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Port Hudson Career Academy
 2009-2010

Dear Students and Parents,

Welcome to Port Hudson Career Academy! 

This Student/Parent Handbook has been prepared to foster a 
good working relationship between the school, students and 
parents. This handbook outlines our expectations by clearly 
explaining rules, procedures and other school information.  
Please read it carefully and refer to it as needed.
We look forward to a successful school year with the contin-
ued support of our parents and the Zachary community.
Please do not hesitate to contact the school at 654- if we can 
be of assistance to you.

Patrick Jenkins
Principal

Office Staff

Patrick Jenkins – Principal 				           	
Debra Haynes- Counselor					   
Brittany Arceneaux  – Secretary                                                                  	
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Zachary Community School Board 
Vision Statement

Zachary Community School System is recognized as a 
model of excellence serving all citizens

Zachary Community School Board 
Mission Statement

The mission of the Zachary Community School Board is to 
assist every student in reaching his or her maximum poten-
tial through high-quality instruction and good stewardship of 

community resources.
 

Adopted July 22, 2004
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Our School Philosophy: Become What You Believe

We, the teachers, support staff, and administrators at Port Hudson 
Career Academy, are committed to helping all children reach their 
greatest potential.

We believe schools are for children and the needs of children must 
drive the decision-making process.

We believe that every child will succeed if given a safe and sup-
portive environment, and interesting but rigorous curriculum and an 
opportunity to work to the best of his or her best ability.

We believe every child has a right to the best education possible.

We believe that the best education promotes a child’s academic, 
social, civic, and emotional development and the developing re-
spect for one’s self and respect for others is a critical part of the 
process.

We believe education is a partnership between school and home 
and we believe in open communication that supports our mutual 
effort.

We believe in addressing the diverse needs of students through 
group and differentiated instruction. 

We believe in authentic learning activities, multiple forms of assess-
ment, and the utilization of Grade Level Expectations to evaluate 
student progress. 

We believe in helping elementary students learn social appropriate-
ness through cooperative learning and enrichment activities. 

We realize the importance of using technology as a tool to help 
young people learn and grow. 

We value the inclusion of special needs students in classrooms to 
ensure a least restrictive environment for learning.

Finally, we believe that we must help instill in our children a love of 
learning that will grow with them as they take on the responsibility 
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of citizenship in our community, state, and nation.

Mission Statement
The Mission of Port Hudson Career Academy is to provide students 
an individualized education that addresses their unique learning 
styles, promotes the building of character, as well as skills and ex-
ploratory experiences that will enable them to reach their fullest 
potential as independent thinkers. We are committed to a compre-
hensive learning environment that promotes the development of 
literacy, numeracy and pro-social skills that will help our students’ 
transition to a successful future.

2009-2010 School Calendar
August 5-7............... School In-Service/Planning Days (no students)
August 10…………………………………….First Day for Students
September 2……………………………………. Labor Day Holiday
October 12…………..School In-Service/ Planning Day (no students)
November23-27…...............…………………Thanksgiving Holidays
December 21-January 1…….............…………… Christmas Holidays
January 4……………School In-Service/ Planning Days (no students)
January 18…………………………...Martin Luther King Jr. Holiday
February 15-16………………………………… Mardi Gras Holiday-
March 29- April 5 …………………………………….. Spring Break
April 12-16 …………........………………………………………. Testing
May 19………………………………………. Last Day for Students
May 20………….................................................End of School Year

SCHOOL HOURS
	 School begins at 7:35a.m. and dismisses at 2:18 p.m.

Emergency Forms: Change of Address/Phone
It is imperative that the school be able  to reach the parent or guard-
ian at anytime during school hours in case of an emergency and/
or a discipline situation. Contact the school office and send a note 
to your child’s homeroom teacher with change of address, new 
telephone numbers, persons authorized to pick up your child, etc. 
Keep your child’s Emergency Card current. ALL STUDENTS MUST 
TURN IN AN EMERGENCY CARD! This information could save 
your child’s life during an emergency. Also, end-of – the- year report 
cards are mailed to the address written on your emergency card. 
Persistent problems in reaching parents will result in the Office of 
Child Welfare and Attendance being contacted.

SCHOOL ATTENDANCE
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**First Period (Homeroom)
Each teacher who has a homeroom will record attendance in JPAMS 
and submit it immediately after 7:40 each morning.

**Roll Call During the Day
Beginning at second hour and continuing for each period throughout 
the day, each teacher will check attendance in JPAMS. If there are 
any questions regarding a student, a note or e-mail should be sent 
to the Attendance Office. A student reporting to class who is shown 
absent in JPAMS should have a check-in slip from the Attendance 
Office. All updates in student attendance (except for tardies) will be 
done in the Attendance Office after 1st period.

