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Welcome to the 2022- 2023 school year! 
Grace: Receive, Live, Give 

 
1 Peter 4:10 states, “As each one has received a gift, use it to serve one another as good stewards of God’s 
varied grace...” Our theme this year will be receiving, living, and giving the Grace of God!  By Grace, God has 
provided the way for salvation for us through His Son.  He has gifted us with His Word, the privilege of prayer, the 
joy of community with others and so much more.  We are excited to explore how to receive these precious gifts 
from God, live in God’s Grace every day, and be the vessels through which God can share His grace with others. 

 
Please join us in praying for God to work mightily among our community this year as we focus on His Grace! 

 
 
August 15, 2022 
 
Dear Parents, Guardians, Students and Families, 
 
Welcome to St. Anne Catholic School! Our school is accredited by the Texas Catholic Conference Education 
Department (TCCBED) and the Catholic Conference Accreditation Commission (TCCAC), under the auspices 
of the Texas Education Association (TEA).  We hold membership in the National Catholic Education 
Association (NCEA). St. Anne Catholic School operates in accordance with the Archdiocese of Galveston 
Houston’s Board of Education policy and follows the regulations set forth by the Catholic Schools Office.  
 
Parents and guardians, you are the first teachers of your children and you lay the foundation for a life of 
learning and faith.  We join you as partners – reinforcing and integrating our Catholic faith in the 
educational, co-curricular and extra-curricular experiences of the students you have entrusted to us. 
The Parent Student Handbook is provided to inform students and parents of the procedures and policies of 
St. Anne Catholic School. We ask that parents read the handbook carefully and review it with their child(ren). 
 
Catholic schools in the Archdiocese of Galveston-Houston admit all students to the rights, privileges, 
programs, and activities made available to the student body. Catholic schools do not discriminate on the 
basis of race, color, age, or national or ethnic origin in the administration of its admission, loan, athletic or 
scholarship programs. 
 
The enrollment of a child(ren) in St. Anne Catholic School is considered to be an agreement on the part of 
the student and parents/guardians that they will comply with school procedures, regulations, and policies 
including, but not limited to those in this handbook. Administration and staff will exercise professional 
judgment and discretion to address situations fairly and consistently. 
 
St. Anne Catholic School and administration retain the right to amend the Family Handbook for just cause. 
By no means is this handbook considered all-inclusive. Families will be given notification if changes are 
made. 
 
You are accessing this handbook electronically. Please do read this handbook.  After you have done so, 
please complete the Parent-Student Handbook Receipt Acknowledgement form found on FACTS Family 
Portal web forms.    
 
Sincerely in Christ,       
Kendall Shamas, Ed.D 
Principal 
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MISSION STATEMENT 
St. Anne Catholic School calls young people to holiness, preparing them to proclaim and live the 

Gospel message of Jesus Christ, through the education and formation of the whole person. 
 

PHILOSOPHY STATEMENT 

In a Christ-centered atmosphere, St. Anne Catholic School teachers and staff believe that 
learning is a life-long process, support the holistic development of each learner, and believe that 
every student has the ability to achieve academic excellence within their individual potential.  In 
a collaborative effort with parents/guardians, we dedicate ourselves to forming an active, 
lifetime learner who embraces Christian values and ethics. 
 

OBJECTIVES 

As an aid to enable students to achieve their full potential, the following objectives are 
presented: 

• Students will be nurtured in an atmosphere that encourages, celebrates, and cherishes 
those disciplines that develop the body, soul, heart and mind; 

• Students will be provided with learning experiences that cultivate curiosity and desire for 
expansion;  

• Students will be recognized for their learning styles, interests and achievements. 
 
VISION STATEMENT 

As the faculty of St. Anne Catholic School, we are an integral part of the parish and school community: 
• We come together to proclaim the Gospel of Jesus Christ, and support our students, their 

families, and each other in preparing for the future. 
• We believe that trust and respect at all levels in our school and is of primary importance. 
• We believe that what we teach and how we teach not only impacts our students and 

families, but our community and the world. 
• We choose to be Christian examples for the entire community. 
• We teach the whole child and work to create new ways to share excellence in education. 

 

ROLE OF PARENTS 

As stated in the Declaration on Christian Education, Second Vatican Council, October 28, 1965: 
“Since parents have given children their life, they are bound by the most serious 

obligation to educate their offspring and therefore must be recognized as the primary and 
principle educators.  This role in education is so important that only with difficulty can it be 
supplied where it is lacking.  

“Parents are the ones who must create a family atmosphere animated by love and respect 
for God and man, in which the well-rounded personal and social education of children is 
fostered. Hence, the family is the first school of the social virtues that every society needs.  

 



“It is particularly in the Christian family, enriched by the grace and office of the sacrament 
of matrimony, that children should be taught from their early years to have a knowledge of God 
according to the faith received in Baptism, to worship Him, and to love their neighbor. Here, too, 
they find their first experience of a wholesome human society and of the Church.  

“Finally, it is through the family that they are gradually led to a companionship with their 
fellow men and with the people of God. Let parents, then, recognize the inestimable importance 
a truly Christian family has for the life and progress of God's own people. 

“The Council also reminds Catholic parents of the duty of entrusting their children to 
Catholic schools wherever and whenever it is possible and of supporting these schools to the 
best of their ability and of cooperating with them for the education of their children.”  
 
 
 
 
 

 
 
 

  



St. Anne Catholic School 
Faith, Knowledge, Charity 

 

School Improvement Goals  
Our annual school improvement goals are drawn from our long-range strategic planning 
as well as local, Archdiocesan and accreditation initiatives. In 2022-2023 we will: 
  

• Strengthen our Catholic Identity by strengthening our relationship with the parish; 
encourage members of the school community to participate in parish ministries, 
programs, and activities. 

• Increase parishioner involvement in school activities such as fundraising, volunteering, 
and curricular/extracurricular programs. 

• Form a religion committee consisting of parish and school representatives. 
• Strengthen ways to integrate faith into activities and programs in a visible and consistent 

manner. 
• Continue to strengthen curriculum & instruction by implementing the new Science and 

Social Studies guidebooks curriculum from the archdiocese; integrate writing across all 
content areas, implement a new ELAR textbook series for K-8th grade. 

• Increase efforts to market our school and grow enrollment. 
• Develop a comprehensive marketing and development plan. 
• Strengthen our technology program by purchasing needed hardware to enhance 

instruction in the classrooms; explore options to use technology for innovative ways to 
enhance instruction. 

• Focus staff professional development on Differentiation, new curriculum materials, Social 
Emotional Learning, NWEA, data decision making, and technology. 

• Focus parent education on student academic and social success through topics such as 
student spiritual formation, study skills, high school prep, standardized testing, discipline, 
and digital citizenship. 

• Explore, identify, and implement means to provide additional revenue growth for the 
school. 

• Implement required health and safety protocols to ensure the safest environment for our 
students and staff while in the school building. 

 

Long Range Strategic Plan 2020-2025 
  

https://d2y1pz2y630308.cloudfront.net/1039/documents/2020/10/SACST%20Strategic%20Plan%202020-21%20-%20final-2.pdf


GENERAL INFORMATION 
 

Administration & Office Staff 
Dr. Kendall Shamas, Principal 
Tracy Bonini, Counselor 
Amy Stein, Nurse 
Kelly Tavares, Clinician 
Elizabeth Najvar, Religion Coordinator 
Kaleigh Boullard, Instructional Technologist  
Silvia Gonzalez, Instructional Specialist 
Dale Koester, Athletic Director 
Sherri Minch, Development Director 
Elizabeth Dailey, Facilities & Administrative  

Support Assistant 
Joanne Tammaro, Bookkeeper 
Jacquelyn Blackburn, 
Receptionist/Admissions 
Kathy Graff, Learning Advisor 
Mary Carola, Learning Support 
  
Early Childhood Department 
Lindsey Boeller, Pre-K3 
Julie Salazar, PreK 3 Assistant 
Silvia Gonzalez, Pre-K4 
Darleen Hunold, PreK4 Assistant 
Kristen Buck, Kindergarten 
Alexis Jacobs, Kindergarten 
 
Elementary Department 
Julia Cruz, 1st Grade 
Jennifer Feldman, 1st Grade 
Angela Holden, 2nd Grade 
Cassie Rathe, 2nd Grade 
Christine Martinez, 3rd Grade  
Elizabeth Salazar, 3rd Grade 
 
 
 
 
 

Elementary Department (continued) 
Tina Franks, 4th Grade 
Alissa Macora, 4th Grade 
Jill Gregory, 5th Grade 
William Barnes, 5th Grade 
 
Middle School Department 
Mary Macora, 6th Grade Advisor & English 
Language Arts 
Elizabeth Najvar, 6th Grade Advisor & 
Religion 
Pat Coker, 7th Grade Advisor & English 
Language Arts 
Steven Chambers, 7th Grade Advisor & 
Social Studies 
Donella Newell, 8th Grade Advisor & Math  
Dawn Parker, 8th Grade Advisor & Science 
  
Auxiliary Department 
Mo Jones, Music Pre-K-8th & Liturgical Mass 
Choir 
Cary Herndon, Art 1st – 8th  
Bonny Neagle, Foreign Language 
Patricia Marquez-Mayer, Foreign Language 
Jocelyn Perez, PreK, K, MS Ancillary Teacher 
Dale Koester, PE & Middle School Electives  
 
Technology/Library Media Center 
Kaleigh Boullard, Technology & Middle 
School Electives 
Brenda Ross, Library & Middle School 
Electives 
 
Before and After School Care Program 
(BACP) 
Angela Holden, Before Care 
Kaleigh Boullard, Coordinator & After Care 
 

  



 
 

St. Anne Catholic School 
Calendar 2022-2023 

 

 

 

August 2022 

5 New Staff Orientation  
8-16 Staff Development 
11 New Family Orientation, 5pm  
15 Meet the Teacher, 3-4:30pm 
16 First Day of School/Noon Dismissal 
25 Parent Info Night, Pre-K/Elementary, 6pm 
30 Parent Information Night, Middle School, 6pm 

 
September 2022 

5 Labor Day – No School 
7 School Picture Day  
26-30 Spirit Week 

 
October 2022 

5 Pastor Appreciation School Mass 
10 Staff Development – No school 
14 End of first 9 weeks 
19 School Picture Retake Day  
23 St. Anne Catholic Community Bazaar 
24 Parent Teacher Conference – No Classes 
25-28 Red Ribbon Week 
28 Fall S.T.R.E.A.M. Day 

 
November 2022 

1 All Saints Day  
9 Veterans Day Celebrated  
6-12 Vocations Awareness Week 
14 Discover Catholic Schools Week 
18 Grandparents Day – Noon 

Dismissal * No After Care 
21-25 Thanksgiving Holiday 
29 Giving Tuesday/Crusader Donor Day  
 
 
 
 

 
December 2022 
16 End Second 9 weeks 
 Noon Dismissal * No After Care 
Dec 19- Jan 3 Christmas Vacation 
 

 
January 2023 

3 Staff Development 
4 School Resumes 
16 No School - MLK Day Holiday 
29-31 Catholic Schools Week 

 
February 2023 

Catholic Schools Week 
11 Steps 4 Students 
15 Class Picture Day  
17 S.T.R.E.A.M. – Go Texan Day 
20 No Classes – Staff Development 
22 ASH WEDNESDAY  

 
March 2023 

10 End third 9 Weeks 
13-17 Spring Break  

 
April 2023 

2 Palm Sunday 
6 Holy Thursday Noon Dismissal * No After Care 
7 No School - Good Friday 
10 No School - Easter Monday  

 
May 2023 

12 Field Day – Noon Dismissal – No After Care 
18 8th grade graduation 
25 Last Day of School – Noon Dismissal  
 



 
DAILY SCHEDULE 

Please review Arrival and Dismissal Procedures located in this handbook.  
 

7:00am Morning Care (registered students)  
 

7:40am School doors open - all students in grades PK-8 will enter and proceed to homerooms. 
 

 
8:00am 

Instructional Day begins. Students must be in their classroom, or they will be marked tardy. 
 
Morning Prayers and Announcements 
 

Lunch Monday Tuesday Wednesday Thursday Friday 
PK-4th 10:50am-11:20am 10:50am-11:20am 11:10am-11:40am 10:50am-11:20am 10:50am-11:20 

5th – 8th 11:35am – 12:15pm 11:35am – 12:15pm 11:56am-12:26pm 11:45am – 12:15pm 11:45am – 12:15pm 

3:25pm Afternoon Prayers and Announcements 

3:35pm Dismissal  

6:00pm After Care Ends  

 
 
 
  
Access into the school building during school hours is through the main entrance which is 
monitored by a video/buzzer system that requires visitors to identify themselves and the reason 
for the visit.  All doors are locked for the safety and security of our students, staff and visitors.  
(Appendix A) Public access to the school building is restricted to the office lobby.  The office staff 
provides necessary assistance to visitors.  All visitors, including school parents are required to 
check in through the school office and show valid picture identification.  Visitors approved to 
enter the building are issued nametags that must be worn while on campus including the gym 
for lunch.  Visitors approved to enter the building will be buzzed through the secured doors. 
Visitors are not allowed to walk freely about the building without administrative approval or a 
school employee escort.   Administration reserves the right to deny access to unauthorized 
visitors.  Security cameras cover building entrances and interior hallways and providing 24-hour 
recording surveillance.  



1.GOVERNANCE 
 
The Archbishop 
The archbishop, as the chief representative of the Church’s teaching authority, is head of the 
archdiocesan system of schools.  Religious education is under the guidance of the director of the 
Office of Continuing Christian Education. 
 
Texas Catholic Conference Education Department (TCCB-ED) 
The Texas Education Agency (TEA) has delegated to the TCCB-ED the responsibility to coordinate 
all activities related to state accreditation for Catholic schools. Therefore, the TCCB-ED has 
established standards that a diocesan system of schools must satisfy to be accredited and has 
adopted an accreditation process. 
 
Texas Catholic Conference Education Department Accreditation Commission 
Membership consists of the school superintendents of the fourteen Texas dioceses, other 
experts in the field of education, and two bishop members who serve as the Episcopal liaison. 
The commission, through committees, is responsible for operations, ongoing planning of the 
accreditation process, review of school compliance, and reporting of accreditation status. 
 
Archdiocesan Board of Education 
The Archdiocesan Board of Education is an advisory council at the service of the archbishop and 
responsible to the archdiocese for archdiocesan-sponsored educational programs. 
 
Superintendent 
The superintendent of schools is the organizational and instructional leader in the system of 
Catholic schools of the Archdiocese of Galveston/Houston.  The superintendent’s specific 
responsibilities include directing the Catholic school office, supervising central administrative 
services, implementing the Archdiocesan Board of Education policies, and implementing the 
TCCED principles and standards for accreditation. 
 
Pastor 
The pastor is the spiritual leader of the parish and the ex-officio chief administrative officer of 
the parish school.  It is his duty to see that the teachings of the Church are clearly and accurately 
presented.  The immediate direction of the school and its instructional program is, however, to 
be delegated to the principal.  Satisfactory and effective administration depends on the 
cooperation and mutual support of both pastor and principal in matters of local educational 
policy. 
 
