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St. Anthony Catholic School - A school you can have faith in!
“Celebrating 100 Years of Excellence!”

Since 1917 St. Anthony School has been nurturing our children's educational as well as moral growth through its Mission of developing Gospel values, a commitment to service and strong academic skills in each student.
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St. Anthony School has provided continuous years of education since the 1917-18 school year.  Until 1938 the Sisters of the Atonement staffed the school.  From 1938 until 1942 the Sisters of the Incarnate Word and Sisters of the Blessed Sacrament of Victoria, Texas, staffed the school.  The first St. Anthony School building was completed in 1927.  That building is now the Deaf Smith County Museum.  In 1942, the Franciscan Sisters of Mary Immaculate came from Amarillo to staff the school.  In October 1981, the Franciscan Sisters divided their community and the group called the Mission Sisters of St. Francis continued to staff the school.  The Franciscan Sisters of Mary Immaculate returned to teach during the 1987-88 school year and remained until the completion of the 2005-2006 school year. The school had its first lay Principal in the 1986-87 school year.  The majority of faculty is currently comprised of lay teachers.

The main building was dedicated on May 15, 1955.  There have been three additions built since the completion of the main building.  Total number of classrooms is sixteen plus a library, meeting room, cafeteria and gym.  At the end of the 1971-72 school year, the seventh and eighth grades were discontinued.  Since then the school has maintained classes through grade six.  Five-year-old kindergarten was added in 1970 and a pre-school program for four year olds in 1989.  After school care was offered as a service to working parents beginning in 1990.
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St. Anthony Catholic School in the Diocese of Amarillo
Serves as an extension of the Church and the
Families to nurture the
Spiritual, moral, intellectual, and physical potential of the individual students.

St. Anthony provides an atmosphere 
Of a living Christian community which
Instills moral values,
Indicative of the Catholic faith and tradition,
Academic skills, and spiritual 
Relationships to enable all students,
Pre-K through 5th grade,
To grow into effective Christian adults.


MISSION STATEMENT
ST. ANTHONY CATHOLIC SCHOOL
HEREFORD, TEXAS

St. Anthony Catholic School develops Gospel values, a commitment to service, and strong academic skills.


VISION STATEMENT
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HEREFORD, TEXAS

Graduates of St. Anthony Catholic School will be engaged Catholic Christians, and responsible members of their community, for the service of their families, church and communities. 



ACCREDITATION, MEMBERSHIP, and RECOGNITION
St. Anthony Catholic School is fully accredited through the Texas Catholic Conference 
(TCC) and holds memberships in the National Catholic Education Association (NCEA).     
 St. Anthony Catholic School is recognized by the Texas Education Agency.
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INTRODUCTION

Because the faculty substantially determines whether or not our school is successful, you are vitally important to St. Anthony Catholic School.  To ensure that you can live your vocation in faith, a positive spirit of hope should pervade our school.  Staff, students, and parents alike should be appreciated, respected, and should feel “at home”.

To enable us to work together, all staff members are responsible for:

· Implementing the St. Anthony School philosophy
· Knowing the material in the parent/student handbook and presenting it to the students; and 
· Following this faculty handbook.




GENERAL INFORMATION


Attendance

All professional staff should advise the principal, by filling out the Employee Leave Form as soon as possible if he/she would not be able to attend school due to illness or personal matters.  Please call by 6:30 a.m. so a substitute can be secured, if there is not an opportunity to submit a leave form before the absence.  In case of short notice of absence, the Employee Leave Form should be filled out upon your return. Whenever it is known in advance that you will be absent, advise the principal as soon as the date is known.

Cafeteria personnel will notify the cafeteria manager if they are unable to attend school.  The cafeteria manager will find a replacement.


Daily Check-In
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Classes begin at 7:55 a.m.   Teaching staff should report to the office by 7:40 a.m. Morning duty begins at 7:30 a.m.  Teaching staff members are expected to remain on campus until 4:00 p.m.   Any exceptions should be cleared with the principal.
	 
Teachers must sign in upon arrival each day and sign out as they leave the building at the end of the day.  Repeated tardiness may result in the time being accrued toward the use of a personal day.  Teachers should sign his/herself in each day. Students should not sign in a teacher.  The Sign-In/Sign-Out Book is an “official” record of attendance.

Mailboxes located in the office and school email accounts should be checked several times a day especially in the morning, at lunchtime, and before leaving for the day.


Supervisory Responsibilities

Staff members will be assigned to weekly duties of supervision before school, and after school.  The assignments will be given out at the beginning of the school year.  Please arrive at assigned duty in a timely manner.  Special attention should be given to proper supervision of assigned classroom and during special assemblies, field trips, athletic trips, school parties and picnics.  Students should never be left unsupervised in the classroom.  In case of an emergency such as a need to use the restroom, alert a nearby teacher to supervise the class. Require students to remain seated in their desks while the teacher is out of the room.  

If for any reason the staff member is unable to keep the assigned duty, please make arrangements with another staff member to trade duties.  When assigned supervisory duty, full attention should be given to the responsibilities of the duty.  


Daily Prayer

Children’s Daily Prayer (Liturgy Training Publications), the pledge of allegiance to the United States flag, and the pledge to the Texas flag will be done as a school body in the gym on all days except Friday, which is ordinarily the day for Liturgy.  The staff member assigned for morning duty is responsible for leading the morning exercises, unless otherwise indicated.  ALL staff members are expected to attend Morning Prayer except for office manager, maintenance, and cafeteria.   Full attention should be given to the opening exercises.  Appropriate prayer should be offered in the classroom at lunchtime and before dismissal in the afternoon.


Leaving Campus

Staff members may leave the building during conference periods or when not assigned to a lunchtime duty, however, this should be done on a limited basis.  The office staff should be informed that you have left the building.  


Children of Faculty & Staff
	
The presence of the children of faculty members (who are NOT students of St. Anthony
School) on regular school days or professional development days will be determined at the discretion of the Principal and will be expected to follow all school regulations and guidelines. 

See Extended Day---Children of Faculty and Staff who are students of St. Anthony in grades
Kindergarten through Fifth may report to Extended Day for After School Care at the end of 
each School Day if staff development is in session for staff. This service is provided to Faculty 
and staff at no charge.

Student Attendance Records/Lunch Count

The classroom teacher is expected to keep an accurate attendance count by six-week periods in Remweb.   Online attendance must be entered by 9:00

An accurate lunch count should be turned in through FACTS online each morning. It is very important that the teacher also indicate if they will be eating in the cafeteria.   





Room Organization

The following items need to be located on or near the teacher's desk:

Class Roll/Grade Book
Hard Copy of Daily Lesson Plan from FACTS (web-based planning tool) 
Diocesan Curriculum Guide (Standards/TEKS)
Teacher's Manuals
Teacher Handbook
Daily Schedule
Substitute Teacher Guidelines


Daily Schedule

Each classroom teacher is required to work up a classroom schedule using the Texas Catholic Conference time schedules as a guide.  The schedule is submitted to the principal for approval.  After a trial period a final copy will be available in the classroom and given to the principal by the end of September.


Weekly Lesson Plan	

Each classroom teacher is required to have a written plan for daily work in the classroom through FACTS. The following elements should be included in the plan:

1. The objective of the lesson as well as the TEKS
2. The procedure should be explained (how the lesson is to be presented)
3. Teacher manual pages and any other materials being used should be noted. *
4. Diocesan Curriculum Essential Skills Notations noted in RED.

Note:  Time for presentation should be indicated.
           
*Page numbers and titles only are not adequate lesson plans.

Lesson plans are to be completed electronically through Planbook by 8:00 a.m of the first day of class for the week.  Faculty is to utilize technology when drafting lesson plans and to submit them electronically, through the use of Planbook.  Tutorials will be made available. 

Proper planning should include reference to the Diocesan Curriculum Guide/Standards, which include the Common Core Standards for English/Language Arts, Reading and Math.   All other core and special subjects should reference the Diocese of Dallas Standards/TEKS. Lessons should include attention to the learning styles of the children and for special needs children.  
**See Children with Special Needs  


Grading and Return of Papers

Student assignments should be promptly graded and returned in a timely and organized manner.  Gradebooks should be kept neat and up to date at all times.  The procedure for grading should be well communicated to the students and parents at the beginning of the year and should be consistent with the school policies that relate to grades.  

The grading code for the Diocese of Amarillo is as follows:


A=93-100
B=85-92
C=77-84
D=70-76
F=Below 70

Note:  Test grades shall count for one-third and daily grades for two-thirds of the report card’s grade.  

A minimum of two test grades and eight daily grades will be required for each student every six weeks in each subject.

St. Anthony School will use the following markings on the report cards for five-year-old Kindergarten and First Grade.  Social Skills will be marked with S, N, and U.  (Exception will be for the conduct grade, which shall be a letter grade: A, B, C…)

O = Outstanding (93-100)
S+ = Satisfactory plus (86-92)
S   = Satisfactory (75-85)
S- = Satisfactory minus (70-74)
N   = Needs Improvement (Below 70)
U   = Unsatisfactory (Reference to Conduct)
        	
Pre-School reports are given every nine weeks and indicate their progress in religion, language, math, sensory/motor, and social skills.


Homework

Homework should be assigned on a regular basis, however, be aware of the amount being sent home on any one night.   Homework may be completion of work begun in class, additional reinforcement assignments, or special projects.  Students can be assigned to detention for failure to complete homework assignments. The expectations and procedure concerning homework will be communicated at the beginning of each school year.


Parent/Teacher Conferences

Parent/Teacher Conferences are held two times each year, one in the fall and one in the spring. Parents are required to pick up the 1st report card and last 5 6th week report cards. All certified teachers are expected to be in attendance on Conference Days.  Conference schedules should be submitted to the main office.  Teachers that schedule conferences prior to the official days should also submit a conference schedule to main office prior to the scheduled conference days.  Teachers should fill out a Parent/Teacher Conference Individual Academic/Social Performance/Goal Sheet, which should be submitted to the Principal.