 **Dealing with Absentees
Upon returning to school, each absentee will be required to present 
a note from a parent or a note from a doctor stating the reason for 
the absence. This note will be turned in to the Attendance Office 
and will be kept on file for documentation. A student is excused for 
the following reasons only:
• Personal illness
• Religious holiday
• Natural catastrophe or disaster
• Death in family
• Serious illness in family

Our attendance office will call absentees daily. Absences of a ques-
tionable nature will be checked with the office. Absences must be 
followed with a note from a doctor or parent in order for the ab¬sence 
to be excused. Phone calls informing the Attendance clerk that a 
student will be absent due to illness, personal reasons, appoint-
ments, etc. will NOT excuse an absence. Any student who misses 
a class more than eight days in a semester will receive a grade of 
“F” for that class. Exceptions will be made for school-sponsored ac-
tivities. ALL EXCUSED NOTES REGARDING ABSENCES MUST 
BE PRESENTED WITHIN FIVE DAYS AFTER THE STUDENT RE-
TURNS TO SCHOOL. These notes will be filed in the Attendance 
Office. Notes turned in after this period will be referred to the district 
supervisor of Child Welfare and Attendance. ALL NOTES MUST BE 
PRESENTED TO THE ATTENDANCE OFFICE BY THE
 STUDENT BEFORE SCHOOL EACH DAY.

**Dealing with Check-Outs
At the very beginning of the school year, all students must have an 
emergency card filled out, signed by a parent, and filed in the Atten-
dance Office. This card will be pulled out each time a student wants 
to check out of school so that the check-out can be verified by the 
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Attendance clerk.

Students who have emergencies (sickness, doctor appointments, 
etc.) during the day must bring a “Request to Check-Out” from their 
teacher to the office at the time of the emergencies. The students 
will bring this check-out slip back to school if they return the same 
day, and they will use this slip as an admit back to class. When a 
student is checking out, the parent or other responsible person must 
give permission verbally to the clerk before he/she can check out. 
The student should make provisions for doing this earlier if no one 
will be home at the needed hour. This must be done because there 
are those students who will write their own notes. This is to protect 
the students as well as the school. Only emergency check-outs will 
be made before 10:30 a.m. THERE WILL BE NO CHECK-OUTS 
ALLOWED AFTER 1:45 P.M or 30 minutes prior to dismissal. When 
a student checks out and returns the same day, he/she must bring 
something back through the Attendance Office. If he/she does not 
return until the next day, the student should bring a parent or doctor 
note to the Attendance Office.

**Make-Up Work
Students having an excused absence will be given a chance to make 
up work.  It is suggested that examinations and other routine work 
assignments should be completed within one week after returning to 
school. It is the student’s responsibility to ask for make-up work.

**Tests
A student is required to take a test as scheduled even if he/she is 
absent the day before the test if the teacher announced the test pri-
or to the student’s absence. If a test is announced for the first time 
the day of the student’s absence, the student will not be required 
to take the test upon immediate return. However, it is the student’s 
responsibility to request make-up work and tests. The student will 
be expected to complete all work within the time limit specified by 
each teacher.

All work completed will be averaged on the progress report. Those 
with incomplete grades will be given the average of the completed 
grades with the comment code, “incomplete work.” All incomplete 
work must be completed by the end of the semester. Extenuating 
circumstances must be approved by the principal.

REPORT CARDS AND PROGRESS REPORTS
Students receive a PROGRESS REPORT four times a year at the 
end of each 6 week period). Report Cards and progress reports will  
be mailed several days after the reporting period. 
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Progress Report #1…………………. Week of September 21, 2009
Progress Report #2…………………………of November 2, 2009
Report Card 1st semester………………. Week of January 4, 2009
Progress Report #3 ………………... Week of February 22, 2009
Progress Report #4……………………….. Week of April 12, 2009
Report Card 2nd Semester……………….Week of May 24, 2009

   
Zachary Community School System grading scale is:
Scale		  Grade			   Quality Points
94-100		 A			   4
88-93		  B			   3
78-87		  C			   2
70-77		  D			   1
0-69		  F			   0

 FIRE DRILLS
An emergency evacuation map is posted in each classroom. Stu-
dents should study the plan and become familiar with it. When the 
fire alarm is sounded, students are to walk quickly and quietly while 
leaving the building. Students are to stay with their teachers and 
await further instructions. If students are in the library during evacu-
ation, they should exit and stay with the librarian. 

STUDENT INSURANCE
Student insurance is available at no cost to parents. If students are 
covere under a family policy, expenses incurred will be paid ac-
cording to the school insurance policy schedule of benefits in addi-
tion to the insured’s primary insurance. After benefits by the family 
policy have been paid, the school insurance will pay towards the 
expenses at the usual and customary rate for our area but may not 
cover the entire expense.

Students who are not insured through a family policy or medical 
card will be insured for school hours. Medical expenses will be paid 
at a usual and customary rate for our area but may not cover the 
entire expense.