Principal and Administration 
The principal is the educational leader of the school, possessing full administrative responsibility 
for the instructional program of the school. The principal is held accountable for school policies 
outlined in the Texas Catholic Conference Education Department Accreditation Principles and 
Standards, Archdiocesan School Goals, the Archdiocesan Board of Education Policies, State Rules 



for Curriculum, and the Catholic School Office Administrator’s Handbook of Regulations, and 
policies established by the local Board of Education 
 
School Advisory Council  
This advisory council is the community’s liaison to the school.  It participates with the pastor in 
the selection and support of educational administrators.  The council identifies goals for the 
school programs for which it is responsible, provides input toward specific policies, and assists 
with the evaluation of the effectiveness of school policies and programs.  The council also 
approves the annual school operating budget. 
Advisory Council Policy Effective February 23, 2022: “Per requirements of the Archdiocese, the 
School Board has changed its name to be School Advisory Council to better reflect the work of 
its members.”  
 
Teachers 
The teacher’s primary responsibility is classroom instruction.  The teacher is responsible for 
supervision of students, effective communication with parents, and following guidelines of the 
curriculum for the grade, provided by the Archdiocesan Curriculum in accordance with the 
Essential Elements of the State of Texas. 
 
Sexuality 
 The learning environment and religious nature of Catholic schools are guided by the Catechism 
of the Catholic Church (CCC). The Catechism of the Catholic Church can be found at the website 
for the United States Catholic Conference of Bishops. Among other things, the Catechism of the 
Catholic Church states: “By creating the human being man and woman, God gives personal 
dignity equally to the one and the other. Each of them man and woman, should acknowledge 
and accept his/her sexual identity.” (CCC)  

 • If a student’s expression of gender, sexual identity or sexuality should cause confusion 
or disruption at school, if it should mislead others, cause scandal, or have the potential for 
causing scandal, then the matter will be discussed with the student, his/her parents, the 
principal, and the pastor. 

  • If not resolved to the satisfaction of the school and pastor, seeking to uphold Catholic 
principles, then the student will be dismissed from the school AFTER the parents are first given 
the option to immediately withdraw the student from the school. 

 • As in the case of students, if serious concerns arise as to a parent’s or guardian’s (herein 
“parent’s”) position or action with respect to the tenets of the Catholic faith regarding sexuality, 
then he/she will be counselled by the school and pastor.  

 • If the matter involving the parents/student(s) is not resolved to the satisfaction of the 
school and pastor, seeking to uphold Catholic principles, then the parent will be asked to 
withdraw the child(ren) from the school, and they must agree to do so immediately. If they fail to 
do so, the child(ren) will be dismissed immediately from the school. 

 
 



2.TUITION, REGISTRATION, AND FEES 
 
We do not charge families the actual cost of educating a child, therefore, every tuition dollar 
and fundraising dollar is critical in maintaining the operational vitality of our campus. Please 
understand that a reduced rate for tuition is not financially prudent as a possibility for our 
campus unless there is an urgent financial need from a family. 
Refund Issues and Reduced Rates/Fees 

• All tuition and all fees are non-refundable. This is clearly stated on parent enrollment 
contracts. 

• Signing the enrollment contract indicates acceptance and obligates the parent to 
tuition payments for the academic school year. 

• Refund requests for tuition, based upon financial hardships, are to be directed to the 
principal. (Refunds are not issued for registration and other fees.) 

• Refunds or reduced tuition requests during periods of remote learning will not be 
honored. The Archdiocese of Galveston-Houston and our superintendent have 
directed us not to grant refunds or allow reduced tuition for our services. As a non-
profit entity, Catholic schools are dependent upon tuition to meet their contractual 
obligations for salaries and benefits to staff, as well as balancing campus budgets. 

• Families needing tuition assistance are urged to contact the principal or the Business 
Manager so that we can attempt to provide assistance. 

 
Registration 
All previous school records and recommendations must be on file for the registration process 
to be considered complete. Registration fees are non-refundable. Registration is complete 
when: 

• the principal has approved the applicant and an acceptance letter is sent, 
• all forms have been returned, and 
• the registration, books, lab, and other fees have been paid. 

 
Registration for current students begins in early spring.  A place for the subsequent school year 
will be guaranteed after all registration fees have been paid.  This registration fee is non-
refundable.  The school administration assigns students to classes.  Parents/guardians will not 
be able to select their student’s teacher. 
 
Tuition Rates and Tuition Assistance 
Tuition rates are published in early spring prior to registration.  Those who may be in financial 
need, must apply for tuition assistance through the archdiocese.  Applications must be 
submitted online at www.choosecatholicschools.org.   
 
 
 
 
 

http://www.choosecatholicschools.org/


FACTS Tuition Payment Plan  
FACTS Management is our tuition payment system.  Preauthorized tuition payment dates may 
be the first (1st) and Fifteenth (15th) day of each month.  Credit card payments incur an additional 
2.75% Service Fee (Visa, MasterCard, American Express, or Discover are accepted).  Included is 
an incidental billing platform that will be used for non-tuition items—there is one system for all 
payment types.   
 
Payment Plan Options 

• Ten (10) monthly payments through FACTS, July 2022 – April 2023. 
• Two (2) semester payments through FACTS, July 15 and December 15, 2022 with no 

discount. 
• One (1) payment in full through FACTS, due before July 15, 2022, with a 3% discount. 
• Tuition payments and unpaid balances: 

o Late Tuition payments are assessed a $25.00 late charge by FACTS. 
o Re-admission for the following school year is not allowed for the children of 

families who are not current with any obligations and fees. 
o School records of students who have any unpaid balances are not released. 

Report Cards and all school records are held until accounts are current. 
o Students are placed on financial suspension if tuition is 10 days delinquent. It 

is the parent's responsibility to contact the principal and/or accounting office 
for acceptable payment arrangements. 

o Checks for tuition/fees that are returned for insufficient funds are subject to a 
penalty charge of $25.00.  

 
Convenient Online Enrollment 
All families must use the online application and enrollment process through FACTS SIS.   
All families must keep contact information up to date in FACTS Family Portal, as this 
system is the primary venue of contact between the school and families.  The details 
pertaining to Family Portal access are available on the school website  
 
The school will be notified by FACTS should tuition accounts fall into arrears.  The notification 
process begins when an account reaches five (5) days delinquency.  Delinquent accounts 
reaching thirty (30) days will be blocked from grade portal access.  Delinquent accounts reaching 
sixty (60) days will force students to be suspended from classes until appropriate arrangements 
are completed with the Business Office.  After all attempts are made to collect delinquent 
tuition, unpaid tuition balances may be subject to collections. 
 
Academic records and report cards will be held until all financial obligations are met. 
 
2022-2023 School Year:  TUITION AND FEE SCHEDULE AVAILABLE ON THE SCHOOL WEBSITE 
  
Athletic Fees:  - $175 per sport.  Fees billed through FACTS before each sport season.  Unpaid 
athletic fees will result in student being unable to participate in sport until fees are paid.   
  



3. ADMISSIONS 
 
The Catholic schools in the Archdiocese of Galveston-Houston admit all students to the rights, 
privileges, programs, and activities made available to the student body. They shall not 
discriminate based on race, color, age, national, or ethnic origin in the administration of its 
admission, financial, athletic, or scholarship programs.  
 
Students must meet the following age requirements for admission (a policy of TCCB-ED and the 
Archdiocese).  
• Three-years-old on or before September 1 to enter Pre-Kindergarten (Pre-K3) 
• Four-years-old on or before September 1 to enter Pre-Kindergarten (Pre-K4) 
• Five-years-old on or before September 1 to enter Kindergarten 
• Six-years-old by September 1 to enter the First Grade 
• Proof of age must be confirmed with a Birth Certificate 

 
a) Baptismal Certificates must be submitted for all Catholic students applying for 

admission.  
b) A student must be identified by his or her legal surname, as it appears on a Birth 

Certificate or other document suitable as proof of identity, or in a court order 
changing the student’s name (Education Code 25.0021).  Parents may issue a 
special request for their student to called by a nickname or be “known” by another 
surname.  However, all documents and records will be identified using the given 
birth name and surname. Further, it is our responsibility to teach the student his or 
her legal surname and given birth name. 

c) A student must be identified in school by the student’s legal sex, as it appears on 
the student’s Birth Certificate.  “Sex” is defined as the biological condition of being 
male or female as based upon physical differences at birth. 

d) A complete immunization record indicating that requirements are met, with a 
physician's signature, is required at the time of registration. Archdiocesan policy 
requires that any new student present written evidence of TB testing and the 
results. 

e) Students do not have to be Catholic to be admitted to St. Anne.   However, priority 
for admission will be given in the following order: 

f) Returning students 
g) Applicants with siblings already enrolled 
h) Applicants who are members of the St. Anne Catholic Church 
i) Applicants who are members of another Catholic parish 
j)   All other applicants. 
k) Applicants may be placed on a waiting list at the discretion of the school 

administration.  Vacancies will be filled from the waiting list with the same priority 
noted above in as much as it is possible.  

l)  Students applying for admission to the kindergarten and pre-kindergarten 
programs will be evaluated to assess their readiness to spend a full day in a school 



environment.  The evaluation will consider separation from parent/guardian, toilet 
training, interaction with other children, and ability to follow simple instructions.  
The evaluation may include a referral from the child’s current pre-school/daycare 
program.  

m) All PK3, PK4, and K students must be potty-trained prior to the first day of school. 
For SACS purposes, “potty-trained” means that the child identifies his/her need to 
go to the bathroom, independently removes his/her clothing, cleans/wipes 
him/herself independently, replaces his/her clothing, and calls for assistance, as 
needed.  

n) Acceptance of transfer students is based on the most recent standardized test 
scores, report cards, teacher recommendations, and admissions assessment 
results.   Admission assessments are administered to assist with placement.   

o) Students transferring from non-accredited institutions or homeschool programs 
may require additional assessments to identify appropriate placement. 

p)  All new students are required to take an entrance or screening exam and may have 
a brief interview with the principal, principal's designee, or a teacher.  

q)  The principal reserves the right to contact any former schools the child may have 
attended. The principal has the authority to accept or refuse admittance of any 
individual as a student at this school for any reason. This decision is based on the 
state and Archdiocesan policies for admittance and on all information received 
from the applicant at the time the application for admittance is made.  

r)  All new students admitted to St. Anne Catholic School are accepted on a 
conditional basis for a nine (9) week period.   

 

4. ATTENDANCE 
 
In compliance with the Texas Catholic Conference of Bishops Education Department (TCCB-
ED) and the State of Texas Family Code, schools of the Archdiocese of Galveston- Houston 
follow compulsory attendance laws. Daily school attendance is the only effective way to 
assure continued academic progress.  

 
All absences are considered absences – they are neither excused nor unexcused. St. Anne 
Catholic School recognizes the following as valid reasons for an absence: 

• Student illness; 
• Family emergency, such as death or serious illness. 

 
Planned vacations are not considered valid reasons for absence. The student will be counted 
absent and may not be able to make up work or have tests administered (teacher discretion). 
Parents are encouraged to schedule vacations during school break periods. 
 
Please email the clinic at clinic@sacst.org to confirm a student absence – a voicemail message is 
acceptable notice.  Parents/guardians of students marked absent with no notification will be 
called by the Office to confirm the absence.   

mailto:clinic@sacst.org


 
For all absences, please send a written note explaining the absence upon return. 
 
Students returning from illness will generally be given one (1) day/per day of absence in order to 
make-up missed class work.  Teachers may exercise flexibility as necessary. 
 
Absences over three (3) days due to illness/injury require a physician’s note and release upon 
return.  Without this release, the student may not return to classes. 
 
As required by TCCB-ED, each student will attend classes for a minimum of 90% of the 
attendance days or minutes in a given school year in order to be promoted to the following 
grade level. The 90% rule applies to all absences.   
 
A student who does not attend 90% of the attendance days or minutes of a given school year 
may be required to repeat the grade or may not receive credit. The Superintendent of the 
Catholic Schools Office will review the records of any student who has less than a 90% 
attendance rate and determine eligibility for credit.  
 
Leaving school during the academic day requires a prior email/written request from a 
parent/guardian.  An email to the student’s teacher, copied to the administration is sufficient.  
Parents/guardians must sign-out their student in the school office, and sign-in upon return the 
same day.  Please contact the administration for all absences outside of typical circumstances. 
 
Extended absences, other than for illness, require at least one week’s pre-notification to the 
administration and teachers.  This is so that adequate preparations can be made to ensure class 
material missed over the absence is completed.  Students will be required to resume studies at 
the point where the class has progressed upon the day of return.  Students must also be 
prepared to take any quizzes, tests or turn in any projects that are due over the period of 
absence, upon their return.  
 
Attendance is tracked daily for all grade levels. Days of absence accumulate based on student 
attendance during each hour/class period – for each school day.  Therefore, absences due to 
medical/dental appointments, family illness, weddings, funerals, etc., will count toward a 
student’s absence tally. 
 
One-half day absences are accrued when a student misses 3.5 hours in one day, either morning 
or afternoon. A student who comes in after missing 3.5 hours of school will be counted absent ½ 
day (11:20 A.M. is the ½ day mark).  Likewise, a student who checks out and misses 3.5 hours of 
school will be counted absent ½ day (checks out before 11:20 A.M.). • A student who checks out 
during the day and does not return for the last class of the day, may not return to campus for 
any reason– for example, clubs, athletics practice or game, or tutoring.  
 
The only exceptions to the above tracking policy is in cases where student absence is due to 
participation in a specific school-related activity or an early-release for an extra-curricular event.  



Eighth grade students will be allowed three (3) Catholic high school visit/shadow days that will 
not be included in their absence tally.   
 
Absence for Other Reasons 
When parents wish to take their child out of school for three or more consecutive days for 
unexcused personal reasons, they must notify the Principal in advance in writing.  The Principal 
or designee is advised to keep on file a record of the recommendation made to the parents at 
the time the request was submitted.  The final decision, however, is the responsibility of the 
parents.  
The school is not under obligation to provide tutoring, make-up work, or special testing 
schedules for this period of absence.  The Principal has discretion to determine the conditions 
and terms governing the absences.  
 
Tardiness 
A student is tardy if he/she arrives after the time scheduled by the school for the beginning of 
the instructional day.  The accumulation of ten (10) tardy notices in the same grading period, 
whether upon arrival in the morning, or during the school day itself, will result in the student 
being charged with one (1) day of absence.  
 

5. USE, ENTERING AND LEAVING THE SCHOOL BUILDING 
 
Access into the school building during school hours is through the main entrance which is 
monitored by a video/buzzer system that requires visitors to identify themselves and the reason 
for the visit.  All doors are locked for the safety and security of our students, staff and visitors.  
Public access to the school building is restricted to the office lobby.  The office staff provides 
necessary assistance to visitors.  All visitors, including school parents are required to check in 
through the school office and show valid picture identification.  Visitors approved to enter the 
building are issued nametags that must be worn while on campus including the gym for lunch.  
Visitors approved to enter the building will be buzzed through the secured doors. Visitors are 
not allowed to walk freely about the building without administrative approval or a school 
employee escort.   Administration reserves the right to deny access to unauthorized visitors.  
Security cameras cover building entrances and interior hallways and providing 24-hour 
recording surveillance.  
 