Attire

Teachers and staff represent St. Anthony School and are expected to dress in an appropriate, professional manner since we are models for our students.  The length of dresses, skirts, and shall be no shorter than 3 inches above the knees.  Sweat shirts/pants, sweat suits, shorts, low cut shirts, and jeans are not considered appropriate professional attire.  Denim jeans are not considered appropriate dress except for special occasions or with special permission from the principal.  This also applies when in attendance at workshops, in-services, or retreats. Teachers are encouraged to follow the "special dress" code for Fridays (khaki skirt or pants and navy blouse, shirt, or sweater), T-Shirt Tuesdays, and field trips as stated in the Parent/Student handbook. A “free-dress” day can be designated at the discretion of the principal. Footwear should be appropriate.  No beach style flip-flops or thongs.  Avoid low-cut bodices.  All other staff members should dress appropriately for their assignment.  Faculty/staff should not display visible tattoos.  

Note:  Gum chewing in front of students is inappropriate. Teachers may drink coffee, water, soda, or tea in a container with a lid. Teachers should not eat food or chew mints during class.


Cell Phones

Cell phones should be in the off position, except teacher conference times, during the hours of 7:55 a.m. and 3:45 p.m. and during Faculty Meetings. If a teacher anticipates a call during the school day or during a meeting due to an emergency, he/she should notify the principal at the beginning of the day.   Cell phones should be set to Vibrate or Silent when in workshops.  


Staff Meetings Mondays & Fridays

Faculty and staff are expected to attend all faculty/staff meetings and teacher planning meetings.  Please refer to the school calendar for staff development days. Meetings will begin at 2:15at 2:30 p.m.  The meetings will usually last no longer than two hours.  This is a time for the faculty and staff to pray and plan together.  Please avoid scheduling appointments on Staff Meeting Mondays.  The staff should bring items for the agenda to the attention of the principal prior to the meeting.  This can also be done through the faculty/staff committee.


Catholic Schools Week

Catholic Schools Week each year gives us an opportunity to reflect on what and who makes Catholic schools so unique, and then thank God for our privilege of being here.  As Faculty and Staff of a Catholic School, we are expected to be in attendance at the CSW Liturgy and ALL CSW activities or events.  Please avoid scheduling appointments, retreats, or other personal activities during Catholic Schools Week.


Faculty Evaluation

The faculty evaluation program at St. Anthony School has the following features:

1.  The development of a Professional Development Plan/TSR/Goals by teachers.
2.  A minimum of two formal classroom visits each year for new teachers to St. Anthony, and a minimum of one formal classroom visit for all other instructional personnel.  A pre-visit conference is possible where objectives for the observation will be established.  A post-visit conference is required so that performance according to specified objectives can be discussed.
3.  Report on professional activities.
4. Annual review of the Professional Development Plan.
5. A final appraisal will be held during the last month of the school year with each certified teacher using PDAS.

The program follows this pattern:

· September:  All members of the faculty write and submit a Professional Development Plan on the form provided.  A meeting with the administration will be scheduled (optional).

· Formal and informal visits for observation throughout the year.

· May:  The Principal holds conferences with each member of the faculty, reviewing the year-to-date and future plans.  A written Final Appraisal will be given to each teacher at this time.

Intensive supervision by the Principal will be at the discretion of the administration for any teacher who has been placed on an Improvement Plan.

Classroom visits to assess teaching skills and classroom management skills may be either formal or informal and may occur at any time during the school year.



Parties and Field Trips

Room mothers may be asked to help for five parties, which may include:  Halloween, Christmas, Valentines, Passover Meal, and School Picnic.

The children may bring a treat for their class on their birthday if desired.  The last 30 minutes of the day is recommended.  Birthday invitations should not be passed out in the room unless the whole class is invited.

Field trips should be initiated by the teacher and should provide enrichment and in-depth studies of topics motivated by the teacher or the textbook.  

Field trip reports need to be filled out by the teacher and turned into the office at least one week before the date of the field trip.  Field trips should not exceed two per year (one out of town and one in town). All out of town field trips, with the exception of the fifth-grade end of year trip, should be scheduled no later than the first week of May.  Trips for Catholic Schools Week activities or visits to nursing home or other service projects do not count toward the maximum number.  The principal may also initiate special reward trips that would not count toward the maximum number.  A general permission slip for field trips will be sent home for the parents to sign at the beginning of the year.   Information regarding specific field trips is to be sent home by the teacher at least one week before the field trip.  Information shall include the place to be visited, date of trip, time of departure and return, student cost, and the lunch instructions.  The cafeteria manager must be notified if a class is not going to be present for lunch at least one week in advance.

The teacher and a sufficient number of parents should adequately supervise all field trips.  One adult per 10 students will be considered the minimum for supervision.

The school vehicle can be reserved for use through the church office.  All persons driving the school vehicle must be on the approved insurance list for the parish.  Private vehicles may be used, but proof of their insurance is required in the office before the field trip. All state laws and regulations must be obeyed in regards to seat belts and number of passengers transported in all vehicles used for field trips.  All persons involved with driving for field trips must have been cleared with a criminal history check and attend Safe Environment Training.

Cell phone numbers for those driving on field trips must be included in the field trip information filed with the school office.




Projects (Festival of Trees, Auction, etc…)

The Room Parent, with the exception of Festival of Trees, should initiate classroom Projects.  Please be conscientious of the amount of classroom time that is taken for these and other non-academic projects.   Projects for these events should take no longer than 3 to 4 hours for the primary grades and no longer than 4 to 5 hours for the intermediate grades. 


Guest Speakers

Guest Speakers for the various areas of curriculum are encouraged.  All arrangements should be discussed and approved by the principal at least one week in advance.  Exceptions must be cleared with the principal. Staff, please post information on lounge calendar


Visitors

When inviting groups of parents to view special programs or projects, be sure to notify the administration and the building secretary of the time, program, and number expected.  Visitors should be reminded to sign the visitor’s log in the office and to obtain a VISTIOR pass from the office. Staff, please post information on lounge calendar


All staff should be conscious of any unknown persons in the building and make sure that a teacher escorts all unidentified persons to the office.


Crisis Management Plan

A detailed crisis management plan is available for each teacher.  The plan outlines response procedures for emergency situations.  It is IMPERATIVE that all staff members are familiar with this plan.  Each semester a Crisis Management Team will be named.  The responsibilities of this team are outlined in the plan.


Fire Drills

Fire drills are required at least once a month.  The fire drill bell is three short rings to leave the building and two rings to return. Please observe these procedures:

1. Turn off all lights
2. Children should leave quickly and quietly.
3. Last one out should close the classroom door.
4. The teachers should check class roll when the students are outside.
5. Fire drill route should be posted near the door in your classroom.
6. If your class is with a resource teacher at the time of a drill, report to the assigned area for the class.



Intruder Drills

A code for intruder drills will be given to the staff at the beginning of the year.  Should a situation arise that would necessitate immediate security for the children, the code will sound.  

Teachers are responsible to lock/barricade the classroom door and evacuate/take the children to a safe area as designated.  

Tornado Drills

The local tornado siren is a continuing solid blast.  For our local purposes, a long bell blast electronically or by hand will indicate the need to proceed to hallway.

Move students to their designated area according to Tornado Drill Chart.  Students take a position on knees, with hands clasped over back of head and remain in silence until further instructed.

Two bells or the warning siren signal indicate it is safe to return to the classroom.

The tornado drill should be posted near the door of the classroom.

**Please NOTE: The Grade Book/ Attendance Roster should be with the teacher at all fire and disaster drills.

Family Education Rights and Privacy Act – The Buckley Amendment

St. Anthony Catholic School adheres to the Buckley Amendment regarding access to student records and academic confidentiality.

1. Students may not grade the work of other students.
2. Children of teachers may not grade the work of students enrolled at St. Anthony School.
3. Graded student work may not be displayed in the halls.
4. A student should never be asked to state his/her grade aloud.
5. Parent volunteers may not grade student work.
6. Parent volunteers should not tutor or work in a remedial capacity with any students.

Book Room Procedures

The centralized book room is located in room # 7 (teacher’s lounge) in the south building.  You are responsible for getting your textbooks, manuals, and resource kits from the book room during preparation days at the beginning of the year.

Please take only enough for the number of students assigned to your classroom.

The book room is off limits to the students unless accompanied by an adult.  If you need to send a child for something from the book room, have them go to the office for help.
Supplies

The teacher storeroom is located in the intermediate building.  It is supplied with construction paper, materials for bulletin boards, and art and science supplies.  Anything in the general areas of the storeroom is available for your use.  Each teacher is allowed at least two cubicles for storage of their personal supplies in the storeroom.  Everyone should label their space/spaces, and personal items and should respect the property of others.  The teacher storeroom is off limits to the students!

Supplies such as tape, pens, staples, chalk, erasers, paper clips etc., are available in the office.


Copiers

There are two copiers available for your use.  One is located in the office and the other in the Tutor room in the north building.   Please use both sides of the paper whenever possible to conserve paper consumption.  Please do not put construction paper in the copier.  Please do not tie up the copier for long periods of time during the day.  Make every effort to take care of your copy needs in advance.  Limit sending students to the office to request copies of activities.  This puts an extra strain on the office staff.  

NOTE: No copyrighted material will be duplicated or copied.   


Laminator Guidelines	

There is a laminator available for your use located in the teacher’s workroom. The machine is most efficient if it is turned on for several hours at a time.  If you turn on the machine, please place the “laminator is on” sign on the lounge door clip.