IMMUNIZATION AND MEDICATION
Louisiana Statute 17:170 makes it mandatory that every child at-
tending the Zachary Community Public Schools be properly im-
munized against diphtheria, tetanus, whooping cough (pertussis), 
poliomyelitis, measles, and rubella, or shall present supportive evi-
dence if immunization records are incomplete. Immunizations may 
be obtained from your local physician or the local health unit. 
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No students can be given medicine at school unless a consent form 
is completed by the parent and signed by the physician allowing 
medication to be administered at school.
Please note the following:

•	 We must have a written consent from the doctor that the 
medicine has to be given during school hours, or kept there 
for emergencies.

•	 The medicine must be brought to school by the parent/
guardian. Do not send medicine with the student on the 
bus.

•	 Medicine must be in its original container, labeled by a phar-
macist.

•	 Any time there is a change in medication, a new consent 
form must be filled out. Students shall not be allowed to 
have medication of any kind in their possession.

•	 Over-the-counter medications will not be administered to 
students unless a signed consent form is on file

STUDENT FEE AND MATERIALS FEE
School fees will be $45. These fees will be collected in homeroom 
class. This amount will cover classroom supplies and I. D.’s.  

LIBRARY MEDIA CENTER POLICY
Circulation of Material:

•	Books 2 weeks
•	Magazines overnight
•	Reference materials, computer software, games/news-

papers are to be used in the library only

Circulation Procedures
Students may check out 2 items from the library. If they owe fines 
or fees over $3.00 for overdue, lost, or damaged materials, they will 
not be allowed to check out anything until the obligations has been 
met. Students will be charged 5 cents per item for every school day 
material is overdue, with fines not exceeding $3.99 per item. They 
will be charged book price for lost or damaged books.

All library patrons may request that a hold be placed on materi-
als that are checked out. Mrs. Bergeron will contact individuals as 
items are returned. 

Computer Usage
Students may use the library computers and the Internet for re-
search and word processing purposes only. No games or Internet 
“surfing” will be allowed. There will be a 2 person maximum at each 
computer unless a teacher assigns a larger group.
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HONOR ROLL AND RECOGNITION
Academic awards recognize grades in all Core and Explore classes.

BUS PRIVILEGE
The privilege of riding the bus is conditional on proper behavior and 
observance of rules and regulations. Behavior on the school bus 
that is detrimental to health and safety of passengers may result in 
bus privileges being denied.

     All disciplinary problems which develop on a school bus traveling 
to and from school will be handled by an administrator.  A student 
can be removed immediately from a bus if he or she is disrespect-
ful to the driver, fights, curses, or causes any kind of disturbance 
on the bus that will endanger the safety and health of others. When 
a student is removed from the bus, the parent will assume the re-
sponsibility of getting the student to and from school. In addition, 
students suspended from the bus must be picked up in a timely 
manner. Late pick-ups will result in a suspension from school for the 
remainder of the bus suspension.

Students may be subject to the following consequences for minor 
offenses:

•	1st Offense: Student will be warned and counseled by 
the bus driver.

•	2nd Offense: A conference with the student and the par-
ent/guardian will be held.

•	3rd Offense: Student will be denied bus transportation 
for 3-5 days.

•	4th Offense: Permanent suspension for the school year 
from all bus transportation.

 
BUS PASSES

A written note from parents is required when students need to ride 
a different bus. This note should be signed by one of the adminis-
trators and presented to the driver at boarding time. A bus change 
request must be completed through First Student (654-9994) if a 
student will be riding another bus for an extended period of time.

In the event a child becomes seriously ill and parents or the des-
ignated person cannot be reached, he/she will be taken to Lane 
Memorial Hospital at the parent’s expense.

 In the event of an emergency school closure, radio and TV stations 
will keep the public informed.  In order to keep communication lines 
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open, do not call the school.  We will dismiss school only when noti-
fied by the Zachary Community School Board.

CAFETERIA
Both breakfast and lunch are served each day.  The cost of break-
fast will be $1.00 for full price and $.30 for reduced price for all 
grades.  Lunch is served at a cost of $1.75 per day for full price and 
$.40 per day for reduced lunches.  Adult meal prices are $2.00 for 
breakfast and $3.00 for lunch.

Children may bring their lunch to school with the understanding 
that it must be eaten in the cafeteria. Lunches from commercial 
establishments, (McDonald’s, etc.)  MAY NOT BE BROUGHT.  Soft 
drinks in bottles or cans are not allowed in the cafeteria.

METHOD OF PAYMENT  
Students must have money credited to their lunch accounts or have 
cash in hand to pay for school lunch. Students will not be allowed to 
charge lunch. On-line credit card, cash or check (Checks will be ac-
cepted through May 1, 2009).   Checks should be made payable to 
Zachary Community School Board Child Nutrition Program.  Write one 
check per child.  In the memo section of the check, write the student’s 
name and point of service LUNCH NUMBER, if known. 
 
Place cash payments in a sealed envelope that is labeled with the 
student’s name, purpose for which money is intended, and amount of 
cash or check sent.   Prepayment for meals by the week, month, or 
year is recommended. 
 