Use of School Facilities and Grounds   
The use of parish and school facilities by non-parochial groups or non-parish-based 
organizations is governed by local and archdiocesan policy.  Any use of parish grounds and 
facilities by outside organizations must be conditioned on review of contract agreements 
through the legal counsel of the archdiocese.  The review will contain, among other things, hold 
harmless and insurance provisions that will protect the school, parish, and archdiocese in the 
event of a claim.  Requests for use of school facilities by parish and other groups are subject to 
the approval and permission of the Pastor in the case of parish/regional schools. 
 
 



Arrival and Dismissal Procedures (Appendix B) 
 
Morning Carline 
o Carline begins at 7:40 am. 
o No phones to be in use during carline. 
o All carline vehicles enter via Cherry Street, forming two lines. The line on the right is the red line 

(closest to the school) and the line on the left is the blue line (closest to the gym). 
o PK, Kinder, and 1st grade students should enter the red line (closest to the school) for drop off. 
o Vehicles should proceed and stop before the crosswalk. 
o All vehicles should pull up as close as possible to the car in front of them. 
o All vehicles when stopped should be put in park for safety. 
o Students should be ready to exit the vehicle upon stopping. 
o St. Anne staff will announce the start of morning carline with a whistle. 
o Students in cars, between the corner of the food pantry and the crosswalk will then exit their car. 
o Students in red line (closest to the school) exit their car and walk to the sidewalk to enter the school. 
o Students in blue line (closest to the gym) exit their car, walk along the blocked off middle lane, 

through the gates, and along the sidewalk to the walkway. Students will walk along the sidewalk to 
enter the school. 

o Cars will remain in park and in line until the students have been safely moved. 
o St. Anne staff will release cars to exit the parking lot. 
o Vehicles will exit out to Cherry Street. 

 
NOTE: Families arriving after 8:00 am should park at the front of the school and enter the main 
building to sign their student(s) in. 
  
Afternoon Carline 
 
o Regular Schedule:  all students dismissed at 3:35 PM Monday through Friday.   
o Parents/Guardians who must pick-up at the end of the day before the regular dismissal time 

must do so no later than 3:15pm and must sign-out in the Office.   
o  No phones to be in use during carline. 
o All carline vehicles enter via Cherry Street, forming two lines. The line on the right is the red (closest to 

the school) and the line on the left is the blue line (closest to the gym). 
o When the parking lot and lines are full, vehicles will go to the overflow parking lot across the street. 
o  A police officer will be at the street to assist with directing traffic. Please follow the directions of the 

police officer. 
o Your name placard should be placed in your dashboard the entire time you are in the parking lot. Do 

not remove the placard until you are leaving the parking lot. 
o Students will remain in the school building for dismissal: 
o Students will wait quietly in their homerooms as family/carpool names are announced.  
o TWO lines are used for pick-up.  Line #1 will be designated with RED cones and Line #2 will be 

designated with BLUE cones. Family names will be entered into the app or called out on the 
radios as follows… – “Smith – Red” or “Jones – Blue.” 

o The color tells the staff which line students must head to for pick-up. 
o Middle School students without an elementary sibling or elementary carpool will exit through 

the Middle School Hall exit and around the Red Pre-K building to the announced line. 



o Students will be assisted into vehicles by staff on duty (also assisting with seat belts, etc., as 
needed). 

o Students enrolled in the After-School program, participating in after school athletics, or other 
after school extracurricular activities, must wait quietly until carline has wrapped up. 

o The crosswalk gates in the afternoon will not open until 3:15 PM 
o There will be two (2) lines for pick-up. 
o Line #1, RED, is closest to the school, Line #2, BLUE, is closest to the gym. 
o The middle lanes will be coned-off as a safety lane for loading students in the BLUE Line. 
o If you plan to exit the school lot by taking a right onto Cherry Street, please enter the RED 

Line. 
o If you plan to exit the school lot by taking a left onto Cherry Street, please enter the BLUE 

Line. 
o Children will not be loaded past the red painted line marked on the parking lot between the 

pantry and the gym. 
o Drivers must visibly display their Name placard on the passenger side window. 
o For the RED Line: students will stay under the covered walkway until called to a cone by a 

faculty loader. 
o For the BLUE Line: students coming from the main doors will proceed up the covered 

sidewalk, across the crosswalk, and into the middle safety lane for pick-up. 
o Parents must stay in their vehicles. 
o Groups of twelve (12) cars will move through each line. 
o Cars in both lines will be held until both lines are loaded and then will be instructed to 

move by the faculty. 
o Two new lines of twelve cars will then move up to be loaded. 
o All cars will exit through the St. Joseph Grotto Exit forming 2 lines, one for right turns and one 

for left turns. 
o The Tomball ISD Bus may stop on Cherry Street during carline. In these instances, please 

consider turning right to minimize back-up in the school lot. 
o Tomball PD will assist you in exiting the school. Please follow their directions 
 
 

6. HEALTH PROGRAM 
 
Philosophy 
The Catholic School Health Program is intended to enhance the student’s ability to utilize his or her 
intellectual potential and to make responsible decisions affecting present and future physical, emotional, 
spiritual, and social well-being.  Diocesan School Health programs in Texas Catholic Schools are 
congruent with the educational philosophy, policies, and mission of the Catholic Church.  
 
Goals of the School Health Program 

• To increase each student’s ability to maximize his or her intellectual potential by modifying or 
eliminating health related barriers to learning 

• To increase the number of effective educational days per student and staff member (decrease 
absenteeism) 



• To decrease the incidence of communicable disease 
• To promote present and future health through education and referral 
• To protect children and staff members by providing a safe and healthy school environment 

 
Activities of a School Health Program 

• The school health program should: 
• Augment health instruction, which guides students toward reaching full capacity as individuals 

who make responsible decisions about personal, family, and community health 
• Advocate for and help provide an environment conducive to the promotion and maintenance of 

health  
• Detect and provide basic first aid care for any physical condition occurring during school hours 

which impedes learning or threatens optimum health 
• Provide a liaison between the school, home, community agencies, physicians, and other health 

personnel 
• Promote and advocate for children’s physical, mental, and emotional health in the school, the 

home, and the community 
• Achieve acceptable levels of compliance with state and local health regulations 
• Maintain and utilize current individual and collective health data 
• Maintain and protect the confidentiality of school health information and records 
• Provide learning and growth experiences for staff members 
• Evaluate the effectiveness of the health program 

 
Archdiocesan Medication Policy 
Parents/guardians are encouraged to schedule the administration of student medicine in such a manner 
that medication brought to school will be kept to a minimum.   
All medication (prescription or non-prescription) must be administered through the clinic. 
Medication (prescription and non-prescription) may be administered to students only upon written 
request and completion of the Medication Permission Form by the parent and physician.   This form 
can be found on the school website or in the office.  This form must include: 

• Student’s name 
• Name of medication 
• Prescribed dosage 
• Route 
• Time of administration 
• Beginning and ending dates of the medication administration 
• Liability release and signature of the parent/guardian 
• Physician name and signature, office number, and date 

 
Treatments such as for diabetes, asthma, seizures, life threatening allergies, or other medical conditions 
require an Individualized Health Care Plan signed by the physician indicating details on how to perform 
the treatment, including all the medication information indicated above for prescribed medications.  If 
students are to carry and/or self-administer medications or treatments, physician orders are required on 
the Individualized Healthcare Plan.  
Stimulants (examples: Concerta and Ritalin) are controlled medications.  All policies and procedures for 
medications will be followed with these additional procedures.  

• A supply of the medication will not exceed 30 days, and the medication school bottle must have a 
pharmacy label with the quantity number listed.  

• The medication will be counted and recorded when brought to the clinic.  



 
Labels and Containers  
All medication prescribed or over-the-counter, must be in the original container and be properly labeled 
in English.  A properly labeled prescription is a prescription with the pharmacy label stating the student’s 
name, name of medication, and date the prescription was filled.  Over-the-counter medication must be in 
the original container with directions and dosage labeled on the bottle and have the Medication 
Permission Form, signed by parent and physician, included.  Medication in unlabeled containers or 
baggies will not be accepted.   
 
Expired Medication  
Medication will not be accepted or administered if expired.  Expired medications will be given back to the 
parent.  
 
Medication Orders  
The school nurse has a responsibility to question the physician order regarding any medication 
discrepancies or incompleteness of required information.  Medication can be refused to be given.  If so, 
the parent/guardian will be notified.  The following will not be given: 

• Sedatives 
• Experimental drugs or dosages 
• Herbal, dietary supplements, or other medication not approved by the FDA 
• Narcotic analgesics 
• Essential Oil treatments 
• Stock medications 
• Nebulizer treatments may only be given by a licensed nurse.  The parent can come to the school 

to give the treatment if the school does not have a nurse.  
 
Medications during out-of-school activities  
A student may need medication during a school-related event or an off-campus event.  The Principal will 
authorize a personnel designee to administer and carry the medication.  The designee will be trained in 
administering the medication.   
 
Student Responsibilities 
The student is responsible to report to the clinic to take his/her medication.  Appropriate measures to 
support the student will be taken to ensure the medication order is administered.  
 
Disposal of Medication 
Parents are to bring and pick up medication to and from the clinic.  Students should not bring medication 
into the clinic or carry it into the school.  At the end of the year the parent is to pick up any unused 
medication.  Medication not picked up will be discarded.   
 
Medication Documentation  
All medications given during the school day will be documented on Renweb.  
 
Clinic 
As Christian parents, we are responsible for the health and welfare of our children. Please 
assist us in keeping a healthy environment by refraining from sending children to school with 
any symptoms of illness. We also ask that you not give your children fever-reducing 



medications prior to school and then send them to school. This practice causes spread of 
disease, not just COVID, but all diseases. 
 
If a student is feeling ill or is injured, he/she will be sent to the clinic, which is located in the office.  The 
parent/guardian or the person listed as the emergency contact will be notified.  If emergency care is 
needed an ambulance will be called immediately, and the parent/guardian will be notified as soon as 
possible.   
 
When the school determines that your child is ill, we expect you or a representative to arrive within 
30 minutes to one hour maximum. It is paramount that you give us current telephone numbers as 
well as emergency contact names and telephone numbers in FACTS Family Portal. If the parents 
cannot be reached, then the emergency contacts will be called to pick up your child. 
 
Chronic Illness 
From the first day of school, a comprehensive health plan for each chronically ill student should be 
developed jointly by teachers, nurses, principals, parents, and physicians to coordinate information and 
methods of management in school. 
 
Students with Asthma  
If a student is admitted with asthma, the student will have very individualized needs, medications, 
exercise limits, and medical regimes.  The diagnosis of asthma should be noted on the emergency card 
and on the student’s cumulative health record.  An Individualized Healthcare Plan for Students with 
Asthma must be completed.   
 
Students with Diabetes  
As soon as possible after a student is diagnosed with diabetes and before the student returns to school, 
there must be a meeting with the parent, principal, teacher(s), coach, school nurse, and physician to 
agree on a plan of care including responding to a diabetic crisis during the school day.  An Individualized 
Healthcare Plan for Students with Diabetes must be completed.  
 
Communicable Disease - PLEASE SEE COVID-19 ADDENDUM 
Students should remain at home when they exhibit the first symptoms of a disease.  When a student at 
school is suspected of having a communicable disease, he/she will be separated from other students 
until he/she can be sent home.  Students with a communicable disease will follow TCCB-ED Health 
Manual exclusions and requirements.  Any notifiable condition must be reported to the local health 
department.  
 
 
 
 
 
 
 
 
 
 
 



Guidelines for Excluding Student from School   
Exclusion Guidelines Return to School Guidelines 
Oral temperature of 100* or above Fever free for 24 hours without the use of 

fever suppressing medications 
Vomiting, nausea or severe abdominal pain Symptom free for 24 hours 
Marked drowsiness or malaise Symptom free 
Sore throat, acute cold, persistent cough Symptom free 
Red, inflamed, or discharging eyes Written physician release 
Wound, skin, or soft tissue infection Exclude until drainage is contained and 

covered with a clean dry bandage 
Swollen glands around jaws, ears, or neck Written physician release 
Suspected scabies or impetigo Written physician release 
Any skin lesion in the weeping phase Covered and diagnosed as non-infectious 
Earache Symptom free 
Head lice Lice and nit free 
Diarrhea Diarrhea free for 24 hours without the use 

of diarrhea suppressing medications.  
Diarrhea is 3 or more episodes of loose 
stool in 24 hours.  

Other symptoms suggestive of acute illness Written physician release 
COVID-19 symptoms  See COVID-19 addendum (Appendix C) 

 

Vision/Hearing/Spinal Screenings 
A certified screener will perform vision and hearing tests to all student in PK4, Kindergarten, 1st, 3rd, 5th, 
7th, and all new students in even grades during the first semester.  Spinal screenings with be performed 
in 5th and 7th grade for girls and 8th grade for boys.  Any questionable findings will be sent to the 
parent/guardian with a request to follow up with the appropriate physician.  
 

Immunizations 
Every student enrolled in a Catholic school in the State of Texas shall be immunized against vaccine 
preventable diseases caused by infectious agents in accordance with the immunization schedule adopted 
by the Texas Department of State Health Services.  A student who fails to present the required evidence 
shall not be accepted for enrollment.  The only exception to the foregoing requirement is a medical 
exemption signed by a licensed physician (MD or DO) authorized to practice in the State of Texas, 
including the physicians license number.  Immunizations are not in conflict with the Catholic faith.  
Conscientious objections or waivers, which may be permissible for attendance in public schools, do not 
qualify as an exemption in Catholic Schools in Texas.   
 
The statement must state that, in the physician’s opinion, the vaccine required is medically 
contraindicated or poses a significant risk to the health and well-being of the child or student or any 
member of the child’s or student’s household.  Unless it is written in the statement that a lifelong 
condition exists, the exemption statement is valid for only on year from the date signed by the physician.  
Current immunization requirements can be found at: http://www.immunizetexas.com 
 
Provisional Enrollment  
All immunizations should be completed by the first date of attendance.  The law requires that students 
be fully vaccinated against the specified diseases.  A student may be enrolled provisionally if the student 
has an immunization record that indicates the student has received at least one dose of each specified 

http://www.immunizetexas.com/


age/grade-appropriate vaccine required by this rule.  To remain enrolled, the student must complete the 
required subsequent doses in each vaccine series on schedule and as rapidly as is medically feasible and 
provide acceptable evidence of vaccination to the school.  If the student fails to comply with this 
schedule, he/she shall be excluded from school until the required dose is administered and proof of 
immunization has been provided to the school.   
 
Student Release to a Parent/Guardian 
No student will be released to a parent, guardian, or parent designee if school personnel believe the 
person to be impaired by alcohol, drugs, medical or other condition, and therefore unable to care for the 
student. Another person from the student’s emergency contact list will be called. 
The school will abide by all court mandates in cases of custody.  The school requires copies of most 
recent notarized/signed court documents for student files. 
 