The office staff has been trained to maintain, load, and clean the machine.  If the film runs out when you are using the machine, please put a sign on the machine that the film needs to be replaced and notify the office as soon as possible.

Please use stewardship in regards to the use of the machine.  If you have a lot of small items to laminate, try to put them in a basket with your name on them until there is enough to run economically.  Save the larger scrap pieces left after trimming for other possible uses. Check laminator and turn off at the end of the day




Equipment Checkout

Math manipulative items are available in the book room and the teacher’s workroom, across from the lounge, in the south building.  Please check them out on the clipboard found in the workroom.

The technology manager will assign All ELMOs (document cameras), laptops, DVD players, and speakers to classrooms.  Please inventory all items upon checkout and return.

Return items to the book room and/or technology manager when not in use in the classroom. DO NOT SEND STUDENTS TO THE BOOK ROOM TO CHECKOUT OR RETURN ANY EQUIPMENT!


Maintenance Requests

Minor repairs needed in the classroom can be brought to the janitor's attention by leaving a workorder on the classroom door.  Major repairs should be brought first to the attention of the office.

Please do not send children to find the janitor.  Send a child with a note to the office for any emergency maintenance needs during the school day.

Staff Fund

A donation of $20.00 from each staff member is collected at the beginning of the year to establish a flower fund to be used to purchase plants for faculty and staff members who become seriously ill or experience the death of an immediate family member.  This fund will also be used to purchase a birthday gift for staff members and coffee and soft drinks for the lounge.  

Parking

Teachers Park in the front parking lot or on the side by the playground.  

Faculty/Staff Committee

A faculty/staff committee consisting of a primary teacher, intermediate teacher, and resource teacher will be appointed each semester.  The responsibilities of this committee will be to meet with the principal monthly to discuss concerns or to make suggestions on improving the operation of the school.    The members of this committee will also serve as the Crisis Management Team for the semester assigned.





P.T.O. Executive Committee Representative

The principal will serve on the P.T.O. Executive board as a liaison between the school and the P.T.O.

Professional Growth	
	 
In addition to the 8 in-service days required as professional days and days used at the discretion of the superintendent, each professional employee must participate annually in a minimum of 8 clock hours of professional growth opportunities.

When possible, employees should take advantage of offerings outside the contractual hours of the school day.  When regional, state, or national workshops/conventions occur during the school day, credit for attendance would be granted with the principal’s approval.

* Three credit college courses (This counts for three years of professional growth)
* Workshops/Conventions 
* Diocesan Research Committee (Committee report must be submitted.)
* Travel to enhance teaching resources (unit or packet must be submitted.)
* Service on TCCED Accreditation Team

Religion Teacher Certification

All teachers of religion classes must be certified.  Opportunities for course work, which have been approved by the Superintendent, are offered through the University of Notre Dame (STEP), and My Catholic Faith Delivered.  Opportunities for continued professional development in the area of religion will be offered through the Diocese of Amarillo. 

The Principal or Assistant Principal will document all course work.  **See the appendix for the specific requirements for certification.

In the Absence of the Principal

In the absence of the principal, a staff member (with hours in administration if possible) will be assigned the following responsibilities:

1. Any office referrals for discipline.  The discipline policy shall be followed closely.
2. The obtaining of substitutes
3. Emergency health or safety situations
4. Personnel matters which cannot wait until the principal's return. (These should be handled with the board president's awareness.)
5. In the event that the absence of the principal is sudden or becomes lengthy, the board would determine specific responsibilities to be assumed by the designated staff member/members.




INFORMATION REGARDING SPECIAL SERVICES AND PROGRAMS

Serving Children with Special Needs

It is not a balanced or quality education if a special learning need frustrates a student. However, there are times when due to lack of resources, St. Anthony School is unable to effectively respond to the needs of each student. In these cases, a decision must be made to support the most viable plan to support each student academically, emotionally, socially and spiritually.

St. Anthony School honors the following procedures in trying to serve students with special needs:

Phase 1: Identification- identification of the specific area of concern(s), documentation of concern, consultation with team teachers, the principal, and the student’s parent/guardian.

Phase 2: Assessment- comprehensive assessment referral through the local public school or if parents opt through private, professional consultants.

Phase 3: Planning and Placement- determining the most appropriate and affirming long-term educational plan for the student. A modified plan may be created to match the needs of each individual student with on-going communication.

St. Anthony School participates in Title I A and Title II A Professional Training Federal programs through the Hereford Independent School District.  The services provided include Staff Development for our teachers and other special opportunities.

The Federal programs assist us in providing educational opportunities for underachieving students over and above what we are able to provide.

St. Anthony School Staff is committed to work with the parents to provide the educational services required by our students.


Testing: NWEA Testing

NWEA MAP Growth test is a norm-referenced test. It compares a student's performance to that of other students in a specific group (a norm group), according to NWEA. This means that NWEA MAP Growth reports percentile scores, indicating how a student performs relative to their peers. 
Here's a more detailed explanation:
· Norm-Referenced Tests:
These tests compare a student's performance to the performance of a larger group of students who are similar in age or grade level (the norm group). 
· NWEA MAP Growth:
This assessment measures student achievement and growth in reading, math, and science. 
· Percentile Scores:
NWEA MAP Growth reports percentile scores, which indicate how a student's performance compares to other students in the norm group. For example, a 90th percentile score means a student performed better than 90% of students in the same grade and subject area. 
· National Norms:
NWEA uses data from a large, representative sample of students to create national norms, according to NWEA. 
· Growth Percentile:
NWEA MAP Growth also provides growth percentiles, indicating how much a student has grown in comparison to similar students over time. 


Gifted and Talented: Services/Screening:
Hereford Independent School District offers services for students identified as Gifted and Talented.  They have offered to provide screening and services to those students that qualify from St. Anthony School.  Either teachers or parents may refer students.  Referrals should be made in writing to the principal.  Referrals will then be made to the Director of Student Services for HISD.   Screening for qualification of services is done in early fall, mid spring, and in the summer.  Placement of qualifying students is either at the start of a new school year or at semester.  Qualifying students will receive services one day per week at an HISD elementary school.  Parents of qualifying students who opt to take advantage of services will provide transportation and pay a fee to HISD for services. 

Although we do not have a diagnostician on campus, we are able to refer children for testing to determine special educational needs through the public school system.  Please note referral process by referring to the section of this handbook marked “Serving Students with Special Needs”.


Computer Lab

Pre-School and Kindergarten will be assigned one computer lab class per week.  Grades one through five will have two class times per week.  The lab manager will work closely with the classroom teacher to integrate and supplement classroom objectives. Teachers may take students to the lab when it is not being used for scheduled classes.  Please check with lab manager to avoid conflicts.

The computer classes will include keyboarding skills and word processing for the intermediate students and basic knowledge of computer usage for all grades. 

There are computers available in the individual classrooms for the Accelerated Reading program.

Technology Usage

Each teacher is expected to sign an Acceptable Telecommunications/Internet Netiquette Policy agreement and enforce this policy with his/her students (see Appendix/Technology Plan).  Use of the computer and the Internet are provided for professional use only.  Internet is available throughout the school. Staff members may access the Internet for educational purposes only and are expected to observe computer/network etiquette.

The use of the Internet (whether on school or personal computers/notebooks) to send jokes, forwarded e-mail messages, or other social networking communication sites, such as, but not limited to, Facebook® or Twitter®, etc. and not related to the professional duties to which you are assigned is strictly prohibited.  Transmission of such material may result in loss of computer privileges or termination of employment.  This includes, but is not limited to, defamatory statements made on a teacher’s blog regarding the administration, other teachers, students, or the parish.  Teachers should not “friend” their students on their social networking sites.   This is a breach of professional boundaries.  Inappropriate use of the Internet by staff members can be grounds for dismissal.  

**Refer to Appendix/Technology Plan for full policy.


Extended Day/After School Care

Extended day (Pre-School Children)/After School Care (Kindergarten through Fifth Grade) is offered for after school supervision.   Each teacher will be notified about the students who attend Extended Day/After School Care.



Guidance

St. Anthony's provides guidance through available public school and community resources.   A complete listing of the programs is found in the appendix.



Library/Media Center

A library/media center is available five days a week for reinforcement of reading, listening, and reference skills.  It is considered a vital part of the instructional facilities of the school.


Each class is assigned a library period each week for the purpose of checking out books and working on reference skills.  The students may go to the library to check out books other than the library period, however, they should not be sent when the library manager has a class scheduled.

Teachers may make arrangements with the library manager for additional library time for research, special projects, or the showing of videos.

All instructional materials are to be checked out by each teacher on the form provided in the library, and returned immediately after use.  Each teacher should become familiar with the materials available in the library.


Music Classes

Music classes are held two a week depending on the grade level. 


Physical Education/Competitive Sports/Liturgy

Physical education is provided for each class.  All students must wear tennis shoes for P.E. classes.  Girls in the primary grades are asked to wear shorts under their dresses for P.E. classes.

The Religion teacher plans liturgies, by assigning the students to ministries including: readers, gift bearers, greeters, and song leaders.

The P.E. teacher will be the coach, if possible, and will supervise and coordinate the competitive sports program.  If the P. E. teacher is not able to coach after school sports, volunteers will be obtained.  Guidelines for the program will be set with the coach/volunteers at the beginning of the school year. The coach/volunteer is responsible for the conduct of the students when the students are participating in tournaments.  All schedules and activities relating to the sports program are to be approved by the principal. No games or contests shall be arranged that will require the students to be absent from school unless approved by the principal in advance.  

All student athletes will provide proof of accident insurance. Those students participating in the basketball program will be charged a fee to help pay for the costs incurred in providing this program.

Please Note:  Health and Guidance may be integrated into Physical Education.


