to determine 
what is in the best interest of the student. Factors of consideration include, but are not limited to, 
age, safety, health, academic and discipline records. Parental notification and consultation will take 
place in each instance.  

This program serves all students enrolled at Smothers Academy Preparatory School.  The purpose of 
this offering is to provide an alternative learning environment for students who have been expelled as 
a result of violating the Smothers Academy Preparatory School disciplinary code or those who have 
been placed on short-term or long-term suspension.   If a student has been recommended for 
expulsion and is awaiting a due process hearing, alternative instruction will continue for the duration 
of the time the student awaits disposition on his or her expulsion hearing.  

Alternative instruction will be provided through virtual instruction or enrollment in online courses.  Virtual 
learning is a non-traditional, interactive program of study that relies on technology designed to support 
teaching and learning in various educational settings.  Alternative instruction will be provided in the core 
academic subjects: English/Language Arts, Mathematics, Science, and Social Studies by a certified teacher. 
The curriculum will be aligned to the Louisiana Department of Education Curriculum Standards, and it will 
consist of internet-based course content consists of reading, videos, interactive review activities, writing 
assignments, research, quizzes, tests, and exams developed by certified teachers. Certified teachers will 
monitor student progress and are available via email, telephone, and online discussion or face-to-face 
meetings. Students enrolled in virtual learning courses are required to meet the same attendance and 
promotional requirements as students enrolled in the regular education program. Please refer to Sections 3-5 of 
this document for regular education promotional requirements.

Students are assigned alternative instruction as follows: 

 Short-term assignment is a 10-15-day placement.  Placement is dependent upon available space. A 
student may only be assigned twice during a school year for a short-term placement. The Headmaster 
or his designee will refer the student to the Smothers Academy disciplinary review team or the SBLC 
committee with the recommendation for a 10-15-day placement.  On or before the day of placement, 
notice of the school’s decision must be faxed or delivered to the student’s parent or guardian.  A 
student’s academic and behavior records will be entered into the school’s student information system 
in order to maintain continuity. At the end of the 10-15-day placement, the student will return to the 
regular education setting.



 Long-term assignment is a placement for more than 15 days for as a result of an out-of-school 
expulsion. If a student is assigned to alternative instruction as a result of long term suspension 
or expulsion, the alternative instruction will begin no later than the day after the determination 
is made to expel a student.

The alternative instruction may occur at school, at the student’s home or an agreed upon neutral location 
such as the nearest public library depending on space.   A student may be transferred to the Alternative 
School established by Jefferson Parish in lieu of an assignment to alternative education, if the option is 
available. 

Any student upon entering or returning to Smothers Academy Preparatory School who has been in a secure 
facility for 30 or more consecutive calendar days will be referred to the SBLC committee to insure proper 
placement and will be assigned to alternative instruction while the SBLC Committee reviews the student’s 
records to determine proper placement. The Headmaster or his designee, the parent/guardian, and the SBLC 
team at will review each student’s performance within 15 school days. Behavior attendance and grades will 
be considered.  Students deemed ready to transition will be returned to the traditional education setting. 

Students with Disabilities and Section 504 Students
Special education students may be assigned to alternative instruction through an IEP placement ONLY. 504 
students may be assigned to alternative instruction through an IAP and Behavior Intervention Plan if the 504 
Manifestation Determination is “Related” and the parent/guardian agrees to placement, except for instances 
involving fire arms, drugs, and serious bodily injury. If the 504 Manifestation Determination is “Not 
Related,” the hearing team determines placement. Special education and 504 students can ONLY be assigned 
to the DAP through an IEP or IAP team decision with approval from the district administration for IDEA and 
504 students.

Seclusion and Restraint Policy. 

Smothers Academy Preparatory School believes that maintaining an orderly and safe environment is 
conducive to a healthy learning environment, and such an environment is an appropriate expectation 
of all students, parents and employees. The school recognizes that there are times when it becomes 
necessary for employees to use reasonable physical restraint and/or isolated time out/seclusion to 
protect a student that poses an imminent risk of harm to himself or to others. The use of objects or 
devices to address a student’s behavioral outburst is strictly prohibited, unless approved under a 
student’s Individualized Education Plan (IEP).  Seclusion and physical restraint shall be used only as 
a last resort, as a means to maintain a safe and orderly environment for learning. Seclusion and 
restraint should only be used to the extent necessary to preserve the safety of students and staff. Use 
of seclusion and restraint may also be a component of a Behavioral Intervention Plan (BIP) and/or an 
Individualized Education Plan (IEP) for students. If such is the case, the terms of the BIP and/or IEP 
must address the use of seclusion and restraint and will control the guidelines of using these 
measures.  Thus, Smothers Academy Preparatory School authorized the Smothers Academy 
Preparatory School Chief Executive Officer (CEO), or his designee, to establish procedures regarding 
the use of seclusion and restraint as part of the school’s comprehensive discipline rules/guidelines. 

In accordance with Act 522, Louisiana Bulletin 1706 and Title 17 §416.21 of the Louisiana 
Revised Statutes, the Smothers Academy has adopted this seclusion and restraint policy to establish 
guidelines for the use of seclusion and restraint to address the behavior of all regular education 
students and students with exceptionalities enrolled in Smothers Academy.



I. General Policy Regarding Seclusion and Restraint-Seclusion and physical restraint shall not 
be used as a form of discipline or punishment, as a threat to control, bully, or obtain 
behavioral compliance, or for the convenience of school personnel.  

A. No student shall be subjected to unreasonable, unsafe, or unwarranted use of seclusion 
or physical restraint.  

B. A student shall not be placed in seclusion or physically restrained if he or she is known 
to have any medical or psychological condition that precludes such action, as certified 
by a licensed health care provider in a written statement provided to the school in 
which the student is enrolled.  

C. A student who has been placed in seclusion or has been physically restrained shall be 
monitored continuously. 

i. Such monitoring shall be documented at least every fifteen minutes and 
adjustments made accordingly, based upon observations of the student's 
behavior.  

D. A student shall be removed from seclusion or released from physical restraint as soon 
as the reasons for justifying such action have subsided.   

II. Use of Seclusion-Seclusion shall be used only:
A. For behaviors that involve an imminent risk of harm.
B. As a last resort when de-escalation attempts have failed and the student continues to 

pose an imminent threat to self or others.
C. Seclusion shall not be used to address behaviors such as general noncompliance, self-

stimulation, and academic refusal. 
i. Such behaviors shall be responded to with less stringent and less restrictive 

techniques.
D. A seclusion room shall be used only as a last resort if and when less restrictive 

measures, such as positive behavioral supports, constructive and non-physical de-
escalation, and restructuring of a student's environment, have failed to stop a student's 
actions that pose an imminent risk of harm.  

E. A student shall be placed in a seclusion room only by a school employee who uses 
accepted methods of escorting a student to a seclusion room, placing a student in a 
seclusion room, and supervising a student while he or she is in the seclusion room. 

F. Only one student may be placed in a seclusion room at any given time, and the school 
employee supervising the student must be able to see and hear the student the entire 
time the student is placed in the seclusion room.

G. A seclusion room shall:  
i. Be free of any object that poses a danger to the student placed in the room.  
ii. Have an observation window and be of a size that is appropriate for the 

student's size, behavior, and chronological and developmental age.  
iii. Have a ceiling height and heating, cooling, ventilation, and lighting 

systems comparable to operating classrooms in the school.
III. Use of Restraint-Physical restraint shall be used only:

A. When a student's behavior presents a threat of imminent risk of harm to self or others 
and only as a last resort to protect the safety of self and others.  

B. To the degree necessary to stop dangerous behavior.  
C. In a manner that causes no physical injury to the student, results in the least possible 

discomfort, and does not interfere in any way with a student's breathing or ability to 
communicate with others.  

D. No student shall be subjected to any form of mechanical restraint.  



E. No student shall be physically restrained in a manner that places excessive pressure on 
the student's chest or back or that causes asphyxia.  

F. A student shall be physically restrained only in a manner that is directly proportionate 
to the circumstances and to the student's size, age, and severity of behavior.

IV. Reporting Requirements and Follow-up Procedures-Reporting incidences of seclusion and/or 
restraint for all students and the required follow-up procedures is as follows:

A. Should any student display any behavior that poses an imminent risk of harm to 
himself or others while under the supervision of a Smothers Academy employee, thus 
requiring a Smothers Academy school employee to use physical restraint and/or 
seclusion to protect the student or others from the risk of harm posed, the Smothers 
Academy CEO, Headmaster or Assistant Headmistress and the school special 
education coordinator shall be notified any time a student is placed in seclusion or is 
physically restrained.

B. A school employee who has placed a student in seclusion or who has physically 
restrained a student shall document and report each incident in accordance with the 
policies adopted by the school's governing authority. 

i. Such report shall be submitted to the Headmaster not later than the school day 
immediately following the day on which the student was placed in seclusion or 
physically restrained and a copy shall be provided to the student's parent or 
legal guardian.

C. If a student is involved in five incidents in a single school year involving the use of 
physical restraint or seclusion, the student's Individualized Education Plan team shall 
review and revise the student's behavior intervention plan to include any appropriate 
and necessary behavioral supports. 

i. Thereafter, if the student's challenging behavior continues or escalates 
requiring repeated use of seclusion or physical restraint practices, the special 
education director or his designee shall review the student's plans at least once 
every three weeks.

V. Parent or Other Legal Guardian Notification-Notification to the parent or other legal guardian 
of an incidence of seclusion or restraint will be made in the following manner: 

A. The parent or other legal guardian of a student who has been placed in seclusion or 
physically restrained shall be notified as soon as possible by the Smothers Academy 
Headmaster or his designee. 

B. The student's parent or other legal guardian shall also be notified in writing, within 
twenty-four hours, of each incident of seclusion or physical restraint. Such notice shall 
include the reason for such seclusion or physical restraint, the procedures used, the 
length of time of the student's seclusion or physical restraint, and the names and titles 
of any school employee involved.   

VI. Dissemination of Guidelines to Stakeholders: Seclusion and Restraint Guidelines and 
Procedures are posted on the Smothers Academy school web site and posted in the student 
and employee handbooks in order to be accessed by all school employees, students and 
parents and guardians. A hardcopy of the Seclusion and Restraint Guidelines and Procedures 
will be kept in the school’s main office.  The student and employee handbooks will include a 
statement about how and where to access these guidelines and procedures. Parents, teachers or 
students without internet access or who would like a paper copy may request a copy from the 
school. 



VII. Notification to the Louisiana Department of Education: A copy of Seclusion and 
Restraint Guidelines and Procedures will be emailed to the Louisiana Department of 
Education by the Smothers Academy CEO. Maintaining documentation of all instances of 
seclusion and physical restraint/holding shall be the responsibility of the Headmaster, 
Assistant Headmistress and the Special Education Coordinator. 

VIII. An explanation of the methods of physical restraint and the school employee training 
requirements relative to the use of restraint: 

A. Smothers Academy Preparatory School will have at least one school administrator, 
two teachers (one lower elementary, grades k-3 and one upper elementary, grades 4-
8), school nurse, and the dean of students trained in Non- Violent Crisis Intervention 
(NCI) Program by Crisis Prevention Institute (CPI).  Teachers, related service 
providers, paraprofessionals, school bus drivers, bus attendants, cafeteria workers, 
custodians, other school employees will be trained on an as needed basis.

B. Training will include: 
i. Preventive Techniques 
ii. Understanding of Crisis Development Model
iii. Non-verbal and Para-verbal communication 
iv. Understanding of defensive behavior 
v. Precipitating factors 
vi. Physical Intervention-Disengagement skills 
vii. Physical Restraints

1. Knowledge of restraints/holding skills and the risk of improper 
restraint.

2. Execution of approved restraints/holding skills by participants with 
100% accuracy.

3. Reestablishing communication with student to reenter the classroom. 
C. Written exam which must be completed with 80% accuracy. 
D. Staff members certified to use restraints/holding skills must re-certify every four years 

and complete a refresher course every two years. 
E. Documentation of certified personnel will be maintained by the school. 

IX. Explanation of School Approved Methods of Physical Restraint/Holding Skills-The approved 
methods for physical restraint are:

A. Children’s Control Position - allows a staff member to maintain a balanced stance 
while managing the child. 

B. Team Control Position - is more than two staff members used to manage individuals 
who have become dangerous to themselves or others. 

C. Transport Position - assists staff members to safely move an individual who is 
beginning to regain control. Interim Control Position - is a temporary control position 
that allows the staff member to maintain control of both of the individual’s arms, if 
necessary, for a short time. 

X. Definitions-As used in this policy:
A. "Imminent risk of harm" means an immediate and impending threat of a person 

causing substantial physical injury to self or others.
B. "Mechanical restraint" means the application of any device or object used to limit a 

person's movement.  
i. Mechanical restraint does not include:  

1. A protective or stabilizing device used in strict accordance with the 
manufacturer's instructions for proper use and which is used in 



compliance with orders issued by an appropriately licensed health care 
provider. 

2. Any device used by a duly licensed law enforcement officer in the 
execution of his official duties.

C. "Physical restraint" means bodily force used to limit a person's movement.  
i. Physical restraint does not include:  
ii. Consensual, solicited, or unintentional contact.  
iii. Momentary blocking of a student's action if the student's action is likely 

to result in harm to the student or any other person. 
iv. Holding of a student, by one school employee, for the purpose of 

calming or comforting the student, provided the student's freedom of 
movement or normal access to his or her body is not restricted. 

v. Minimal physical contact for the purpose of safely escorting a student 
from one area to another. 

vi. Minimal physical contact for the purpose of assisting the student in 
completing a task or response.

D. "Positive behavior interventions and support" means a systematic approach to embed 
evidence-based practices and data-driven decision making when addressing student 
behavior in order to improve school climate and culture.

E. "School employee" means a teacher, paraprofessional, administrator, support staff 
member, or a provider of related services.

F. "Seclusion" means a procedure that isolates and confines a student in a separate room 
or area until he or she is no longer an immediate danger to self or others.

G. "Seclusion room" means a room or other confined area, used on an individual basis, in 
which a student is removed from the regular classroom setting for a limited time to 
allow the student the opportunity to regain control in a private setting and from which 
the student is involuntarily prevented from leaving.

H. "Written guidelines and procedures" means the written guidelines and procedures 
adopted by a school's governing authority regarding appropriate responses to student 
behavior that may require immediate intervention.

Corporal Punishment Policy. As provided by Louisiana Revised Statute 17:223 and as approved 
by the Smothers Academy Board, faculty members designated by the CEO may administer corporal 
punishment to any student under their jurisdiction for misbehavior while on the way to and from 
school, while at school, during any intermission or recess, or while at any school-related event, at 
school or away from school. Such punishment shall be just, reasonable and deserved, and shall be 
administered in the presence of a fellow faculty or staff member.  Obtaining parental consent prior 
to administering paddling is not necessary; however, parents who do not want their child paddled 
must submit a signed Opt-Out form informing the school of their decision to administer corporal 
punishment on their child. In that instance, another form of discipline may be used.
 

1. Parents who wish to exclude their child from corporal punishment must have a signed Opt-
Out form on file at the Headmaster’s office.

2. Corporal punishment should be used only after other methods of seeking the student's 
cooperation in developing self-discipline have failed or as an alternative to suspension.

3. Corporal punishment shall not be administered because of poor grades.



4. All enrolled students must exhaust the discipline ladder before corporal punishment is 
recommended for a student.  This includes, but is not limited to parent calls; counseling of 
student by faculty member; assignment to character class; or behavior 
modification/intervention.

5. Smothers Academy does not use corporal punishment for infractions committed by students 
with disabilities. If the infraction would normally be punishable by corporal punishment, an 
intensive parental intervention will be scheduled for behavior modification.

6. Before corporal punishment is administered, the student shall be advised of his/her 
misconduct and shall be given the opportunity to explain his/her version of the facts.

7. Corporal punishment shall be administered by the CEO, Head Master, Assistant 
Headmistress, Dean of Students or designee as designated in writing by the Smothers 
Academy CEO.

8. When corporal punishment is administered, the CEO, Head Master, Assistant Headmistress, 
Dean of Students, Assistant Head Mistress or CEO designee must be present as a witness.  In 
the event the CEO, Head Master, Assistant Head Mistress, Dean of Students, Assistant Head 
Mistress or CEO designee.

9. All corporal punishment events shall be recorded, the number of students who have been 
recommended for corporal punishment event as a referral, and the number of students who 
receive corporal punishment as a measure of discipline. All collected data is stored on our 
JCampus Student Management Software and reported to the Headmaster and CEO on a 
weekly and monthly basis. Data can be interfaced with any state reporting system available. 
Additionally, Smothers Academy will report all corporal punishment occurrences at the 
same time the categorical behavioral offenses are reported to the state.

10. Parents are made aware that Smothers Academy Preparatory School practices corporal 
punishment during the parent interview at the time of enrollment. Moreover, parents are 
further educated on the discipline infractions and repercussions during the Parent/Student 
Orientation prior to school. In the event corporal punishment is necessary; parent is the first 
notified for the event by phone call. A text message is sent to parents as well through our 
JCampus Student Management Software. Written notification is sent home to parents with 
students along with a signature line for return to the Dean of Students. Parents must confirm 
knowledge of the event through the return of an event notification letter. If parents do not 
respond within 48 hours follow up communication includes phone calls, texts, emails, 
letters, and conference requests.