Child Abuse and Neglect 
School personnel in the Archdiocese of Galveston-Houston have a moral obligation, as well as a legal 
obligation, to report any suspected abuse. A report of child abuse is not an accusation or a proven fact, 
and Texas does not require a reporter to know or to be certain that a child has been abused or 
neglected. The degree of certainty that must be met is that the person reporting must have cause to 
believe that abuse or neglect has occurred or will occur. Confidentiality of the person making the report 
will be upheld.  The person who reports suspected child abuse or neglect is immune from civil or criminal 
liability if the report is made without malice. Failure to report suspected child abuse or neglect is a crime 
punishable by fine, imprisonment, or both. 
 

7. ACADEMICS 
 
Curriculum 
The basic curriculum of St. Anne Catholic School complies with the time allotment and subject 
requirements of both the Texas Education Agency, through the TCCB-ED, and the Archdiocese of 
Galveston-Houston. 
 
Textbooks 
Textbooks used in the Catholic school system are on the adopted textbooks list for the State of Texas and 
conform to Archdiocesan Curriculum Guides.  Religion textbooks are selected from the approved list of 
texts published by the Office of Continued Christian Education.  Students are responsible for the care and 
safety of their textbooks, which are school property.  Books are to be kept covered at all times.  If books 
have been abused or lost, fees will be assessed to cover the loss.  
 

8. HOMEWORK 
 
It is the responsibility of the teachers to assign meaningful homework, with the goals of reinforcing skills 
previously taught, fostering good study habits, and meeting the growth needs of individual students.  It is 
important for parents to support the completion of homework and assignments on time. 
The departmental structure in grades six-eight requires coordination of assignments among teachers to 
avoid excessive amounts of work.  
Students in grades three-five are provided planners for keeping track of assignments, this is the most 
important place for students to document and track their responsibilities – even though assignments will 
be posted to the parent portal. 



Students in grades six-eight may use their own planners if they wish, in addition, assignments will post to 
the parent portal and through Google Classroom.  
Ultimately, it is the student’s responsibility to keep up with assignments and due dates. 
 

Late Homework 
Late homework should be given directly to the appropriate teacher.  Students returning from illness or 
unplanned absences, will generally have a day to make-up homework and missed classwork for each day 
of absence.  Teachers may make additional arrangements as appropriate. Grade deductions for grade six 
– eight late homework are found in the middle school handbook.  
 

Homework Load 
Anticipated homework time allotment (on average): 
Grades one-two – a half-hour daily 
Grades three-five – one to one and half hours daily 
Grades six-eight – two hours daily or up to twelve hours per week (including weekends). 
 

9. EVALUATION OF STUDENT PROGRESS 
 

FACTS Family Portal 
 

FACTS Family Portal is a private and secure parent portal for viewing academic information while 
protecting this information from others. Grades, attendance, and other useful school 
information may be accessed.   
 

Here’s how to access ParentsWeb/FACTS Family Online: 
Make sure that the school has your email address in FACTS SIS.  
In Internet Explorer, Firefox, or Safari, go to www.renweb.com and click Logins. 
Enter St. Anne's District Code: SAT-TX 
 

Grades and Grade Reporting 
Students will receive a grade report following each quarter grading period.  Kindergarteners 
receive a progress report instead of a formal report card for the first quarter, with a formal 
report card issued for the remaining quarters.  Report cards should be reviewed and kept by the 
parents/guardians. Report cards may be held if all obligations (i.e. financial, return of school 
property) have not been reconciled with the Business Office. 
 

The numerical grade and corresponding letter grades on the report card for grades one through 
eight are as follows: 
A     93-100% 
B     85-92% 
C     77-84% 
D     70-76% 
F    69% or below 
 
Specials/elective teachers in PE, music, computer, library, art, Spanish and electives will grade 
using the codes: A, B, C, D, F for middle school and E, S, N, and U for elementary. These letter 
grades correspond directly to the letter grades A-F, respectively.  The different letter 

http://www.renweb.com/


designations are necessary to differentiate grade achievement for the purposes of 
academic awards over the course of the year.   
 
The marking code on the report card for conduct for all grade levels is: 
E    Excellent 
S    Satisfactory 
N    Needs Improvement 
U    Unsatisfactory 
 
A general conduct grade may be added to the bottom of each report card, allowing 
parents/guardians to know if their student has had problems outside of regular classroom time 
(e.g., lunch, recess, before or after school, or during the change of class). 
 
The marking code on the report card for kindergarten is: 
G     Goal Achieved 
P      Progress Made – student is in process of learning 
N  Needs Attention – student is not able to complete goal 
 
Progress Reporting 
Students will receive progress reports at approximately the half-way point in each quarter for 
grades below 80%.  Parents/guardians are asked to sign these reports and return them as soon 
as possible to the teacher issuing the progress report.  In addition to progress reports, parents 
have access to an online portal which allows them to view their student’s grades.  Access is 
available via the internet at any time.   
 
Parent/Teacher Conferences 
One formal conference day has been scheduled in October, this conference day is available for 
any parents who wish to conference with a teacher, however these conferences are required for 
those students who have grades of 80 or below in any core curricular subject.  Conferences may 
be requested at any time during the school year.  Parents wishing to schedule a conference time 
should contact the teacher to make an appointment. 
 
NWEA Map Testing 
The annual Archdiocesan standardized testing program prescribed by the Catholic Schools 
Office fulfills the minimum TCCB ED requirements of a school assessment program. Archdiocese 
of Galveston-Houston has identified NWEA testing for all Catholic elementary schools. NWEA 
MAP® Growth™ assessments dynamically measure what students know and inform what they’re 
ready to learn next. These tests are nationally normed, adaptive and inform teaching. 
 
 
 
Physical Education Participation 
Physical Education is an important part of the program for all students. From time to time, there 
are circumstances involving illness and injury that preclude a student from participating in PE 



classes.  In such cases, a note from home will be sufficient for three (3) days excuse.  Any 
extension beyond that time will require a physician to verify any restrictions on physical activity. 
 

Honor Roll and Awards 
All subjects will be considered for the purpose of Honor Roll, presented to students in grades 
five-eight only. 
 

Principal’s Honor Roll – All A’s (E’s in specials) and E’s in conduct. 
Honor Roll – Any combination of A’s and B’s that average to an “A,” along with E’s or G’s in 
specials.  The conduct grade requirement is an E, G, or S. 
 

Honor Society Membership  
To be admitted into and remain active members of the St. Anne Chapter of the National Junior 
Honor Society, students in grades 6-8 must exemplify all of the expected criteria for admittance:  

• Scholarship 
• Service 
• Leadership  
• Citizenship 
• Character 

For consideration of membership and to maintain membership, students must also meet 
certain grade requirements and complete an application packet.  Grades and academic 
achievement are only one part of the qualifications for NJHS membership. Simply meeting the 
basic grade and conduct requirements does not automatically provide induction into NJHS.  All 
of the criteria for NJHS admittance is considered. Of special interest are the Service, Leadership, 
Citizenship, and Character qualities. Teacher sponsors are responsible for disseminating 
information about NJHS to students and for conducting monthly meetings.  
Induction ceremonies are held each school year.  Lack of induction into NJHS is not open for 
grievances.  The decisions of the sponsors and junior high team is final.  
More information is in the letters provided to students and parents at time of acceptance.  

 

End-of Year Awards 
At the final school mass of the year, certificates are presented to those students in grades one 
through seven for the following awards: 
 

Crusader Award – The Crusader Award is presented to one student from each homeroom 
(grades one-seven) at the end of each year during the awards ceremony.  Students are selected 
by using the following guidelines: 
- Exemplifying Catholic virtues as emphasized throughout the school year.      
- Going above and beyond the daily expectations. 
- Showing good judgment and character. 
- Earning a conduct grade of E, G, or S. 
- Earning no grade below “C.” 
 
 



Scholar Athlete Award - is given to two 8th grade student athletes, one boy and one girl, at the 
end of the year.  To be eligible for this award the following criteria must be met: 
-St. Anne student for 6th, 7th, and 8th grade 
-Participate in two or more sports during 7th and 8th grade 
-Demonstrate leadership and commitment to athletics 
-Nominated by coaches and teachers 
-Highest GPA 
 
Promotion/Retention 
A student is promoted to the next grade if, considering the student’s abilities, the student has 
satisfactorily completed the current grade curriculum.  Failing grades for the academic year may 
require summer school or make-up work over the summer months.  A student may be retained 
in the current grade if, in consideration of the student’s abilities, the student has not 
satisfactorily completed the current grade curriculum. 
 
Student Records 
Catholic schools do not directly receive any federal funds from the Department of Education, 
thus exempting them from the requirements of the Family Educational Rights and Privacy Act.  
Nevertheless, the archdiocesan Catholic schools shall respect parental and student rights to 
information and confidentiality.  Thus, St. Anne Catholic School shall:  

• Provide parents/guardians and students access to records directly related to the student 
(i.e., the cumulative record, care, and health records) with 24-hour notice. 

• Permit parents/guardians and students to challenge these records and to secure 
amendment if any are inaccurate or misleading. 

• Obtain the written consent of parents/guardians before releasing personally identifiable 
information. 

• Document the viewing of student files. 
 
Non-Custodial Parent Access to Records 
St. Anne Catholic School abides by provisions of the Buckley Amendment with respect to the 
rights of non-custodial parents.   

• In the absence of a court order to the contrary, the school provides the non-custodial 
parent with access to the academic records and other school-related information 
regarding the child.   

• If there is a court order specifying that there is to be no information given, it is the 
responsibility of the custodial parent to provide the school with an official copy of the 
most recent court order and/or a copy of the custody section of the divorce decree. 

 
It is expected that divorced and separated parents will treat one another with Christian charity 
and will display a spirit of forgiveness.  Ongoing parental disputes can be counterproductive to 
the mission of the school, and, in some cases, it is appropriate that the principal contact the 
Catholic Schools Office to discuss whether continued enrollment is a viable option. 
 
 



Extra-curricular and Sports Participation Eligibility – Grades 5-8 
The following guidelines will assist students and parents/guardians in recognizing and accepting 
academic work as a primary responsibility.  National Junior Honor Society (NJHS) has its own 
standards; thus, the group does not fall under this policy.   
 
Minimum standard for participation – To participate in any sport a student must not have an 
F, or more than one grade below 77.  A student must be successful in the management of 
his/her conduct in each subject area with no N’s or U’s at any time to participate in good 
standing.    
 

Eligibility warning – when progress reports are issued, any student failing to meet the 
minimum standard above, will have one (1) week to resolve the grade/conduct issue to remain 
eligible. 
 

Ineligibility – if the failure issues are not resolved following the warning period, a student will 
become ineligible to participate for a two (2) week probationary period.  During the two-weeks, 
an ineligible student is not allowed to participate in any practices, games, meets, or other school-
sponsored extracurricular activities. This is to give students the time needed to improve their 
grades.   
 

Follow-up grade check – at the end of the probationary period, if the failure issue(s) has not 
been resolved, the student will remain ineligible until the end of the marking period.  If the grade 
issue(s) are resolved, then the student may return to full participation. 
 

Quarter – regardless of previous eligibility or ineligibility, failure to meet the minimum standard 
indicated above on the quarter grade report, will render a student ineligible to participate for a 
two-week probationary period. 
 

Follow-up grade check – at the end of this probationary period, if the failure issue(s) has not 
been resolved, the student will remain ineligible until progress reports are issued.  If the failure 
issue(s) is resolved, then the student may return to full participation  
 

Warnings – students who earn at least one grade of 77-80, inclusive, likely need extra time and 
attention in those subject areas.  While not considered ineligible, these students will be 
encouraged to attend the subject-specific tutorials that may be offered until the next reporting 
period.  
 

Absence – Any student absent from school for a half-day or more, on the day of a scheduled 
extra-curricular event/game, may not participate in the event.  A half-day is defined as missing 
all classes before lunch or all classes after lunch.   
 

 
 



 
10. COMMUNICATIONS 
 
To keep parents well informed about school activities, it is recommended that parents become familiar 
with this Parent & Student Handbook as well as the school calendar.  In addition, reading school-wide 
newsletters, signing up for text message updates and tracking social media will be helpful ways to remain 
informed and involved.  Parents are asked to read these materials regularly.   

• Crusader Connection 
• Parent-Teacher Conferences 
• Appointments with Faculty 
• E-mail Guidelines for Parents & Faculty 
• Teacher to Parent/Guardian Communications 

 

11. DRESS CODE 
 
Dress Code 
All students will wear specific uniform items from the supplier, Lands’ End, from the first day of school 
until the close of the school year.  Faculty members and administration share the responsibility for 
enforcement.  The administration reserves the right to decide whether a student’s appearance is in 
accord with the dress code. The overriding consideration in dress and grooming must be common sense 
and appropriateness.  Those in violation of the uniform and personal appearance codes will receive a 
discipline referral and may require a parent to bring an acceptable change of uniform.  
In some cases, students may be loaned uniform pieces. These items must be returned to the office 
laundered.  Loaned items not returned will be billed to the student’s FACTS account. 
 
The specific uniform requirements and options are available on the school website.  General dress code 
information is below: 
 
General Uniform and Dress Code Information – All Students   

• School uniforms must be clean, pressed, and mended at all times. 
• Shirt-tails and blouses designed to be tucked-in must be so at all times, and sleeves may not be 

rolled. 
• All buttons except for the collar button must be fastened. 
• Waist bands and belts must be visible and pant legs may not be rolled up. 
• Belts must be navy, brown or black in color. 
• Outerwear, other than St. Anne apparel, may not be worn inside the school, gym, or Church 

during the day. 
• Athletic shoes may be worn on any day except for mass days. Shoes may be of any color or 

combination of colors.  NO lights, studs, blades, rollers, wheels, noisemakers, glitter, or cartoon 
characters, etc. are permitted on shoes.  Shoes must be securely fastened (Velcro, buckle, or 
laces).  Slip-on shoes, Vans or Toms are not permitted.   

• Dress shoes are required on Mass days, for all students.  Slip-on dress shoes, such as penny-
loafers, Sperry’s, Ballerina flats, etc. are acceptable. 

• Athletic shoes must be worn for PE. 
• Students participating in the liturgy as altar-servers, lectors, etc., must wear dress shoes.   
• Socks must be visible, ankle, crew-length, knee socks are white, navy, or black in color.  



• Middle School students must wear crew-length socks.  
• Students in grades fifth through eight must wear a school gym uniform during PE.  
• No ink is permitted on hands or body. 
• Small, non-distracting jewelry may be worn by all students, not to exceed one (1) ring and one (1) 

necklace with a recognized Christian religious symbol.  Earrings are addressed below (Girls – d). 
• Distracting hairstyles, such as mohawks, mullets, lines, symbols, etc. are not permitted. Hair color 

must be natural - dyed or chemically highlighted hair styles, are not permitted. 
• Hair must be clean and groomed at all times.  Hair must be kept out of and away from the eyes. 
• Backpacks may be of any color but may not display any inappropriate words or images. 
• Rolling backpacks are not permitted without a documented health/medical necessity. 