DIOCESAN POLICIES REGARDING STAFF


Drug Free Workplace

The purpose of this policy is to eliminate drug abuse and its effects from the workplaces of the Diocese of Amarillo and to bring about a safer and more healthful environment in these places.  This policy extends to all areas where work relating to diocesan activities is carried on in a parish, school, or other institution owned or operated by the Diocese of Amarillo.

The use, possession for consumption, concealment, sale, and transportation of illegal drugs, illegal inhalants, and alcoholic beverages during working hours (including overtime hours) is forbidden.

Depending on the type of drug involved, anyone working for the diocese found to be violating this policy will be subject to disciplinary action by the appropriate superior and such action can include dismissal.  A copy of this policy is to be given to all new employees within thirty days after they begin work.


Sexual Abuse Policy

A detailed sexual abuse policy is in place for the Diocese of Amarillo.  All employees are required to read the policy and sign an acknowledgment statement that is kept in the personnel file.


Sexual Harassment and Other Forms of Harassment

A detailed policy on sexual harassment and other forms of harassment will be made available to each employee.  All employees are required to read the policy and sign an acknowledgment statement that will be kept in the personnel file.


Confidentiality Policy

The nature of diocesan/school business required confidentiality.  It is the ordinary expectation that no diocesan/school business is discussed with any person other than in necessary diocesan/school interaction for carrying out assigned responsibilities.  Failure to observe confidentiality can be serious and may result in immediate dismissal of employees, or other disciplinary action.  All employees are required to read the policy and sign an acknowledgment statement, which will be kept in the personnel file.  




Concealed Weapons

A policy on the carrying of concealed weapons will be made available to each employee.  All employees are required to read the policy and sign an acknowledgment statement that will be kept in the personnel file.


Criminal Background Checks and Safe Environment Training

All employees must submit to a criminal history background check and will be required to attend Diocesan Safe Environment Training.  This training is to be in compliance with the Charter for the Protection of Children and Young People promulgated by the National Conference of Catholic Bishops. Safe Environment renewal training and a new criminal history background check will be required every five years.  This documentation will become part of the employee’s personnel file.


Blood borne Pathogens Exposure 

The Diocese of Amarillo follows the Texas Catholic Conference Education Department Bloodborne Pathogens Exposure Control Plan.  All employees will be trained about the dangers of unprotected exposure to bloodborne pathogens.

Employees who are more likely to be exposed to bloodborne pathogens will be offered the opportunity to receive pre-exposure immunizations against Hepatitis B.  All other employees will be given the opportunity to receive post-exposure immunization.


Asbestos Management Plan

An Asbestos Management Plan is available in the school office explaining the location of asbestos containing materials in the building.

All employees will be required to attend training about the dangers of exposure to asbestos in the building.


Copyright Laws

All laws regarding copyright are to be strictly followed.  (See Appendix)


COMPENSATION, BENEFITS, AND RELATED ISSUES


Contracts/Salary Confirmation

Professional personnel in the diocesan school system are employed under a legal contract.  The contract specifies the duties and responsibilities of the respective personnel.  Negotiations for the renewal of individual contracts should begin no later than March 15th each year with the signing of a letter of intent.

Submission of this form does not obligate the school to renew the contract.

All professional salaries will be determined by years of service using a salary scale adopted by the board.

Para Professional personnel receive a salary confirmation form.  Length of employment is not stipulated.  All Para-professional salaries will be paid based on a salary scale that will be determined by administration and approved by the school board each year. 


Sick Leave

Full-Time Professional Staff is allowed 10 working days annually for personal leave, whether for illness or other personal reasons; the unused portion thereof will not accrue. Full-Time Para-Professional Staff is allowed 10 working days annually for personal leave, whether for illness or other personal reasons; the unused portion thereof will not accrue.  The Principal and Assistant Principal will receive an additional two days of sick leave.  At the end of each pay period employees will be asked to sign an absence report.  PLEASE NOTE: Unused annual leave will not be paid to the employee when he or she separates from service.

Sick leave shall be used only for: illness of the teacher, illness of a member of the teacher’s immediate family, family emergency, or death in the teacher’s immediate family.  (Immediate family shall be defined as: spouse, child, stepchild, parents, stepparents, parent-in-law, siblings, sibling-in-law, grandparents, and grandchildren.)

Discretionary personal leave for more than two consecutive days may not be exercised, except in extenuating circumstances as determined by the Pastor or Principal.

Discretionary leave shall not be allowed on the day before a school holiday, the day after a school holiday, days scheduled for end-of-semester or end-of-year exams, days scheduled for parent-teacher conferences, during Catholic Schools Week, days scheduled for ITBS tests, professional or staff development days, or the last instructional day of the semester.

An employee who is absent for three consecutive sick days or longer, shall, upon request of the Pastor or Principal submit a physician’s statement as to the cause of the absence.

In the event that an employee’s absences for either sick or personal days exceed those allotted, the employee’s salary will be adjusted. The formula used to compute such adjustments will be 1/187 of the annual salary. Consideration in special circumstances may be appealed to the Pastor and Principal.

Funeral Leave

Funeral leave of three days will be granted to all employees for immediate family.  (See above for definition of immediate family.) Funeral attendance for any other relatives or friends would be deducted from personal days first.

Other Absences

Other absences such as family trips will be deducted from personal days.
	
Workshops or conventions related to job description would not be deducted from personal leave.
	
Court or Jury appearances are not charged to personal or sick leave and there is no loss of pay when an employee is served with a subpoena or jury duty summons.

The school board may initiate a sick leave bank for extreme medical circumstances such as personal or immediate family.


Leave of Absence

In the event of a serious illness, employees may request a leave of absence for up to one year.  The leave will be without pay and must be requested in writing to the principal and be substantiated by a physician's statement.  

The employee will be reinstated to the previous pay.  Request for reinstatement must be submitted to the principal with a thirty-day notice and be accompanied by verification from a physician that the person is able to return to work.

An employee may be granted family leave without full pay for the birth of a child, returning no later than the beginning of the school year following the child's first birthday.  The principal and school board would decide any decisions about pay to the teacher on leave for writing lesson plans for the substitute.

A request for leave, giving the anticipated date of confinement, shall be submitted in writing in sufficient time to secure a replacement.  Family leave will begin as requested by the employee.   The employee will be reinstated to previous pay upon return.

Employees who serve in the reserves of the Armed Forces will be granted a leave if called into active duty and will be reinstated to the same or similar job upon return.  In all cases of an approved leave the substitute will have full knowledge by means of a written agreement that the regular teacher may return to the position before the end of granted leave at the discretion of the principal.

Termination of Services

In the event that during the contract time, the principal feels it necessary to terminate a professional employee for the reason of professional incompetence, the policies on termination outlined in the Diocesan Handbook will be followed.

An employee may terminate services by giving a thirty-day written notice.  No severance pay will be given.

Non-Renewal of Contract

The contract expires upon the completion of time set out in the contract.  There is no expectation, expressed or implied, that it will be renewed.  The school has no obligation to a staff member until a contract is executed.

Due Process/Grievance Procedure

Catholic Schools are not compelled to adhere to the legal concept of Constitutional due process.  However, the Diocese of Amarillo embodies the moral and philosophic ethic of fairness and justice and believes in a model of due process that provides for an honest and open exchange of views.

Before differences become formalized into grievances, every reasonable effort is made to resolve local level conflicts by direct discussion at the lowest level of potential resolution. 

Should the informal process not lead to a resolution of the problem; the complainant must appeal following the established Grievance Procedure. 

Health Insurance

All employees working 30 hours or more per week are eligible for the health/dental/ life insurance plan.   This coverage will become effective the 1st day of the month following their 1st active day of employment provided the application is received within 30 days of active employment.  Open enrollment in the insurance plan is held during June each year.  Insurance premiums for Catholic school lay employees are shared 75/25.  The school will pay 75% of the employee's premium and the remaining 25% would be deducted from the employee's paycheck.  Insurance for full time religious employees is 100% paid.

If an employee chooses to be insured, the employee's dependents are also eligible for coverage.  The employee must pay in full for their dependent's coverage via payroll deduction.

Employees who already have insurance coverage through a different company or choose to decline the Diocesan insurance will be asked to sign a waiver.

Premium amounts will be announced on a yearly basis.

Retirement

A 401K-retirement benefit plan is in effect for employees of the Diocese of Amarillo who meet eligibility requirements.  

Complete details of the plan will be given to new teachers at the time of hire.  

Returning staff will be given the opportunity to make any changes to their plan. *

*Please refer to the Diocesan Policy, Summary of School Employee Benefits 

Worker's Compensation:

Worker's compensation coverage is statutory in the State of Texas and is paid by the employer.

Pay Date

Contract salaries will be divided in either ten- or twelve-monthly payments.  Paychecks will be distributed or directly deposited on the 30th of each month.  If the 30th falls on a weekend, payment should not be expected until the Monday following the 30th.  

Direct Deposit is an option offered by St. Anthony Catholic School.  Employees should complete and return the correct authorization form for this service.

Tuition Discount 

St Anthony’s School employees are encouraged to apply for tuition discounts for their dependent (IRS definition) children in grades (K5-5th grade) as indicated below. The tuition discounts may not be used in conjunction with any other discount such as ACE or Diocesan Tuition Assistance.  Tuition discounts are not offered for any K4 students. 

1. All employees of St. Anthony's School are given a 50% per month discount on tuition for their children. 
2. 
3. 
4. Part-time employees will receive a 25% discount for their children enrolled at St. Anthony’s. 
5. Grandparents, substitute teachers or any other relation are excluded from any discounts.  


SPECIFIC POLICIES REGARDING STUDENTS


Attendance

1. Absences shall be classified into:

    a. Excused absence, occasioned by legitimate causes such as:

Personal illness
Sickness or death in family
Weather or road conditions making travel dangerous
Medical or dental appointments
Days of in-school suspension

Parent trip (Arrangements must be made in advance)
Any other extenuating circumstances acceptable to the principal.