11. Parents who wish to opt-out of the corporal punishment program must complete the corporal 
punishment waiver during the time of student enrollment.

12. The parent(s) or guardian(s) of the student in question must complete an appeal request. The 
request is then reviewed by the Headmaster or Dean of Students. Immediately following the 
request the Headmaster (or Dean) and his staff will investigate the behavior incident and 
determine what punitive measures can and will be taken in lieu of corporal punishment if the 
situation does not require a corporal punishment event according to school rules and spirit of 
the infraction. The Headmaster or (Dean) will then host a meeting with all involved parties 
to discuss the findings and discipline recommendations’.



13. The discipline policy will be applied equally and evenly across the board for all enrolled 
students of Smothers Academy. No student shall receive preferential treatment for any 
reason. If student action meets the criteria for particular discipline events the student will 
face whatever punishment is required.

14. If a student does experience a corporal punishment event they will be given 5 to 7 minutes to 
collect themselves and prepare for their return to class. Students will be allowed to use the 
restroom or the Dean of Student’s office for this time. Parent conferences will not be 
required unless the student becomes a habitual offender in occurrences that require corporal 
punishment.

15. Reasonable and proper use of corporal punishment shall be deemed by Smothers Academy 
Preparatory School administration and discipline team as an infraction classified as a 
Category III offense or infraction so heinous the standard means of discipline applied 
through the discipline ladder will not serve as a proper remedy for the behavior(s) in 
question.

16. A paddle made of wood with no holes or splinters shall be used in administering corporal 
punishment, said paddle not to exceed twenty (20) inches in length, one-fourth (1/4) inch in 
thickness and at least three (3) inches in width, with rounded edges and corners.

17. The paddle is to be applied to the buttocks, and the punishment shall not to exceed six (6) 
strokes.

18. A record of each incident of corporal punishment shall be kept. Upon request, the principal 
shall make information in said record available to the parent. 

Clarification of Corporal Punishment Policies and Procedures

How do all policies related to corporal punishment apply to special education students?
IEP and 504 students WILL NOT be administered corporal punishment. 

What interventions must be used prior to using corporal punishment?
Students should exhaust the discipline ladder before corporal punishment is recommended for a 
student. This includes, but is not limited to parent calls, Student Counseling, assignment to Character 
Class, Behavior Modeling/Intervention, and all other behavior interventions or modifications prior to 
being administered corporal punishment.  However, in instances where students habitually commit 
minor behavior infractions or at the first occurrence of a major infraction, corporal may be 
administered.

What witnesses must be present and who is limited in being present during punishment (i.e., 
needs to be at least one staff witness, should not be done publicly)?
During a corporal punishment event, the Headmaster or Assistant Headmaster must be present as a 
witness. In the event the Headmaster, Director of Curriculum & Instruction, Director of Operations, 
or CEO, perform the event the Dean of Students will serve as the witness (or one of the 
aforementioned). When available the parents and or CEO will serve as witnesses as well. 

What is the physical mechanism and what instruments will be used to enforce corporal 



punishment?
The mechanism utilized is paddling. A paddle made of wood with no holes or splinters shall be used 
in administering corporal punishment, said paddle not to exceed twenty (20) inches in length, one-
fourth (1/4) inch in thickness and at least three (3) inches in width, with rounded edges and corners.  
The paddle is to be applied to the buttocks, and the punishment shall not to exceed six (6) strokes.

Who are the specific staff members and positions that will be allowed to administer corporal 
punishment?
Darrin Bedell, Dean of Students
Karen Henderson, Asst. Headmistress and Director of Curriculum and Instruction
Averil Sanders, Jr., Headmaster
Demetrius Franklin, Director of Operations/Athletic Director 
Damon Smothers, CEO 

How will corporal punishment be documented, data collected, and incidences reported?
All corporal punishment events shall be recorded for future review or use when deemed necessary.  
Data is collected by recording the number of students who have been recommended for a corporal 
punishment event as a referral, and the number of students who receive corporal punishment as a 
measure of discipline.  All collected data is stored on our J-Campus Student Management Software 
and reported to the Headmaster and CEO on a weekly and monthly basis.  Data can be interfaced 
with any state reporting system available. Additionally, Smothers Academy will report all corporate 
punishment occurrences at the same time the categorical behavioral offenses are reported to the state. 

 How will parents be notified? 
A copy of the policy must be provided to each parent. Parents are first notified of the event by phone 
call. Written notification is sent home to parents with students along with a signature line for return to 
the Dean of Students. Parents must confirm knowledge of the event through the return of the event 
notification.

 How do parents opt-out of the corporal punishment program? 
Parents who wish to opt-out of the corporal punishment program must complete the corporal 
punishment waiver form.
 during the time of student enrollment. 

What is the due process for appeal of corporal punishment?
The parent(s) or guardian(s) of the student in question must complete an appeal request. The request 
is then reviewed by the Headmaster or Dean of Students. Immediately following the request, the 
Headmaster (or Dean) and his staff will investigate the behavior incident and determine what punitive 
measures can and will be taken in lieu of corporal punishment if the situation does not require a 
corporal punishment event according to school rules and spirit of the infraction. The Headmaster (or 
Dean) will then host a meeting with all involved parties to discuss the findings and discipline 
recommendations. 

How will the discipline policy be used consistently? 
The discipline policy will be applied equally and evenly across the board for all enrolled students of 
Smothers Academy. No student shall receive preferential treatment for any reason. If student action 
meets the criteria for particular discipline events the student will face whatever punishment is 
required. 



What is the policy for investigation into employee(s) accused of impermissible corporal 
punishment or moral offenses involving student(s)?
The employee will be immediately suspended based on the severity of the accusation prior to any 
investigative activities. The Headmaster will then conduct an independent investigation of the 
occurrence. This includes, but is not limited to conducting interviews with individual students, 
parents, faculty, staff, and any other persons or witnesses deemed to hold information vital to the 
investigation. In the event any employee of Smothers Academy is found to be guilty of any 

What is the process for readmitting students to class after corporal punishment and parent 
conferences?
If a student does experience a corporal punishment event they will be given 5 to 7 minutes to collect 
themselves and prepare for their return to class. Students will be allowed to use the restroom or the 
Dean of Student’s office for this time. Parent conferences will not be required unless the student 
becomes a habitual offender in occurrences that require corporal punishment. 

What is 'reasonable and proper’ use of corporal punishment? Is there a limit and how is this 
measured?
Reasonable and proper use of corporal punishment shall be deemed by Smothers Academy 
Preparatory School administration and discipline team as an infraction classified as a Category III 
offense or infraction so heinous the standard means of discipline applied through the discipline ladder 
will not serve as a proper remedy for the behavior(s) in question.

Corporal Punishment Opt Out Statement. As you know, Smothers Academy Preparatory School 
uses a corporal punishment policy. Under Louisiana Board of Education policy and Louisiana law, 
school administrators are permitted to use corporal punishment as a form of school discipline. 
However, you may decide that you do not want school administrators to use corporal punishment 
against your child. Please be advised, however, that if you make that determination and your child 
engages in misconduct warranting the use of corporal punishment according to Smothers Academy 
Discipline Policy, your child will be subject to an alternative punishment which may include 
suspension.
 

If you decide that corporal punishment should not be used against your child, please complete the 
bottom portion of the corporal punishment opt out form located at the end of this handbook and 
return it to the Smothers Academy Headmaster. If you do not return the executed form, corporal 
punishment may be used against your child according to the guidelines of the Smothers 
Academy Discipline Policy. Further, Smothers Academy will deem your choice not to sign 
corporal punishment opt-out form as consent to use corporal punishment on your child.

Cooperative Endeavor/Law Enforcement. It is the policy of Smothers Academy Preparatory 
School to provide a safe school environment for students and employees. Therefore, there exists a 
cooperative endeavor among law enforcement, juvenile justice, the district attorney, parish 
administration, human services authority, and Smothers Academy Preparatory School. The goal of 
the cooperative endeavor is to keep the campus safe from drugs, weapons, and criminal acts of 
personal violence. 



If a criminal act is perpetrated by a student, it is the discretion of the Administration to contact 
the appropriate law enforcement agency. The responding deputy or police officer will come to the 
school, arrest the student if the investigation warrants, and secure the evidence. Initial notification 
of the parent/legal guardian of the juvenile's arrest will be made by Dean of Students. The Dean of 
Students will instruct the parent/legal guardian that the juvenile has been arrested and taken to 
Riverdale Detention Center if necessary. The juvenile will not be released from detention until a 
hearing on the matter is held before a judge in Juvenile Court.

Violence Prevention Program. The Headmaster has the authority to call the appropriate law 
enforcement authorities if students are involved in a serious fight and recommend one of the 
following actions: the student will be disciplined; release the student to a parent/legal guardian with 
the agreement that both will appear in Juvenile Court; or arrest the student. All students involved in 
a fight at school will be subject to suspension or expulsion.
      Students in grades 4-12 school level who are suspended for fighting as determined by the 
school administrators will be required to undergo conflict resolution training with the parent/legal 
guardian before being readmitted to school. The student shall not be allowed to participate in any 
sports or extra-curricular activities during the suspension period. The eight (8) hours of community 
service will be scheduled and supervised by the administrator at the designated school site. The 
parent/legal guardian will be required to attend the four (8) hour conflict resolution session on 
Saturday with the student for each offense as part of the Violence Prevention Program. The student 
or parent/legal guardian will pay $75.00 for the cost of the Violence Prevention Program at the 
time of enrollment in the program. Cash or money order only will be accepted. The student must 
attend the Violence Prevention Program in his/her full school uniform. Failure to complete all 
components of the Violence Prevention Program may result in a referral to Juvenile Court.

Individual School Rules and Regulations. It is the policy of Smothers Academy Preparatory 
School that teachers, principals, and administrators   may employ, subject to any rules as may be 
adopted by the parish or city school board, reasonable disciplinary and corrective measures to 
maintain order, provided, that nothing in this section shall be construed as superseding the 
provisions of Section 416 of Title 17 of the Louisiana Revised Statutes of 1950 relative to the 
disciplining of students, suspensions, and expulsions. All such rules shall be published and 
distributed to students and parents/legal guardians.

Protection of School Employees. Any individual, including any parent/legal guardian of any 
student attending school in Smothers Academy Preparatory School, who physically assaults or 
threatens harm to any teacher, staff member, or employee of Smothers Academy Preparatory 
School will not be allowed to enter the campus or the grounds of any other facility owned and 
operated by Smothers Academy Preparatory School without prior approval of the Headmaster.

Bullying Policy. Smothers Academy Preparatory School believes that all students have a right to a safe and 
healthy school environment. All Smothers Academy employees have an obligation to promote mutual 
respect, tolerance, and acceptance among students, staff, and volunteers. A student shall not bully or 
intimidate any student through words or action. All students, teachers, and other school employees shall take 
responsible measures within the scope of their individual authority to pre-vent violations of this policy. 
Smothers Academy Preparatory School strictly prohibits bullying and/or harassment, as defined herein. The 
Board of Directors shall take reasonable steps to end bullying/harassment, to prevent its recurrence and to 
prevent retaliation against any individual who reports allegations of bullying/harassment or cooperates in the 
investigation of an alleged violation of this policy. This policy applies to students on school grounds, while 



traveling to and from school, or a school-sponsored activity, and during school-sponsored events.

Bullying is defined as a pattern of one or more of the following:
● gestures, including but not limited to obscene gestures and making faces;
● written, electronic, or verbal communication, including but not limited to calling names, 

threatening harm, taunting, malicious teasing, or spreading untrue rumor;
● electronic communication including but is not limited to a communication or image 

transmitted by email, instant message, text message, blog, or social networking website 
through the use of a telephone, mobile phone, pager, computer, or another electronic device;

● physical acts, including but not limited to hitting, kicking, pushing, tripping, choking, 
damaging personal property, or unauthorized use of personal property;

● repeatedly and purposefully shunning or excluding from activities;

     All students and/or staff shall immediately report incidents of bullying, harassment or intimidation to the 
Headmaster or designee. School staff members are expected to immediately intervene when they see a 
bullying incident occur. Each complaint of bullying shall be promptly investigated. This policy applies to 
students on school grounds, while traveling on a school bus to and from school, or a school-sponsored 
activity, and during a school-sponsored activity. Bullying and intimidation will not be tolerated. Disciplinary 
action will be taken following each confirmed incident of bullying.

Smothers Academy believes that all students have a right to a safe and healthy school environment. We 
recognize have an obligation to promote mutual respect, tolerance, and acceptance among students, staff, and 
volunteers. Behavior that infringes on the safety of any student will not be tolerated. A student shall not bully 
or intimidate any student through words or actions. Such behavior includes, but is not limited to direct 
physical contact, verbal assaults, the use of electronic methods, and social isolation and/or manipulation. The 
school’s policy prohibiting bullying is included in the student handbook and includes but is not limited to the 
following:

 Any student who engages in bullying will be subject to disciplinary action up to and including 
expulsion.

 Students are expected to immediately report incidents of bullying to the principal or designee.
 School staff and/or administrators will promptly investigate each complaint of bullying in a thorough 

and confidential manner.
 If the complainant student or parent of the student feels that appropriate resolution of the investigation 

or complaint has not been reached after consulting the school principal, the student or the parent of the 
student should contact the local superintendent or his or her designee.

 The school system prohibits retaliatory behavior against any complainant or any participant in the 
complaint process.

 All students and/or staff shall immediately report incidents of bullying, harassment or intimidation to 
the school principal or designee. School staff members are expected to immediately intervene when 
they see a bullying incident occur. Each complaint of bullying shall be promptly investigated. 

 This policy applies to students on school grounds, while traveling on a school bus to and from school, 
or a school-sponsored activity, and during a school-sponsored activity.

 Bullying and intimidation will not be tolerated. Disciplinary action will be taken following each 
confirmed incident of bullying. Disciplinary action after the first incident of bullying may include but 
is not limited to the following:

 Loss of a privilege; Reassignment of seats in the classroom, cafeteria or school bus; Reassignment of 
classes; Detention; In-school suspension; Out-of-school suspension; Expulsion; Assignment to an 
alternative school

 If necessary, counseling and other interventions should also be provided to address the social-



emotional, behavioral, and academic needs of students who are victims of bullying and students who 
commit an offense of bullying.

 Students, parents/guardians and other school personnel may report incidents of bullying to an 
administrator, teacher, counselor or other staff member orally or in writing by using the appropriate 
form.

The procedures for intervening in bullying behavior include, but are not limited to, the following:
● All staff, students, and their parents will receive a copy of the policy prohibiting bullying at the 

beginning of the school year as part of the student code of conduct.
● The school will keep a report of bullying and the results of an investigation confidential.
● Staff are expected to immediately intervene when they see a bullying incident occur or upon receipt 

of any report of bullying.
● Anyone who witnesses or experience bullying is encouraged to report the incident to a school 

official.

The following actions will be taken when bullying is reported:

1. Investigation:  
a. Upon receipt of any report of bullying, schools will direct an immediate investigation of the 

incident. The investigation will begin no later the next business day in which the school is in 
session after the report is received by the school official. The investigation will be completed 
no later than ten school days after the date the written report of the incident is submitted to 
the school official.

a. The investigation shall include interviewing the alleged perpetrator(s) and victim(s), 
identified witnesses, teacher(s), and staff members separately. Physical evidence of the 
bullying incident will be reviewed, if available.

2. Notification
b. Parents or legal guardians of the victim and accused student will be notified of the 

investigative procedure. If the incident involves an injury or similar situation, appropriate 
medical attention should be provided and the parent/guardian should be notified 
immediately.

3. Discipline
c. Upon confirming that bullying has occurred, the accused student will be charged with 

bullying and will receive age-appropriate consequences which shall include, at minimum, 
disciplinary action or counseling.

4. Follow Up
d. Complainants will be promptly notified of the findings of the investigation and the remedial 

action taken.
5. Documentation

a. Written documentation containing the findings of the investigation, including input from the 
students’ parents or legal guardian, and the decision by the school official, will be prepared 
and placed in the school records of the victim and perpetrator. 

Hazing. "Hazing is defined as any knowing behavior, whether by commission or omission, of any 
student to encourage, direct, order, or participate In any activity which subjects another student to 
potential physical, mental or psychological harm for the purpose of initiation into, affiliation with, 
continued membership in, or acceptance by current members of any organization or extracurricular 
activity at a public elementary or secondary school, whether such behavior Is planned or occurs on 
or off school property, including school bus and school bus stop."
     Smothers Academy Preparatory School is committed to maintaining a safe, orderly, civil, and 
positive learning environment so that no student feels threatened while in school, on the school bus, 
and/or when participating in school-related activities. While some forms of initiation for 



membership in student clubs and organizations constitute acceptable behavior, the hazing of 
students may degenerate into a dangerous form of intimidation and degradation.
     Hazing is hereby prohibited at Smothers Academy Preparatory School for the purpose of 
initiation or admission into, affiliation with, continued membership in, or acceptance by existing 
members of any organization or extracurricular activity. No student may solicit, ask, or request 
another to do an act forbidden under the definition of hazing given below. No student may aid, help, 
assist, or abet another in the hazing of a student. No student may consent to be the subject of hazing, 
or may the fact that a student consented to hazing serve as a defense for the student found to be 
hazing.
     Any student, teacher, or other school employee who observes or is the object of hazing will 
report the hazing to their homeroom teacher or any school administrator. The administration of the 
school will conduct an investigation into any complaint of hazing. Smothers Academy Preparatory 
School’ policies and procedures for violations of school discipline policies will be effective for any 
violation of this policy. Any act of hazing which might be in violation of the criminal laws of the 
State of Louisiana, the Parish of Jefferson or the municipality wherein the school is located, if 
appropriate, will be reported to the appropriate law enforcement agency. "Hazing" does not mean 
any adult-directed and school-sanctioned athletic program practice or event or military training 
program.