 
Girls - General Information 

a) Jumpers, skorts, skirts, and shorts must be hemmed and reach to two (2) inches above the knee. 
b) Make-up, artificial nails, and nail polish are not permitted.   
c) Nails may not extend beyond the student’s fingertips. 
d) Girls with pierced ears may wear one (1) pair of small stud earrings that are gold, silver, pearl, or 

clear in color and in the lobe of the ear only.  No other body-piercing jewelry is permitted. 
e) No faux-hair attachments are allowed.   
f) Hair accessories may not be distracting in any way.  
g) Navy privacy shorts must be worn under all jumpers and skirts. 
h) Visible undergarments must be beige/white, or skin tone, including athletic bras. 
i) Girls in all grades must wear a navy snap tie on Mass days. 
j) Tights may be worn in cold weather – tights must be white, navy or black and must cover the ankle 

or reach the ankle and be covered by socks of the same color. 
 
Boys - General Information 

a) Undershirts must be solid white with no visible logos or writing. 
b) Hair – must be above the eyebrows, over the ears and above the collar.   
c) Boys are not permitted to wear earrings, or other body-piercing jewelry. 
d) Boys in grades three-eight must wear uniform pants/shorts with a belt. 
e) Boys in grades three-eight must wear a solid color navy traditional long tie on Mass days.   

 
Spirit Dress Days 

a) Solid color, blue denim jeans, jean skirts, jean shorts or khaki shorts must be worn and must be no 
shorter than two (2) inches above the knee.  

b) Clothing may not fit too tight, too loose, hug the hips, etc.  
c) Jeans may not be frayed, ripped, or torn. 
d) Leggings or yoga pants are not allowed.  
e) School spirit shirts, bazaar shirts, athletic shirts, and other approved school t-shirts, must be worn. 
f) Belts are optional as long as the pants stay up and secure at the waistline. 
g) Shoes (athletic or dress as stated in this handbook) and socks must be worn. 
h) No head coverings permitted. 

 
Free-Dress Days 
Occasionally, for specific reasons, a day of free-dress may be permitted.  On such days, clothing must be 
in good taste.  Tank tops, t-shirts with distasteful slogans/pictures, see through tops, crop tops, halter-
tops, leggings, yoga pants, miniskirts, or short shorts are not allowed.  Shoes must be worn (no open-



toed shoes/flip flops/sandals/etc.).  Details specific to a free-dress-day will be announced ahead of the 
event. 
 
Dances, Special/School Events and Graduation 
Specific dress-code guidelines for particular events during the school year are identified in permission 
forms and sign-up documents ahead of the scheduled dates.  The general rules described above will 
always apply. 
 
In as much as it is true that loopholes may be found in any code, it is the expectation of St. Anne Catholic 
School that parents/guardians and students will use good judgment in complying with the behavior code, 
dress code, and/or policies.  The finding of a loophole and the exploitation of that loophole to avoid 
compliance with the spirit of the code will not be considered valid; rather, such incidents will be treated 
as violations of the code.  To avoid such a misunderstanding, use the following rule:   
If you are not sure that it is allowed, ask first, or do not wear it. 
 

 
12. EMERGENCY MATTERS 
 
Fire/Tornado Drills 
Fire drills will be held in accordance with the Tomball Fire Department regulations. These drills are 
worked out with faculty and the Fire Department to ensure safe and orderly evacuation.  Tornado drills 
are also held periodically. 
 
Severe Weather 
In case of extreme weather, St. Anne Catholic School will follow the guidelines of the Tomball ISD on the 
first day only.  If Tomball ISD schools are closed, we will be closed.  If they delay opening, we will delay 
opening.  After the first day, St. Anne may make an independent decision on whether to close/delay, or to 
continue following the lead of TISD.  All information at that time will be sent via text alert, 
voicemail/phone and email messages through Parent Alert system within ParentsWeb. Please do not call 
the rectory or the school for information on school closings.  Listen to the major radio or television 
stations for these announcements.  The Catholic Schools Office will issue announcements that only affect 
Catholic schools across the archdiocese. 
 
Emergency Alerts 
Emergency alerts will be sent to all parents/guardians via email, text message and phone call/voicemail.  
Please ensure that all contact information is updated in ParentsWeb.   
 
Emergency Management 
An emergency management plan is in place so that the faculty and administration are prepared to 
respond to foreseeable emergencies.  In the event that parents/guardians are on campus as visitors or 
volunteers during an emergency, they should be prepared to follow the directions of teachers and/or 
staff members and assist as necessary. 
 



 
 
13. TECHNOLOGY 
 
Acceptable Use of Computers and Telecommunications   
The use of school-provided computer and telecommunications equipment is governed by this policy.  
Acceptance of the policy is indicated by the provision of a signed copy of the Agreement for the Use of 
Computers and Telecommunications Equipment – Parental Consent Form, which is required to use 
school-provided equipment.  A copy of this form can be found in the Appendix. 
 
This policy applies to communications or depictions through email, text messages, cell phone pictures, or 
website postings, whether they occur through the school’s equipment or connectivity resources or 
through private communication at the school or elsewhere. It includes stand-alone units as well as units 
connected to the network or the Internet.  As with all forms of communication, e-mail or other network 
resources may not be used in a manner that is disruptive to the work or educational environment. 
 
The school network may not be used for downloading entertainment software or other files not related 
to the mission and objectives of the school, for transfer to a user’s home computer, personal computer, 
or other media. This prohibition pertains to freeware, shareware, copyrighted commercial and non-
commercial software, and all other forms of software and files not directly related to the instructional 
and administrative purposes of St. Anne Catholic School. 
 
Nothing in this policy shall prohibit the school’s IT operator from intercepting and stopping e-mail 
messages that have the capacity to overload the computer resources.   
 
Authorized Users 
Computing, data storage, and information retrieval systems are designed to serve the students, faculty, 
staff, and volunteers of the school community.  Network and internet access is provided to further the 
legitimate educational goals of this institution. 
 
Appropriate and Acceptable Educational Uses 
The school provides computing and network resources for the use of students and staff.  All users are 
expected to conduct their online activities in an ethical and legal fashion.  The use of these resources is a 
privilege, not a right.  Misuse of these resources will result in the suspension or loss of these privileges, as 
well as disciplinary, legal, and/or monetary consequences.  Appropriate or acceptable educational uses of 
these resources include accessing the internet to retrieve information from libraries, databases, and the 
World Wide Web sites as part of academic work. 
 
Inappropriate and Unacceptable Uses 
Examples of inappropriate or unacceptable use(s) of these resources include, but are not limited to, 
those uses that jeopardize the safe environment of the school, are contrary to the mission of the school 
or to Gospel values, violate the law, violate the rules of network etiquette, or hamper the integrity or 
security of any network connected to the Internet.  Some unacceptable practices include: 
 
Transmission of any material in violation of any U.S., state, board, Archdiocesan, or school policy – this 
includes, but is not limited to:  copyrighted material, threatening or harassing messages, racial slurs, 



pornographic or obscene materials, threats, terrorist threats, transmission of unacceptable phone 
messages or images or material protected by trade secret. 
The transmission of copyrighted materials without the written permission of the author or creator 
through St. Anne Catholic School e-mail or other network resource in violation of U.S. copyright law. 
The display or transmission of messages, images, cartoons or the transmission or use of e-mail or other 
computer messages that are sexually explicit constitute harassment. 
Knowingly allowing any telecommunications facility under one’s control to be used for the transmission 
of illegal material; nor shall a user encourage the use, sale or distribution of controlled substances or 
transmit the design of or detailed information pertaining to explosive devices. 
Vandalism – including, but not limited to:  any attempt to harm or destroy the data of another user, any 
attempt to breach security codes and/or passwords of another, willful destruction of computer hardware 
or software, attempting to exceed/modify the parameters of the school systems, intentionally 
overloading the school computer resources. 
The creation, propagation, and/or use of computer viruses is prohibited, along with the unauthorized 
installation of any software, including shareware and freeware, for use on school computers. 
Accessing, reading, deleting, copying, forging or modifying the electronic mail messages of other users. 
Use for personal financial or commercial gain, product advertisement, political lobbying, fraud, or the 
sending of unsolicited junk mail or chain letters is prohibited. 
Playing games is prohibited unless specifically authorized by a teacher for instructional purposes. 
Establishing network or Internet connections to live communications, including voice and/or video (relay 
chat), is prohibited unless specifically authorized by the system administrator. 
 
Consequences for Inappropriate Use 
Any attempt to violate the provisions of this agreement will result in revocation of the user’s privileges, 
regardless of the success or failure of the attempt.  In addition, school disciplinary action, and/or 
appropriate legal action may be taken. The decision of St. Anne Catholic School regarding inappropriate 
use of technology or telecommunication resources is final.  Monetary remuneration will be sought for 
damage necessitating repair or replacement of equipment. 
 
The Rules of Appropriate Use 
Personal Safety and Personal Privacy - Students will not post personal contact information about 
themselves.  Personal contact information includes their address, telephone, school address, etc.  This 
information may not be provided to an individual, organization, or company, including web sites that 
solicit personal information. 
 
Social Networking 
Students may not access social networking websites (e.g. My Space, Friendster, Tagged, Facebook etc.) on 
school property. The use of circumventors to get around school network security is prohibited. Students 
and staff who maintain and use a website, blog or other social networking site (MySpace, Facebook, Live 
Journal, etc.) at home must realize that even if they consider their particular site to be a personal one that 
they are in effect representing the school when they identify themselves as (or by making it possible for 
them to be identified as) affiliated with St. Anne Catholic School. Consequently, the way in which students 
and staff portray themselves in images or in words, or the values they express must not contradict the 
values of the school as expressed in such documents as the mission statement, statement of philosophy, 
code of conduct, and acceptable use policies. 
 
 
 



Illegal copying 
Students should never download or install any commercial software, shareware, or freeware onto 
network drives or disks.  Nor should students copy other people’s work or intrude into other people’s 
files. The download/upload of any material in violation of any U.S., State, Board, Archdiocesan, or school 
policy is prohibited. This includes, but is not limited to, copyrighted materials, threatening, violent, or 
obscene material, or material protected by trade secret. 
Inappropriate materials or language – No profane, abusive or impolite language may be used to 
communicate, nor should materials be accessed which are not in line with the rules of school behavior.  
Use of technology resources for gambling, chain letter communication, unauthorized e-mail, chat or 
instant message, blogs, and discussion forums, is also prohibited.  Should students encounter such 
material by accident, report it to the teacher immediately.  Use of cell phones to transmit unacceptable 
language and/or photos that are harmful to anyone is prohibited. 
 
Summary: 
These are guidelines to follow to prevent the loss of technology privileges at school: 

• Do not use technology to harm other people or their work. 
• Do not damage the network or any technology resource in any way. 
• Do not interfere with the network or computer operation by installing any form of software or 

permitting the spread of computer viruses. 
• Do not violate copyright laws. 
• Do not view, send or display offensive messages or pictures. 
• Do not waste technology resources such as disk space or printing supplies. 
• Do not trespass in another’s folders, work, or files. 
• Notify an adult immediately if you accidentally encounter materials which violate the Rules of 

Appropriate Use. 
• Be prepared to be held accountable for your actions and for the loss of technology privileges if the 

Rules of Appropriate Use are violated. 
 
Electronic Devices 
During school hours and before school care hours, the following devices must be turned off and stored in 
the student’s locker or in a backpack stored in their homeroom classroom:  cell phones/iPhone,/smart 
watch/ reading devices, iPad, iPod, pagers, MP3 players, electronic games, etc.  These devices may not be 
accessed nor used during the school day unless a teacher allows students to use the devices in 
conjunction with curricular instruction.  Failure to comply with the rules above will result in confiscation 
of the device and parents may be required to pick up device from the office. . 
 
Electronic Mail 
Any information contained on a school computer’s hard drive or disk, purchased by or donated to the 
school, are considered the property of the school. The school reserves the right to access e-mail to 
retrieve school information and records, to engage in routine computer maintenance and housekeeping, 
to carry out internal investigations, or to disclose messages, data or files to law enforcement.  
 
Access to the school’s e-mail and similar electronic communication systems is a privilege; certain 
responsibilities accompany that privilege.  School users are expected to demonstrate the same level of 
ethical and professional conduct as is required in face-to-face or written communications.  Anonymous or 
forged messages will be treated as a violation of this policy. 
   



Users should be aware that electronic mail messages which have been deleted by both sender and 
recipient may reside on the system, and may be accessible for a period of time, until the files are written 
over. 
 
St. Anne Catholic School cannot guarantee the privacy or confidentiality of electronic documents and any 
messages that are confidential as a matter of law should not be communicated via e-mail. 
 
Unauthorized attempts to access another person’s e-mail, computer address or workstation to send e-
mail or similar electronic communications are prohibited and may subject the individual to disciplinary 
action. 
 
Weblog (Blog) 
St. Anne Catholic School and/or Parish may not be represented by name, image, or logo in any blog 
without express, written permission.  Deliberate defamation of others will result in disciplinary action. 
 
Service Disclaimer 
St. Anne Catholic School makes no warranties of any kind, whether expressed or implied, for the service it 
is providing.  St. Anne Catholic School will not be responsible for any damages the student or staff 
member may suffer while on this system.  These damages may include, but are not limited to:  loss of 
data as a result of delays, non-deliveries, missed deliveries, or service interruptions caused by the system 
or by student/staff error or omission. Use of any information obtained via the information system is at 
the student’s/staff member’s own risk. St. Anne Catholic School specifically denies any responsibility for 
the accuracy of information obtained through electronic information resources. 
 

14. VOLUNTEERING 
 
Family Service Hour Requirement – Updated for 2022-2023  
Each family is asked to complete 24 service hours for work within or regarding the school within 
the given school year. Parents who are unable may choose to pay the equivalent of $10.00 per 
service hour that they are unable to complete (this is not a mandate). Designated family 
members may work for the parents – for example, a grandfather or aunt may work for the 
school to gain service hours for the family (if SAFE HAVEN-approved). Families may work at the 
annual Church Bazaar and gain service hours for the upcoming school year. The due date for 
completion of service hours for the family requirement is April 15. Service hours are recorded in 
FACTS Parent Portal by families  
 
Parent – Teacher Organization (PTO) 
The PTO is an organization of parents/guardians and teachers responsible for a variety of activities and 
events.  Their primary objective is to build relationships among school families, the parish and friends of 
the school.  This includes coordinating the Room Parent program, coordinating volunteers for events and 
activities, hosting specific events and providing teacher appreciation activities.  The PTO board works with 
the school administration to plan an annual calendar.  Within the PTO, the following groups operate in 
support of the school: 
 
 
 



Dads’ Club  
St. Anne Dads’ Club (SADC) is a service organization established to provide financial and/or physical 
support as deemed appropriate by the pastor, Dads' Club members, and principal.   
Booster Club – participates in projects aimed at supporting extra-curricular activities.   
Room Parents – volunteers assisting the school community in a variety of ways.   
  
Other Volunteers 
Along with many Catholic schools, St. Anne depends upon parent/guardian participation and donated 
time to assist with various events and projects.  The most effective means to volunteer is through the 
PTO programs.  Moms, Dads, Grandparents, and friends are welcome.  Volunteers are required by the 
Archdiocese to sign the Volunteer Ethics Form, and receive Safe Environment training, as indicated below. 
 