Students must be in attendance for at least 90% of the instructional days.  
A doctor's excuse for illness will be required after eight days of absence for the above reasons.

Ten days will be allowed for participation in extra-curricular activities provided that the student is eligible in accordance with the academic eligibility policy and has made the request for absence to the teacher and principal one week prior to the absence. The ten extra-curricular days will count against perfect attendance and they are counted in the total days required.

Absences for participation in non-school sponsored activities (i.e. AAU basketball, volleyball, Greater Southwest Music Festival football) must also be cleared through the principal especially if there is going to be several absences related to their participation in the activities.  Assignments must be requested by the parent/students at least one week in advance.

If a student misses more than the number of days allowed, the principal, teacher, and the board will review the case.  The parents/guardians may be required to appear before a closed session of the school board.

After the review, it will be determined if the student can be promoted to the next grade.

b. Unexcused absence--which occur with the knowledge and approval of the parent or guardian but for reasons not included in the above list or are not acceptable to the school administration.
c. Truancy--absence that is intentional and planned in violation of attendance
                Rules.

2. Reinstatement after absence

Upon return to school following an absence, a note should be brought to the office within two days explaining the reason for the absence unless the reason was stated to the office before the absence.  The note should be brought to the school office, approved, and then presented to the teacher.
3. Appointments during the day

An advanced, early in the day written request or a phone call to the office from the parent or guardian is required for a student to leave the school during the day for dental, doctor, and other appointments.  This would also apply to funerals.  The parents must come to the office to sign the student out.  No student shall be released unless the principal knows the reason for the release and the person to whom the student is being released.  In the event someone other than the parent will be picking up the child for an appointment, please notify the office in advance.

4.  No student may leave the school grounds at any time without the express permission of the principal.   

If the Principal grants permission, the respective teacher of that student must be notified at once. Students going home for lunch, or leave with a parent, must sign out when leaving and sign in when returning.  The time for return must be in conformity to the bell ending the recess period for the child.  Tardies will be given for a late return to class from lunch.  If someone other than the parent is picking the child up for lunch, a note or phone call should notify the office.

Note:  Please make every effort to schedule doctor and dentist appointments after school hours.

5. Make-up Work for Absences


All work related to an excused absence must be completed and submitted to the teacher within a reasonable amount of time (the same length of time as the absence) in order for full credit to be granted.  The parent/student is responsible for finding out about assignments and for making up the work within the time allotted by the teacher.  A zero will be recorded if the student fails to make up the work in a reasonable amount of time.

Work missed due to an unexcused absence will be given a zero.  Work missed due to truancy will be given a zero.

In certain instances, as determined by the principal, work must be requested in advance and completed upon return of the student to class.  A zero will be given if the work is not completed as requested.

*Any exceptions to this policy must be cleared with the principal.

Note:  A student must be in attendance at least two hours of instructional time to be counted as present for the morning and at least two hours of instructional time to be counted as present for the afternoon.


Tardy Policy

At St. Anthony Catholic School we strongly believe that teaching our students to be on time for their commitments is an important life skill.  We further believe that allowing for repeated tardiness diminishes the importance of this issue in the mind of the student.  

Frequent tardiness at the beginning of school is an avoidable problem.  In most cases it can be corrected by simply adjusting the alarms a few minutes to allow for an earlier departure from home.  

Our students must realize they are expected to be at school on time each day.  The tardy bell rings at 8:05 a.m. and all students should be present sitting in the gym ready for Morning Prayer at that time.  This is an important time when we worship and pray with the students and when teachers make announcements.  This morning time helps to establish a spiritual and positive tone for the day.  Students entering late not only miss out on this important aspect of the school experience, but they frequently disrupt Morning Prayer.  

According to our policy:

1. Students who are tardy must report to the office as they arrive at school.

2. Students are tardy if they are not present for opening exercises in both the forenoon and afternoon sessions.  

We are asking parents to impress upon your child the importance of this issue.  Please set a good example.
According to our policy:
1. Students who are tardy must report to the office as they arrive at school.
2. Students are tardy if they are not present for opening exercises in both the forenoon and afternoon sessions.  
3. We are asking parents to impress upon your child the importance of this issue.  Please set a good example.

Frequent tardies will not be tolerated.  
	The number of tardies to school in a semester period
	Consequences

	3rd tardy
	Parent notification by teacher (email, note home, etc.…)

	4th tardy
	Lunch Detention given by teacher, and notifies parents of lunch detention (email, note home, etc.)  

	5th tardy
	Administration to conference with parent. Drop of one letter grade in conduct. Perfect Attendance becomes void, One hour after-school detention (1day)

	6th tardy 
	Drop of two letter grades in conduct for the grading period.  Student will lose eligibility for participation in extra-curricular activities including field trips for the current grading period and the next. One hour after-school detention. (2 days)



	7th and subsequent tardy
	In School Suspension (Sub paid by parent at a rate of
$ 90.00 a day)




Retention Policy

1. Retention should be considered for students who have deficiencies as indicated below:
a. Students who have done unacceptable work in any two of the following: 	         reading, language arts, or mathematics.
b. Students who exceed the number of absences allowed. (See p. 16)
c. Students who in conjunction with a. and b. do poorly on the standardized achievement test.


2. If in the opinion of the teacher and principal, a child can become a stronger student by repeating a grade, then careful consideration should be given to retention.  Every effort will be made to reach a mutual agreement.  However, if agreement cannot be reached, the school personnel will make the final decision in the best interest of the child.

3. If retention is recommended, the parent should be apprised of the situation no later than the Fifth Six Weeks Conference.


Academic Eligibility

Any student participating in sports or other extracurricular activities such as livestock shows or other activities approved by the principal, must have passing grades in all subjects the preceding grading period, either from the last six weeks reporting period or progress reporting period, whichever is nearest the date of the activity.  Failure to have passing grades will result in the student being considered ineligible to participate.  Should a student choose to violate this policy, it will be considered a truant absence.  A student, who was not in attendance for the school day due to illness, will not be allowed to participate in after school practice or extracurricular activities.


Discipline/Conduct

In guiding the student's growth in Christian attitudes, values, and behavior, it is well to emphasize the positive rather than the negative.  The essence of Christian discipline is self-discipline. 

The child should be helped to see clearly the consequences of various behaviors and to realize that choosing certain ones means accepting the responsibility for the consequences of these behaviors.  The child must be directed to choose one form of behavior over another and to take upon him or herself the consequences of that chosen behavior.  The consequences should always be logical and appropriate to the behavior.

From the beginning of the year, school and classroom regulations and procedure, and the consequences should be clear to the student and parents or guardians. If a student receives a B in conduct during both semesters, they will be deemed ineligible for an A/B honor roll award at the end of the year. During teacher in-service in August, primary and intermediate teachers meet in groups to determine the rules and consequences to be followed in the classrooms.  The rules are stated positively and are few in number.

When teachers feel the discipline infractions go beyond their stated consequences, they may refer the child to the office.  A detailed plan for office referrals will be given to the staff at the beginning of the year.


Suspension and Expulsion

Suspension is defined as a temporary dismissal of a student from the classroom.  It is ordinarily served in school.  However, in circumstances determined by the principal, it can be served out of school.  All substitute costs for an in-school suspension will be charged to the parents.

The principal is the only school official who may suspend a student. The principal will determine the number of days.  Decisions to suspend follow only after other means of motivation have failed and/or attendant circumstances necessitate this extreme disciplinary action.  The principal is the only school official who may place a student in in-school suspension.
Parents will be notified before the child is placed in in-school suspension.  If a parent cannot be reached, the child may be kept out of class until the parent is reached.

Expulsion is defined as the permanent dismissal of a student from school.

When a student's behavior is deemed harmful to the Catholic school community or to individuals, expulsion with or without the parents/guardian’s agreement may be invoked. Due to the gravity of the consequence of expulsion, consultation with the faculty, pastor and board president is required prior to the initiation of the process.

Expulsion is not the first sanction invoked against a student, except in cases involving the sale or distribution of illegal substance or possession of prohibited weapons.  The student's record will ordinarily show that several formal conferences have been held with the parents/guardians to discuss the student's behavior.  The record will show that at one time or another the student has been on probation or suspended, so that they are fully aware of the consequences of subsequent misconduct.

The parents of the student expelled may appeal their case, following the published grievance procedure of the school.        



Procedure for Drug Abuse or Misuse

When there is a question of chemical substance misuse (hard or soft drugs, alcohol and inhalants) or medications misuse or overdose, the principal will work with the student and the family in a corporate effort to bring about elimination of the drug abuse and complete recovery for the student involved.  Local health and law enforcement agencies can be called in.  Disciplinary action and possible expulsion ensure.

Administrators may search lockers and other personal property for alcohol, drugs, and other controlled substances.

A student who uses, in the manner prescribed, a drug authorized by a licensed physician through a prescription specifically for the student's use shall not be considered to have violated this policy.

The transmittal, sale or attempted sale of what is represented to be an illegal substance results in immediate expulsion and notification of the police.

Tobacco and Tobacco Substances

Disciplinary action will be taken if any student is found with tobacco or tobacco substances on school property.

Violence

INVOLVEMENT IN ACTS OF VIOLENCE, WHETHER ON SCHOOL PROPERTY OR AT SCHOOL SPONSORED AND SUPERVISED EVENTS, RESULTS IN IMMEDIATE EXPULSION AND NOTIFICATION OF THE POLICE.

Prohibited Weapons

Firearms
Knives
Explosives
Knuckles
Armor piercing ammunition
Chemical-dispensing devices
Razors
Chains
Fireworks
Clubs
Any device, including school supplies, used in a way that threatens or inflicts bodily injury on another person.