Damage to Property. It is the policy of Smothers Academy Preparatory School that a student found 
guilty or responsible for damage or loss to any property belonging to Smothers Academy Preparatory 
School, another student, a school employee, or school bus driver shall be held accountable for making 
restitution for said damage. Any student who is suspended for such an act shall be denied attendance 
or transportation until arrangements for payment in full have been made for said damage.

Smoking Policy. SA adheres to ACT 581 which prohibits smoking, as provided in present law, 
within 200 feet of the entrances, exits, or outdoor areas of any public or private elementary or 
secondary school.

Tobacco Products. Possession or use of tobacco products/e-cigarettes while in school buildings, on 
school premises, on school buses, or at school sanctioned events shall be handled according to the 
number of offenses.

1. First Violation - When a student is found to be in possession of or using tobacco 
products, the student shall be disciplined in accordance with the rules governing a 
Category III offense; and referred to the appropriate social assistance agency.

2. Second or Subsequent Violations - When a student is found to be in possession of or 
using tobacco products, the student shall be dismissed from school; and referred to 
the appropriate social assistance agency.

Substance Abuse Policy and Procedures. The possession, use, delivery, transfer, or sale of 
tobacco, alcohol, controlled dangerous substances, any mood-altering chemical, or any substance 
designed to look like or represented as such by students, on school premises, in school buildings, on 
school buses, or at school-sanctioned events is expressly prohibited. A look alike substance is 
defined as any substance that appears or resembles any prohibited substance and which the student 
in possession thereof specifically represents to others as a prohibited substance.



Manufacture/Possession/Distribution (Drug Related). If the Headmaster or designee has 
reasonable suspicion/cause to believe that a student has manufactured, distributed, or possessed with 
intent to distribute alcohol, controlled dangerous substances, any mood-altering chemicals, or any 
substance designed to look like or represented as such a drug, the parent/legal guardian and the 
appropriate law enforcement agency shall be contacted immediately. Upon such violation, criminal 
charges shall be filed with the appropriate law enforcement agency. The student shall be suspended 
from school according to the following procedures:

 If sixteen (16) years of age or older, the student shall be expelled from Smothers 
Academy Preparatory School for the maximum period of time allowable under state 
and federal law for a minimum period of four (4) complete semesters;

    If under sixteen (16) years of age and a middle/high school student shall be 
expelled from Smothers Academy Preparatory School for a minimum period of 
two (2) complete semesters;

 Any case involving an elementary student shall be referred to the Board of 
Directors through a recommendation for action from the Headmaster.

 No student expelled under items a, b, or c shall be allowed to return back to 
Smothers Academy Preparatory School without the expressed approval of Smothers 
Academy Board of Directors.

First Offense (Drug Related). When the Headmaster or designee has reasonable 
suspicion/cause to believe that a student is in possession of alcohol, controlled dangerous 
substances, any mood-altering chemical, or any substance designed to look like or represented as 
such a drug or is under the influence of alcohol, controlled dangerous substances, any mood-
altering chemical, or any substance designed to look like or represented as such a drug, the 
parent/legal guardian and the appropriate law enforcement agency shall be contacted  
immediately. In addition, the school must also immediately contact the Safe and Drug Free 
School Office, the Headmaster, and the Special Education Department if the student is in Special 
Education. (Immediate contact means on the date of discovery.) Upon such violation, criminal 
charges shall be filed with the appropriate law enforcement agency. The student shall be 
suspended from school for nine (9) school days and be ineligible for participation in all 
extracurricular activities for a period of eighteen (18) school weeks provided:

 The student is assessed by a Smothers Academy approved community agency 
prior to returning to school.

 The student and at least one (1) parent/legal guardian must participate in a six (6) 
hour educational program presented by an agency approved by Smothers 
Academy Preparatory School.

 The student will complete a hair/drug test at approved agency.
 The student is referred to the social assistance agency.

Failure to comply with these procedures shall result in a suspension from school for the 
remainder of the school year. Compliance with all provisions must be met before 
returning to school.

Second Offense (Drug Related). When the Headmaster or designee has reasonable 
suspicion/cause to believe that a student is in possession of alcohol, controlled dangerous 
substances, any mood-altering chemical, or any substance designed to look like or represented as 



such a drug or is under the influence of alcohol, controlled dangerous substances, any mood-
altering chemical, or any substance designed to look like or represented as such a drug, the 
parent/legal guardian and the appropriate law enforcement agency shall be contacted  
immediately. In addition, the school must also immediately contact the Safe and Drug Free 
School Office, the Headmaster, and the Special Education Department if the student is in Special 
Education. (Immediate contact means on the date of discovery.) Upon such violation, criminal 
charges shall be filed with the appropriate law enforcement agency. The student shall be 
suspended from school for the remainder of the school year.

Drug Paraphernalia. When a student is found to be in possession of materials used as drug 
paraphernalia, including but not limited to rolling papers, roach clips, stones, bongs, etc., the student 
shall be immediately suspended dependent on the findings of an investigation. The student shall be 
immediately referred to the appropriate social assistance agency.

Fire Alarms & Discharge of Fire Extinguishers. The setting off of a fire alarm in a school at any 
time is a serious act which interrupts the instructional program and could result in student injury. 
Students guilty of setting off a fire alarm may be subject to suspension for the remainder of the 
school year. The discharging of a fire extinguisher by a student, except in the case of a fire, is also 
an act which has serious consequences and could result in appropriate disciplinary action.

Fire Drills & Bomb Threats. Fire drills are held at regular intervals. The signal for a fire drill is 
the sounding of a loud buzzer. When this signal is given, students will leave the classroom in a 
quiet and orderly manner. When evacuating the classroom students are to:

 Form a single line. (Students will be led from the building by the teacher.)
 Leave books behind. 
 Proceed as a class to the designated area and teacher should take a head count.
 Remain with the teacher throughout the drill.
 When the ALL CLEAR signal is given, students will return to their classrooms 

with their teachers to await further instructions over the P. A. system.
 Under no circumstances are students to yell, run, or create general disorder during a 

fire drill.
 The above procedure will also be used during a bomb threat.

Fire Arms & Fireworks. Policy needs to be written

Searches Inspection of School Board Property and Search for Illegal Objects. It is the policy of 
Smothers Academy Preparatory School to reserve the right to inspect all school board property at 
any time for weapons, drugs, alcohol, stolen goods, or other materials or objects, the possession of 
which is a violation of the state and/or parish school board policy when articulable facts lead to 
reasonable belief that the items sought will be found. School board property shall include, but not 
be limited to, buildings, desks, lockers, area, computers and grounds.

Searches With Metal Detectors. Smothers Academy Preparatory School shall authorize searches 
with a hand-held or stationary metal detector, of school board property, of students and non-
students and of any bags, parcels, purses, containers, etc., that they bring on to school board 
property or to school-sponsored activities.



Searches Using Canines. Smothers Academy Preparatory School shall authorize searches of SA 
property and automobiles parked on school property using the services of canines whose reliability 
and accuracy for sniffing out contraband (drugs) have been established.

Educational Records
Privacy Rights (of Parents/Legal Guardians and Students).  In accordance with the Federal 
Family Educational Rights and Privacy Act of 1974, it is the policy of Smothers Academy 
Preparatory School not to deny access to student records to any custodial or non-custodial 
parent/legal guardian of a child unless otherwise stated in the court ruling granting custody, that the 
non-custodial parent is not to have access to the child's educational records. In such cases, a copy of 
the papers should be on file at the school and the instructions of the court followed.
     Smothers Academy shall not release educational records or personally identifiable information 
without the written consent of the parent/legal guardian or eligible student except to the individual 
school's authorized professional staff, and to other schools or school systems in which the student 
seeks or intends to enroll, upon condition that the parent/legal guardian or eligible student receive a 
copy of the records if desired.

Access/Hearing Procedures. Educational records as defined by law are those records which are 
directly related to a student and are maintained by an educational agency or institution. Upon 
request, a parent/legal guardian or eligible student may inspect/review the student's educational 
records. Prior to the educational records being shown, the parent/legal guardian or eligible student 
must sign a release form. If the records contain information on more than one student, the reviewer 
may only inspect specific information about the one student. The parent/legal guardian or eligible 
student has a right to a copy of the student's educational records within a reasonable period of time 
understanding there is a charge for copies.
     The parent/legal guardian or eligible student may ask the school to amend the student's 
educational records that contain information that is inaccurate, misleading, or in violation of the 
student's right to privacy. The request to amend the educational records must be made in writing 
and specify the changes to be made. The right to challenge the educational records is not a grade 
grievance mechanism and there is no right to a hearing for a grade dispute.
     Within a reasonable amount of time after receiving the request to amend the educational records 
the Headmaster or designee will decide whether to amend the educational records and will notify 
the parent/legal guardian or eligible student in writing of the decision. If the decision is to not 
amend the educational records a written notice will be sent informing the parent/legal guardian or 
eligible student of his/her right to a hearing by the Headmaster’s Office. The parent/legal guardian 
or eligible student requesting a hearing may apply to the Headmaster’s Office and complete a 
“Request for Hearing Form.” The parent/legal guardian or eligible student will be notified in 
writing of the date, time, and location of the hearing. The written notification will also state the 
rights of the parent/ legal guardian or eligible student to present evidence and be represented by an 
individual of their own choice, including an attorney paid for at their own expense.
     The results of the hearing by the Headmaster’s Office will determine if the information is false 
and the records will or will not be amended. If the decision is not to amend the educational records 
the written decision from the Headmaster will inform the parent/legal guardian or eligible student of 
their right to place a statement in the records commenting on the contested information or a 
statement, why the parent/legal guardian or eligible student disagrees with the decision not to amend 



the records.

Withdrawals From School. If for any reason a student must withdraw from school, the parent/legal 
guardian shall authorize a withdrawal form from the school. This form shall be signed by all of the 
student's teachers, counselor (if applicable), and administrator/designee. In order that the office have 
sufficient time to prepare for students withdrawing from school, seventy-two (72) hours advance 
notice shall be given to the school. The student is automatically waitlisted if he returns to the school.

Directory Information. The term "directory information" means information contained in a 
student's education records that would not generally be considered harmful or an invasion of 
privacy if disclosed. The term includes, but is not limited to the student’s name, address, telephone 
listing, electronic mail address, photograph, date and place of birth, major field of study, grade 
level, enrollment status, participation in officially recognized sports and activities, weight and 
height of members of athletic teams, dates of attendance, degrees, honors and awards received, and 
the most recent previous educational agency or institution the student attended.
     Prior to publication and distribution of directory information, the principal shall give public 
notice of the categories of information to be published and distributed and must allow thirty (30) 
days after such notice to permit the eligible student or parent/ legal guardian to inform the school of 
any objection to the release of such information. Any parent/legal guardian or eligible student 
wishing directory information to be withheld must sign a “Directory Information Form” stating so 
and submit it to the school. 

Emergency Situations
Emergency Card Information. It is the policy of Smothers Academy Preparatory School that upon 
registration and every year thereafter, the Headmaster or designee will secure information necessary 
to complete an Emergency Card. It is the responsibility of the parent/legal guardian to notify the 
school if changes occur during the school year. Falsification of information on the Emergency Card 
by a student will result in disciplinary action.

Emergency Procedures. At times during the school year it may be necessary to dismiss students 
early for various emergencies which may occur. Any decision regarding the early dismissal or 
emergency closing of schools will be made by the Headmaster based upon recommendation from 
the CEO and local weather authorities.

In the event of emergency closing of schools or early dismissal of students in schools, 
announcements will be made to the news media regarding the decision. Specifically, radio station 
WWL-870 AM has been selected as the official station to carry announcements from the 
Headmaster regarding school closings. In times of adverse weather conditions announcements 
will be broadcast periodically by the Headmaster over this radio station and several others.

Depending upon the existing weather conditions, a decision will be made as to whether 
students should be kept at school or released. If the decision is to hold students at school, all 
students, including walkers, will be held. Of course, the parent/legal guardian may come to the 
school at any time to pick up their children. In some emergencies, such as heating problems, etc., 
attempts will be made to house kindergarten and elementary age students at alternate sites in order 
to avoid sending students home earlier than regular dismissal time. The school will be able to 



provide the parent/legal guardian with information regarding housing for the child in an 
emergency. However, if problems exist with telephone communications at the school, the 
parent/legal guardian may call the Headmaster’s office for information. There will be times when 
there is no other alternative than to dismiss students early. The parent/legal guardian should 
instruct their child that if he is dismissed from school at a time that is earlier than the regular 
dismissal and no one will be home, he should go to a neighbor's or relative's home until the 
parent/legal guardian is able to get home.

Emergency Care for Students. It is the policy of Smothers Academy Preparatory School to act in 
a responsible manner in the event of any emergency/accident/incident. In the event of an injury, or 
serious illness, which necessitates immediate removal of a student to a hospital for emergency 
treatment, the following procedures may be implemented:

● An ambulance is to be called by contacting the appropriate emergency agency at 911.
● Every attempt shall be made to contact the parent/legal guardian or other person(s) 

listed on the Emergency Card, even after school hours.
● It is the policy of the ambulance company to transport the patient to the nearest 

hospital for emergency treatment. Ambulance drivers shall be requested to 
indicate to which hospital they will deliver the student.

● If the school is unable to reach the parent/legal guardian listed on the Emergency 
Card, an ambulance shall be called. An adult staff/faculty member carrying a 
copy of the student's Emergency Card shall be dispatched immediately to the 
destination of the ambulance. Meantime, efforts shall continue to reach the 
student's parent/legal guardian listed on the Emergency Card.

● The ambulance service fee is payable through student or family insurance 
where applicable. In cases where the student is uninsured, the parent/legal 
guardian of the patient will be billed by the ambulance service provider. The 
parent is responsible to contact the ambulance service to see if the fees will be 
waived if indigence is the basis of nonpayment.

● If emergency treatment is necessary at the hospital and attempts have been 
unsuccessful to secure the parent/legal guardian's approval to cover the costs of 
emergency treatment, the Headmaster's office may be contacted for a 
recommendation.

Evacuation of Buildings & Relocation. Procedures for quick and orderly evacuation of the school 
have been established by the Director of Operations and are posted in classrooms and about 
campus. Students are to familiarize themselves with these procedures for evacuation and to obey 
instructions of teachers in all situations. Because the orderly and rapid evacuation of the building in 
an emergency is a serious and urgent necessity, student misbehavior during evacuations will result 
in disciplinary action. Please refer to the All Hazard Emergency Response Plan located in the 
appendix of this handbook for more information regarding our safety and security plans.

Suicide (Threats or Attempts) Procedures
● Any suicide threat or gesture shall be reported to the office and Part I of the Suicide 

Referral (Form S.S. 80) will immediately be completed and given to the Headmaster 
or designee.



● The Headmaster or designee will refer the student to the school based mental health 
professional who will conduct an investigation and complete Part II of the Suicide 
Referral. Those conducting this investigation shall be trained/ experienced in 
suicide assessment. School mental health professionals are available for this 
assessment. It is recommended that the mental health evaluator or administrator not 
be involved in any current conflict with the child/adolescent. It is also 
recommended that the evaluation take place 20 minutes after an initial statement is 
made to allow time for a child/adolescent to regulate emotional distress.

● As part of this investigation, the mental health professional or principal designee 
will gather as much information as possible from parents/legal guardians and others 
who know the student's condition and threat. The following information is essential 
to collect:

● Exact dates and times of any written or verbal material discussing a threat of suicide or 
self-harm
Does the child have a plan to harm self, intent to harm self, or means to harm one’s  

self
Identify all triggers precipitating these events, including social 

circumstances, conflict between child and peers, teachers or family 
members, current grudges, mental health and substance use history and 
recent losses

● If no further action is taken, the Headmaster or designee shall sign the form 
and forward copies as indicated on the bottom of the form.

● If the mental health professional and Headmaster or designee determine that the 
threat was serious and that the student is at high risk for suicide according to the 
guidelines set forth in Form S.S. 80, action is taken and the mental health 
professional will complete part III of the suicide referral. As in any case of 
emergency where the student's safety and well-being are concerned, the mental 
health professional and principal designee will contact the parent/legal guardian, 
convey information regarding the severity of the student's condition and inquire 
about ongoing mental health treatment. If the student is under the care of a mental 
health professional, the parent/ legal guardian will contact the mental health 
professional and arrange for an emergency assessment. If the student is not under 
the care of a mental health professional, the school mental health professional will 
require the parent to come to the school and will contact Jefferson Parish Mobile 
Crisis Team (832-5123) and request an emergency evaluation.

● The school will forward all copies to the crisis team or the child's mental health 
professional.