NO SCHOOL MEAL CHARGES WILL BE PERMITTED.  

FREE/REDUCED PRICE MEAL APPLICATIONS
Parents are to fill out ONE APPLICATION PER FAMILY.  The com-
pleted application form should be returned to the cafeteria manager 
at the school where your youngest child is enrolled.  

Those students who received free or reduced price benefits last 
year will begin the new school year on the same status.  However, 
by September 18, 2009, a new application must be submitted and 
processed for the 2009-2010 school year, in order for benefits to 
continue.

2009-2010 MEAL PRICES
The following is a list of the number of eating days in each month 
and the cost of breakfast and lunch for the month (regular and re-
duced).  Holidays are not included in the number of days.
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HOME / SCHOOL COMMUNICATION
	 One of the most important things we can do to help children 
grow academically is to keep in touch.  There are several ways we 
do this:			

1.	 Report cards will be given at conferences or sent home 
at the end of each six week period.

2.	 Newsletters will be sent home monthly.
3.	 We welcome visits from our parents. You may make ar-

rangements with the teacher personally or you may call 
the office to set up an appointment.  This is not confer-
ence time.

	
TEXTBOOKS

	 Textbooks are furnished by the State of Louisiana for the 
student’s use at the beginning of the school year.   Each teacher 
must account for each book issued to a student.  The student must 
either return issued book(s) in a usable form or pay the full price for 
replacing the book(s).  
	 If a book has been damaged beyond normal wear the stu-
dent must pay damages as follows:

a.	 A fine will be assessed for slightly damage books, based 
on the years of service of the textbooks.

b.	 For fairly severe damage such as writing that cannot be 
removed, or nonessential pages being torn out, the stu-
dent pays the total cost and may keep the book.

c.	 For severe damage such as essential pages torn out 
and/or spine is broken; the student pays full cost of the 
book and may keep the book.

LUNCH BREAKFAST
Full Price Full Price Reduced Full Price Reduced

Elementary Secondary All Grades Adults All Grades All Grades Adults
Month # of Days $ 1.50 $ 1.75 $ .40 $ 3.00 $ 1.00 $ .30 $ 2.00

Aug. 16 $ 24.00 $ 28.00 $ 6.40 $ 48.00 $ 16.00 $ 4.80 $ 32.00
Sept. 21 31.50 36.75 8.40 63.00 21.00 6.30 42.00
Oct. 21 31.50 36.75 8.40 63.00 21.00 6.30 42.00
Nov. 16 24.00 28.00 6.40 48.00  16.00  4.80 32.00
Dec. 14 21.00 24.50 5.60 42.00 14.00 4.20 28.00
Jan. 18 27.00 31.50 7.20 54.00 18.00 5.40 36.00
Feb. 18 27.00 31.50 7.20 54.00 18.00 5.40 36.00
Mar. 20 30.00 35.00 8.00 60.00 20.00 6.00 40.00
Apr. 19 28.50 33.25 7.60 57.00 19.00 5.70 38.00
May 13 19.50 22.75 5.20 39.00 13.00 3.90 26.00
Total 176 $264.00 $308.00 $ 70.40 $528.00 $ 176.00 $ 52.80 $352.00
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d.	 If the student fails to return the textbook assigned, full 
replacement cost must be paid for that book.

DISCIPLINE POLICIES & PROCEDURES
**Discipline Center
Students are given the option to attend the Discipline Center in lieu 
of being removed. Generally, the Center is offered for removal of 
2-9 days. Students may not participate in school functions during 
the assignment to the Discipline Center. Parents must accompany 
the student on the first day of check-in to the Discipline Center and 
upon arrival back to Port Hudson Career Academy. Students will 
be permitted to make up any work missed during the period of time 
spent at the Discipline Center. Attendance on all days assigned is 
required in order to get credit. Any absence will result in no credit 
for attendance.

**Saturday School
The goal of Saturday School is to provide an alternative to students 
in lieu of short-term suspension. Saturday School will be held at 
Zachary High School from 8:00 A.M. to 12:00 noon on Saturday 
mornings as needed. Because Saturday School is an alternative to 
suspension, no rescheduling will be allowed. Students who fail to 
report to Saturday School will receive a short-term suspension. NO 
EXCUSES OR TARDIES WILL BE PERMITTED. Any student who 
is removed from Saturday School will receive a minimum 2-day 
suspension.

**Removal
Short-term removal is for a period of nine (9) days or less. Long-
term removal is for a period in ex¬cess of nine (9) days but not 
more than twenty (20) days. Students may be assigned to the ap-
propriate detention program.

ZERO TOLERANCE FOR FIGHTING POLICY
Every student involved in a school fight, 14 years or older, shall be 
removed from the campus, if ap¬propriate, and processed through 
the criminal/juvenile justice system. This will be in addition to the 
Board’s normal suspension/expulsion procedures.
These law enforcement authorities will investigate the fight and rec-
ommend one of the following actions:

Issuing the student a misdemeanor summons, releasing the student 
to a parent or guardian with the agreement that both will appear in 
Juvenile Court, taking the student directly to the Juvenile Detention 
Facility, or arresting the student.