Safe Environment Training Program  
All volunteers, school employees, or anyone who has either regular or unsupervised contact with 
students, must complete the Safe Environment training program.  This training raises the awareness of 
abuse and is a key component of the broader effort to prevent sexual abuse within the Church and 
society in general.  It is accessed online and educates and trains adults about the dangers of abuse, 
warning signs of abuse, ways to prevent abuse, methods of properly reporting suspicions of abuse, and 
appropriate responses to allegations of abuse.  Update classes are required every five (5) years.  A link to 
the training program can be accessed via the school website. 
 

15. BEHAVIOR AND DISCIPLINE 
 
Students  
Students have responsibility for working to develop spiritually, morally, intellectually, socially, culturally, 
and physically and for helping their fellow students do the same. 
Students are expected to fully comply with the discipline policy established below.  The policy is designed 
to encourage growth in responsibility and development of Christian values and ethics.  This will result in a 
minimal number of disruptions and distractions to the learning environment. 
 
Faculty  
The faculty has responsibility for assisting all students to achieve their full potential. 
Teachers are expected to maintain order during all school activities, to apply the discipline policy with 
consistent fairness, and to respond appropriately in proportion to particular discipline infractions.  
Teachers are also expected to help students understand the reasoning behind the discipline policy and 
the potential consequences of their actions. 
 
Administration  
The administration has the primary responsibility for proper implementation of this policy, balancing the 
development of the individual student with the needs and wellbeing of the entire school community.   
Administrators shall monitor disciplinary issues that extend beyond the routine function of the classroom 
and may intervene at any time during the disciplinary process.  Final decisions regarding any disciplinary 
action is at the discretion of the administration. 
 
Parents/Guardians  
Parents/guardians are expected to support the program as a whole and respect the judgment of the 
faculty and administration.  No system of discipline can succeed without this support.   



Parents/guardians must continue to teach students at home, helping students to understand the 
reasoning behind the discipline policy and the potential consequences of their actions. 
 
In all circumstances, teachers, staff, students, and parents are expected to conduct themselves in a 
manner befitting the stated philosophy, expected behaviors, and reputation of St. Anne Catholic School. 
 
Conflict Management 
As in all human relations, misunderstandings between teachers and parents can occur due to a 
breakdown in communication or unfulfilled expectations.  On any such occasion, parents and teacher(s) 
are asked to communicate directly with the teacher to seek resolution.  If no resolution occurs, the 
principal should be asked to join the discussion.   
 
Christian Code of Conduct  
 
Christian behavior and respect shall be observed during any verbal and nonverbal 
communication at all levels within the school community. The following actions (by students 
or family members) will be termed in violation of Christian charity and may result in dismissal 
from the school: 

 
• Public criticism of school personnel, policies, or procedures or ANY behavior which 

does not promote the school in a positive manner (this includes social media sites). 
• Publishing negative comments on blogs or other sites (including Group Me) which 

complain about or criticize teachers, homework, the administration, or any of the 
school policies. 

• Threats of any nature (implied or actual) toward personnel or families (this includes 
social media sites). 

• Verbal/nonverbal acts of aggression including yelling, screaming, pushing, threatening 
pictures or gestures, etc. either on campus/church or in the parking lot areas. 

• Public discussion/generation of rumors about students, family matters, staff, faculty, or 
procedures or ANY behavior which does not promote the school in a positive manner 
(this includes social media sites). 

• Consistent and persistent disagreement with the administration or teacher policies 
(this includes social media sites). Rules are established to maintain order, provide a 
faith-based religious education, and teach strong academics. 

• Blatant disregard to follow and support the requirements and expectations of all 
handbook policies. 

We acknowledge that we are not the school for all families, and we will exercise the right to 
ask families to leave when the standards for Christian conduct are not followed. 

 
Conduct Expectations  
Any misbehavior can be a serious infraction in a given set of circumstances and may result in suspension, 
expulsion, or even referral for prosecution in some instances.   Other instances may require evaluation, 
treatment and/or ongoing counseling to allow a student to continue at St. Anne.  Such incidents must 
also involve the parents/guardians with the school administration in deciding the best path forward.  
Serious incidents shall be reported to the Catholic Schools Office, along with the details regarding 



resolution of the problem.  Lastly, in all cases of disciplinary action, the final decision regarding any given 
situation rests with the Principal.  
 
Students are expected to refrain from the behaviors, and types of behaviors, described below.  Although 
not a complete list of possible infractions, nor a detailed description of the behaviors named, the list 
provides a framework for understanding St. Anne behavior expectations.  
 
Disrespectful Behavior – discourteous, thoughtless, boisterous, or disruptive behavior – tardiness, 
refusing to follow directions, littering, pushing, shouting, using coarse language or profanity, or the taking 
of the Lord’s Name in vain.  Also included are public displays of affection or other such types of 
inappropriate physical contact.    
 
Threatening Behavior – menacing or attempting to startle/scare another person.  Included also are 
more serious types of physical contact such as deliberate pushing, tripping, slapping or striking another 
person.   
 
Theft – taking possession of any property that is not one’s own.  
 
Dishonesty – lying willfully or through omission, withholding information from those in authority.  
 
Inappropriate Use of Technology – use or possession of devices, including cell phones, when and 
where prohibited, or any violation of the Acceptable Use of Computers and Telecommunications policy 
detailed in another section. 
 
Destruction of property – is deliberately damaging or defacing one’s own property or the property of 
others; including the writing of graffiti on any surface.  
 
Academic Cheating – willful lying, plagiarism, forgery, disregarding instructions during testing or 
classwork, collaboration with another student during testing, or copying another student’s work on 
homework, quizzes, tests, or projects.  Cheating carries both the penalty of receiving a “0” for the 
dishonest work and re-doing that work, likely affecting the student’s overall grade for the class involved.  
Cheating will jeopardize academic honors and awards.  
 
Insubordination – is simply defiant disobedience that directly challenges the authority of a teacher or 
other adult; exhibiting behavior that is obstinate and/or rebellious in nature.    
 
Fighting – is a physical altercation that goes beyond simply pushing and shoving, that involves striking 
blows, grappling and other forms of personal violence.    
 
Harassment – is unwelcome, unwanted behavior which offends, annoys, threatens, intimidates, or 
causes discomfort or fear in another person.  It can include derogatory comments or jokes, slurs, vulgar 
language, obscene gesturing, and improper propositions.  Such behaviors can be sexual in nature and 
can involve unwanted touching or physical contact along with inappropriate comments and/or gesturing.  
 
Hazing – requiring or encouraging any action – tied to participation or membership in any team, activity, 
or group – that could cause humiliation or harm (mental or physical).     
 



Cyber-bullying – using electronic devices or cell phones or any type of social media outlet or internet 
structure in order to transmit or post any type of message or any type of visual image intended to hurt or 
embarrass another person.  Using a false online identity or transmitting to others a private message(s) 
would be a violation of this policy.       
 
Bullying – is described as repeated, persistent and intentional physical or psychological acts that cause 
harm to another person.  Often, more than one perpetrator is involved.  Bullying involves physical 
attacks, pushing, shoving, tripping, etc.  It also can involve verbal or non-verbal threats, taunts, blackmail, 
emotional manipulation, or deliberate isolation/ exclusion.   
 
Weapons – are prohibited on school/church property and school/church sponsored events.  For the 
purpose of this handbook, weapons are defined as, but not limited to, clubs, blackjacks, mace, explosive 
devices, firearms, handguns, any ammunition, or any bladed instrument that is capable of inflicting 
serious bodily injury by cutting or stabbing.   
 
Drugs, Vaping, Controlled Substances – the possession for any purpose, use, or being under the 
influence of, any controlled substance – illegal or prescription drugs, alcohol, inhalants, and 
vapor/tobacco/nicotine products – while on school property or while attending a school-sponsored or 
school-related activity on or off school property is prohibited.  This includes legally obtainable over-the-
counter products that can be abused along with medication abuse.   
 
Behavior and Cause for Immediate Removal 
There are a broad range of behaviors that can disrupt the peaceful routine of classes, co-curricular and 
extra-curricular activities.  Teachers will generally deal with these types of behaviors in their classrooms 
and involve the administration as necessary.  Unacceptable behavior must be consistently addressed as 
part of the school’s mission to nurture the growth and development of our students.    
 
Immediate suspension and/or expulsion may be imposed in dealing with serious disciplinary issues that 
threaten the safety of any member of the school community.  Examples of these types of situations 
include, but are not limited to: fighting, harassment, depraved or lewd behavior, use or possession of 
controlled substances, use or possession of weapons, or any action that results in physical injury. 
 
In as much as it is true that loopholes may be found in any code, it is the expectation of St. Anne Catholic 
School that parents/guardians and students will use good judgment in complying with the behavior code, 
dress code, and/or policies.  The finding of a loophole and the exploitation of that loophole to avoid 
compliance with the spirit of the code will not be considered valid; rather, such incidents will be treated 
as violations of the code.  To avoid such a misunderstanding, use the following rule:  If you are not sure 
that it is allowed, do not do it. 
 
The School’s Right to Search  
The school reserves the right to search and/or confiscate any item including personal items such as 
locker, cell phone, electronic devices, backpack, containers, or clothing brought onto the campus or to a 
school event.  Students have no expectation of privacy regarding lockers in the school or gym, backpacks 
in classrooms or locker rooms, computers or IT devices including phones. Personal belongings, including 
cell phones and digital devices on school property or at school events can be confiscated if they are 
deemed illegal, unsafe, material to an investigation, or disruptive to the operation of the school. School 
officials have the right to protect the health, welfare, and safety of students against alcohol and drugs, 
weapons, and other contraband materials.  



Pregnancy/Paternity 
In the instance of student pregnancy/paternity, the best interest of the student, parents, and 
school will be considered in consultation with the Superintendent of Catholic Schools. 
 
Disciplinary Process  
Teachers in all grade levels shall clearly set the expectations and guide the discipline process used in their 
classrooms. Consequences in response to conduct problems include but are not limited to verbal and/or 
written apologies, silent lunch, lowering the conduct grade, class seating changes, parental contact, 
discipline referral, lunch detention, regular detention, and parent conferences.  
 
Discipline Referrals will be entered into the FACTS SIS as a form of notification to parents. The referral will 
also notify the school administration, which begins the process of tracking behavior problems.  The 
student is expected to comply with the consequences specified on the referral notice. 
 
Discipline Referrals will also be used for students in grades six-eight.  Upon issuing a referral, a teacher 
may also impose a silent lunch, sitting out at recess, staying after school (if practical), apologies as 
appropriate, etc. 
 
An accumulation of three (3) referrals in a quarter will result in administrative intervention beginning with 
a Detention, BEFORE OR AFTER SCHOOL.    
 
Suspension - a student may be placed on suspension for up to four days for conduct that, in the 
Principal’s judgment, warrants such action and merits suspension. Such conduct may take place on or off 
campus and may include, but is not limited to, serious violations of school rules and continued 
misconduct after a warning. The school is not required to suspend a student prior to more severe 
disciplinary action being taken, up to and including expulsions. Students will be responsible for making 
up any missed assignments and will receive full credit.  
 
Expulsion – is the final disciplinary action that dismisses a student from St. Anne Catholic School.  This is 
an extremely serious matter and every other possible solution should be explored with the 
parents/guardians.  
 
Expulsion ordinarily follows unsuccessful attempts at in-school and out-of-school suspensions.  In 
consultation with the parents/guardians, provision of appropriate placement of the student in another 
learning environment better equipped to meet the student’s needs will be explored. 
When a student is expelled, notice must be sent to the superintendent of Catholic Schools along with a 
brief explanation of the reason and recommended placement (Archdiocesan Policy No. 3180). 
   
 

16. EXTRA-CURRICULAR STUDENT ACTIVITIES 
 
Sports Program  
Sports participation commonly requires time after-school and on weekends for practices, games, and 
tournaments.  If students choose to participate, parent permission and a health exam are required. 
Transportation to competitive events is not provided by St. Anne Catholic School.  Complete information 
on sports is available in the Athletic Handbook. Varsity and Junior Varsity team membership is 
determined by try-outs in most sports.  C-Team programs are intended to be developmental.  The 



coaches of each sport will determine the team selection process, evaluate players, and select team 
members.  The school program is governed by the Principal and Athletic Director, along with the 
coaching staff.  St. Anne is a member of the Greater Houston Catholic Athletic Association (GHCAA).  
Students are only eligible to participate on our school’s sports teams consistent with their biological sex, 
as identified on the student’s Birth Certificate and defined in the School Regulations section of this 
handbook.  
 
Sports Early Release - Early release may be called during the last period.  Instructions for early release are 
in the Athletic Handbook. If a parent has sibling(s) must leave with the team, please email the teacher 
and receptionist@sacst.org.  You must sign sibling(s) out in person at the front office no later than 
2:35PM. Park in the early release queue, walk over to the office to retrieve siblings and escort them to 
your car. 
 

17. RELIGIOUS FORMATION 
 
Religion Program  
St. Anne Catholic School places the greatest possible emphasis on students’ participation in the 
sacraments and the reception of the graces they confer.  The school provides opportunities to receive the 
sacraments as an integral part of the religion curriculum.  These opportunities in no way relieve 
parents/guardians of their duty to promote religious practice at home and to develop a spiritual life 
within the domestic Church.  Catholic parents/guardians are expected to ensure that students fulfill their 
Sunday obligation provide regular access to the Sacrament of Reconciliation.  Opportunities to receive 
the sacraments at school are intended to augment, not replace, religious practice as a family.  
 
Liturgical Celebrations 
All students participate in the celebration of the Eucharist each week.  The school Mass is typically on 
Wednesdays as part of the parish daily Mass.  Should a Holy Day of Obligation fall during the week, the 
school will celebrate Mass on the Holy Day instead of the Wednesday.  Devotions (e.g., Stations of the 
Cross, Crowning of Mary) are conducted when appropriate to celebrate special feast days. These activities 
serve to convey the rich tradition of Catholic spirituality to our students. 
 
Sacramental Preparation 
Catholic students in Second Grade are eligible to receive their First Reconciliation in the first semester 
and their First Eucharist in the second semester, provided they meet all other requirements for the 
sacraments to be conferred.  Sacramental preparation regulations should be obtained from the family’s 
home parish.   
 
Other Religious Activities 
Catholic religion classes are taught daily.  Daily prayers in the classroom are a part of the religion 
program. Students are taught the importance of charitable acts as a natural expression of the Catholic 
faith.  This includes supporting the food bank at St. Vincent de Paul.  Students are also encouraged to 
help disaster victims when the opportunity arises and to contribute to special collections at Christmas 
and other times of particular need. 
 

mailto:receptionist@sacst.org


 
18. MISCELLANEOUS 
Asbestos 
The St. Anne Catholic School building, built in the year 2000, to our knowledge, and stated in 
good faith, does not contain asbestos.  
  
