BOARD OF REGENTS’ GUIDELINES
For the

Louisiana Classroom Teacher Enrollment Program (CTEP)

AUTHORIZATION: During the 1993 Regular Legislative Session, the Legislature
passed House Bill 535, and the Governor later signed into law, Act 253 of 1993 which
enacted Louisiana Revised Statutes (L.R.S.) 17:3129.3. This law creates the Louisiana
Classroom Teacher Enrollment Program (CTEP), which, if several stipulations are met,
allows classroom teachers to attend Louisiana’s public colleges and universities tuition free
(all other fees must be paid by the teacher) on a space available basis. The law requires
that any classroom teacher who participates in CTEP during any one school year shall be
obligated to practice as a classroom teacher in the elementary or secondary schools of
Louisiana for at least the subsequent school year.

The CTEP program is applicable and valid only for courses offered on the main campus of
or through compressed video courses offered by the college or university which the teacher
plans to attend. CTEP may not be used to schedule off-campus, correspondence, or
distance learning (television, internet, etc.) courses. Independent study courses, practicum
courses requiring individual supervision, thesis courses, and dissertation courses are not
eligible for tuition exemption under the CTEP program. The law creating CTEP *limits
course enrollment to six (6) semester hours per academic year [four (4) semester hours per
academic year quarter at Louisiana Tech University]. Course enrollment limits for summer
sessions or quarters under this program are those imposed by the college or university in
which the teacher enrolls.

ELIGIBILITY: In order to be eligible to participate in CTEP, prior to the last day of the
semester, quarter, or session for students to add courses to their schedule, a classroom
teacher must:

1. Meet all requirements for admission to the technical college or university at the
appropriate level (undergraduate or graduate, degree seeking, or non-degree
seeking) and have completed the appropriate admissions process and been
accepted for admission by the college or university which s/he plans to attend
under CTEP.

2. Meet all prerequisite requirements for the course(s) in which s/he intends to
enroll under CTEP.

3. Not be, or have been, registered for the semester, quarter, or session in
which s/he plans to participate in the CTEP program for the course(s) in which
s/he intends to enroll under this program.



4. Be employed full-time as a classroom teacher and hold a valid Louisiana
Teaching Certificate, or if the application is for the summer session, or quarter,
have been so employed during the previous academic year.

5. Be employed as a classroom teacher by:
a. A city or parish school board; or
b. A non-public school approved by the State Board of Elementary
and Secondary Education (BESE).

6. Not otherwise be eligible to enroll in such course(s) pursuant to the
continuing education tuition exemption program, established by the Board of the
Elementary and Secondary Education (BESE) as the Teacher Tuition Exemption
Basic Program (TEP), for the current semester, quarter, or session.

7. Have been denied tuition funding for the course(s)* s/he intended to
schedule under the TEP program because TEP funding has been exhausted, the
requested course is outside the applicant’s current teaching area., or the teacher
does not meet BESE criteria for participation in TEP under the 8g Local Teacher
Quality Block Grant program. The Employing Authority must write a
letter/memo containing an official signature that indicates why the teacher has

been denied TEP funding.
8. Have no outstanding financial obligation to any college or university
participating in CTEP.
PROCEDURE:

1. Prior to the close of business on the last day for adding courses to
student’s schedules for the semester, quarter, or session for which the teacher
plans to enroll under CTEP, the teacher must:

a. Obtain a copy of the CTEP guidelines and a listing of the CTEP
Coordinators from the Board of Regents web site or from local colleges or
universities.

b. Obtain a CTEP Application Form from the CTEP Coordinators and other
information about procedures that may be specific to individual colleges
or universities.

c. Apply and be accepted for admission to the college or university in which
s/he intends to enroll under CTEP, at the appropriate level
(undergraduate or graduate, degree seeking or non-degree seeking);

d. NOT HAVE REGISTERED for any of the courses in which s/he intends
to enroll under CTEP.



e. Meet all the prerequisites for the course(s) in which s/he intends to enroll
under CTEP.

f. Complete the CTEP Application Form and have it signed by the
Employing Authority and his/her principal. Also, secure a memo/ letter
that has been signed by the Employing Authority which indicates why
s/he does not qualify for teacher tuition exemption funds under the 8g
Local Teacher Block Grant Program.

g. Present the CTEP Application Form and letter/memo from the
Employing Authority to the CTEP Coordinator at the college or
university in which s/he plans to enroll under CTEP.

h. CTEP applicants will be notified within three working days after the last
day to add classes whether they are eligible or ineligible to participate in
CTEP. It is important that prospective CTEP participants give accurate
information as to how they may be contacted by the college/university
during this time period.