LUNCH BREAKFAST
Full Price Full Price Reduced Full Price Reduced

Elementary Secondary All Grades Adults All Grades All Grades Adults
Month # of Days $ 1.50 $ 1.75 $ .40 $ 3.00 $ 1.00 $ .30 $ 2.00

Aug. 16 $ 24.00 $ 28.00 $ 6.40 $ 48.00 $ 16.00 $ 4.80 $ 32.00
Sept. 21 31.50 36.75 8.40 63.00 21.00 6.30 42.00
Oct. 21 31.50 36.75 8.40 63.00 21.00 6.30 42.00
Nov. 16 24.00 28.00 6.40 48.00  16.00  4.80 32.00
Dec. 14 21.00 24.50 5.60 42.00 14.00 4.20 28.00
Jan. 18 27.00 31.50 7.20 54.00 18.00 5.40 36.00
Feb. 18 27.00 31.50 7.20 54.00 18.00 5.40 36.00
Mar. 20 30.00 35.00 8.00 60.00 20.00 6.00 40.00
Apr. 19 28.50 33.25 7.60 57.00 19.00 5.70 38.00
May 13 19.50 22.75 5.20 39.00 13.00 3.90 26.00
Total 176 $264.00 $308.00 $ 70.40 $528.00 $ 176.00 $ 52.80 $352.00
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Students who are suspended or expelled will be required to un-
dergo counseling before being admitted to an alternative education 
program and/or before being readmitted to school.

Counseling will include anger management and conflict resolu-
tion. It will be provided and supervised by the Zachary Community 
Schools System. Parents will be advised and encouraged to par-
ticipate.

The Zero Tolerance for Fighting Policy is in effect from the time a 
student leaves home for school until the time he/she returns home 
from school. It is also in effect during all school-related activities.

**Expulsion
Limited expulsion is any denial of school attendance that will ter-
minate at the beginning of the next semester. Unlimited expulsion 
is any denial of school attendance for a specific period of time be-
yond the beginning of the next semester or any permanent denial 
of school attendance.

Cutting Class
A student may be sent to clinic or removed according to the nature 
and frequency of the action, if the student commits the following:
1st offense – Saturday School
2nd and subsequent offenses - Discipline Center (D.C.)

Leaving Campus
Short-term suspension

Tardiness
4th tardy - Warning and parent contact12
5th tardy - Saturday School/D.C.
Disposition sequence repeated for subsequent tardiness. (Tardy 
#13 in one semesters will warrant a suspension). At midterm, the 
number of tardies is dropped and a new sequence is begun; how-
ever, the number of removals will be carried over from the first se-
mester to the second semester.
Improper ID Card And Dress  Code  Violations( deface, destroy, 
loaning, etc.)
Repair/replace ID as needed. 
1st offense - conference
2nd offense - warning; parent contact/warning letter
3rd offense - Saturday School
4th offense – Discipline Center/Suspension
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Truant
Unexcused absence each hour a student is truant.

Possession or use of Tobacco Products or paraphernalia
Short-term or long-term removal (3-day minimum)

CHEATING
Tests, major assignments, projects or homework Detention, Short-
term suspension, long-term suspension or recommended expul-
sion. 

Disrespect for Authority
1st offense - Time-Out Room, short-term or long-term removal
2nd offense - Short-term or long-term removal depending on the 
severity of offense

Disobedience
Conference, warning, Time-Out Room, or short-term removal, long-
term removal depending on the severity of the offense and an ac-
cumulation of offenses

Cursing Faculty or School Officials
Short-term/long-term removal or expulsion (5 or more days)

Fighting: Students Provoking a Fight
1 on 1 - Short-term removal
2 or more on 1 - Expulsion
Students provoking a fight, either physically or verbally, will be dis-
ciplined as those actually fighting. If it can be determined that a 
participant in a fight was provoked into fighting, and only engaged 
in self-defense, that participant may not be subject to removal.

Assault & Battery on Faculty  or School Personnel
Expulsion, then hearing to determine proper school for future edu-
cation

Threatening Faculty or School Personnel/ Another Student
Expulsion

Breaking and Entering School Property/ Private Property
Long-term removal until reimbursement for damages is made or 
expulsion 

Vandalism



18	 2009-2010 Zachary Elementary School Student Handbook 

Long-term removal or expulsion (For further reference see Zachary 
Community Schools Handbook) Reimbursement required before re 
admittance to school. For vandalism deemed minor in the opinion 
of the administrator, the student could be subject to lesser penal-
ties, such as clinic and/or Time-Out Room assignment.