● If the mental health evaluation results in hospitalization, the parent shall inform 
the principal or designee within 24 hours. Upon release from the hospital, the 
parent will provide documentation to the school of the child's mental health. If 
the child received a mental health evaluation and was not admitted to a 
hospital, the parent will provide documentation of the evaluation and will 
provide any necessary recommendations to avoid future crisis.

● If further action is taken, use a second Suicide Referral Form and complete Parts I 
and III. Forward copies as indicated.



Expectations --- Student and Parents
Smothers Academy has extremely high expectations for ALL students and parents.  Those 
expectations are as follows:

Student Dress Code. The student dress code is established to teach students the importance of 
grooming, hygiene, and professional dress. SA expects the dress code to further instill discipline, 
prevent violence and disruption in the educational environment and teach students respect for 
themselves and others. Each student will have good personal hygiene, including but not limited to 
having clean combed hair, clean teeth, a clean body, and clean clothing.

 Each young man in Grades K-2 shall wear a Smothers Academy polo shirt and khaki 
pants, along with black shoes each day (Gym shoes are reserved for Physical Education 
only).

 Each young man in Grades 3-6 shall wear a complete Smothers Academy uniform 
including, but not limited to:

 The Smothers Academy Blazer
 The Smothers Academy Cardigan 
 White Oxford Shirt
 Smothers Academy Tie
 Khaki Pants
 Black Shoes (Gym shoes are reserved for Physical Education only)

 During the winter months young men in grades K-2 are allowed to wear long sleeve 
Smothers Academy polo shirts and/or approved Smothers Academy cardigan sweaters. 

 During the winter months young men are allowed to wear an appropriate amount of 
clothing to keep them reasonably warm in cold temperatures.

 A student will dress appropriately for school, extracurricular, and co-curricular activities 
in Smothers Academy approved uniform attire.

 A student's jewelry, accessories, personal hygiene, and manner of grooming: 
 will not present a physical safety hazard or create a health hazard to either 

the student or others;
 will not cause or have the potential to cause, a disruption to or interference 

with the orderly operation of the school, school activities, and/or 
educational objectives;

 will not identify, symbolize or infer gang membership or affiliation through 
writing, marks, drawings, paintings, photographs, designs, emblems, 
tattoos or any other means;

 will not identify, symbolize or imply membership or affiliation of any 
group or organization that the school has not authorized to legally assemble 
on school grounds through writing, marks, drawings, paintings, 
photographs, designs, emblems, tattoos or any other means;

 will not depict violence, drugs, alcohol, tobacco, or obscene subject matter 
through writing, marks, drawings, paintings, photographs, designs, 
emblems, tattoos or any other means;

 will not depict or convey a suggestive sexual or provocative message or 
slogan through writing, drawings, paintings, photographs, designs, 
emblems, tattoos or any other means; and

 will not be designed to encourage actions or activities that present a 



disruption or distraction.
 A student will wear black shoes daily. However, the shoes cannot present a safety hazard 

by virtue of their construction nor can their condition may pose a safety risk.
 A student's clothing for school and school-sponsored activities will be at appropriate 

length and hemmed.
 All pants, slacks, and shorts, when allowed, will be worn at the student's waistline 

including a belt.
 Shorts, when allowed, will not be excessively long or baggy so as to create a safety 

hazard.
 A student will not wear clothing with holes in it.
 Dress styles should be appropriate for student participation in a school-sponsored formal 

event.
 A student will not wear a hat, cap, or hooded garment to school, unless it is approved 

Smothers Academy articles of clothing.
 A student will not be allowed to wear piercings of any kind.
 A student will wear his hair in a style that does not impair his eye sight.
 A student will not dye or color his hair in an extreme hair-color.

     Student violations of the dress code will result in disciplinary actions. All disciplinary actions are 
based on the severity of the dress code infraction and punishment handled at the discretion of the 
Headmaster, Dean of Students or designee.

Student Expectations
● Students who choose to come to Smothers Academy elect to adhere to and follow ALL rules 

and expectations of the school.
● Students should expect consequences if they violate ANY rules or expectations.
● Students understand the all rules and expectations will apply to all campus and off-campus 

Smothers Academy activities. In addition, all school rules and expectations will apply 
whenever they are representing the school off campus and in all circumstances in which their 
conduct may reflect on the reputation of Smothers Academy.

● Any student speech, activity or behavior, whether on or off campus, school-related or not 
school related, which causes a substantial disruption in the school environment is prohibited 
and subject to discipline.

● Any violation of federal, state or local law by any student will be deemed a violation of the 
Smothers Academy student rules and expectations and will subject the student to discipline.

● Students agree to assist one another in keeping and/or meeting the ALL Smothers Academy 
school rules and expectations.

Parent/Guardian Dress Code/Decorum. Parents of students are expected to be dressed to conduct 
business at all times while visiting a the campus or any other grounds of any other facility owned 
and operated by Smothers Academy Preparatory School. If for any reason parents are not dressed 
appropriately they will be asked to leave the premises and return when properly clothed.  If a 
parent/guardian refuses to leave it is at the Headmaster’s discretion to have them escorted from 
campus. If removed the parent/guardian must schedule a meeting with the Headmaster before their 
return to campus is allowed.  



      It is expected that parents will always carry themselves in a manner above board, and where 
their sons can be proud. This behavior is expected at all Smothers Academy sanctioned events, 
campus grounds, and any and all other facilities operated by Smothers Academy Preparatory 
School.  Profanity, lude behavior, poor sportsmanship, and general disrespect will not be tolerated.  
Additionally, any of these acts and others construed against the moral compass of Smothers 
Academy culture are grounds for those persons to be removed from all events held in the name of 
Smothers Academy until which time the Headmaster deems otherwise.
     A student is subject to dismissal from school if his parent/guardian or anyone representing the 
student uses profanity, becomes belligerent, confrontational, uses threatening or inappropriate 
language, or otherwise disrupts the ordinary function and operation of the school or school events. 
Parent/Guardians and others must follow the established protocol for making appointments with 
teachers and/or administrators. As specified in this handbook, violation of this protocol will subject 
a student to dismissal.

Parent Expectations
● Parents recognize that Smothers Academy attendance is a choice and support ALL school 

rules and expectations.
● Parents are expected to require their children to respect ALL Smothers Academy school rules 

and expectations in pace for students and parents.
● Parents expect their children to receive consequences for violating ANY school rules and 

expectations.
● Parents will assist their children in abiding by ALL school rules and expectations.
● Parents will help the school foster student accountability and responsibility.

Assemblies. Every effort will be made to notify families---- in advance of an assembly so that they 
may plan their work accordingly. Students should enter assemblies in a quiet, orderly manner and 
conduct themselves properly throughout the assembly. It is the responsibility of the teacher-in-charge 
to guide his/her students toward good conduct. Classroom teachers are expected to remain with their 
classes at all times unless the assembly occurs during elective times. In such cases, the elective 
teachers are responsible for remaining with students until the end of the assembly or the end of the 
period. 
 
Field Trips. Field trips are a valuable part of the school curriculum and arrangement for such trips 
are made by teachers well in advance. Parents will be notified of the date, time destination and cost 
and will receive a permission slip to sign and return to school by a specified date. If the field trip 
permission slip is not signed and returned to the classroom teacher, the student will not be allowed 
to attend the field trip. Parents will be given a specified date on which any charges for admission 
fees, transportation, lunch, etc., must be paid. In the event the student has paid to attend a field trip 
and for some reason cannot attend, money can be refunded only if the school has not yet paid for 
the cost of the activity.

● Parents who serve as chaperones on field trips are responsible to the teacher. No 
person 17 years or younger shall be allowed to participate in a school sponsored field 
trip unless he is a student involved in the activity.

● If, while attending a field trip, including an overnight trip, a student displays 



unacceptable behavior, he may not be allowed to attend the next field trip for which 
he would otherwise be eligible to participate.

● Students must make arrangements with the subject matter teacher to make up work 
missed while attending a field trip or other school activities. The district medication 
policy must be followed for all field trips.

Fund Raising. Fund raising activities at all schools are restricted by guidelines established by the 
School Board. This includes fund raising projects of student and parent organizations. The 
Headmaster must provide prior approval prior any fund raising project.

Hall Passes. Teachers determine when students have a valid reason to be excused from 
instructional time. The appropriate hall pass shall be issued for the student to complete the task(s) at 
hand and returned to the teacher upon return to class.

Visitors. All visitors must report to the main office and sign in before receiving a visitor's pass.  
Students/faculty must report immediately any unauthorized visitors to the classroom or school 
ground.  Smothers Academy holds student instruction paramount.  Therefore, visitors will not be 
allowed to interrupt a class to speak to a student or teacher during instructional time.  In the event a 
parent needs to discuss a concern with their child’s teacher, a conference must be scheduled before 
school, after school, or during the teacher’s planning time.  In case of an emergency, office staff will 
contact the student. Students/faculty must report any unauthorized visitors to the classroom or 
school grounds immediately.  Smothers Academy should be advised of all visits by any above listed 
member to ensure they are professionally greeted and to facilitate any necessary clearance and 
approval processes associated with the visit.

Lost and Found Articles. Students finding articles on the school campus or on the school bus are 
obligated to turn in such articles to the administrative office, to a teacher, or to the bus driver in 
accordance with the established policies and procedures of SA. Failure to turn in such articles as 
required by school policy may result in disciplinary action.
     Students losing books or personal articles are expected to report such losses to the teacher or 
administrative office in accordance with established school policies. After a school year ends 
schools will retain all unclaimed items for a minimum of five (5) days before disposing of them.

Parties. At Smothers Academy, parties are limited so as to cause minimum interference with the 
instructional program of the school. Seasonal parties may be held on the last school day prior to the 
start of the holiday period. Birthday parties are held at the discretion of the Headmaster.

Extra-Curricular Activities
Academic Eligibility Participation Criteria. All fulltime students are eligible to participate in all 
school activities. Any SA student who participates in extra-curricular activities must meet the 
criteria. This criteria shall apply to all participants and to ancillary persons, such as managers, 
equipment personnel, etc. Students who participate in school-based or school-sponsored activities 
that do not meet after school, throughout the year, or on  a regular basis,  must meet eligibility 



requirements as implemented by the Headmaster. Examples of such activities are (but not limited to) 
class favorites. More detailed information is available through the Office of the Headmaster.

Events – Guidelines for Conduct. The purposes of an athletic event are for entertainment, 
social interaction, and the development of school pride. The following rules and conduct are for 
the benefit of the participants and spectators and their pleasure and comfort. The following code 
of conduct will be expected from all persons in attendance at all Smothers Academy athletic 
events:

- The qualities of good sportsmanship shall be exhibited by all spectators and participants at all 
athletic events.

- All participants and spectators at all athletic events shall maintain the qualities of self-control 
at all times, especially during the playing of the National Anthem and the Alma Mater of the 
respective schools.

- While in attendance at any athletic event, all spectators and participants will be expected to 
refrain from the following:

● using or possessing unlawful drugs or articles which may be injurious too self 
or others

● consuming, possessing, or being under the influence of any alcoholic beverage
● cursing or displaying obscenities
● damaging public or private property
● entering restricted areas without proper authorization
● loitering in entrances, exits, dressing rooms, press box, etc.
● fighting
● throwing objects
● any other act of harassing spectators, participants, and game officials.

Athletics
- Football – 6th and 7th Grade
- Baseball – 6th and 7th Grade
- Basketball – 5th, 6th, 7th Grade
- Track & Field – 6th and 7th Grade

Band – 4th – 7th Grade
Chess – 4th – 7th Grade

Medical
Immunization Requirements. In accordance with Louisiana law, it is the policy of Smothers 
Academy Preparatory School that students registering for Kindergarten and students entering any 
public school system of the state for the first time, at the time of registration, shall present 
satisfactory evidence of having been immunized against diphtheria, tetanus, whooping cough, 
poliomyelitis, rubella, measles, mumps, meningitis, Hepatitis B, and Varicella (chicken pox) or shall 
present evidence of an immunization program in progress.
    The State of Louisiana Universal Certificate of Immunizations is required to verify 
immunizations. If the student has not been immunized, or an immunization program is not in 
progress, and no written statement has been provided by a physician stating that the immunization 



procedure is contraindicated for medical reasons or by the parent/legal guardian dissenting, the 
student shall be denied registration by the Headmaster.

● A student transferring from another school system in the State of Louisiana must show 
evidence of immunization.

● If booster injections are advised by Smothers Academy Preparatory School nursing 
department, such booster injections shall be administered before the student enters 
school. If such injections are required during the school year, the student shall be 
given five (5) school days from notification to obtain the required injection. If not 
obtained within the allotted five (5) school days, the student shall be excluded from 
school until the required immunization is administered.

● No student shall be required to comply with provisions of the Louisiana Revised 
Statute 17:170, if the student or parent/legal guardian submits either a written 
statement from a physician stating that the procedure is contraindicated for medical 
reasons, or written dissent from the parent/legal guardian is presented in person to 
the school.

● If there is an outbreak of a communicable disease for which student is not 
immunized, he will be excluded as directed by DHHS.

Illness. It is the individual student's responsibility to report immediately to the nurse, a teacher, or 
administrative staff member personal illness or injury. Action is to be taken promptly and in 
accordance with any special procedures established by the individual school.

Medical Exclusion Policy. A student that contracts a contagious disease or condition, such as pink 
eye, chickenpox, ringworm, or impetigo (Indian Fire), will be medically excluded and must remain 
at home until cleared by a physician to return to school. Physician’s notes must be presented to the 
school upon the student’s return to school. Students with head lice must remain home until there is 
no evidence of infestation. No student can return to school without a recheck for infestation. The 
parent must return the student and wait until cleared.

Diseases: Communicable and/or Contagious. It is the policy of Smothers Academy Preparatory 
School that a student who is suspected of having a communicable and/or contagious disease will be 
excluded from school and riding the school bus until a written statement from a private physician or 
the Department of Health and Human Resource (Health Department), certifies that he/she is free of 
the suspected disease.

Head Lice (Pediculosis/Infestation). It is the policy of Smothers Academy Preparatory School that 
any student who is present at school with head lice/nits shall be excluded from school and from 
riding the school bus until that student is free of active infestation and all louse nits. The student 
may be allowed to return to school when his/her head is free of all nits as verified by visual 
inspection by the nurse and/or parent/legal guardian and submission of written certification by the 
parent/legal guardian of treatment of the child and household as per instructions. The school 
reserves the right to check any student for head lice/nits after returning to school.

Medication Policy. NOTE: If possible, the parent/legal guardian is advised to give medication to 
the student at home and on a schedule other than during school hours. Only oral, aerosol/inhalant 
medication in pre-measured dosages, topical ointment for diaper rash, and emergency medications 
shall be administered by school-based personnel, unless otherwise provided for in this policy. 
Smothers Academy employees are not allowed to administer any medication that exceeds the 



recommended dosages. Students are not permitted   to have in their possession any medication 
(prescription or non-prescription) while under school supervision except when ordered by the 
physician for emergency medication (i.e., asthma inhaler, epinephrine, etc.) and after consultation 
between the parent/legal guardian, designated school staff, and the school nurse.
     Smothers Academy Preparatory School, in compliance with the Medication Policy for Louisiana 
Public Schools dated 4/20/96 and adopted by the State Board of Elementary and Secondary 
Education, will provide for administration of medication to a student after the following procedures 
and responsibilities have been implemented:

Parent/Legal Guardian Medication Responsibility
● All medication (prescription and non-prescription), MUST be accompanied by a 

physician’s medication order, which includes the date, the name of the medication, 
dosage, time to be given at school, route of administration, and any special 
instructions.

● All medication must be in a container properly labeled by a registered 
pharmacist or the physician. The label must agree with the physician's orders as 
to the medication, dosage, time, and route of administration. The label must be 
unaltered. The Louisiana Department of Education requires that the parent/legal 
guardian use the State of Louisiana Medication Order Form.

● The parent/legal guardian is to consult with Smothers Academy nurse. The above 
mentioned forms and medication must be reviewed. Also the student must be 
assessed by the nurse in the medication office at that time.

● The parent/legal guardian shall arrange for the safe delivery of the medication to 
and from school by a responsible adult. That adult will also assist the school 
personnel with the counting of the medication. If the student is at an alternative 
educational site, it is the responsibility of the parent/legal guardian to see that any 
necessary medication be delivered to the site in accordance with the school system’s 
medication policy. Copies of all forms must accompany the medication to be 
administered at the alternative site.

● The parent/legal guardian must supply all necessary items needed for the 
administration of the medication (i.e., cups, measuring implements, etc.)

● The parent/legal guardian is also:
o to administer the first dose of medication at home and observe the student for 

possible side effects;
o to provide no more than a 25-school day supply of medication to be kept at 

school;
o to comply with written and verbal communication regarding school policies;
o to provide unit dose packaging of the student's medication, whenever possible.

● The physician's medication order is to be renewed at the beginning of each school 
year, and if the medication, dosage, route of administration, or time of 
administration is changed during the school year.

● On overnight field trips, Smothers Academy Preparatory School medication 
policy is to be followed for all medications, including over the counter 
medications, to be received during a 24-hour period. 

School Responsibility
 School personnel will not provide any medication.
 The Smothers Academy nurse will consult with the parent/legal guardian, 



review the required forms and medication, assess the student, and initiate a 
Medication Administration Plan prior to medication administration.