POSSESSION OF A PROHIBITED WEAPON RESULTS IN IMMEDIATE EXPULSION AND NOTIFICATION OF AUTHORITIES.


Detention

Students may be assigned to detention for incomplete homework assignments, dress code violation or for behavioral problems.  In the event this becomes a continuous problem, the students may be given an office referral that can result in a poor conduct grade. Parents will be notified by phone if their child will be detained after school.  
1st detention walk during recess
2nd detention walk during recess
3rd detention walk during recess
4th detention walk during recess
5th detention walk during recess
6th teacher afterschool detention
7th teacher afterschool detention
8th teacher afterschool detention
9th office referral

K-2- 5 demerits constitutes a lower grade in conduct 
3-5 -Automatic Demerit for violation of dress code

Tutorials/Detention

Students needing extra help or who need to complete class work can be given tutorials before school, at lunchtime, or after school.  The parents must be personally notified about tutorials if it is before school or after school.  If a student is not completing their class work in a timely manner and is being kept in on a regular basis to finish it, this is considered a behavioral problem and he/she can be sent to an after-school detention.  Consistent failure to turn in assignments can result in an office referral.

Progress Reports

Progress reports are to be sent out following the third week of each six weeks grading period.  Reports are sent out on all students.

Progress reports for pre-school children are sent out every nine weeks.  This is instead of six weeks report cards.



Report Cards

Report Cards for students in grades K-5 are sent home on the Thursday following the end of each six weeks.  Duplicate grade reports are due in the office no later than Wednesday of that week.  Progress reports for Pre-School are sent home every nine weeks.
        
Unless otherwise stipulated in custody papers, the custodial parents will receive the report card and a copy can be requested from the non-custodial parent.


Honor Roll Requirements

There will be an "A" honor roll and an "A/B" honor roll for 2nd through 5th grade.   To make the "A" honor roll, students must have an "A" in Religion, an “A” in conduct and an "A" in all other core subjects.  To make the "A/B" honor roll, students must have an "A" in Religion, an “A” in conduct, and at least a "B" in other core subjects.  (Core subjects are Reading, Language Arts, Mathematics, Science, and Social Studies.)  Music, Physical Education and Library classes are not considered as core subjects, however, failure to participate and/or cooperate in these classes can lead to office referrals, which could keep the student from achieving the honor roll.  (The discipline policy specifically details the effect behavior will have on the honor roll.)
If a student receives a B in conduct during both semesters, they will be ineligible for an A/B honor roll at the end of the year.

Parent /Guardian/Teacher Conferences

Parents/Guardians are required to pick up the first report card and the one at the end of the fifth six weeks at a scheduled conference.  Parents/Guardians can be called in for additional conferences as needed.  Teachers should keep in touch with the parent/guardian by phone about any circumstances that require their awareness and/or attention.

Suggestions on how to have successful conferences are available in the office.



Health Guidelines

Please send students to the office for medical attention only under the following circumstances:
1. Suspicion of elevated temperature
2. If student is obviously ill or has been vomiting
3. If an injury occurs
4. Suspicion of pink eye/or other contagious illnesses
5. Suspected child abuse
6. Suspicion of head lice

Please use discretion regarding sending the children to the office for illness.  Try to deal with minor complaints in the classroom.


Medication Policy-- (Diocesan)

The medication policy of the Diocese of Amarillo prohibits the administering of medications in any form to students without written permission from the parent or guardian and/or the physician. All medications must be brought to the office in original package and the proper paperwork must be completed before the medication can be given.


Child Abuse
  
Detailed guidelines for reporting suspected child abuse are found in the appendix.


Sales Representatives, Solicitors, Propaganda, Political Activity

No sales representatives, solicitors or peddlers are permitted to interview staff members during school hours without the permission of the principal.

No advertisement, circulars, posters and other propaganda will be passed out in the classroom or on the school premises without permission of the principal.

Section 501c (3) of the internal revenue Code prohibits Catholic organizations that are tax exempt under its provisions from participating or intervening in political campaigns on behalf of or in opposition to any candidate for public office.  Any questions regarding the subject should be addressed to the Diocesan office.


Wellness Policy

A detailed wellness policy was developed in 2006 and revised in 2011.  A copy is found in the appendix.  All staff members are expected to be aware of the guidelines in this policy.

Federal Programs Participation

St. Anthony’s School participates in Title I A, Title II A Professional Training Federal Programs through the Hereford Independent School District.  The services provided include technical support for the Compass Program, Staff Development for our teachers, and other special opportunities.
          
The Federal Programs assist us in providing educational opportunities for underachieving students over and above what we are able to provide.
     

Recess Duty
During recess the teacher needs to monitor the behavior of the students in her or his care. The teacher needs to be walking around the schoolyard to better observe student’s behavior and to look out for children who appear to be isolated from other students. The teacher must also be aware of bullying and if this should occur, address it immediately.


DISCIPLINE POLICY

The primary and intermediate teachers will meet during in-service to determine the rules and consequences to be followed in the classrooms.  The rules are stated positively and are few in number.  Other school rules, such as those applying to the playground, cafeteria, and hallway are also communicated to the students. When the teachers or principal feel the discipline infractions go beyond their stated consequences, they may refer the child to the office for a formal discipline referral

The office procedure for pre-school through first grade will be as follows:
1st referral (white referral slip/renweb):  The principal will speak to the child and will notify the parent/guardian.  The child will receive an “N” in conduct for the six weeks.

2nd referral (pink referral slip/renweb):  Detention will be assigned.  The Principal will determine the number of days.  The student will receive a “U” in conduct.

3rd referral (pink referral slip/renweb):  Parent Conference will be mandatory.  Detention will be assigned.  The Principal will determine the number of days.  The student will receive a “U” in conduct.

The office procedure for second through fifth grade will be as follows:
1st referral (white referral slip/renweb):  The principal will speak to the student and will notify the parent/guardian.  This office referral in itself will not make the student ineligible for the honor roll.

2nd referral (pink referral slip/renweb):  Parent Conference will be required.  Detention will be assigned. The Principal will determine the number of days.  The student’s conduct grade will be lowered and he/she will not be eligible for the honor roll for the current six weeks.

3rd referral (pink referral slip/renweb):  In School Suspension will be assigned.  The Principal will determine the number of days.    The student’s conduct grade will be lowered and he/she will not be eligible for the honor roll for the current six weeks.

Teachers may request that a student be given a warning conference with the principal before a formal office referral is filed.  Teachers may also lower the conduct grade for cumulative misbehavior in the classroom without an office referral.  Students who go beyond three referrals can be subject to additional suspensions or expulsion.  See also Parent/Guardian Handbook and Diocesan Handbook (available upon request) for additional information.  In all cases of in-school suspension, the parents will be charged the cost of the substitute required to supervise the suspension.  In cases determined by the principal the suspension may be assigned out of school.  In these cases, the assigned work would be picked up by the parents to be completed at home.  Full credit would be given for this work.

**The principal and/or pastor are the only individuals who may make exceptions to written disciplinary procedures where, in his or her judgment, such exception is warranted.
St. Anthony Catholic School, Hereford
ANTI-BULLYING POLICY AND PROCEDURES
Introduction
This policy has been created to support our school’s mission, to support our commitment to provide a safe environment for all, and to support our students in developing the self-direction and skills necessary for positive social interaction. 
In any school community, there will be times when students do not get along. In most cases bullying occurs because an individual lacks the self-discipline skills needed to get along in society. Our policy and procedures are designed to guide our community in responding to bullying and other negative social behaviors so that students move past these negative behaviors and develop skills to learn and play together as part of the community. 
This policy applies to all students, parents, faculty, and adults on our campus, whether attending school, employed by the school, working as contractors, volunteering or visiting. 
Policy Statement
We believe that all people have dignity because they are created in God’s image and are of infinite value. We further believe that as a Catholic Christian community we are called to reflect the values of Jesus in His regard and respect for all people. In this way, we build up the Body of Christ within our school community, and provide a physically and emotionally safe environment for all members. 
Any form of bullying directed toward any member of our school community by another member of the community is contrary to these Christian values and is not acceptable at any time. 
The school will provide ongoing and age appropriate antibullying and social skills education for all students, as well as education for staff and parents on these same topics, to promote the prevention of bullying behaviors within our school community. 
The school will provide ways for individuals to report incidents of bullying and other negative social behaviors that are of concern. 
The school will treat seriously any reports of bullying behaviors or concerns. Such reports will be reviewed and investigated in a prompt, confidential, and thorough manner. Consequences will be applied according to our classroom and school discipline cycles, and in some cases may result in suspension and/or required withdrawal depending on the nature of the infraction. 