Before and After School Care Program 
The St. Anne Catholic School (SACS) Before and After School Care Program is held on campus in 
the Gym and in our Pre-Kindergarten Building. Our Before Care School Program is held in the 
Gym. Our After Care School Program is held in our Pre-Kindergarten Building. All students 
attending the Before and After School Care Program must be registered in and attending the 
Day School. Before and After School Care is not a drop-in program offered without charge. If 
parents know they will use the services of the Before and After School Care Program 
occasionally, they must register their children. This registration requirement complies with state 
law. All school protocols for cleanliness during the COVID pandemic will be applied in our Before 
and After Care program. Due to security concerns, parents will drop off and pick up at students 
at the door.  
 
For departures in the afternoon, parents will ring the doorbell and identify who they are picking 
up and the Before and After Care personnel will bring the student to the door. Parents will be 
asked to wait outside.  
 
Registration and Fees for Before and After Care Registration are below: 

SCHEDULE REGISTRATION 
FEE 

DAILY 
RATE 

FULL-TIME 
 (5 DAYS) 

PART-TIME 
 (3 DAYS) 

7:00 am – 7:45 am $50.00 $3.00 $20.00 per month N/A 
3:30 pm – 6:00 pm $75.00 $25.00 $260.00 per 

month 
$215.00 

 
If you feel your child will only use After School Care infrequently, you must register for After 
School Care and be prepared to pay the $25 drop-in fee. The Business Office must be notified in 
writing when a change is made to monthly pay or drop-in status, prior to the 10th of each 
month.  
 
All children in the After School Care Program must be picked up by 6:00 P.M. Staff work hard, 
have families and other commitments, and want to feel confident that their workday will be over 
by six o'clock. Arriving late interferes with their family time and previous plans. Any child being 
picked up after 6:00 P.M. will have a $5.00 late fee charge, plus a $1.00 per minute fee assessed 
(this is non-negotiable.) Three occurrences of being five or more minutes late will be grounds for 
termination of the privilege to use the Before and After School Care service.  
 
Before and After school payments can either be made online through incidental billing (once 
invoiced) or sent to the accounting office. Payments will be billed at the end of each month 
through FACTS incidental billing. Payments will be considered late after the billing due date. A 



late fee of $25.00 will be assessed after the billing due date. If your child is not enrolled in Before 
and After School Care and you have a late pick-up, a $1 fee will be charged for every minute past 
4:00 P.M. School begins dismissal at 3:35 P.M. Students should be picked up between 3:35-4:00 
P.M. For those students who remain at school beyond their regular school day or their assigned 
club time (clubs usually end at 3:45 or 4:00 P.M.), a $1 per minute fee will be charged per student 
after club dismissal or early/regular dismissal time.  
 
This applies equally to early release days (12:20 P.M. is when fees begin accruing on early 
release days). This is non-negotiable. Students who are not picked up within 20 minutes of 
dismissal on early release days (by 12:20 P.M. usually) will be charged a $35.00 fee, plus a dollar 
each minute thereafter until the child is picked up. Snacks are provided for students in the 
afternoon after care program. However, no food is provided for early morning care, and no food 
is allowed to be brought in for morning care. Students should eat breakfast prior to entering the 
building for morning care. After/Before School Care Times After/Before School Care hours are as 
follows: - Monday through Friday 7:00 A.M. - 7:40 A.M. and 3:35 P.M. - 6:00 P.M. THERE IS NO 
AFTER CARE ON EARLY RELEASE DAYS.  
 
Discipline in Before and After Care Program Students follows the Day School discipline plan. The 
Principal will handle the discipline if there is an emergency or if a Before and After School Care 
Coordinator is unavailable, or if the behavior is serious. The Before and After School Care staff 
have the authority to exact consequences in accordance with the school-wide discipline found in 
this handbook. Many disciplinary consequences enacted in Before and After School Care will be 
served during the regular school day following the infraction. The grade level’s discipline 
plan/consequences for the day school will apply for infractions occurring in after school care. 
Continual discipline referrals in Before/After Care may result in the student will be removed 
from the program.  
 
Child Care Tax Identification Numbers (TIN) St. Anne Catholic School does not need to provide 
our Tax Identification Number (TIN) in order for people to claim the childcare credit on the 
federal tax returns. Parents/Families may complete a Form W-10, which can be found on the 
Internal Revenue Service (IRS) website: www.irs.gov/pub/irs-pdf/fw10.pdf. This form has specific 
instructions for 501(C)3 organizations (charitable groups). In the right-hand column under tax-
exempt dependent care provider, it states to write “tax exempt” in place of a TIN. This form is for 
the taxpayers’ records only. If parents are filing a Form 1040A, the taxpayer will need to 
complete a Form 1040A Schedule 2, which can be found on the IRS website. The instructions 
state to write “tax exempt” if the provider is tax-exempt. 
 
Celebrations/Parties 
Class parties are held at the discretion of each individual teacher, who will coordinate parties 
with the room-parents.  Any birthday invitations distributed at school must include every 
student in the classroom; otherwise, they should be mailed.  Parents are discouraged from 
removing their child for any part of the day, including lunch, for events such as birthdays, play 
dates, parties, etc.  
 



Change of Address or Phone Number 
Please notify the school in writing of change of address and/or phone numbers (home or 
business).  All changes should be made and kept up to date in the Parent Portal. The teacher and 
the office also must be notified of any change in persons authorized to pick up your student 
from school. 
 
Field Trips 
Field trips are primarily educational and cultural experiences and are planned by the respective 
teachers.  Field trips are privileges and students can be denied participation if they fail to meet 
academic or behavioral requirements.  Discipline and orderly conduct are expected throughout 
the trip.  
Students must return a completed Field Trip Permission Form.  Fees will be required to cover the 
transportation or admission expenses.  All field trips will be chaperoned, and parents may be 
asked to assist. The number of chaperones needed depends upon the age of the students and 
the type of trip.  Chaperones cannot bring siblings or other young children they must be 
responsible for on the field trip. 
All chaperones must be SAFE ENVIRONMENT trained. 
Chaperone duties are determined by the teacher(s) directing the activity.  We discourage parents 
from being placed in charge of a group that includes their own child.  
 
Fundraisers  
A calendar of fundraising events will be made available at the beginning of the year. It is our goal 
to limit the number of fundraisers at any one time.  Families are needed to fully participate in 
the major fundraising efforts of the school: bazaar, gala, and the annual giving campaign. 

“All funds raised by local parent/teacher groups shall be approved by the Principal or 
Pastor and used only for the benefit of the school community and for the reasonable and 
necessary operating expenses of the groups.  The operation of all auxiliary programs including, 
but not limited to, booster clubs and parent groups remain under the jurisdiction of the school. 
Funds will be deposited with the school.  Expenditures of these funds must be approved by the 
Principal or Pastor.” 
 
Library 
The library exists to serve the needs of the faculty and students. Volunteer parents/guardians 
work under the leadership of the library manager. The library is open from 8:00 a.m. to 3:15 
p.m.  Rules and regulations posted in the library are to be observed. Students are encouraged to 
borrow books, but if a student fails to return a book, the student will not be allowed to check out 
another book until the missing book is returned or the library is reimbursed for the loss.  
 
Lockers/Locks/Personal Property 
Lockers are property of the school and may be subject to periodic inspections for the health, 
safety and the welfare of the school community.  Students should keep their lockers neat and 
clean and have no posters or offensive material hanging in them.  The teachers will determine 
times for students to go to their lockers.  The school is not responsible for persona property 



including, but not limited to, valuables such as cash, jewelry, electronic games, audio equipment, 
etc.  Please review the School’s Right to Search in this Handbook.  
 
Lost and Found 
It is the parent/guardian’s responsibility to see that the student’s personal belongings are 
properly marked.  St. Anne Catholic School will not be responsible for any lost articles. When 
money or valuable articles are found, they are to be brought to the school office where the 
owners may claim them.  Articles unclaimed at the end of each quarter are given to 
organizations that might benefit from their use. 
 
Lunch Program 
Lunch will be available for optional purchase each day of the week during the school year, 
through an online process managed by the lunch provider.  Lunch orders are not able to be 
accepted after the deadline indicated.  No refunds will be made if a student is absent the day for 
which lunch was purchased, including absences for school events or field trips.  Friday are PTO 
Pizza Days.   If a student forgets lunch at home, the parent/guardian may bring the student’s 
lunch to the office.   
Parents/guardians are invited to join their students for lunch on any day during the scheduled 
lunchtime.  Parents should sign-in at the school office before proceeding to the gym.  Families 
visiting for lunch should be seated at separate tables marked for guests and dine with their 
student(s) only.    
 
Programs  
School programs, such as the Christmas program, are a great way for students to put into 
practice the skills they have learned in the classroom.  Such programs are beneficial to the 
students’ complete education. Attendance is highly recommended and classroom grades may be 
assigned for participation. 
 
Request of Records for Transfer 
Upon transfer to another school, parents/guardians should notify the office.  All textbooks, 
workbooks, library books, and other school property should be returned to the teacher.  
Transcripts records will not be released until all fees have been paid.  All records will be sent to 
the student’s new school by regular mail. 
The confidential student record files are not transferred with the cumulative record unless 
written parent permission is received.  If applying to another Catholic School, relevant 
information about the student’s experience at the previous school may be shared including 
discipline.  
 
School Pictures 
School pictures are taken in the fall.  Parents/guardians will be notified in advance of picture day.  
Mass uniforms will be required for individual and class pictures.  Class pictures are taken in the 
spring. 
 
 



Service Hours   
In keeping with the mission of St. Anne Catholic School, “St. Anne Catholic School calls young 
people to holiness, preparing them to proclaim and live the Gospel message of Jesus Christ, 
through the education and formation of the whole person.” Students and parents are asked to 
complete service hours using the guidelines below:  
 
Student Service Hour Requirement 
 

• 6th-8th graders must complete 10 hours of service within the school or community.  
Of these 10 hours, at least 5 of them must be performed outside of the school.  

• 6th -8th grade students must turn in proof of completion of a minimum number of hours, 
according to teacher requests and assignments.  

• The documents usually count as a test grade for that quarter.  
• The student’s religion teacher is the person who collects and monitors hourly 

requirements. 
 
Family Service Hour Requirement – Updated for 2022-2023  
Each family is asked to complete 24 service hours for work within or regarding the school within 
the given school year. Parents who are unable may choose to pay the equivalent of $10.00 per 
service hour that they are unable to complete (this is not a mandate). Designated family 
members may work for the parents – for example, a grandfather or aunt may work for the 
school to gain service hours for the family (if SAFE HAVEN-approved). Families may work at the 
annual Church Bazaar and gain service hours for the upcoming school year. The due date for 
completion of service hours for the family requirement is April 15. Service hours are recorded in 
FACTS Parent Portal by families  
 
Special Events  
Faculty and staff members are not permitted to drive any student to a special event.  Parents are 
required to make other arrangements.  Each month, a calendar is published with important 
dates to remember.  Please keep a calendar handy to remind you of upcoming events. 
The overall school year calendar will be sent to parents/guardians prior to the opening of the 
school year; however, the school maintains the right to change the calendar should it be 
deemed necessary. 
 
Telephone Messages 
The office staff is available to serve you in an emergency but is not responsible for non-
emergency messages. Please limit your request for messages to be delivered to your student to 
emergency situations. The faculty and staff can receive messages any time via e-mail or the 
automated voice mail system.  Teachers’ voice mailboxes can be reached by entering their 
extension after dialing the school phone number.  This allows messages to go directly to each 
teacher.  Teachers’ extension numbers are available in the school directory and in the voice mail 
system by following the instructions provided after dialing the main number. 
 
 



Tobacco 
Smoking and the use of tobacco products are prohibited on school grounds. 
 
Visitors   
Visitors to the school during school hours (including parents/guardians) must receive a visitor’s 
pass from the Office. No class or teacher should be interrupted during school hours without 
permission received from the office.  Forgotten items/lunches, etc., should be brought to the 
Office.  Students are responsible for checking with the office for items dropped off.   
 
Special Testing 
Some students may benefit from special academic and/or psychological testing.  If appropriate, 
the school may conference with parents/guardians to help them throughout the process.  Any 
paperwork required will be mailed directly to the testing agency.  
 
Although not legally required, it is very important that the results of such testing be shared with 
the school in order to better meet the needs of the student.  If testing indicates that there are 
special needs that cannot be met by the school, the family will be required to seek assistance 
through appropriate private sources or through the public school system.  If it is ultimately 
determined that the school cannot meet the academic and/or psychological needs of a 
particular student, it may be necessary to withdraw that student from the school.   
 
Special Needs Learners and Referrals 
Introductory Statement 
Consistent with the contents of the Church document, To Teach as Jesus Did, and the Pastoral 
Statement of the U.S. Bishops, Persons with Disabilities, the Archdiocese seeks to include 
students with specials needs in our schools to the extent that the need of such students can be 
met within the scope of the programs and resources offered. The Catholic Schools Office is 
aware that it is unrealistic to serve all categories of special need students. However, St. Anne 
Catholic School and the other Catholic schools are cognizant of the fact that admission of special 
needs students must be considered and reviewed on an individual basis.  
Legal References to Special Services 
The Individuals with Disabilities Educations Act (IDEA) requires that local school districts locate, 
identify, and evaluate all private school students suspected of having a disability (for St. Anne 
Catholic School, the local district is Tomball ISD). This “Child Find” process must be conducted in 
consultation with private schools representatives to ensure equitable access for private school 
students. In IDEA, these children are often referred to as “parentally placed private school 
children with disabilities,” and the benefits available to them differ from the benefits for children 
with disabilities enrolled in public schools.  
 
The Rehabilitation Act of 1973, Section 504 educational section (frequently call “Section 504), 
provides that no otherwise qualified individual with a disability shall, solely by reason of his/her 
disability, be excluded from the participation in any program receiving federal assistance. 
Catholic educators strive to recognize and address the needs of all those who seek a Catholic 
education. Within our resources, St. Anne and other Catholic schools will offer services to eligible 



students with special needs, when possible. However, private schools are not required to 
significantly alter their programs, lower or substantially modify their standards to accommodate 
a child with special needs. Private educational institutions are only required to make minor 
adjustment to accommodate eligible students.  
 
Records for Special Needs Learners 
All psychological and educational evaluations/reports regarding special needs testing of 
students received from local public schools, persons, or agencies are forwarded to St. Anne 
Catholic School, upon request. These records are kept on file at the school for a period of seven 
(7) years after the exit of the student. These records are kept in a secure file and area accessible 
only to the principal, the Intervention Specialist, the Counselor, and any other appropriate staff 
member working with the student. Parents may view their child’s record at any time. These 
records may not be forwarded to any other individual or agency.  
 
Criteria for Acceptance of Students with Special Needs 
In making a determination regarding the admittance of a particular statement, the school will 
review the child’s ability to meet the school’s academic, behavioral, and physical qualifications. 
Each Catholic school determines its ability to meet the need of the student applicant. 
Consideration will be given to the following: 

• Student’s demonstrated ability to meet grade level requirements.  
• Record of student’s ability to follow school rules and regulations; and 
• Students’ ability to meet the physical requirements of attendance. 