 The Smothers Academy nurse will monitor the student's health status and 
consult with the parent/legal guardian, physician, and school staff, as necessary 
during the school year.

 A medication log form will be maintained by school personnel for each medication 
required by the student.

 The Headmaster will designate at least two (2) employees to receive training in 
medication administration and to be available to assist the students in securing 
the prescribed medication.

 The designated, trained employee will keep all medication in a locked secure place.
 All medications will be disposed of seven (7) days after the physician's 

recommended date to discontinue, if not claimed by the parent/legal guardian.
 The school may send home a Medication Refill Request form when the student is 

nearing the end of the supply of medication.

Injections - Additional Procedures. The parent/legal guardian will be required to come to school 
and administer injections to their child except in the case of emergency medication for a life 
threatening situation.
The above policy shall not apply to students diagnosed with Insulin Dependent Diabetes Mellitus 
who do not self-administer and may require insulin during the school day.

 The parent/legal guardian is responsible for providing the insulin and necessary 
supplies.

 If an emergency, injectable medication is to be kept at a school for a student, then:
o legal guardian must complete an assessment of the student's health status in the 

school setting previously stated mediation policy is to be followed;
o designated school personnel will be trained by the school nurse. After the 

nurse has consulted with the parent, a call is made to the Headmaster. At 
that point a meeting is held to answer your questions.

 If you are not satisfied after discussing the matter with the Headmaster; you 
are welcome to reach out to the CEO for further compliance issues. 

 Students who are responsible for administering their own injections must keep the 
necessary supplies in a secure place as designated by the Headmaster or nurse. The 
student is responsible for securing the prescribed dosage. 

 The parent/legal guardian is responsible for providing the necessary supplies.

Inhalers and Aerosol Treatment.  Previously stated medication policy is to be followed. If 
emergency medication is to be carried by a student at all times, then the physician's written orders 
must state such. Students must carry inhalers in a case or pocket, on their person.

Counseling. It is the hope of Smothers Academy Preparatory School that a planned comprehensive 
guidance and counseling program that is preventative and developmental in nature will be provided in 
the school through an interdisciplinary approach as such services are available. Individual and group 
guidance services will be provided to students at all levels as those services become available to our 
students.
Immediate assistance shall be sought for students who experience problems and long range 

services shall be made available when necessary. These services shall include, but not be limited to, 



providing educational information, career/occupational information, personal/social services, 
referral services, orientation, testing, placement, and follow-up.

Temporary Disability Procedures. Before the student with a temporary disability returns to school, 
the student's parent/legal guardian must present an initial letter  from the student's doctor licensed to 
practice in Louisiana indicating that the student's medical condition does not preclude the student 
from returning to school, and stating the nature of the student's disability, and the student's physical 
capabilities and limitations, including, but not limited to, physical education activities, riding the 
school bus, and other school related activities.
     During the period of the student's temporary disability, the student's parent/legal guardian must 
submit a monthly report from the student's doctor certifying that the student continues to have a 
temporary disability, and changes, if any in the student's ability to function normally within the 
school environment, the student's ability to ride a school bus to and from school, and any limitations 
regarding physical education or other school activities. The parent/legal guardian must also present a 
signed statement releasing the school system and school bus driver from the responsibilities of 
injuries incurred which relate to the student's disabilities.

Chronic Disability Procedures. Students with chronic physical disabilities and conditions must 
present written certification from their doctor on an annual basis, and renewed at the second semester.

PARENT INVOLVEMENT POLICY

Smothers Academy agrees to implement the following statutes:
● SA will put into operation programs, activities and procedures for the involvement 

of parents of all of its schools with Title I, Part A programs, consistent with 
section 1118 of the Elementary and Secondary Education Act (ESEA). Those 
programs, activities and procedures will be planned and operated with meaningful 
consultation with parents of participating children.

● Consistent with section 1118, SA will work to ensure that the required school-
level parental involvement of policies meet the requirements of section 1118(b) of 
the ESEA, and each include, as a component, a school- parent compact consistent 
with section 1118(d) of the ESEA.

● SA will incorporate this parental involvement policy into its LEA plan 
developed under section 1112 of the ESEA.

● In carrying out the Title I, Part A parental involvement requirements, to the extent 
practicable, the school district and its schools will provide full opportunities for the 
participation of parents with limited English proficiency, parents with disabilities, 
and parents of migratory children, including providing information and school 
reports required under section 1111 of the ESEA in an understandable and uniform 
format and, including alternative formats upon request, and to the extent 
practicable, in a language parents understand.

● Smothers Academy Preparatory School, School Board and Headmaster recognizes 
that parental involvement must be a priority for children to learn and achieve 
academic success. Parents and families provide the primary educational 
environment for children; consequently, parents are vital and necessary partners 
with the school system throughout their children's elementary and secondary school 



careers. The term parent shall refer to any caregiver who assumes responsibility for 
nurturing and caring for children, and includes parents, grandparents, aunts, uncles, 
foster parents, stepparents, and others. The concept of parental involvement shall 
include programs, services, and/or activities on the school site, as well as 
contributions of parents outside the normal school setting.

It shall be the policy of the School Board, in collaboration with parents, teachers, students, 
administrators, and other educational resources, to establish, develop, and maintain 
strategies and programs that are intended to enhance the involvement of parents and 
other caregivers that reflect the needs of students, parents, and families served by the 
Board, in accordance with applicable state and federal laws and regulations. As part of 
the parental involvement program, it shall be the responsibility of every school to 
create a welcoming environment, conducive to learning and supportive for 
comprehensive family involvement programs that have been developed jointly with 
parents/families.

Smothers Academy Board Responsibilities. At the district level, the School Board shall:
1. Involve parents in the joint development and amendment of the school district’s 

plan, which includes components of the district's parental involvement program, to 
be submitted to the Louisiana Department of Education. Such involvement shall 
involve, but not be limited to, the following:

a. Appointing to, and interacting with, each school's School Improvement 
Team, which is actively involved with assessing needs and addressing these 
needs in the school;

b. Conducting open public workshops on major issues;
c. Holding regular School Board meetings, with opportunities for the Board to 

receive public input and comments; these meetings are televised on 
Smothers Academy Preparatory School Cox Cable network with periodic 
replays for greater public exposure;

d. Requiring each school to conduct open house meetings;
e. Encourage school based parental organizations, such as PTA, PTO, etc.

2. Provide coordination of various programs that involve parents, technical assistance, 
and other support necessary to assist every public school in Jefferson Parish in 
planning and implementing effective parental involvement programs and strategies.

a. Coordinate and integrate parental involvement programs with other 
programs and activities that promote parental involvement.

b. Conduct, with the involvement of parents, an annual evaluation of the 
content and effectiveness of the use of components and strategies. The 
evaluation shall attempt to identify ways of improving the academic quality 
of the schools served by the Board, including identifying barriers to greater 
participation by parents in educational and parental involvement activities; 
particular attention shall be directed to parents who are economically 
disadvantaged, disabled, have limited English proficiency, have limited 
literacy, or are of any racial or ethnic minority background. The School 
Board and each school shall use findings of such evaluation to design 
strategies for more effective parental involvement, and to revise, if 
necessary, the parental involvement policies and procedures.

c. Distribute to parent’s information about the Jefferson Parish School 



District’s parental involvement program, as well as provide proper 
notification to parents about specific services or special programs, as 
required by state or federal law. Notification shall also include, at the start of 
school each year, the right of parents to request and receive timely 
information on the professional qualifications of their children’s class-room 
teachers.

d. Submit the No Child Left Behind (NCLB) Consolidated Application plan to 
the Louisiana Department of Education comments of parents of participating 
children who are not satisfied with components of the parental involvement 
program.

e. Distribute to parents of participating students the complaint procedure of the 
Louisiana Department of Education.

f. Inform and notify parents and organizations of the existence of a parental 
information and resource center established by the state to provide training, 
information, and support to parents and individuals who work with parents, 
School Boards, and schools.

School Level Responsibilities. As part of the parental involvement program, the School 
Board shall encourage each public school and require those schools receiving federal Title 
I funds under the jurisdiction of the Jefferson Parish School Board to:

1. Convene an annual meeting, at a convenient time, to which all parents of 
participating children shall be invited and encouraged to attend, to inform parents of 
their school’s educational programs and to explain components of the parental 
involvement program, and the right of the parents to be involved.

2. Offer a flexible number of meetings, services, and/or activities, on or off school 
campuses, at various times of the day to maximize parental participation, and may 
provide transportation, child care, appropriate refreshments, and/or home visits, as 
such services relate to parental involvement.

3. Involve parents in an organized, ongoing, and timely way, in planning, review, and 
improvement programs, including the planning, development, review, and 
improvement of the school parental involvement policy and the joint development 
of the school wide parental involvement program plan.

4. Provide parents, especially those of participating children in NCLB programs:
a. Timely information about educational and parental involvement programs:
b. A description and explanation of the curriculum in use at the school, the 

forms of academic assessment used to measure student's progress and the 
proficiency level students are expected to meet.

c. If requested by the parents, opportunities for regular meetings to formulate 
suggestions and to participate, as appropriate, in decisions relating to the 
education of their children, and respond to any such suggestions in a timely 
manner.

5. To the extent feasible and appropriate, coordinate, and integrate parent involvement 
programs and activities with other outreach educational programs, such as LASIG, 
ESL, Pre-K, Instruction, IDEA, Testing and Accountability, Technology, Safe and 
Drug Free, Head Start, Even Start, and other programs.

Shared Responsibilities. As part of the parental involvement program, to build a capacity 
for involvement, the School Board and each public school under its jurisdiction shall:



1. Provide assistance to parents of children served by the school or Board, as 
appropriate, in understanding such topics as the state's academic content 
standards, state and local academic assessments, the components of the Board's 
parental involvement program, and how to monitor a child's progress and work 
with educators to improve the achievement of their children.

2. Provide material and training to help parents work with their children in 
improving academic achievement, such as literacy training and using 
technology, as appropriate.

3. Educate teachers, pupil services personnel, principals, and other staff, with the 
assistance of parents, in valuing the usefulness of their contributions. Also, reach 
out to, communicate with, and work with parents as equal partners, implement 
and coordinate parent programs, and build ties between parents and the school.

4. To the extent feasible and appropriate, coordinate and integrate parent 
involvement programs and activities with other outreach educational programs, 
such as LASIG, ESL, Pre-K, Instruction, IDEA, Testing and Accountability, 
Technology, Safe and Drug Free, Head Start, Even Start, and other programs.

5. Ensure that information related to school and parent programs, meetings, and 
other activities is sent to parents in a format and, to the extent practicable, in a 
language the parents can understand.

6. Involve parents in the development of training for teachers, principals and other 
educators to improve the effectiveness of such training.

7. Provide necessary literacy training from federal and state funds received if the 
Board has exhausted all other reasonably available sources of funding for such 
training.

8. Pay reasonable and necessary expenses associated with parental involvement 
activities, including transportation, appropriate refreshments, and/or childcare 
costs, to enable parents to participate in school-related meetings and training 
sessions.

9. Train parents to enhance the involvement of other parents.
10. Arrange school meetings, at a variety of times and places, or conduct in-home 

conferences between teacher or other educators who work directly with children, 
with parents who are unable to attend such conferences at school, in order to 
maximize parental involvement and participation.

11. Adopt and implement model approached to improving parental involvement.
12. Recognize parental activities and/or contributions outside the normal school 

setting that enhance student academic achievement, such as tutoring, improving 
attendance, and contributing and preparing school/ classroom support materials 
and services.

13. Establish a district wide parent advisory council to provide advice on all matters 
related to parental involvement in programs.

14. Develop appropriate roles for community-based organizations and businesses in 
parental involvement activities.

15. Provide such other reasonable support for parental involvement activities as 
parents may request.

16. Provide full opportunities for the participation of parents with limited English 
proficiency, parents with disabilities, and parents of migratory children, 
including providing necessary information and school reports required in a 
format, and to the extent practicable, in a language such parents understand.



Parent’s Responsibilities. The School Board realizes that a child's education begins at birth. 
Parents and family members, as their child's primary teachers, play a vital role in the 
intellectual, social, and emotional growth of their children. A child's development and success 
is dependent on   the direct support a child receives at home. In an effort to promote 
responsible and successful parenting skills, the Board expects parents to:

1. Make sure children attend school regularly and arrive at school on time.
2. Supervise completion of all homework assignments.
3. Assure proper hygiene and daily cleanliness of their children.
4. Make sure children are dressed properly, in accordance with the uniform or dress 

code.
5. Make sure that children get adequate amounts of sleep nightly.
6. Visit and discuss their child's academic progress regularly with teachers.
7. Discuss academic progress and school events regularly with their child.
8. Instill proper respect for parents, teachers, and other adults.
9. Volunteer in child's classroom, school, or related activities to the extent feasible and 

appropriate.
10. Attend school-sponsored programs in which their child may participate.
11. Join and be active in parent/teacher organizations.

Statement of Compliance. Each student in grades 1-12 and each parent or guardian of a student 
in grades K-12, shall annually sign a Statement of Compliance, in accordance with state law. For 
students, the Statement of Compliance shall state that the student agrees to attend school regularly, 
arrive at school on time, demonstrate significant effort toward completion of homework 
assignments, and follow school and classroom rules. For parents, the Statement of Compliance 
shall state that the parent or legal guardian agrees to ensure his/her child's daily attendance at 
school, ensure his/her child's arrival at school on time each day, ensure his/her child completes all 
assigned homework, and attend all required parent/ teacher/principal conferences.

School-Parent Compact. SA shall jointly develop with parents a school-parent compact that 
outlines how parents, the entire school staff, and students will share the responsibility for 
improved student academic achievement and the means by which the school and parents will build 
and develop a partnership to help children achieve the State's high standards. The compact shall:

● Describe the school's responsibility to provide high-quality curriculum and 
instruction in a supportive and effective learning environment enabling students to 
meet the state's student academic achievement standards, and the ways in which 
each parent will be responsible for supporting their children's learning, such as 
monitoring attendance, homework completion; contributing services outside the 
normal school setting; and participating, as appropriate, in decisions relating to the 
education of their children, and positive use of extracurricular time.

● Address the importance of communication between teachers and parents on an 
ongoing basis through, at a minimum:

● Parent-teacher conferences in elementary schools, at least annually, during 
which the compact shall be discussed as the compact relates to the 
individual child's achievement;

● Frequent reports to parents on their children's progress;
● Reasonable access to staff, opportunities to volunteer and participate in their 

child's class, and observation of classroom activities; and



● Parental activities and/or contributions away from the school site that enhance 
academic achievement.

Other Programs. In conjunction with the district services rendered under Smothers Academy 
Parental Involvement Program, the School Board shall maintain contact and communication with 
social service and health agencies, faith-based institutions, and community groups to support key 
family and community services and issues. In particular, SA has a strong relationship with and 
support from community and/or governmental organizations such as The Manhood Project, 
Families Helping Families, Volunteers in Public Schools (VIPS), Partners in Education, and the 
West Bank and East Bank Parent Advisory Council. One of the primary goals of these groups is to 
support, supplement, and assist in improving the involvement of parents of children in Smothers 
Academy Preparatory School.

School Schedules
School Calendar

Daily Bell Schedule
The Smothers Academy daily bell schedule is as follows:
 

7:15 - 7:45 Arrival/Breakfast
7:30-7:45        Homeroom
7:45 – 9:10          First Block
9:10-10:10 Second Block
10:10 – 11:10 Third Block
11:10 – 12:50 Fourth Block

11:10 – 11:50      1st Lunch (K-2)
11:40 – 12:20   2nd Lunch (3-5)
12:10 – 12:50      3rd Lunch (6-8)

12:50 – 1:55 Fifth Block
1:55 – 2:55 Sixth Block
2:55 – 3:30 Intervention
3:30 – 3:45 1st Dismissal
3:45 -5:30            Extracurricular Activities
5:30 2nd Dismissal



Early Dismissal Schedule
The Smothers Academy early dismissal bell schedule is as follows:

Technology
Communications Devices. Students are allowed to possess electronic devices on campus. 
However, all electronic devices must be turned off at all times and must not be visible or audible 
while students are on the school grounds or on the school bus except under the conditions described 
below. All devices must be checked in with the Executive Secretary daily. Failure to comply 
will result in immediate confiscation of the device.  Electronic devices may be used as part of the 
instructional process only with prior permission of the Director of Curriculum & Instruction or 
his/her designee.
The Headmaster will establish and communicate guidelines involving electronic device use after 
school hours for students who participate in field trips, extracurricular activities, athletic events, or 
any other school sponsored activity.
Electronic devices must be stored in the designated secure location. However, students shall be 
personally and solely responsible for the security of their telecommunications devices. Smothers 
Academy Preparatory School shall not assume any responsibility for theft, loss, or damage of an 
electronic device or unauthorized calls made on a cell phone. Phone communication during the 
instructional day must occur on school telephones with permission from appropriate school 
personnel with the exception of emergencies as deemed by the Headmaster or his designee. Parents 
should call the school for any emergencies.
The possession of electronic devices is strictly prohibited during testing situations or other forms of 
student assessment. School personnel may collect such devices before students are administered an 
assessment. (The electronic device will be returned to the student after the assessment has 
concluded.) If a student is found in possession of an electronic device during an assessment, the 
assessment will cease, the device will be confiscated, and the student's assessment will be 
invalidated. Additional disciplinary action may be taken by the school administration. Failure 
to give the device to a school system employee when requested is considered a serious offense and 
will carry a stiff punishment in the discipline ladder.
No person, including students, shall be prohibited from using or operating any electronic 
telecommunication device, including any facsimile system, radio paging system, mobile telephone 
service, intercom, or electro-mechanical paging system or beeper, in the event of an emergency. 
"Emergency" means an actual or imminent threat to public health or safety which may result in loss 
of life, injury, or property damage.