Prevention and Education
Bullying prevention begins with all members of our community being able to communicate clearly about the concerns and issues. Learning to distinguish the difference between normal social ups and downs, negative social behaviors such as meanness and rudeness, and actual bullying is part of the process for all of us. To that end, we provide the following definitions for our common understanding: 
Bullying – when a student (or group of students) attempts to take power over another student. Bullying can be repeated over time or consist of a single interaction, with students adopting the roles of target, bully, bully follower or bystander. 
Physical Bullying – using physical force to hurt another student by behaviors that may include but are not limited to hitting, punching, pushing, shoving, kicking, spitting, pinching, getting in the way or holding. It is also physical bullying to interfere with another student’s belongings, to take or break possessions, and to demand or steal money. 
Verbal Bullying – directing words at another student with the intention of putting down or humiliating. This includes but is not limited to threatening, taunting, intimidating, insulting, sarcasm, name-calling, teasing, putdowns and ridiculing. It is also considered verbal bullying when a student uses hostile gestures towards another student, such as making faces, staring, giving the evil eye, and eyerolling. 
Relational Bullying – when a student influences other students’ friendships and relationships by actions that include but are not limited to deliberately leaving them out, spreading gossip and rumor, whispering about them, giving the silent treatment, ostracizing or scapegoating. Relational bullying also includes writing words or creating cartoons, posters or drawings about another student designed to hurt or humiliate that student. 
Cyber Bullying – the use of cell phones, text messages, emails, instant messaging, web blogs and postings to bully another student in any of the ways described above. Examples of cyber bullying include but are not limited to sending threatening or insulting messages by phone and email, posting embarrassing pictures and personal information about others on blogs or social networking sites such as Facebook or Instagram, forwarding to others a private email or text message that was meant for a single individual, and spreading hurtful rumors online. 
The educational and social skills components of our bullying prevention program will be based on the Discipline with Purpose Anti-bullying Curriculum, and will draw on other resources as necessary and appropriate for our students and school community. 
Reporting Procedures
All members of the St. Anthony Catholic School community have the right and responsibility to report incidents of concern regarding negative social behaviors and bullying so that together we can maintain a safe environment for all and practice the skills necessary for positive relationships within the community. School administration and teachers are not always present to witness incidents or areas of concern, and therefore can only intervene when they are informed about them. 
Students are encouraged to report bullying concerns to their classroom teacher or another school staff member by way of a verbal report or written note. 
Parents are also encouraged to report directly to faculty or administration their concerns about any bullying behaviors. Parent reports can be made by way of a verbal or written report. 
Teachers and Staff will report to the school administration all bullying concerns and incidents that come to their attention through either direct observation or reports from others. 
School Administration can also initiate a process to address an observed concern or incident. Depending on the concern, their report may be shared with the classroom teacher of the student(s) involved. 
School Administration will maintain records of all reports filed during the school year using FACTS SIS/Ren Web. 
Intervention Procedures
All reports of bullying concerns will be handled seriously and promptly by the faculty and administration. Upon review and investigation of a report, some concerns will be addressed within the classroom by the teacher, while more serious and repeated concerns will be referred to the administration for further intervention. 
Intervention in bullying concerns will be addressed with the two goals in mind: to maintain safety and order within the community, and to identify, teach, and practice the skill(s) needed to prevent the unwanted behavior from occurring again. 
Appropriate confidentiality will be maintained in order to protect all of the individuals involved in the matter. 





							





DRESS CODE

On out of Dress Uniform days, all wearing apparel should be modest, neat, and clean (sundresses/spaghetti strap dresses, tank tops, and net shirts are not permitted), even on special dress days, such as Festival of Trees, Christmas Program, Seder Meal, and Graduation.   The entire midriff must be covered.  (This includes swimsuits for the girls.)  Caps, hats, bandanas, and head-scarves (on boys or girls) may not be worn in the school building except on special designated days.  All girls Pre-School through fifth grade must wear shorts under dresses or skirts.  Shorts or skirts must not be shorter than three inches above the knees.  

Hair is to be neat, clean, and styled so that vision will not be obstructed.  Faddish hair styles, including but not limited to, tails, punk styles, Mohawks, shaved designs, unnatural colors and any hairstyles distracting to the learning environment are not allowed. Jewelry should be kept simple.  Ear cuffs, boys’ earrings, multiple piercings, and body art are not permitted.

A Dress Uniform policy for students in Pre-school through fifth Grade will be in effect for Mondays, Wednesdays, Thursdays, and Fridays, field trips, and other special days determined by the principal.  All students Pre-School through fifth Grade will be required to have a blue Spirit Tee (school t-shirt).  Every Tuesday will be St. Anthony’s Spirit Tee and jeans/gym shorts day. (See pages following for Dress Code Flyers.)

The special “Dress Uniform” and Spirit Tee policy consists of the following requirements:

Shirts -
· St. Anthony School monogrammed, navy blue polo (no visible undershirt allowed) to be worn Mondays, Wednesdays, Thursdays, Fridays, and designated days.
· St. Anthony School Spirit Tee to be worn on Tuesdays, on field trips and designated days. (Long sleeve shirts may be worn under the Spirit Tees.)
· Girl’s navy blue cardigan sweater may be worn on Dress Uniform days.
· Boy’s navy blue zipper front sweater may be worn on Dress Uniform days.
· Optional: Sweatshirts with school emblem may be worn with the polo shirt.

Slacks/Shorts/Skorts/Jeans –
· Dark Khaki uniform slacks/shorts or scooter skorts will be worn Mondays, Wednesdays, Thursdays, and Fridays.  (Must be dark Khaki and NOT stone in color, cargo shorts/pants are not permitted)
· Shorts/skorts must not be shorter than three inches above the knees.  
· Blue jean pants/shorts worn on Tuesdays must be denim with no holes, excessive frayed edges or distracting/excessive embellishments.  Gym shorts or casual shorts may also be worn. Cargo jeans (pockets on legs) are not allowed for safety reasons. 

Belts - 
· Plain black, brown, or navy belts are to be worn with uniforms at all times if the slack/pant/short has belt loops (for both boys and girls).

Shoes/Socks –
· Sneakers or tennis shoes and white socks, are a required part of the uniform for boys.  
· Sneakers or tennis shoes and white socks, navy knee socks, or navy leggings are a required part of the uniform for girls.  

· Tennis shoes need to be secure and cover the entire foot.  Tennis shoes that come off too easily are a safety concern and parents will be asked to purchase tennis shoes that fit securely.
· NO boots, flip-flops or sandals, dress shoes or Vans, Crocs, Toms, etc. are to be worn.
· Socks should be solid white (no logo), and cover the ankle.
· Navy knee socks for girls are allowed.
· Navy leggings worn with skorts, jumpers, and dresses are allowed.

Girl’s Dresses & Jumpers (Mondays, Wednesdays, and Thursdays ONLY) -
· Khaki jumpers from French Toast ™ may be worn over the navy dress polo.  Shorts must be worn under the jumper.  
· Navy polo dresses from French Toast ™ embroidered with the school logo.  Shorts must be worn under the polo dress. 

Analog Watch only, No smartwatch

Dress uniform shirts, jumpers, and polo dresses may only be purchased at our school’s approved vendor:  http://stanthonycatholic.epluno.com

We encourage our families to feel free to continue using uniforms, which have already been purchased as long as they follow the dress code.  Bottoms may also be purchased locally.  Please be sure to adhere to the dress code of dark Khaki color and NOT stone.  We also have some gently used uniforms available in our Uniform Closet, as well as a few new navy polo shirts. 

All students must wear tennis shoes for P.E. class.  Failure to wear proper shoes for P.E. can result in loss of points for the six weeks grade.  Students participating in school sports events are required to wear a St. Anthony’s Spirit Tee.
In the spirit of creating a positive learning environment and preparing our students for life skills outside of and beyond St. Anthony School, this is an explanation of the consequences that a student will incur for committing a dress code infraction at St. Anthony Catholic School. Please be advised of the following consequences each time that a St. A’s student is found to have committed a dress code infraction in a semester: 
1st Infraction: The student will receive a verbal reminder of appropriate dress. 

2nd & 3rd Infraction: The parent will be notified either by email or note sent home by the teacher.

4th Infraction: the parent will be notified by a phone call and will need to bring a change of clothes for his/her child. 
5th Infraction: The parent will be notified by a phone call and will need to bring a change of clothes for his/her child.  Drop of one letter grade in conduct for the grading period.  

Continued non-compliance can result in a formal office referral.

A TEAM EFFORT IS NEEDED TO PURSUE EXCELLENCE. PARENTS, TEACHERS, AND STUDENTS TOGETHER SHARE THE RESPONSIBILITY OF BEING PURPOSEFUL ABOUT CULTIVATING THAT EXCELLENCE BY ENSURING THAT EVERY STUDENT COMPLIES WITH THE DRESS CODE.

PLEASE label all students clothing with names.  This is especially true for uniform clothing, swimming suits, towels, sweaters, and jackets.  All unclaimed clothing at the end of the school year will be given to the summer youth garage sale.

NOTE: No handbook can cover every situation regarding uniform code. The school administration will make the final decision about the appropriateness of all dress code guidelines including clothing and shoes worn to school and will determine if the student is in compliance with the dress code.  
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COMMUNICATIONS

Social Media Policies and Guidelines

“The new digital technologies are, indeed, bringing about fundamental shifts in patterns of communication and human relationships. The desire for connectedness and the instinct for communication that are so obvious in contemporary culture are best understood as modern manifestations of the basic and enduring propensity of humans to reach beyond themselves and to seek communion with others. In reality, when we open ourselves to others, we are fulfilling our deepest need and becoming more fully human. Loving is, in fact, what we are designed for by our creator.” 
~Pope Benedict XVI Message for the 2010 World Communications Day 

Social media can be powerful tools for strengthening community as it becomes the platform to inform, communicate and network, but it should not be viewed as a substitute for face-to-face interaction. The use of social media tools will enhance the communication among St. Anthony Catholic School families and fans through the use of Flocknote and Facebook, but in the future may include Twitter, LinkedIn, and other sources of media/social networks, or sources of communication. 

General Guidelines

Use good judgment. Think about the type of image that you want to convey on behalf of the school when you are posting to social networks and social media sites. 


Social Media Policy and Guidelines for Staff Regarding Social Networks

Individual Accountability: St. Anthony Catholic School staff members are personally responsible for the content that they post share and respond to online. When posting online, all information is considered representative of your views and opinions and not those of St. Anthony Catholic School.   

Photography/Videos: Before posting photographs and videos, permission should be sought from the subject where possible. Consult the “No Photograph List” in the Communications Office prior to posting digital media containing images of students. Ensure digital pictures are appropriate for viewing by students, parents and colleagues.   

Confidential Information: Online postings and conversations are not private. Do not share confidential information, internal School discussions, or specific information about students or other staff members.   