Possession or Use of a Dangerous Weapon
Possession of a Firearm: Expulsion - Any student or non-student 
found guilty of carrying a firearm on a school campus or school bus 
shall be imprisoned at hard labor for up to five (5) years
Use of any object as a weapon: Long-term removal or expulsion
Possession of look-alike weapons - Short-term removal or long-
term removal

Extortion
Long-term removal or expulsion
Possession of or Use of Alcohol
Expulsion, long-term removal

Distribution of Alcohol or Possession with  Intent to Distribute
Recommended expulsion for one calendar year

Possession of cell phones or Electronic Devices
Refer to the Zachary Community School Board Students Rights 
and Responsibilities Handbook
Gambling
1st offense - Time-Out Room
2nd and subsequent offenses - Short-term or long-term removal

Stealing/Theft
Short-term removal with reimbursement or expulsion

Molesting Students; Indecent Behavior
Short-term removal, long-term removal, or expulsion

Profane/Obscene Language; Verbal or Written
1st offense - Time-Out Room
2nd and subsequent offenses - Short-term or long-term removal or 
Time-Out Room

Disturbance: Classroom or Campus
Minor disturbance - warning, parent conference, Time-Out Room, 
short-term or long-term removal depending on the severity of the 
offense
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Inciting a riot - Long-term removal or expulsion
Participating in a riot - Short-term or long-term removal or expul-
sion
Any student who deliberately refuses to obey the request or direc-
tive of a teacher or school administrator during disruptions will be 
suspended. Further refusal to leave the school premises after this 
removal will result in calling in law enforcement officials, and stu-
dents will then be arrested as trespassers.

Arson
Long-term removal, or expulsion; reimbursement for damages

Possession or Use of Fireworks and/or Ammunition
Long-term removal or expulsion

Student Trespassing
Telephone principal of student’s school; short-term removal

Garments, Shoes, or Skin with Suggestive, Profane, or Ob-
scene Pictures or Writings are not Acceptable
Contact parent regarding apparel and/or time-out room, short or 
long-term removal, depending on the severity of the offense, in the 
opinion of the administrator.

Dress Code Violations such as Hats, Earrings, Sunglasses, 
etc.
Keep inappropriate items until parent comes to pick up or until the 
school year ends and/or time-out room, or Saturday School.

Forgery of an Administrator’s, Teacher’s, Doctor’s or Parent’s 
Name to a School Documenter Note
Short-term or long-term removal or expulsion.

Possession or Use of Illegal Drugs
Expulsion 

Distribution of Illegal Drugs or Possession with Intent to Dis-
tribute
Recommended expulsion for one calendar year

Possession of Medication
Counseling with student and parents on first offense, short-term re-
moval (5 or more days) thereafter.
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Possession of Non-Prescription Medication (Examples: Aspirin, 
Cough Drops, Midol, Tylenol, Cold Capsules, Throat Lozenges)
Short-term removal, long-term removal, or expulsion

Distribution of Medication,  Including Non-Prescription Medi-
cation,  or Possession of Same with Intent to Distribute
Short-term removal, long-term removal, or expulsion

Distribution of any Substance Which is Falsely Represented to 
be an Illegal Drug or a Counterfeit Illegal Drug, or Possession 
of Same with Intent to Distribute
Recommended expulsion
IMPORTANT: If the administrator, after a thorough investiga-
tion, has reason to believe that the student’s offense is related 
to alcohol and/or drug use, the administrator may choose (in 
lieu of or in addition to the named penalty) to refer the student 
to the drug advisor; furthermore, the administrator shall con-
tact the student’s parents or guardians and shall advise them 
of the student’s offense and the possible drug and/or alcohol 
involvement in the offense. Law enforcement officials may be 
contacted.

Student Conduct
Any student committing a serious major offense (alcohol/drug/in-
decent behavior) after his/her last regular class period, and the 
Principal’s or his designee’s recommendation is upheld by the 
Hearing Officer, will be excluded from year-end activities (includ-
ing participation in graduation exercises). Diplomas may be given 
to or mailed to student at the end of the closure of school. Zachary 
Community Schools mandates that Port Hudson Career Academy 
will include this regulation in its senior orientation prior to the end 
of the year, and each senior will sign a slip indicating that he/she 
is knowledgeable of these regulations. Parents will receive a let-
ter including information about these regulations from Port Hudson 
Career Academy.

Student Conduct During Last 10 Days of School
Any recommendation for removal and/or expulsion may be extend-
ed to the next school year for students who commit offenses at 
school during the last 10 days of school.
	
NOTE TO ALL STUDENTS ASSIGNEDTO PORT HUDSON CA-
REER ACADEMY REMOVED OR EXPELLED:

A. You are not allowed to return to previous school campus 
during the period of time that you are removed/ expelled.

B. You are not allowed to attend any school activity during 
the time that you are removed/expelled (athletic events, 
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assemblies, pep rallies, programs, dances, etc.) The days 
of removal/expulsion include weekends and holidays.