Student Responsibilities In Internet Usage:



● Students have a responsibility to use appropriate language when using the Internet. 
SA will not tolerate a student’s use of profanity or obscenity on the Internet, and the 
use of such inappropriate language on the Internet may result in school disciplinary 
action and the student losing Internet privileges.

● As community members, students must respect the rights of others in both the local 
community and in the Internet at large. Offensive, obscene, harassing, abusive or 
inflammatory language, pictures, or materials, and/or personal attacks are 
unacceptable uses of the Internet, and students who engage in such communications 
on the Internet may be subject to school disciplinary action and/or loss of Internet 
privileges.

● Students have the responsibility to follow copyright laws and rules, and must respect 
all copyright issues regarding soft-ware, information, and attributions of ownership in 
their exercise of Internet privileges. A student's failure to do so may result in school 
disciplinary action, the loss of Internet privileges, and/or prosecution under 
applicable state and federal law.

● Students must recognize the privacy rights of others, and refrain from re-posting 
personal communications without the original author's prior consent. Failure to do so 
may result in school disciplinary action and/or the student's loss of Internet 
privileges.

● Students must use the Internet only for legal activities. A student who engages in 
illegal activities, including but not limited to, tampering with computer hardware or 
software, computer piracy, hacking, unauthorized entry into computers, or 
knowledgeable vandalism or destruction of computer files will be subject to school 
disciplinary action, lose Internet privileges, and may be prosecuted for criminal 
violations under applicable state and/or federal law.

● Students are responsible for avoiding the knowing or inadvertent spread of computer 
viruses. Deliberate attempts to degrade or disrupt system performance by spreading 
computer viruses is considered criminal activity under state and federal law. A 
student who engages in such activity will be subject to school disciplinary action, 
lose Internet privileges, and may be prosecuted for criminal violations under 
applicable state or federal law.

● A student must accept full responsibility for usage of his account. A student's failure 
to fulfill this responsibility by giving his password to another may result in school 
disciplinary action and/or the loss of Internet privileges.

● A student must take responsibility for his or her own messages, actions and words 
on the Internet. Failure to fulfill these responsibilities may result in school 
disciplinary action and/or loss of Internet privileges.

● Students have the responsibility to display exemplary behavior when using the 
Internet, and must conduct themselves as representatives of both their respective 
schools and the community as a whole. Failure to fulfill this responsibility may 
result in school disciplinary action and/or loss of Internet privileges.

Possible Risks Involved In Student Use Of The Internet Computer Network (referred to 
hereafter as “Internet”), Include But Are Not Limited To: There is the possibility that there 
may be materials present or otherwise available on the Internet that some students, parents, or 
teachers may find controversial, offensive, objectionable, pornographic or otherwise 
inappropriate for minors. Some services available on the Internet could be considered offensive, 



and students must take responsibility for their own actions in navigating the network. It is 
virtually impossible to prevent students from getting to materials whose presence the school 
system never anticipated, while preserving the student’s status as a full member of the Internet 
community. The school system policy cannot formalize precise limits upon a student’s access. 
Rather, it is the student’s responsibility to follow standards set by their parents.

Parent Portal Access and Use:
Initial Account Request and Setup
For Parents/Guardians who do not currently have a parent portal account but have a child 
already enrolled

● Each parent/guardian only needs to complete one Electronic Web 
Access Agreement form for his/her children who attend Smothers 
Academy.

● For security reasons, each parent must sign the form in front of a school district 
official.

● The school designee will verify parent identification with official photo 
identification.

● The parent requesting the account will be given an activation key.
● The school will file the completed and signed form.

Account Unlock Procedures
● Parents/Guardians must request unlocking their account in person at the 

school by presenting official photo identification.
● Once the school has confirmed the Parent/Guardian identification, they will 

request an account reset via an email to technology staff. The technology 
staff will reset the password and notify the parent/guardian of the new 
password via email.

User Expectations. The Internet and secure web access have altered the ways that confidential 
information may be accessed, communicated, and transferred. Those changes are influencing 
instruction and student learning. Smothers Academy Preparatory School supports access by 
students, parents/guardians, teachers, and administrators to informational resources that will 
improve participation in a child's education and improve communication between students, 
parents/guardians and the student's teachers.

Smothers Academy Preparatory School manages student information electronically and will 
make the student education records available for viewing only to authorized parents/guardians with 
a secure connection over the Internet. All parents/guardians will comply with the Internet use 
regulations and all technology regulations/procedures, as well as all other District policies that may 
apply.

Rights and Responsibilities. This access is a free service offered to all current and active 
parents/guardians and students of Smothers Academy Preparatory School. Access to student 
information from the Internet is a privilege, not a right. A parent/ guardian will be authorized 
to activate a web account only after a family has enrolled their child(ren) in Smothers 
Academy Preparatory School. Once a student withdraws or graduates from Smothers 
Academy Preparatory School, their access will be inactivated. Parents/guardians, students, 



and staff must understand and practice proper and ethical use.
Information Accuracy Responsibilities. Information accuracy is the joint responsibility 
between schools, parents/guardians, and students. The district will make every attempt to 
ensure information is accurate and complete. If a parent/guardian discovers any inaccurate 
information, he/she will notify their school immediately and provide proof of the inaccurate 
information.
Information Accessible. Smothers Academy Preparatory School reserves the right to add, 
modify or delete functions viewed via the Internet site at any time without notice, including, 
but not limited to, the functions listed below.

1. Attendance 3. Grades
2. Class Schedule 4.  System Calendar

Electronic Web Access Agreement. Each parent/guardian must complete and sign an Electronic 
Web Access Agreement for Viewing Student Information Form. After verification of information on 
the form, the school will establish an account.

Use of the System
Parents/guardians are required to adhere to the following guidelines:

● Parents/guardians will act in a responsible, ethical and legal manner.
● Parents/guardians will not attempt to harm or destroy the school or the district's 

data or networks.
● Parents/guardians will not attempt to access information or any account 

assigned to another user.
● Parents/guardians will not use this Internet site for any illegal activity, 

including violation of Federal and State Data Privacy laws. Anyone 
found to be in violation of these laws would be subject to Civil and/or 
Criminal prosecution.

● Parents/guardians who identify a security problem within the Portal must 
notify their school immediately, without demonstrating the problem to 
anyone else.

● Parents/guardians will not share their password with anyone, including their 
own child(ren).

● Parents/guardians will not set their computer to automatically login to the 
Internet site.

● Parents/guardians identified as a security risk will be denied access to the site.
Security Features

● Access is made available with a secure Internet site. Account holders are 
responsible for not sharing their passwords and to properly protect or 
destroy any printed/electronic documentation generated from this site.

● Three unsuccessful login attempts will disable the user's account. Until the 
school has verified the assigned user to the locked account, the account 
will remain locked. In order to use the account again the user will need to 
contact their child's school.

● The users will be automatically logged off if they leave their web browser open 
and inactive for a period of time.

● The Parent/guardian account will be inactivated when all their child(ren) 
have either withdrawn or graduated from Smothers Academy Preparatory 
School, or a court action denies the parent/guardian access to the student's 



information.
 Limitation of School Liability
Smothers Academy Preparatory School will use reasonable measures to protect student 
information from unauthorized viewing. JPPSS will not be responsible for financial 
obligations arising through unauthorized use of the District's system or Internet. JPPSS 
does not promise any particular level or method of access to the Internet site for viewing 
student information. JPPSS will not be responsible for actions taken by the parent/guardian 
that would cause compromise of their student information. JPPSS reserves the right to limit 
or terminate the Internet site for viewing student information without notice.
All parents/guardians who use the parent portal to access their child(ren)'s information 
consent to electronic monitoring and understand that this is a private network used as an 
educational tool by Jefferson Parish Public School System employees. Account activity 
is electronically recorded.

Transportation
Transportation Policy
The transportation services provided by Smothers Academy is a privilege intended to provide 
students and families with a safe and timely means of traveling to and from school. With this 
understanding, it is important that students adhere to a strict set of safety guidelines in order to ensure 
each child’s arrival at their destination.  When in transit to and from school or related activities, 
students are expected to adhere to all of the safety guidelines and behavior expectations set forth by 
Smothers Academy in this handbook.  Failure to adhere to or abide by these rules and expectations 
may result in disciplinary action, including but not limited to loss of transportation privileges for the 
entire school year.  Throughout this document the term "school bus" refers to a school bus owned by, 
contracted to, or jointly owned by Smothers Academy Preparatory School.

Changes to Transportation. Smothers Academy understands that changes to a student’s 
transportation will need to occur.  However, all changes must be made timely and properly in order to 
avoid transportation errors.  Students WILL NOT be allowed to make any changes in their usual 
after-school dismissal procedures (going home on the bus, going to the daycare, being a walker 
instead of a car/bus rider, etc.) unless the Smothers Academy Director of Transportation, Headmaster, 
Assistant Headmistress or CEO is notified IN WRITING BY THE CHILD'S PARENT OR 
GUARDIAN AT LEAST 24 HOURS IN ADVANCE.  Please indicate on the note if this change is 
a permanent one or if it is only for one day.

Teachers and bus drivers are NOT authorized to make any adjustments or changes to school bus 
routes. Please address any changes to the Smothers Academy Director of Transportation. Students 
will not be permitted to leave the bus at any point other than their designated bus stop or ride a school 
bus they have not officially been assigned to by the the school unless they submit a note signed by 
their parent or guardian 24 hours prior to the date of the requested change and the change requested is 
approved by Smothers Academy school administration.   Requests for students assigned to a bus to be 
sent to carpool WILL NOT be honored if the request is not made prior to 3:00 PM.   Students that 
are not assigned bus transportation WILL NOT be allowed to ride the school bus in the afternoon 
unless they are participating in an extracurricular activity.  Emergency bus transportation requests 
must be made in writing and will be granted on case by case basis at the discretion of Smothers 
Academy Director of Transportation, Headmaster, Assistant Headmistress or CEO.



Safety Guidelines for Students Riding School Buses. Parents/legal guardians can assist the school 
bus driver by periodically reviewing with their children behavior and safety standards, by supporting 
the school bus driver when a child misbehaves, by helping keep the neighborhood safe for school 
buses, and by supervising children at school bus stops. Parents/legal guardians should take the time 
to check their children's clothing to make sure it is safe. Certain types of clothing can create a hazard 
as children get off the school bus. Especially dangerous are: long dangling jackets, sweatshirt 
drawstrings, long backpack straps, long scarves, and other pieces of loose clothing. Such clothing 
can be caught in the school bus handrail, door, or other equipment as children get off the school bus.

Students must be safety-conscious at all times and must conduct themselves in a manner that will 
minimize hazards. The following guidelines, if followed by everyone, will make the daily school 
bus ride both safe and enjoyable:

● Remain home when you have a contagious disease.
● Leave home at an appropriate time to arrive no more than fifteen (15) 

minutes and no less than ten (10) minutes before the scheduled pickup time at 
the designated bus stop.

● Walk on sidewalks whenever possible. If there are no sidewalks, walk on the edge 
of the left side of the street, facing oncoming traffic.

● Proceed to the assigned school bus stop.
● Stand off the road at least ten (10) feet when waiting for the school bus.
● While at the school bus stop, do not play, run, or talk loudly. Conduct yourself 

in an orderly manner, avoiding damage to private property and safe-guarding 
against injury to yourself and others. Remember you are representing Smothers 
Academy and your parents at all times.

● If necessary to wait across the street from the school bus stop, await the school bus 
drivers' signal before crossing, and cross only in front of the school bus.

● Board the school bus only when the school bus driver is seated at the controls.
● Board the school bus single file and promptly proceed to the assigned seat.
● Store band instruments and school bags under the seat or where designated by the 

school bus driver, but never in the aisle, the entrance, or the exit.
● Remain seated at all times when the school bus is in motion. This will minimize 

injury in case of emergency stops or collisions.
● Sit straight in your seat with both feet on the floor in front of your seat.
● Always keep the aisle clear.
● Speak quietly and carry on normal conversations with the other passengers in 

your vicinity, loud talking and shouting may distract the school bus driver.
● Avoid unnecessary conversations with the school bus driver.
● Abstain from eating, drinking, or smoking on the school bus.
● Keep arms and head inside the school bus window at all times.
● Refrain from using profanity.
● Avoid littering at the school bus stop and/or in the school bus and never throw objects 

inside or outside the school bus.
● Respect pedestrians and other motorists at all times.
● Report to the school bus driver as you leave the school bus any damage you 

notice, because parents/legal guardians shall be required to pay for damages 
caused by students.



● Avoid touching any mechanical controls, including entrance and emergency exit 
doors, except in cases of emergency, and only then in accordance with emergency 
procedures practiced once each semester as explained by the school bus driver.

● Never ask the school bus driver to permit you to get off at any stop other than your 
designated stop.

● Parents/legal guardians must send written requests in advance to the Director 
of Operations, who then may authorize the school bus driver to pick up or 
discharge students at an alternate stop.

● Any student who must cross the street after exiting from the school bus should 
wait for the school bus driver to signal that it is safe to cross. The student should 
cross approximately ten (10) feet in front of the school bus, never behind it.

● Students should go home immediately after reaching the "bus stop" location after 
school.

● All pencils, pens, and/or any other sharp objects shall be stored in the student's 
books or school book bag while riding on the school bus.

● Any student sustaining an injury while riding on the school bus should report this 
injury to the school bus driver immediately.

● The following items are not allowed on the school bus: tobacco, alcohol, drugs, 
pets, glass objects (except eye glasses), weapons of any kind, and objects too large 
to be held in the student's lap or placed under a seat.

● Students with temporary disabilities must present an initial letter from the attending 
physician confirming the disability/condition and stating the student's physical 
capabilities and limitations as far as riding the school bus is concerned. A monthly 
report from the physician must be submitted certifying the student's ability to 
continue to ride on the school bus.

● Report to the school bus driver anyone who is sleeping or is sick on the school bus.
● Once the child has boarded the school bus and has left the school bus stop in the 

A.M., a parent/legal guardian cannot remove the child from the school bus. (The 
parent/legal guardian must go to school to formally check the child out of school.) 
In the P.M., the parent/legal guardian must wait until the child reaches the regular 
school bus stop.

● If a child is late and missed the school bus in the A.M.  at the regular stop, the school 
bus driver will not allow the child to board the school bus at another school bus stop. 
(Parents/legal guardians should not chase or block the school bus with their vehicle 
or their body.) A parent/legal guardian must bring the child to school.

● If you have requested that your school bus driver deliver your child to a location 
other than the assigned stop in order for the child to go to a daycare center, it is the 
parent’s/legal guardian’s responsibility to notify the Director of Operations if the 
daycare center will not be able to accept the child that day.

Bus Rules and Expectations

ALL STUDENTS MUST:
1. Remain seated with seat belts fastened at all times
2. Refrain from loud or disruptive behavior that may distract the bus driver
3. Keep all body parts and personal objects inside the bus



4. Be respectful to all passengers and staff members
5. Refrain from eating or drinking on the bus or in the loading zone
6. Refrain from using any electronic device, except in an emergency situation
7. Get on and off the bus only at assigned stop

Bus Disciplinary Consequences
Bus referrals/behavior reports will be issued if for violations of bus expectations and safety 
guidelines. The disciplinary consequences for violations of bus rules and expectations include, but 
are not limited to:

1st Offense - Verbal Warning to Student
2nd Offense – Warning to Student and Parent Call
3rd Offense– 1-day suspension, return pending parent conference
4th Offense – 3-day suspension, return pending parent conference
5th Offense - Suspended from the bus until further notice pending mandatory 
conference is held with the student’s parent, student, the bus driver and school 
administration. 

*A violation of any bus rules after the 3rd offense may result in loss of transportation 
privileges for the duration of the school year.

Automatic Bus Suspension (3 days minimum)
The following actions will result in a suspension of bus transportation privileges and a parent 
conference:

 Fighting, horseplaying, putting hands on another student
 Threatening a staff member or student
 Endangering the safety of passengers, the driver, and/or the public (throwing object 

out windows, gang signs, etc).

**Immediate out of school suspension or expulsion for threatened or actual body harm to other 
passengers and/or the school bus driver. 

Car Pool Policy

After Hours Bussing 

Appendix
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Bullying Report Form

Instructions: Complete this form, responding only to the questions that you feel comfortable 
answering and are able to report accurately. Submit this form to the principal or other school 
employee. This form may be completed by the person reporting the incident or by the school 
employee to whom the incident is being reported.

Person Reporting the Incident: Date of Report:

Person Reporting the Incident:
Student    Parent/Guardian     School Employee  Chaperone

Description of Incident (Include the names of those involved and as much detail as possible: 
what, where, when, how, etc.)