2. CTEP applicants must late register and must pay required fees no later
than two working days after being notified that they are eligible to participate in
CTEP.

Adopted by the Board of Supervisors
December 10, 1993

Revised by the Board of Supervisors
December 5, 2002



APPLICATION FORM FOR THE CTEP

TO BE FILLED OUT BY APPLICANT:

[

. Application for: O Fall 20 U Spring 20 U Winter 20
0 Summer 20 O Intersession 20

1. Name:

First Middle Last

3. Teacher Certification Type and Number:

4. Social Security Number: - - 5. Date of Birth / /
6. Home Address:
Street Number City State/Zip Parish
7. E-mail Address: 8. Gender: [0 Male [ Female
9. Telephone No. Work: ( ) Home: ( )

CERTIFICATION CONCERNING INFORMATION PROVIDED, INTENT TO TEACH
NEXT ACADEMIC YEAR IN LOUISIANA SCHOOLS, AND OUTSTANDING DEBT
STATEMENT:

10. I certify that the above information is true and correct to the best of my
knowledge and I also certify that it is my intent to teach during the next academic year in
the elementary/secondary schools of Louisiana. I further certify that I do not have any
outstanding financial obligations to any higher education institution in Louisiana.

Signature of Applicant Date

11. I intend to register for the following courses under the CTEP program (*Note semester hour limit

in the information section about the CTEP):

Department Course

Designation Course#t Course Title Credit
1. -
2. -
3.

(OVER)



TO BE FILLED IN BY LOCAL SCHOOL SYSTEM OR EMPLOYING AUTHORITY

12. Certification of employment as a full-time classroom teacher:

I certify that this teacher:

Is currently employed as a full-time classroom teacher AND
‘Was employed during the last academic year as a full-time classroom teacher AND
That the school in which he/she teaches (taught) is approved by BESE.

Employing Authority Signature Principal’s Signature
Employing Authority’s Typed Name Principal’s Typed Name
Employing Authority’s Title/Position Typed Name of School
Date Date

TO COMPLETE THE CTEP APPLICATION PROCESS

Please follow the following steps to complete the CTEP process:

submit admission information to the college or university and meet all admission requirements
at the appropriate level.

Obtain the guidelines for CTEP and the names of the CTEP Coordinators or VTEP
Coordinators from the Board of Regents web site, Department of Education web site, or at a
local university or technical college.

Secure a copy of the CTEP Application Form from the CTEP or VTEP Coordinator at the
local university and technical college and determine if any additional procedures need to be
followed.

Complete the CTEP Application Form and obtain signatures from the Employing Authority
and Principal.

Obtain an original letter/memo signed by the Employing Authority which indicates that you
have been denied teacher tuition exemption funds under the 8g Local Teacher Block Grant
program due to insufficient funding. The memo should indicate that in accordance with R.S.
17:3129.3(A), the Emmploying Authority is requesting that the teacher be allowed to enroll in
the university’s program under the Classroom Teacher Enrollment Program (CTEP).

Submit the CTEP Application Form and letter/memo from the Employing Authority to the
CTEP or VTEP Coordinator at the local university or technical college.

Follow the internal procedures for the university or technical college.



