
Guide to Louisiana School System Contact Form



Louisiana School System Contact Form
In order to streamline the 

process of collecting 

contact information from 

school system 

supervisors, and ensure 

timely information is sent 

to school systems 

throughout the year,  the

Department has created 

the Louisiana School 

System Contact Form. 

The form can be found at: 

https://form.jotform.com

/LDOE/ldoe-contact-list

https://form.jotform.com/LDOE/ldoe-contact-list
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Adding a New Contact

Step 1: Select “Create New Contact” and select 
the individual's role (select all that apply)

Step 2: Complete contact information for the individual



Adding a New Contact: Secure Roles
Due to the secure nature 
of the data that they 
handle, the 
Superintendent or Head 
of School must sign off on 
the addition of 
Accountability Contacts, 
District Test Coordinators, 
and Security 
Coordinators.

If any of these roles are 
chosen, the 
Superintendent or Head of 
School will receive an 
email asking them to 
verify the addition of the 
contact in the system 
before it goes live. 



Updating  a ContactThe following are reasons for 

updating a contact:

• An employee changes 

job titles/roles

• An employee’s contact 

information changes

If any of these changes occur, 

please update the form by 

selecting the “Update an 

existing contact” and 

completing the appropriate 

fields. 

** DO NOT use this option if 

an employee leaves your 

school system and another 

employee is hired to fill their 

role. Instead follow the steps 

on slide 6. 
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Replacing a Contact

If an employee vacates their role in the school 
system, and another employee is hired in their 
place then there are two steps that need to be 
taken to make this change in the contact from.

1. Delete existing contact by selecting this 
option at the top of the form and entering 
their information.

2. Add the new employee and their contact 
information by following the steps on slide 
4. 

1.

2.
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Contact Us

If you experience difficulty in using the form, or have questions, 
please contact us at ldoecommunications@la.gov. 

mailto:ldoecommunications@la.gov