List the name(s) of any witnesses to the incident.

I certify that all statements made in this report are true and complete.

Received by:

Name Position Date
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Resolving School-Based Questions & Concerns

Smothers Academy Board of Directors

Contacting the School Board
The Smothers Academy board consists of nine members appointed by the CEO. The 
Headmaster is appointed by the school board to manage the administrative team of Smothers 
Academy.

The public may contact the board secretary at 504-302-1089 with questions about the board. 
Contact information for individual board members, along with a list of the schools each 
board member oversees, can be found on the board member page of the district website at 
www.smothersacademy.com

Board Meetings
The school board schedules meetings once a month, with special meetings throughout the 
year as needed. All regular, special, or emergency school board meetings are open to the 
public, and parents and community members are encouraged to attend. Regular meetings of 
the school board are held at the school (2012 Jefferson Hwy., Jefferson, LA 70121) 

Speaking at Board Meetings
Anyone is welcome to speak at school board meetings. Members of the public who wish to 
address the Board are required to fill out a comment card and submit it to the board secretary 
before the meeting begins. Comment cards can be found in the entryway of the board room.

To download a copy of the School Board Meeting Guide, which includes basic 
information about how school board meetings are run and how the public may 
participate, visit http://www.smothersacademy.com

 
 

http://jpschools.org/school-board/board-meetings/%20%5C
http://jpschools.org/school-board/board-meetings/%20%5C


Smothers Academy
Corporal Punishment Opt-Out Letter

 
 
Dear Parent(s)/Guardian(s):
 
As you know, Smothers Academy Preparatory School uses a corporal punishment policy. Under 
Louisiana Board of Education policy and Louisiana law, school administrators are permitted to use 
corporal punishment as a form of school discipline. However, you may decide that you do not want 
school administrators to use corporal punishment against your child. Please be advised, however, that 
if you make that determination and your child engages in misconduct warranting the use of corporal 
punishment according to Smothers Academy Discipline Policy, your child will be subject to an 
alternative punishment which may include suspension.
 
If you decide that corporal punishment should not be used against your child, please complete the 
bottom portion of this form and return it to the Smothers Academy Headmaster. If you do not return 
this executed form, corporal punishment may be used against your child according to the 
guidelines of the Smothers Academy Discipline Policy. Further, Smothers Academy will deem 
your choice not to sign this letter as consent to use corporal punishment on your child.
 
 
 
 
I am the parent/guardian for _________________________________ and I elect that corporal 
punishment not be used against my child. I understand that if my child engages in misconduct where 
corporal punishment is warranted according to school discipline policy, my child will be subject to 
alternative punishment which may include suspension.
 
 
______________________________________                      _______________
        Signature of Parent                                                              Date
 
 
 
 

 



SMOTHERS ACADEMY PREPARATORY SCHOOL
ALL HAZARD EMERGENCY RESPONSE PLAN

DATE………………………………….  March 12, 2018
SITE NAME………………………….  Smothers Academy Preparatory School
SCHOOL COMPOSITION………….  Pre-K through 7
SCHOOL POPULATION…………….  430 
ADDRESS…………………………….  2012 Jefferson Ave. Jefferson, LA 70121

1.0 RESPONSE LOCATIONS:
Exterior Hazard:  Emergency Operation Center (EOC) - Main Office

First Aide Station – Room 212 (Director of Operations Office)
Student Release Area – Visitor’s (Albert St) Parking Lot
Student Assembly Area – Cafeteria

1.1 COMMAND CENTER PERSONNEL:  

Deputy Stacey Taranton…… ……………………………………….. JPSO Contact/School 
Liaison Officer

Operations Director & Dean of Students……………………… Incident Commander(s)
Headmaster…………………………………………………….…………. 1st Safety Officer
Headmistress…………………………………………………………..… 1st Liaison Officer
Nurse.……………………………………………………..…………………. 1st First Aide Officer
Clerk………………………………………………………………………..… 2nd Safety Officer
Data Manager…………………………………………………………...… 2nd Liaison Officer
Nurse Backup…………………………………………………………….. 2nd First Aide Officer
CEO & School Attorney…………………………………………….….. Public Information 

Officer(s)

1.2 CONCEPT OF OPERATIONS

By virtue of this All Hazards Emergency Response Plan, Smothers Academy Preparatory School 

intends to prepare for and adequately respond to any campus emergency.  This Plan may be 

activated when an emergency, defined as minor, major or disaster has been declared.  The 

Emergency Response Plan will be utilized as a decision-making tool and general framework for 

intelligence collection, information dissemination, and a programmed response.

Smothers Academy Preparatory School emergency operations are guided and the key response 

principles, roles and structures are organized within the framework of the National Incident 



Management System (NIMS) model.  The Incident Command System (ICS) is a standardized on-

scene emergency management construct specifically designed to prove for the adoption of an 

integrated organizational structure that reflects the complexity and demands of a single or 

multiple incident without being hindered by jurisdictional boundaries.  

 NIMS defines several important roles including, but not limited:

  

Incident Commander: The Incident Commander have the overall responsibility for the management of all 

emergency activities, including development, implementation, and review of strategic decisions, as well as the 

post event assessment. Command Staff and General Staff report directly to the Incident Commander. These 

positions are established to assign responsibility for key activities. The Incident Commander and Command Staff 

operate out of one Emergency Operations Center (EOC)

Public Information Officer:  The Public Information Officer communicates up-to-date and accurate information 

on the status of the situation to the College community, media, general public, and key agencies.

Liaison Officer(s):  The liaison officer(s) is the point(s) of contact for government representatives, 

nongovernment, and private entities.  

Safety Officer:  The safety officer monitors and evaluates all incident operations for hazards and unsafe 

conditions, including the health and safety of emergency responder personnel.

Additional Incident Command Staff:  Based on the nature of the emergency, College personnel may be called to 
operate out of the EOC and report to the incident Commander.  

1.3 EMERGENCY RESPONSE TEAM:
Headmaster – Averil Sanders, Jr
Headmistress – Karen Henderson
Operations Director – Demetrius Franklin
Dean of Students – Darrin Bedell
Nurse – Lisa Cox
Chief Executive Officer – Damon Smothers
Director of Maintenance – Steve Cooper
Teacher Representatives (3) – Pamela Dobard, Raymond Henry, & Derrick Crawford

1.4 MEDICAL SERVICES:
Emergency Medical Service (EMS)

1.5 FIRE SERVICES:
Jefferson Parish Fire Department (JPFD)

1.6 LAW ENFORCEMENT: 
Jefferson Parish Sheriff’s Office (JPSO), Jefferson Parish Police Department (JPD) and 
Louisiana State Police (LSP)

1.7 HOSPITALS:



Ochsner Hospital – Jefferson Highway
Tulane- Lakeside Hospital – S I-10 Service Road
Ochsner Baptist Hospital – Napoleon Avenue
Children’s Hospital – Henry Clay Ave

1.8 HAZARD TYPE:
Fire
Active Shooter
Lockdown procedures
Bomb threat
Gun in a gun free zone
Chemical Spill
Campus Unrest
Campus Evacuation
Criminal Activity
Medical Emergency
Weather Emergency
Utilities Failure

1.9 PURPOSE: 
The All Hazard Emergency Response Plan has been designed to provide safety procedures to all 
campus users in the event a hazardous situation threatens the wellbeing of Students, Faculty, 
Staff, Administrators and Visitors.  Southern University adheres to the National Management 
System (NIMS), a set of Federal principles which identifies steps for improved co-ordination of 
Federal, State, local and private sector resources in responding to incidents.  Accordingly, as 
required by NIMS, the college utilizes the Incident Command System (ICS), a standardized 
approach for on-scene emergency and hazard management.  These procedures when 
implemented can reduce the risk of injury or loss of life to employees, students and visitors in the 
event of emergency at the school. While the school seeks to avoid all campus emergencies, if 
such emergencies arise, it is the school goal to efficiently, skillfully and safely manage the 
emergency response in collaboration with local authorities.

Each employee is obligated to immediately report any potentially unsafe condition or work practice to the 
proper authority and take effective temporary action to minimize any risk to the employee, students, and 
to others. Any student or employee who fails to adhere to the guidelines, policies and procedures as 
outlined in the Smothers Academy All Hazards Emergency Response Plan or individuals that willfully or 
repeatedly violate workplace safety rules may be subject to disciplinary action.  Disciplinary action may 
include verbal or written reprimands, suspension, demotions, criminal charges for action violating the 
Louisiana Revised Statutes, and termination of employment.  

2.0 Dissemination of Information

Smothers Academy Preparatory School Crisis Team will immediately, without delay notify faculty, 

staff, students, and the Smothers Academy families and the families of our students when incidents 



pose an immediate or on-going threat to the health or safety of our constituents.  One or more of the 

following communication tools below will be used to notify students, faculty, staff, and visitors of 

emergency situations:

JCampus Student Information All Call System

Smothers Academy Website

2.1 ANNUAL REVIEW:
The All Hazard Emergency Response Plan shall be reviewed annually.  The Headmaster shall 
establish an Emergency Preparedness Team and recruit members from the Faculty, Staff and 
Administrators to conduct annual policy and procedures review.   Emergency Preparedness Team 
members will serve as safety coaches when the incident command system is instituted, in order to 
ensure the safety of everyone on campus.

Emergency Response Team Responsibilities:
Update Staff Assignments

Verify status and location of supplies and equipment

Review and modify policy and procedures

Serve as safety coaches during emergency situations

Note:  The annual review shall be completed by August 30th of each year, a copy of the annual review 
shall be provided to all Smothers Academy faculty, staff, students, the families of our students, JPFD 
and JPSO.

2.2 EMERGENCIES DEFINED
An emergency is defined as any state requiring immediate action to prevent dire consequences, 

usually immediate threat to life, limb or property.  Smothers Academy Administration and JPSO shall 

be contacted in ALL emergencies. Although immediate action is required for all emergencies, all 

emergencies may not impact the operations of the school, student body, employees, and/or visitors to 

the school.   In an effort to minimize response time and implement the proper course of action when 

responding to an emergency at Smothers Academy Preparatory School, emergencies have been 

classified into three levels described below.

Minor Emergency-Any incident, potential or actual, which does not pose any serious 
safety threat and will not seriously affect normal school operations. (Examples: medical 
emergency involving a student/employee, flooding contained in a specific building or 
area of the campus, etc.)

Major Emergency- Any incident, potential or actual, which poses a serious safety 
threat to persons or property & likely to disrupt the normal operations of the 



school. External resources may be required (local law enforcement, EMS, etc.), 
including major efforts from supporting community resources. (Examples: 
explosives or toxic substance, tornado, active shooter situation, etc.)

Disaster- Any event or occurrence, which has taken place and has caused serious 
bodily harm to an individual or impaired or halted the normal operation of the 
school. A coordinated effort of all campus-wide resources is required to 
effectively control the situation.  External emergency services will be essential.  
(Examples: air craft down on campus, acts of terrorist, active shooter situation, 
etc.)

2.3 PROCEDURES FOR EMGERNCY RESPONSE:

2.4 EMERGENCY SITUATIONS
Steps to Take in Emergency Situations:  Remain CALM and SPEAK CLEARLY!

Contact the Smothers Academy Headmaster, Headmistress, CEO, or Operations Director.

a. Headmaster – Averil Sanders, Jr. – 504-352-1669

b. Headmistress – Karen Henderson – 504-352-1353

c. CEO – Damon Smothers – 504-352-1841

d. Operations Director – Demetrius Franklin – 504-352- 0542

e. Dean of Students – Darrin Bedell – 504 -352-0576

JCampus Emergency Alert System will be utilized to alert the campus community (email, text 

messaging, office desk phone, cell phone, etc.)

Smothers Academy All-Call System may be utilized when necessary.

2.5 Persons with Disabilities Guidelines:

Smothers Academy Preparatory School Students with disabilities may require assistance during an emergency 
lockdown. This will take prior planning and knowledge of who may need assistance and what type of assistance 
is important.  Emergencies can occur at any time and without warning.  As a result, a Building/Campus 
Evacuation, Lockdown, Hold & Secure, or Shelter-In-Place may be declared at any time, therefore it is 
incumbent for school administrators to have a preplanned strategy for employees, students and visitors with 
special needs.

2.6 FIRE RESPONSE:

Students shall remain under the control of the teacher throughout the duration of the event 
or until school administrators has stated otherwise; DO NOT release students to parents 
from any evacuation site.

WHEN THE ALARM BELL RINGS:



1. All teachers and students stop their work, and quietly head for the classroom exits, 
if possible.

2. If smoke is present, stay below the smoke, if smoke is heavy, crawl until a clear 
area can be reached.

3. Each class should move to their assigned exit door in an orderly manner.
4. Students should not take backpacks, lunches, or any belongings with them.
5. Teachers should bring their emergency classroom materials clipboard and a pen 

along with them as they monitor students evacuating the building. 
6. Classroom doors should be closed. 
7. Windows need not be closed.
8. After their class arrives at their assigned area, which in all cases should be AT 

LEAST 300 feet away from the school grounds, teachers should take roll.
9. Administrators will use Walkie-talkies for communication.
10.If it is determined that a student is missing the teacher shall notify the Command 

Center immediately, along with the last known location of the student. 
11.When all students, teachers and staff are accounted for, the administrator will give 

the all clear signal.
12.If the fire alarm sounds due to a scheduled fire drill, The phrase “This is a drill,” 

shall be announced over the P.A. The Headmaster or his designee shall determine 
the need to execute action to evacuate the building

 WHEN THE ALL-CLEAR SIGNAL IS GIVEN:

 As soon the all-clear bell is heard, teachers may have their classes return to the 
classroom.

2.7 BOMB THREAT:
If a bomb threat is received, notify Smothers Academy Administrators or 911 immediately.  Try 
to be as specific as possible when relaying information received from the caller.  School 
Administration will contact other emergency/protective services as appropriate for further 
assistance.
PROCEDURES:

In the event a bomb threat is received, the following steps shall be followed:  
If you see a suspicious object or potential bomb on the campus, DO NOT HANDLE THE 
OBJECT

Clear the area immediately and contact School Administration or dial 911 for local law 
enforcement.

Any person receiving a phone call that a bomb or other explosive device has been placed on 
the campus, you should attempt to keep the caller on the line as long as possible and ask the 
questions listed below:



When is the bomb going to explode?  Attempt to obtain the location of the bomb, find out what the 
bomb looks like, and if possible, ask the caller reason for the threat.

Where is the bomb right now?

What kind of bomb is it?

Attempt to identify background noise that may help to determine the location where the call is 
being made from, such as the caller’s voice (gender, jargon, etc.), traffic, music, laughter, 
machinery, etc. and note the information.

How can it be deactivated?

Note the exact time of the call?

If the bomb threat is received through the mall, do not further handle the envelope, letter or 
package.  Call SUPD of dial 911

SU Administration will make the decision on whether to evacuate the building.  

2.8 ACTIVE SHOOTER RESPONSE:
PURPOSE:

Environment and reduce risk of harm should the school experience an assault Smothers 
Academy Preparatory School intent is to provide students, faculty, staff, administrators 
and visitors to its campus, a safe educational by an armed assailant, commonly referred to 
as an Active Shooter.

Definition:
 “Active Shooter” – A person armed with one or more weapons, with the intent of causing 

great bodily harm or death to individuals in their reach
 “Mass Murder” – A person with specific intent to kill, that cause great bodily harm or 

death to a number of victims
 “Attacker” – Word used to describe the active shooter or mass murder
 “Deadly Weapon” – Any weapon that can kill, for the purpose of this policy, deadly 

weapon will refer to hand guns, long rifles or assault rifles.  Statistics show that most 
mass murders have been armed with multiple weapons and carrying multiple rounds of 
ammunition with multiple magazines

 “Cover” – An object where a potential victim can hide that will provide both concealment 
from view and protect victim from a fire round

 “Concealment” – An object where a potential victim can hide that will not allow the 
potential victim to be seen by the attacker

 “Survival Options” – In an active shooting event, potential victims have 3 survival 
options, Run, Hide and Fight

 “All Clear” – The situation is under controlled, the all clear should be given by law 
enforcement and communicated via the administration

 “Round/Bullet“ – The projectile that leaves the weapon when fired, the average muzzle 
velocity of round fired from an assault rifle is between 2100 to 2800 feet per second



 “Contact School Administration” – The immediate notification of either of the following 
Smothers Academy Staff members in the event an emergency or crises should arise: 
Headmaster; Headmistress; Dean of students; Director of Operations; or the School’s 
Chief Executive Officer.

 
PROCEDURE:

Prevention:
 The first option in surviving an active shooting is by preventing the active 

shooting.  If YOU SEE SOMETHING SAY SOMETHING.
 Establish lines of communication with Campus Members
 Institute communication methods, such as the JCampus Emergency Notification 

system, that allows for instant two way communication with law enforcement to 
report information related to a possible attack.  

 Planning, educating and drilling will prepare the University to recognize and 
report information related to a potential attack

 Monitor social media for information related to potential attacks
 Take all information received as creditable until deem otherwise through an 

exhaustive law enforcement investigation

Survival Options:
In an active shooting event, the potential victim has 3 options, run, hide and fight

Run:  run away from the attacker if he can be seen, even if the attacker is not shooting but 
brandishing the weapon run away.  Run to cover or concealment and dial 911 and 
immediately notify school administration to enact emergency crisis plan.