CTEP COORDINATORS

Northwestern State University
Charlotte Grayson

Records Analyst Coordinator
Registrar’s Office
Natchitoches, LA 71497

Phone (318) 357-6171

FAX (318) 357-5823

willlamsy@nsula.edu

Baton Rouge Community College
Sue Avery

Instructor

5310 Florida Blvd.

Baton Rouge, LA 70806

Phone (225) 216-8037

FAX (225) 216-6801
averys@mail.brcc.cc.la.us

Delgado Comm. College/City Park
Raymonda Dennis
Interim Associate Dean of Arts
and Humanities Division
615 City Park Avenue
New Orleans, LA 70110
Phone (504) 483-4512
FAX (504) 483-4954

Delgado Comm. College/Westbank
Lester Adelsberg

Dean of Academic Affairs

2600 General Meyer Avenue

New Orleans, LA 70114

Phone (504) 361-6431

FAX (504) 361-6453

Elaine P. Nunez Comm. College
To be determined

Grambling State University
Russell LeDay

Assistant to the Director
Finance Division

P.O. Box 605

Grambling, LA 71245
Phone (318_274-6146

FAX (318) 274-3299
ledayr@alpha0.gram.edu

Louisiana Delta Comm. College

Monty Sullivan

Vice Chancelor for Academic
and Student Affairs

P.O. Box 1677

West Monroe, LA 71294

Phone (318) 362-5453

FAX (318) 362-5001

msullivan@]ctcs.state.la.us

LSU and A&M College
Patricia L. Lee

Assistant Registrar

LAU, 112 Thomas Boyd Hall
Baton Rouge, LA 70803
Phone (225) 578-1696

FAX (225) 578-5991
plee3@lsu.edu

LSU at Alexandria
Lisa Smith

Accountant Technician
8100 Hwy 71 South
Alexandria, LA 71320
Phone (318) 473-6405
FAX (318) 473-6539
lisas@lsua.edu

LSU at Shreveport
To be determined

Louisiana Tech University
JoAnn Dauzat

Dean, College of Education
P.O. Box 3163

Ruston, LA 71272

Phone (318) 257-3712

FAX (318) 257-2379
jdauzat@Woodard.latech.edu

McNeese State Univesity
Stephanie Tarver
Registrar

Box 92495

Lake Charles, LA 70609
Phone (337) 475-5145
FAX (337_475-5189
starver@mail.mcneese.edu



Nicholls State University

Mike Naquin

Asst VP of Business
Affairs/Controller

P.O. Box 2003

Thibodaux, LA 70310

Phone (985-448-4060

FAX (985) 449-7025

cont-mpn@nicholls.edu

Melanie Benoit

University Admissions Analyst
P.O. Box 2059

Thibodaux, LA 70310

Phone (985) 448-4550

FAX (985) 449-7060
esrr-mpb@nicholls.edu

River Parishes Community College
To be determined

South Louisiana Comm. College
Hilda Curry

Dean of Students

908 Ember Dr.

New Iberia, LA 70560

Phone (337) 373-0105

FAX (337) 373-0187

hcurry@slcc.cc.la.us

Southeastern Louisiana University
Paulette Poche

Director of Records and Registration
SLU 10752

Hammond, LA 70402

Phone (985) 549-5633

FAX (985) 549-5979
ppoche@selu.edu

Southern Univer. and A&M College

Ronnie L. Foster

Special Assistant to the Vice
Chancellor for Academic Affairs

P.O. Box 9820

Baton Rouge, LA 70813-9820

Phone (225-771-2360

FAX (225) 771-2018

Southern University at New Orleans
Brenda K. Williams

Interim Registrar

6400 Press Drive

New Orleans, LA 70126

Phone (504) 286-5320

FAX (504) 284-5400
bwilliam@suno.edu

University of Louisiana at Lafayette
Pat Bartel

Acting Director, University College
P.O. Box 43370

Lafayette, LA 70504-3370

Phone (337) 482-6729

FAX (337) 482-1205
pmb7864@louisiana.edu

University of Louisiana at Monroe
Sherry Bates

Enrollment Management Secretary
700 University Avenue

Monroe, LA 71209

Phone (318) 342-5272

FAX (318) 342-1915

University of New Orleans
Kathy Plante or Lucille Sentes
Registrar’s Office
Administration Bldg., Room 112
University of New Orleans

New Orleans, LA 70148

Phone (504) 280-6218
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