School Bus Discipline
Discipline problems on the school bus will be dealt with by the principal 
of the school responsible for the student in accord with state laws

UNIFORM POLICY
Uniform Shirts
The uniform shirt is a navy or white, knit, short-sleeved or long-
sleeved golf-style shirt with the OFFICIAL Zachary Community 
Schools logo monogrammed on it. Cap sleeves are not permitted. 
Girls should wear white or skin-tone undergarments.

Shirts must be tucked into the pants and must be long enough to 
stay tucked when the arms are raised over the head. The style will 
be pullover, with three buttons at the top. Shirts will not be exces-
sively stained, faded or frayed and will not have holes or cuts.

Only white undershirts may be worn. Shirts other than white may 
not be worn. Decals and other colors may not show through the 
material of the uniform shirt. Long-sleeved shirts over or under the 
uniform shirt are not allowed.

Uniform Slacks
Uniform slacks will be khaki. They should be a style worn at the 
waist and must have belt loops. They may not be rolled at the waist 
or ankle, nor may they be gathered by elastic at the ankle. Pants 
made of denim, corduroy, or any stretch fabric are prohibited. No 
slacks with pockets below the hips may be worn. Tight-fitting pants 
or excessively loose-fitting pants are unacceptable. No frayed 
hems on slacks will be allowed. All pants must be worn with a solid 
black, brown, cordovan or navy belt. Belts must be visible. Length 
of slacks must be to the top of the shoe. 

Uniform Skirts
Uniform KHAKI skirts may be worn by girls only. Skirts must be 
loose fitting and the length must be at least to the knee. Slits in 
skirts must not rise above the knee.

Shoes
Shoes with closed toe and closed heel are required. Loafers, ox-
fords, and athletic style shoes are ac¬ceptable. Boots may be worn 
with slacks, provided the slacks are worn over the boots and the 
slacks are not cut. Slacks may not be tucked into the boots. No 
boots may be worn with uniform skirts.
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Sandals, flip-flops, house shoes, slippers, and similar types of shoes 
are not acceptable. Shoes with excessively high heels or excessively 
raised shoes are not permitted for safety reasons. Loose shoe laces 
or loose straps on shoes are prohibited. Socks must be worn and 
they must be visible. Socks must be solid white, dark blue, black or 
brown. Females may substitute neutral-colored stockings for socks.

Over Garments
A uniform sweatshirt in SOLID navy, red, white, or gray may be 
worn during cold weather. Large logos on sweatshirts, jackets, or 
coats are not acceptable. No more than one small logo (cannot 
be more than two inches square) is permitted. Hoods cannot be 
worn on campus or on buses. Any outer jacket or coat must be 
solid NAVY, BLACK, KHAKI, RED, WHITE, GRAY or Zachary High 
School attire. Denim jackets or jackets with excessive fur or trim 
are prohibited. No more than one small logo (cannot be more than 
two inches square) is acceptable on the outer garments. Coats or 
jackets may not exceed mid-thigh length. 

EXCEPTIONS
Administration, may allow students to wear their spirit dress on cer-
tain approved, pre-determined days. 
Dress and Grooming Code

1. Caps, hats, or head coverings are NOT to be worn during the 
school day or inside the school building. DO NOT BRING 
CAPS OR HATS ON CAMPUS DURING SCHOOL TIME.

2. Rollers, picks, curlers, forks, beads, or combs in hair are 
prohibited. 

3. Hair color and styles that are a distraction to the learning 
environment are not permitted.

4. NO FACIAL HAIR WILL BE ALLOWED ON STUDENTS. 
Sideburns should be no longer than the bottom of the ear. 
Ponytails or headbands on males are unacceptable. Male 
hair length shall not exceed the collar of the shirt nor shall it 
be worn in styles that cover the student’s eyes.

5. Male students are not allowed to wear earrings (or straws to 
preserve the pierced hole). Girls will be allowed to wear ear-
rings, but they cannot be larger than 2 inches. Other visible 
body piercing or tattoos of any type are not allowed. Exces-
sive jewelry is not allowed. 

6. Sunglasses are not to be worn on school grounds, unless 
accompanied by a doctor’s order, which must be presented 
to an administrator for approval.

7. Pictures or writing on books sacks, gym bags, jackets, etc., 
of an offensive, derogatory, or ob-scene nature is prohibited 
at school (e.g. alcohol, tobacco, drugs, weapons, skulls, 
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blood, etc.)
NOTE: Students whose grooming or clothing is inappropriate 

in the opinion of an administrator will be sent to the office 
and allowed to call home to make the proper adjustments. 
No student will be allowed to leave campus to correct a 
dress code violation. Refer to Zachary Community Schools 
Student Rights and Responsibilities Handbook and Disci-
pline Policy for uniform Disciplinary Procedures. Students 
violating set dress and grooming policies may also be sub-
ject to further disciplinary action. Regular school dress poli-
cies may be outlined and modified for special events at the 
discretion of the Administration.