Hide:  if running is not an option, you cannot make it out of harm’s way, hide, hide any 
place you can fit, it possible hide in an area that provide cover or protect you from the 
round.  If no other options are available, attempt to “hide in place’ or play dead, this 
technique has been successfully deployed in both the Charlestown S.C. and Lafayette La. 
mass killings

Fight:  if there is no other option, you may have to fight, remember there is strength in 
numbers.  Deploying a swamp technique or having multiple people charge the attacker 
may be successful.  Throw objects like books at the attacker, this will serve as a 
distraction, allowing an opportunity to close the distance and control the attacker

RESPONSE:  
Outside Event:

➢ Once information has been received, via the JCampus, Social Media or if you see the 
event or hear the event, dial 911 or activate the Jag Safe App while running from the area 
and immediately notify school administration to enact the emergency crisis plan.

➢ Run in a direction that can provide cover and concealment, trees, scrubs and buildings 
can protect you from been seen and may stop the round

➢ Run fast but run low, most mass murders have been untrained shooters, untrained 
shooters tend to shoot high



➢ Instruct others who may be heading into harm’s way, to turn and run

➢ Once out of sight, hide, enter a building or room, lock the door, stay away from windows, 
get as low as possible

➢ Silence your cell, a ringing cell could give away your location

➢ If you were in the immediate area of the active shooting and was able to see the attacker, try 
to remember as much as you can about what you observed

➢ Run or hide, do not attempt to collect personal objects, leave them and attempt to collect once 
the situation is given an all clear.

➢ Once approached by law enforcement, stay calm, you may be asked to rise your hands or lie 
on the ground, remember this is a tense situation for all, cooperate with law enforcement, 
once you are identified and interview you will be released

Inside Event:
➢ Once information has been receive, via the JCampus, Social Media or if you see the event or 

hear the event, dial 911 and immediately notify school administration to enact the emergency 
crisis plan. 

➢ Outside and receive information of an active shooting on the campus, stay clear of the area 
where the event is occurring

➢ In a building but is not directly involved, exit the building

Do not use the elevators

Do not run straight out of the building, turn right or left and parallel the building, this will 
provide cover

Run lower than the window level

Once you have reached a safe location, dial 911 and report what you have seen and heard

In a hallway and the active shooting in occurring in a room

exit the hallway

Run away from the sound of run fire

Do not run down the middle of the hall, stay to one side

Run at least 10” away from the wall, if a round strikes the wall, the round will ricochet 
and follow the wall approximately 4-6” from the wall

Attempt to gain access to the fire escape and exit the building

If you cannot exit the building, enter a room and lock the door, stay away from windows 
and get as low as possible

Active Shooting direct involvement



Run away from the shooter

Run low and to your left, evidence show that most active shooting involve right handed, 
untrained shooters, untrained shooter tend to shoot high and snatch the trigger, causing 
the round to move from right to left.

Do Not congregate in the corner of the room, you will have no place to run, the attacker 
can harm multiple victims with one shot

A backpack with books within may serve as protection from some rounds

If a fire alarm is present and accessible, pull the alarm, this may cause the attacker to flee 
the area

Faculty/Staff Responsibility

Take care of the student

Stay calm

Advise students to stay calm and quiet

Take charge, give directions

Call for an evacuation of the area if possible, if it is not safe to evacuate, call for a 
lockdown

Lock the doors

Advise your students to stay away from windows and doors

Identify what can be used for cover and concealment

Attempt to monitor the situation, use the Jag Safe App or social media

Law Enforcement Contact:
Active shooting is a very emotional and frightening event for all involved, no matter the 
involvement, including law enforcement.  Most law enforcement officers will work 30 
years and never experience a deadly force encounter, to be involved in an active shooting 
or mass killing is the not the norm, it’s the exception.  As a victim of an active shooting 
event you will have experience a Parasympathetic Nervous Response or be in Shock, you 
are hoping to make contact with an authority figure.  For the victim, once law 
enforcement arrives, that arrival marks the end of the event but for the officer the event is 
still active.  Following recommendations should be followed by victims of an active 
shooting when first contact is made with law enforcement:

Wait for law enforcement to issue directions before moving

If possible, place hands were the officer can see them

Officer may ask you to stand and place your hands on your head, comply

Do not attempt to leave area without permission from officer

Remember treatment will be given in the order of most injured to least injured



Remember, victims are also surviving witnesses, be patient as you will be interviewed 
before you are released

2.9 GUN IN A GUN FREE SCHOOL ZONE:
Definition:  Gun free zone means the area where use or possession of firearms is considered a 
crime.  Schools are considered a gun free zone.  The gun free school zone act governs the use of 
guns in a school area.  The gun free school act makes the possession of a gun in a school area 
unlawful.

Procedures:
➢ Immediate upon receiving information that gun has been observed in the school area, the Headmaster 

or his/her designee shall call for the school to go into lockdown

➢ Law Enforcement shall be notified immediately

➢ The Incident command system shall be instituted 

➢ The emergency response team shall be began the search the area in which the gun was last seen

➢ Individual/individuals reporting seeing the weapon shall be secured in a safe location for interviews 
by authorized personnel

➢ If the individual identified as a possible suspect is not a student, faculty, staff or administrator of the 
school, observe and identify to law enforcement upon their arrival

➢ If the individual suspected of carrying weapon is a student, isolate the student immediately and 
searched, this is to include lockers, desk and any other area the student could access

➢ If it is determined that the student is or was in possession of a gun in the gun free school zone, the 
student should be arrested if the student is above the age of culpability and expelled from school

➢ JPSO School Drug Enforcement is the parish authority in violations of the gun free school zones and 
should be contacted to assist/consult with the situation

➢ The school shall be responsible for notifying parents of the situation

Note:  New Jersey v T.L.O.  1985 is the leading case that set the standard for school search and 
seizures.  In 2012 the Supreme Court ruled that a School Resource Officer only needs reasonable 
suspicion in order to search a student.  The courts have ruled that because of the unique need to 
maintain a safe atmosphere where learning and teaching can occur, the right to be free from 
unreasonable searches are diminished in the school environment.

Standard for Student Searches:
The search is justified at its inception, meaning that there are reasonable grounds for suspecting that 
the search will reveal evidence that the student has violated or is violating the law or school rules

The search is reasonably related in scope of the circumstances that justified the search, meaning 
that the measures used to conduct the search are reasonably related to the objectives of the search 



and that the search is not excessively intrusive in light of the student’s age and sex and the nature of 
the offense.

Definition:
Search:  To examine another’s premises to look for evidence of criminal activity
Seizure:  The forcible taking of property from a person wo is suspected of violating, or is 
known to violated the law

3.0 CHEMICAL SPILL RESPONSE:
Procedures:

Because of the Smothers Academy Preparatory School’s proximity to the Mississippi River, it is 
imperative that the school is prepared to respond to chemical spill or incidents.

Immediately upon the receiving information of a chemical spill, the Headmaster or his/her designee 
shall order a shelter is place

Law Enforcement shall be notified immediately

The Incident command system shall be instituted 

Once you are made aware of the shelter in place, shelter immediately

Close all doors and windows

Students shall remain under the control of teachers until the event as ended or the call to evacuate is 
given

Activate your JCampus Emergency Communication System for further instructions

Notify JPSO, JPFD, and all Smothers Academy Preparatory School Administrators.

3.1 CAMPUS UNREST:
Procedures:

Immediately upon the receiving information of a chemical spill, the Headmaster or his/her designee 
shall order a shelter is place
The Incident command system shall be instituted
The following information shall be gathered:

Location

Number of participants involved

Any criminal activity observed

Communications will be established with Smothers Academy Preparatory School to determine if and 
when students will be evacuated

Teachers shall be responsible for escorting their students out of the school and to the designated Student 
Release Area or Student Assemble Area if evacuation order given

Teachers shall be responsible for recording the name and time each of their students are released

Activate JCampus Emergency Communication System to receive further information

Contact JPSO, JPFD, and all Smothers Academy Preparatory School Administrators



3.2 CAMPUS EVACUATION:
Procedures:

The Incident command system shall be instituted
Emergency Preparedness Team will assist in ensuring a safe and orderly evacuation of the facility

Emergency Preparedness Team members will direct students to the designated Student Release Area or 
Student Assembly Area

Teachers shall be responsible for escorting their students out of the school and to the designated Student 
Release Area or Student Assemble Area

Teachers shall be responsible for recording the name and time each of their students are released

Do not attempt to secure personal property

If you own a vehicle and you are told to leave it, do so

If you are allowed to secure your vehicle, follow all instructions and traffic directions to leave the 
campus

Activate your JCampus Emergency Communication System for further instructions

Contact JPSO, JPFD, and all Smothers Academy Preparatory School Administrators

Engage Early Bus Dismissal

7 buses to River Road entrance for all 300, 400, and cafeteria building evacuations

7 buses to Jefferson Hwy entrance for all 100 and 200 building evacuations

3.3 CRIMINAL ACTIVITY:
Procedures:

Immediately upon receiving information that criminal activity is occurring in the community adjacent 
to Smothers Academy Preparatory School, the Headmaster or his/her designee will order a hold and 
secure 

The Incident command system shall be instituted
The incident command center shall establish communications with JPSO to ensure the exchange of 
current information

The Emergency Preparedness Team shall be activated

Students will be instructed to stay clear of windows

Any facility breach by an unauthorized person(s), shall be reported to JPSO immediately

Activate your JCampus Emergency Communication System for further instructions

Contact JPSO, JPFD, and all Smothers Academy Preparatory School Administrators

3.4 MEDICAL EMERGENCY:
Procedures:

Assess the situation and determine it meets the standard for an emergency



Is the victim’s condition life or limb threatening

Could the victim’s condition worsen and become life or limb threatening on the way to hospital

Could moving the victim cause further injury

Does the victim need the skill of a trained paramedic or emergency medical technician 

On site nurse or first aide trained personnel should conduct the assessment

Once determined to be an emergency, immediately contact EMS, dial 911

Get the victim comfortable

Do not allow them to move, stand or further injure themselves

In the case of a seizure, follow seizure protocol

In the case of sudden cardiac arrest, AED is applicable, follow directions and protocol

The Headmaster or his/her designee is responsible for notification of parent, spouse, significant other or 
next of kind

Contact EMS by dialing 911 and all Smothers Academy Preparatory School Administrators

3.5 WEATHER EMERGENCY:
Procedures:

Upon notification of an impending weather situation, the Headmaster or his/her designee shall make 
the call to shelter in place

Teachers shall be responsible for the movement of their students

If students are relocated for safety, the teacher shall take roll after every move

Move to the lowest floor in the building

Stay away from windows and doors (with glass)

If time allow and it can be done safely, close all windows and blinds

If there is an enter hall, free of windows and exterior doors, sit there

Activate your JCampus Emergency Communication System for further instructions

3.6 UTILITY FAILURES:
Procedures:

Gas:

Evacuate immediately following evacuation plan

Do not turn on/off light switches

Dial 911

Electricity

Evacuated dark areas with caution



Advise Director of Operations and Director of Maintenance

Flooding

Do not touch electrical outlets or switches

Impossible and time allows, left valuables 

Activate evacuation plan- 

3.7 LOCKDOWN RESPONSE:
 Definition:

Lockdown procedures are defined as, people in a building take refuge in a       
Secured location, e.g. in an office, classroom or dorm room.  Lockdown 
Procedures are usually initiated when it is unsafe to evacuate the building.

 When do you lockdown a building?
Certain risk factors should be identified when assessing the need to Such risk factors include 
but are not limited to.

Past occurrences on the campus

Past occurrences on other campuses or similar facilities

Proximity of the campus to potential risk

Upon advice from Law Enforcement

 What to consider when developing a lockdown procedure
Whether the type of emergency situation can be reasonably foreseen

If the emergency procedures being considered will be useful and practical

It should be considered that lockdown actions alone will rarely be the only action that is required 
in response to a violent situation such as an active shooter.  In other words, Administrators, 
Faculty, Staff and Students must be made aware of the signs and warnings that indicate the 
potential for violence is present.  In cases of active shooters, most attackers were victims of 
bullying or harassment, if this type of activity is discovered, it is important that is be brought to 
the proper level in order to have the proper intervention occur.  It is also important for the School 
to practice proper basic safety procedures such as, clearly defining employee areas from public 
areas, notifying law enforcement of suspicious activity, persons or items, locking doors when 
applicable and reporting all incidents of misconduct and breaches.

Lockdown procedures are often developed to reduce the number of casualties that could occur if 
there is an active shooting on the campus or in one of the campus’s buildings.  This may not 
always be the case; physical threats can come in other forms, such as workplace violence, 
domestic violence, demonstrations or criminal activity occurring near the campus.  Having a good 
lockdown procedure can assist in addressing physical threats from any of these cases.

 Types of Lockdowns



There are generally three types of lockdowns
o Shelter in place:  This type of lockdown usually involves reacting to 

environmental threats.  Normally when a threat of air contaminates have been 
received, shelter in place will be given, this will keep individuals from putting 
themselves in harm’s way by being in the environment

o Hold and Secure:  This is a partial lockdown due to a physical or environmental 
threat on or near the campus but not in a particular building.  This type of 
lockdown is intended to:

Protect Individuals from leaving the building and enter a potentially dangerous area

Prevent the threat from entering a building

o Full Lockdown:  This type of lockdown is done to protect individuals from a 
known physical threat or attack.  A known physical threat is identified on the 
campus or in a building and measures need to be initiated to:

Prevent the threat from accessing areas/individuals being threatened

To protect individuals and areas from where the threat can be carried out

To protect individuals from remaining in areas where the threat can be carried out

 Guidelines for Lockdowns
o These guidelines are not intended to be all inclusive, or to be used      in all areas 

of Lockdown the campus as written, as it is recognized that each building is 
unique and may require deviation from the plan in order to prevent injury.   

o One of the most important actions that must take place during the activation of a 
lockdown procedure is to notify the POLICE, dial 911.  This call as well as 
relaying any information regarding ongoing activities is the first action in the 
lockdown process

 

Shelter in place:  In the case of an environmental threat, someone in authority will 
alert all faculty & staff via the JCampus Emergency Communication System the 
alert will be given, the following procedures are recommended.

Via the JCampus Emergency Communication System and School Intercom 
System, a person in authority or through word of mouth, the alert will be given 
to Shelter in Place

All individuals should be advised to move upwards in the building to an interior 
room on a higher floor since chemicals are heavier than air

All windows and doors should be closed

Building Staff:

Should lock all doors



Turn off heating, air conditioning and ventilation systems

Check all openings to ensure that none have been left open

Law Enforcement should monitor the situation and relay any new information 
via the JCampus Emergency Communication System.  All individuals should 
remain shelter in place until the all clear is given

➢ Hold and Secure:  In the case of a partial lockdown due to a physical or 
environmental threat on the campus or near the campus

o Via the JCampus Emergency Communication System, a person in authority or 
through word of mouth, the alert will be given to Hold and Secure

o The communication should alert people in buildings not to leave the building, to 
limit their movements and to stand by for updates via the JCampus Emergency 
Communication System

Staff members should be designated to close and secure all entrance doors

All blinds should be closed

Turn off lights

Keep all persons away from window

All individuals should be making preparations to move to full lockdown if the 
situation requires

➢ Full Lockdown:  In the case of danger due to a physical threat in building or on the 
campus

o Via the JCampus Emergency Communication System, a person in authority or 
through word of mouth,  the alert will be given for a full lockdown

o Should the threat occur in a building, individuals outside should not attempt to 
enter the build, instead they should run from the building and seek safety in 
another facility

o Should the threat occur outside on the campus grounds, individuals should leave 
the area of the threat immediately, seek safety in another facility and follow 
procedures for a full lockdown when they are safety inside

o Should the threat occur in a building and you are present, quickly check the hall 
to see if any other non-threatening persons are seeking safety

o All individuals should move from chairs and take a position on the floor in the 
fetal position

o Individuals should not congregate in corners of the room

o Individuals should make as little noise as possible



o Individuals should silence call electronic device, e. g. cell phones, iPad and 
blackberry’s

o Close all windows and blinds

o Turn off lights

o Keep all individuals away from windows and doors with glass

o Stay in place, following the lockdown procedure until a person of authority ask 
you to move

o When you are asked to move, follow all directions given, the situation will be 
tense and you will have to cleared before you are released

 Key Factors The following consideration should be taken into account 
during the development of lockdown procedures
o Lockdown procedures should be developed in response to known risk or risk 

that can be predicted based on information learned or pass history

o Lockdown procedures should be site specific

o Integration of the JCampus Emergency Communication System into the 
lockdown procedure as the communication system in vital

o Lockdown procedures must take into account the type of access control in its 
facilities, if certain steps have to be taken in order to lock a door, staff must be 
informed

o Lockdown procedure must never interfere with a person’s ability to escape 
quickly should the situation warrant it

o Lockdown procedures must been developed, disseminated and practice in order 
to be effective

o Lockdown procedures must be shared with individuals of authority

o A good lockdown plan should identify all individuals who are responsible for 
its development, dissemination and practice schedule

o Lockdown procedures must be flexible, as new threats are identified, the 
procedures must be adjusted 