 
St. Anne Catholic School’s Services for Special Needs Learners 
New Students – When the Admission Office or the principal is notified that an incoming student 
may have special learning needs, the principals and other appropriate school staff review 
current academic, social, medical, and psychological evaluations to determine if the applicant is 
qualified to enroll, with or without his/her disability. If the applicant is qualified for enrollment, 
the administrative staff will then determine if reasonable adjustments can be made to the 
educational program which will accommodate the student’s needs. If an admission is 
determined the school will begin the procedures with parents to discuss a Catholic 
Accommodation Plan.  
 
Currently Enrolled Students 
If a teacher (or parent) is concerned about a child’s academic, behavioral, or emotional progress 
and feels that testing may be needed, he/she will discuss concerns with the parent/family and 
the Principal, and then meet the SST team as soon as possible. We work as a team to do what is 
best for the child and will discuss:  

• The student’s current educational status, including attendance records, grades, 
assessment data, and classroom observations; 

• Previous educational efforts and strategies provided for the students and the results; 
• Documentation of recent vision and hearing screenings; 
• Updated general health history inventory; and  
• Other information provided by the parents or teachers.  



Parents will be expected to disclose any pertinent information that may assist us in educating 
the student. The principal and staff are responsible for recommending educational alternatives 
and/or referral to the local school district and/or private agency of the parent’s choice for further 
evaluation. In some cases, the campus may not have the resources necessary to help the child 
be successful. The administrative staff will then assist the family to locate an appropriate 
educational program for the child.  
 
Documentation for all referrals must be kept on file. This documentation will be included in the 
student’s records. If an evaluation determines the student requires minor accommodations the 
school will begin the procedures with parents to discuss a Catholic Accommodation Plan. 
Accommodations for a child will be noted on the report card and in the child’s permanent folder.  
 
Student Success Expectations for Special Needs Learners 
All available school resources shall be utilized to promote student success. Lines of 
communication will be kept open to inform parents of student progress in all areas. Concerns 
about a student will be addressed initially by the classroom teacher and parent. School success 
can only be attained through cooperation between parents and educators. Parents are expected 
to disclose any pertinent information from private resources (diagnoses and recommendations) 
that would be of specific educational value in programming adequately for their children. If it is 
determined that the school’s resources cannot meet the needs of a student, or if 
parent(s)/guardian(s) fail to act on the school’s recommendations for remediation or diagnostic 
evaluation, the principal may request withdrawal of the student or deny admission for the 
following year.  
 
Accommodations for Special Needs Learners 
The purpose of an accommodation of any type is to provide the appropriate instruction 
according to the individual student’s special needs. As a result of a diagnostic evaluation, a 
student meets certain criteria to qualify for accommodations to his/her schoolwork. In many 
instances, accommodations (changed in methods of instruction) can be made in the classroom 
for students with special needs or for struggling students. Students who are diagnosed with a 
learning difference or who are diagnosed with a special need through the public school system, 
private doctors, or through special agencies may be referred for special assistance through the 
SST team after the administration has verification of the student’s recommended 
accommodations. (Curricular modifications are not provided because modifications require 
alterations of curricular objectives.) The number of intervention sessions per week, length of 
sessions, and goals will be determined by the SST team, tutor, principal, and classroom teacher 
after all available information has been reviewed.  
 
Standardized Assessment for Students with Special Needs  
Standardized assessments are one of several means of evaluating student performance.  All 
students participate in the Archdiocese standardized assessment program. Students with 
disabilities identified through IDEA may require assessment accommodations. These 
accommodations should be provided on a weekly basis through the classroom teacher.  These 
testing arrangements must be planned for in advance through a meeting with the administrative 



staff. Any adjustment made on the standardized assessment must be requested from the 
Catholic Schools Office via special request on the appropriate form. 
 
Parent/Guardian Grievance Process  
  
Purpose  
The purpose of this process is to provide parents/guardians of students enrolled in any parish or 
regional school within the Archdiocese of Galveston-Houston with an orderly procedure for the 
equitable and prompt resolution of complaints. This process is intended to resolve disputes 
through subsidiarity, at the lowest possible level, in a cooperative, conciliatory Christian 
atmosphere.  
Scope  
No person shall be discriminated against because of filing or participating in this grievance 
process, and no reprisals of any kind shall be taken against any person because of participation 
in this complaint process.  
The process is not intended to be adversarial in nature and neither party to the grievance shall 
be represented by legal counsel during any phase of the process.  
This process replaces all previous processes and statements regarding the institution and 
processing of complaints at both the local and Archdiocesan levels.  
Exclusions  
A parent who has withdrawn their student from the school may not avail themselves of this 
grievance process.  
During an investigation by local, state, or federal officials, a student will be placed on Student 
Extended Leave. These absences will be excused, and the student will have an opportunity to 
complete assignments without reduced credit during the leave. A parent/guardian may not avail 
themselves of the grievance process when a student is placed on Student Extended Leave.  
Level One- Informal Resolution/Conciliation (Campus)  
It is the intent of this policy to resolve parent/guardian complaints at the lowest possible 
administrative level and in a cooperative Christian atmosphere through subsidiarity. This 
process is not intended to be adversarial in nature. Prior to using the steps set forth below, the 
parent or guardian shall meet with the person with whom he/she is having a dispute. If the 
concern is not resolved, he/she should move to the person’s direct supervisor in an effort to find 
resolution. If the matter is not satisfactorily resolved with the person’s direct supervisor, the 
parent/guardian should request a meeting with the principal. If the matter is not satisfactorily 
resolved with the principal, the parent/guardian should request a meeting with the pastor. If the 
pastor agrees with the principal’s decision, the pastor may decline to meet. If the pastor agrees 
to meet, but the matter is not then settled satisfactorily, the parent/guardian may appeal the 
decision to Level Two after the parent/guardian has informed the pastor and principal of their 
intent to do so.  
Level Two - Grievance Committee (Catholic Schools Office)  
If a satisfactory resolution is not reached at Level One and after notification to the principal and 
pastor, the parent/guardian may appeal, in writing, to the Level Two Grievance Committee. The 
Catholic Schools Office for the Archdiocese of Galveston-Houston has established a 
Parent/Guardian Grievance Committee for the purpose of hearing complaint appeals from Level 



One of the Parent/Guardian Grievance Process. The committee reviewing the complaint will 
consist of an assistant Superintendent from the Catholic Schools Office and two Archdiocesan 
principals. The following procedure shall then be utilized: 
 
The parent/guardian shall contact the Catholic Schools Office at 713-741-8704 to request the 
Level Two Appeal/Grievance Form. 
 
The written appeal shall be submitted to the Level Two Grievance Committee within five (5) 
working days following the parent/guardian’s receipt of the Level Two Appeal/Grievance Form to 
submit their grievance in writing (using the form provided) to the Catholic Schools Office via an 
email addressed to csogeneral@archgh.org along with any additional materials or 
documentation the parent/guardian would like reviewed by the committee. The principal and 
pastor will receive a copy of the Level Two Appeal/Grievance Form and other attachments filed 
with the Catholic Schools Office. The principal and pastor will forward their response to the Level 
Two Grievance Committee within five (5) working days of their receipt of the Level Two 
Appeal/Grievance Form submitted by the parent/guardian. 
 
The record for the Level Two Grievance Committee’s consideration shall consist of all materials 
submitted by the parent/guardian and the written response provided by the pastor and 
principal. The committee has the discretion to accept or deny an appeal based on the evidence 
presented. If the appeal is denied, the decision rendered at Level One of the Parent Grievance 
Process will be final and no further appeals may be made to the school, the Catholic Schools 
Office, or any other Archdiocesan ministry or entity.  
 
If the appeal is accepted for review, the Level Two Grievance Committee shall then schedule a 
conference with the parent/guardian and/or school administration, if necessary, within fifteen 
(15) working days from the date the written appeal is received. The committee will make a 
reasonable effort to schedule a conference at a time agreeable to all parties. At this conference, 
the committee shall hear the appeal and review the materials presented, as well as any other 
information the committee deems relevant.  
 
In an Archdiocesan parish school, the Level Two Grievance Committee shall make a 
recommendation for decision to the pastor within five (5) days after the scheduled conference 
has been held and a copy of the recommendation will be sent to the Archdiocesan 
Superintendent. The pastor may accept, reject or modify the Level Two Grievance Committee’s 
recommendation. The pastor’s decision will be communicated to the principal, parent/guardian 
and Superintendent within five (5) working days upon receiving the Level Two Grievance 
Committee’s recommendation. 
 
If the Pastor does not issue a written decision within the five (5) working day limit, that will be 
deemed as acceptance of the committee’s recommendation who will then communicate the 
decision to the parent/guardian, principal, pastor and Superintendent. 
 



In an Archdiocesan regional school, the Level Two Grievance Committee shall make a 
recommendation to the Archdiocesan Superintendent. The Archdiocesan Superintendent may 
accept, reject or modify the committee’s recommendation. The Archdiocesan Superintendent’s 
decision will be communicated to the principal and parent/guardian within five (5) working days 
upon receiving the Level Two Grievance Committee’s recommendation. If the Archdiocesan 
Superintendent does not issue a written decision within the five (5) working days limit, that will 
be deemed an acceptance of the committee’s recommendation. The Level Two Grievance 
Committee will then communicate the decision to parent/guardian and principal.  
 
Decisions at Level Two reached by the pastor (parish schools) and Superintendent (regional 
schools) are final and no further appeals may be made to the school, the Catholic Schools Office, 
or any other Archdiocesan ministry or entity.  
 
Appeal and Review of Expulsions and Extended Suspensions  
(Archdiocesan Superintendent of Catholic Schools) 
A parent/guardian may appeal directly to the Archdiocesan Superintendent when the issue is 
concerning an expulsion or a discipline issue involving suspension (in or out of school) of a 
student from classes lasting five (5) or more consecutive school days. In such cases, the following 
procedure shall be utilized: 
 
A written appeal shall be submitted to the Archdiocesan Superintendent within five (5) working 
days following the parent/guardian’s notification of expulsion or suspension lasting five (5) or 
more consecutive school days. 
 
The record for the appeal to the Archdiocesan Superintendent shall consist of a written 
statement setting forth with specificity the reason(s) for the parent/guardian’s dissatisfaction 
with the decision to expel or suspend the student lasting five (5) or more consecutive days. It will 
also consist of information provided by the principal including, but not limited to the student’s 
probationary status, disciplinary record, and/or behavior plan.  
 
In consultation with the Chancellor and Moderator of the Curia for the Archdiocese of Galveston-
Houston, the Archdiocesan Superintendent has the discretion to accept or deny any appeal 
based on the evidence presented. If the appeal is denied, the decision rendered by the principal 
and pastor will be final and no further appeals may be made to the school, the Catholic Schools 
Office, or any other Archdiocesan ministry or entity.  
 
If the Archdiocesan Superintendent accepts the appeal for review, he/she shall then schedule a 
conference with the parent/guardian within ten (10) working days from the date the written 
appeal is received. The Superintendent will make a reasonable effort to schedule a conference 
at a time agreeable to all parties. At this conference, the Superintendent will hear the appeal and 
review the materials presented provided as a matter of record.  
 



The Archdiocesan Superintendent shall make a recommendation for decision to the Chancellor 
and Moderator of the Curia within five (5) working days after the scheduled conference has been 
held, and a copy of the recommendation shall be forwarded to the parent/guardian.  
 
The Chancellor and Moderator of the Curia, in consultation with the Archbishop, may accept, 
reject, or modify the Archdiocesan Superintendent's recommendation, or take any other action 
he deems appropriate. The Chancellor and Moderator of the Curia’s decision will be 
communicated in writing to the parent/guardian within fifteen (15) working days of receipt of the 
Archdiocesan Superintendent‘s recommendation, and shall be final for all purposes.  
 
No provision of this process shall be understood to limit the ecclesial authority of the Chancellor 
and Moderator of the Curia and/or Archbishop. The Chancellor and Moderator of the Curia 
and/or Archbishop may, in their sole discretion, choose to intervene in this process at any stage 
if they deem it necessary.  
 
Procedural Issues  
While the grievance process is designed to accommodate all parent/student disputes that may 
arise within the Archdiocese, it is understood that some situations require flexibility. Any issues 
regarding the use of Level One or Two, or the appropriate administrator at those levels, shall be 
resolved by the Archdiocesan Superintendent of Catholic Schools.  
 
Computation of Time  
The time limits of the complaint process shall be based on working days, i.e., Monday through 
Friday. If any of the timeline falls on school holidays or breaks; the timeline shall be extended to 
add the corresponding number of working days to the timeline. Time limits may require 
flexibility and, if necessary, may be modified at the discretion of the Catholic Schools Office. 
 
 
  



 

 

 

 

Appendix A 
SAFETY AND SECURITY MEASURES 

St. Anne Catholic School is committed to providing a safe and secure environment where students 
can learn and grow, free from concerns about safety. We do this through preparation, 
partnerships, and continual assessment.   
 
Crisis Management Team/Plan 
 

 St. Anne Catholic School’s Crisis Management Plan (CMP) was developed in partnership with the Archdiocesan Catholic 
Schools Office, Tomball Police Department, Tomball Fire Department, and Tomball Independent School District.  

 This plan provides for how to prevent, mitigate, prepare, respond, and recover from potential natural disasters or 
emergencies including, but not limited to safety, severe weather, intruders, health emergencies, and other threats or 
hazards.  

 Our CMP assigns responsibilities to individuals and determines how actions, internally and externally, will be 
coordinated.  

 Our Crisis Management Team (CMT) monitors and updates our plan as needed. 
 St. Anne Catholic School employs a full-time counselor and nursing staff who serve on the CMT.  

 
 
Safety Training and Drills 
 

 Training and drill exercises offer the opportunity for students and staff to learn their roles and responsibilities before, 
during, and after any type of emergency.  

 Practice of emergency procedures through drills and training can reduce confusion, panic, and even serious injury for 
both staff and students.  

 Students and faculty/staff participate in the following drills: Lockdown (intruder), Evacuation, Shelter in Place for 
Weather, and Fire Evacuation.  

 
Building Access/Security 
 

 Access to both school buildings is controlled.  
 Automatic locks and key card access on all exterior doors/gates to main building and Pre-K building.  
 All visitors enter through the front door.  
 A video doorbell system allows visitors to identify themselves; and school personnel see a full body live video of the 

visitor before allowing access to the office.  
 Once inside the main school building, visitors go through another set of secure doors to gain access to classrooms. 
 Security cameras are placed strategically throughout the campus. 
 While outside, students are behind locked gates that require key card access.  
 All visitors are background checked through Raptor. 
 All volunteers and contracted vendors are required to complete Safe Environment Training. 
 Teachers are asked to keep classroom doors locked. 

  
 
Partnerships with Local Law Enforcement including Tomball Police Department and Harris County Sherriff’s Department 
 

 Site assessment performed by Tomball PD in August 2022. 
 Critical Response Training (Avoid, Deny, Defend) conducted by Tomball PD attended by all faculty/staff and substitutes 

in August 2022. 
 School Resource Officer assigned to St. Anne Catholic School to conduct weekly visits and exterior door safety audit  
 Harris County Officer visits daily/weekly campus walk throughs and exterior door safety audit.  
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