VISITORS TO THE CAMPUS
Students are not allowed to bring guests with them to school. When 
a parent comes to school to get his/her child, they must come to 
the attendance office. Any visitor to our campus must come through 
the office and sign in, no matter what part of the campus he/she is 
visiting, and back to the office and record the time he/she leaves 
the campus in the visitor’s register. If a parent would like to visit the 
campus he/she should coordinate this visit through the office.

COMMERCIAL DELIVERIES
The school cannot and will not deliver items during the school day. 
This is especially true in regard to flowers and gifts. Parents and 
acquaintances are encouraged to NOT bring any items to school for 
delivery. Intercom calls to classroom must be limited to emergen-
cies and official school business. The front office will not sign for, 
nor accept, any items for delivery at school.

STUDENT MESSAGES
Telephone messages CANNOT be relayed to students except in the 
case of emergencies and only with an administrator’s approval. 

STUDENT IDENTIFICATION CARD
All students will be required to purchase a valid picture student ID 
card at a cost of $5.00. The card is the student’s official school and 
library identification, as well as a meal ticket. It should be worn at 
all times. Loss of an ID card should be reported to the administra-
tion of PHCA. A temporary ID card may be rented for $1.00 in the 
main office in the event the student misplaces his/her ID or leaves 
it at home. A student will be unable to enter class without an ID 
card. He/she must rent a temporary ID, have a parent bring the ID, 
or remain in the office until he/she has an ID. This card must be 
presented each time a student checks in or checks out of school 
and is tardy to class. A student must also present his/her card each 
time he/she checks out material from the school library. The card 
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also serves as a meal ticket. It will be checked and validated each 
time at each meal. The card may also be used as identification with 
cost of admission to athletic and school activities. Defacing or de-
stroying the ID card will result in disciplinary action. Lending the ID 
card to anyone or failure to present it when requested by a school 
official is a violation of school regulations and will subject the holder 
to disciplinary action. A new card must be purchased when the old 
one is damaged beyond use by scanning machines.

TELEPHONES
School telephones are for the use of official school business only. 
Students may use the phone in the attendance clerk’s office with 
special permission only. Students completing their school day be-
fore 2:18 p.m. must have their own transportation home and are 
not permitted to use the phone for this purpose. Students are not 
permitted to stay on campus after completing their classes.

SCHOOL PICTURES
All students will have their pictures taken at the beginning of school. 
Students will be required to pay the full amount in advance of tak-
ing their pictures. Defective pictures will be retaken. A picture will 
be taken for use in the school annual which will be free of charge. 
However, these pictures will not be produced in the “school packet” 
and students will not be able to see them except in the yearbook
.

LOST AND FOUND
Students are requested to properly mark all their belongings so that 
ownership can be easily established. The lost and found depart-
ment will be located in the Administrative Building.

LIBRARY RULES AND REGULATIONS
1. Students may come to browse the shelves for books, work 

on assignments, or to do research for school classes. 
The school library is not for social gatherings.

2. Students must conduct themselves in a very orderly man-
ner in the library at all times. It is rude to disrupt classes 
or keep others from studying. 

3. .The librarian will not issue any passes to leave the library. 
All passes must come from the student’s teacher at that 
hour.

4. Students should not reshelf books. Return books to either 
the drop slot in the circulation desk or the drop box out-
side the library doors.

5. Students are allowed to check out library books using 
their ID card provided they do not have an overdue li-
brary book or lost book. Pupil loans are for 21 days and 
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books can be renewed once.
6. The library is available to students for independent study 

and leisure reading before school, at lunch, and after 
school. Teachers schedule library time for appropriate 
class assignments. Student ID cards must be presented 
for all library transactions. Free copy machine service is 
available for school assignments. The librarians have the 
right to refuse copy machine service to a request which 
is considered excessive or abusive. Computer labs are 
available for student research, word processing and 
printing of school related work.

7. The library is a valuable resource aid for the school as 
a whole and certain standards have been set in order 
to maintain the quality and quantity of these resources. 
The books in the library belong to the school; therefore, 
students must take care of them. Students will be held 
responsible for the care of the books used in the library. 
All damaged or lost books MUST BE PAID FOR.

INTERNET USAGE AND POLICY
Students at PHCA will be able to access the World Wide Web by 
using the PHCA local area network. Student and parent/guardian 
must sign an acceptable usage policy in order to use the services. 
Students’ internet usage is restricted to school assignments. Stu-
dents must ask a librarian or their teacher while in the library for 
permission before printing anything.

SCHOOL PUBLICATIONS
Student Planner- given to each student at beginning of school year
Yearbook- sold annually to students
The Stallion-school newspaper financed by local businesses

PHYSICAL EDUCATION PROGRAM
All students (boys and girls enrolled in a physical education pro-
gram) will be required to dress in a full physical education uniform 
available through the school. Uniforms may be used from one year 
to the next if they are in good condition. Uniforms may be purchased 
from your physical education teacher. 
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