School Logos: Do not use any School logo or image without permission. If you wish to promote a specific St. Anthony School activity or event, please contact either Elaine McNutt, Director of Marketing and Public Relations at mrsmcnutt@stanthonysaints.com or Linda Gonzalez, Principal at mrslindagonzalez@stanthonysaints.com, for permission or provide a link to the official St. Anthony School Facebook page.  

Student-Staff Relations: Accepting invitations to social networking sites from students or alumni under the age of 18 are strongly discouraged.   

Staff-Parent Relations: We recognize that many members of our community are both staff members as well as parents or alumni parents. With this in mind, we ask that staff join the social networks of parents at their own discretion. Do not feel obliged to accept a social networking invitation from parent or another staff member. You should never discuss sensitive School matters with parents using Facebook, blogs, and other social media outlets. Please refer to the staff handbook for more information about parent communications.  

Inappropriate Behavior: In the online environment, staff must follow all St. Anthony School policies and conduct himself/herself online as in School. Please refer to the staff handbook for additional guidelines pertaining to professional behavior.   

Guidelines for Acceptable Behavior on Social Networks 

Privacy: When posting, even on the strictest settings, staff should act on the assumption that all postings are in the public domain. In micro-blogging (Twitter etc.), comments made using such media are not protected by privacy settings. Staff members should be aware of the public and widespread nature of such media and refrain from any comment that could be deemed unprofessional.    

Profiles: Ensure your profiles and related content is consistent with how you wish to present yourself with colleagues, parents and students. Use caution and discretion when setting up your profiles. When uploading digital pictures that represent yourself make sure you select a School appropriate images. Remind your network friends of your position as an educator whose profile current and former students may access.   

Professionalism: By virtue of identifying yourself as St. Anthony Catholic School staff member online, you are now connected to colleagues, students, parents and the School community. You should ensure that content associated with you is consistent with your work at St. Anthony Catholic School. Comments related to the School should always meet the highest standards of professional discretion. Audiences who may read your posts could include current and prospective students, faculty, staff, donors, alumni, parents and the media; therefore, post only information that you would want to share with them.   

School Values: St. Anthony Catholic School encourages staff to set and maintain high ethical standards in their use of social networking. Staff, parents and students reflect a diverse set of customs, values and points of view. Be respectful of the opinions of others in your posts or comments. Under no circumstances should offensive comments be made about students, parents or colleagues nor the School in general. If responding to someone with whom you disagree, remember to be respectful. Make sure that criticism is constructive and not hurtful. Your posts and comments should help build and support the School community. Do not comment on nor forward unsupported information, e.g. rumors.

Inappropriate Content: Consider carefully what you post through comments and photos. Even though you are of legal age, photographs relating to alcohol or other age-restricted activities may be deemed inappropriate. Do not use ethnic slurs, innuendos or any other inappropriate content. Do not use profane or threatening language. Remember that students may use your behavior on online social networks as a model.   

Social Media Guidelines for Parents Regarding Social Networks

Individual Accountability: St. Anthony Catholic School parents are personally responsible for the content that they post, share and respond to online. When posting online, all information is considered representative of your views and opinions and not those of St. Anthony School.

Confidential Information: Online postings and conversations are not private. Do not share confidential information, internal School discussions, or specific information about students, staff or other parents.   

School Logos: Do not use any School logo or image without permission. If you wish to promote a specific St. Anthony School activity or event, please contact either Elaine McNutt, Director of Marketing and Public Relations at mrsmcnutt@stanthonysaints.com or Ana Copeland, Principal at mrscopeland@stanthonysaints.com, for permission or provide a link to the official St. Anthony School Facebook or Twitter page.  

Staff-Parent Relations: We recognize that many members of our community are both staff members as well as parents or alumni parents. With this in mind, we ask that parents join the social networking site of faculty and staff with discretion. Parents should keep in mind that faculty and staff members are not required to accept invitations from parents, and should respect each individual staff member’s personal preferences concerning their social networks. You should never discuss sensitive School matters with staff or other parents using Facebook, blogs and other social media outlets.   

Guidelines for Acceptable Behavior on Social Networks 

Privacy: When posting, even on the strictest settings, parents should act on the assumption that all postings are in the public domain. In micro-blogging (Twitter etc.), comments made using such media are not protected by privacy settings.  

Profiles: Ensure your profile and related content is consistent with how you wish to present yourself with colleagues, parents, and students.  
 
School Values: St. Anthony Catholic School encourages parents to set and maintain high ethical standards in their use of social networking. Staff, parents, and students reflect a diverse set of customs, values and points of view. Be respectful of the opinions of others in your posts or comments. Under no circumstances should offensive comments be made about students, parents or staff nor the School in general. If responding to someone with whom you disagree, remember to be respectful. Make sure that criticism is constructive and not hurtful. Your posts and comments should help build and support the School community. Do not comment on nor forward unsupported information, e.g. rumors.   

Inappropriate Content: Even though you are of legal age, consider carefully what you post through comments and photos regarding alcohol and other age-restricted activities. Do not use ethnic slurs, innuendos or any other inappropriate content. Do not use profane or threatening language.   

Social Media Guidelines for Students Regarding Social Networks 

Age Restrictions: St. Anthony Catholic School acknowledges that many social network sites require members to be at least 13 years of age. We encourage students to adhere the policies of these sites.   

Individual Accountability: St. Anthony Catholic School students are personally responsible for the content that they post, share and respond to online. When posting online, all information is considered representative of your views and opinions and not those of St. Anthony Catholic School.   
Confidential Information: Online postings and conversations are not private. Do not share confidential information, internal School discussions or specific information about other students or staff.   

School Logos: Use of St. Anthony Catholic School logos or images on your personal social networking sites is prohibited. If you wish to promote a specific St. Anthony School activity, event or posting, you may do so only by a means of a link to the official St. Anthony School Facebook or Twitter account.   

Student-Staff Relations: Inviting staff members to join your social network are strongly discouraged. Please respect the privacy of staff members and their preferences regarding their social networks.   

Inappropriate Behavior: The core values of St. Anthony Catholic School apply to student behavior both on and off campus. In the online environment, students must follow all St. Anthony Catholic School policies and conduct himself/herself as in School. The School will work in partnership with parents to monitor behavior that negatively affects our students or reflects poorly on the values of our school, and students may face consequence for behavior that violates our values and policies.   


Guidelines for Acceptable Behavior on Social Networks  

Privacy: When posting, even on the strictest settings, students should act on the assumption that all postings are in the public domain. In micro-blogging (Twitter etc.), comments made using such media are not protected by privacy settings.   

Profiles: Ensure your profile and related content is consistent with how you wish to present yourself with colleagues, parents, and students.   

School Values: St. Anthony Catholic School encourages parents to set and maintain high ethical standards in their use of social networking. Staff, parents, and students reflect a diverse set of customs, values and points of view. Be respectful of the opinions of others in your posts or comments. Under no circumstances should offensive comments be made about students, parents or staff nor the School in general. If responding to someone with whom you disagree, remember to be respectful. Make sure that criticism is constructive and not hurtful. Your posts and comments should help build and support the School community. Do not comment on nor forward unsupported information, e.g. rumors.   

Inappropriate Content: Do not use ethnic slurs, innuendos or any other inappropriate content. Do not use profane or threatening language. If you come across inappropriate material that makes you feel uncomfortable, or are not respectful, tell your parents or a teacher right away.   
Public Information and Responsibly: Social media venues are public and information can be shared beyond your control. Be conscious of what you post online, as you will leave a long-lasting impression on many different audiences. Do not post anything you wouldn't want friends, enemies, parents, teachers, or a future employer to see. Do not post or link anything (photos, videos, web pages, audio files, forums, groups, fan pages etc.) to your social networking sites that you wouldn’t want friends, peers, parents, teachers, admissions officers or future employers to access.   

Safety: Never give out personal information, including, but not limited to, last names, phone numbers, addresses or exact birthdates. Do not share your password with anyone besides your parents. Only accept social network invitations from people you know. If you feel unsafe online, tell your parents or a trusted adult right away.

This Social Media Policies and Guidelines will be in addition to the St. Anthony Catholic School Acceptable Use Policy. Failure to abide by these policies, as well as with other policies at         St. Anthony School, may result in disciplinary action or may be grounds for dismissal as described on page 2 in the Student/Parent Handbook, which states “St. Anthony Catholic School reserves the right to dismiss any student at any time where the school considers the conduct of the student or parent/guardian to be inconsistent with school policy, the good of the school community or Catholic teachings” or as determined by the school pastor and/or administration. 
St. Anthony Catholic School reserves the right to amend the Social Media Policies and Guidelines, as needed in our judgment, to address issues that may arise, and/or changes in our operations of the law. 

Netiquette on the Internet

All users on the computers, devices and networks at St. Anthony School are expected to abide by the generally accepted rules of network etiquette (netiquette).  Informal rules of behavior have evolved for the use of and communication on the Internet and other on-line services.  These rules of behavior include (but are not limited to) the following:

1. Be polite.  Messages should be positive in nature.  Avoid harsh or insulting messages.

2. Use appropriate language.  Do not swear, use vulgarities, or any other inappropriate language.

3. Do not reveal your personal address or telephone numbers or that of other students or colleagues.

4. Note that electronic mail (e-mail) is not guaranteed to be private.  People who operate the system do have access to mail.  Messages relating to or in support of illegal activities may be reported to the authorities.

5. Do not place unlawful information on any network system.

6. Include your name, position, affiliation, and Internet address at the bottom of e-mail messages.  It is inappropriate to pretend to be someone else when sending/receiving messages.

7. Capitalize words only to highlight an important point or to distinguish a title or heading.  Using all caps in e-mail is considered to be the equivalent of shouting.  Asterisks surrounding a work also can be used to make a stronger point.

8. Chat rooms are off limits.

9. Be responsible on-line.  Avoid using the computer to harm other people, such as for spreading rumors or infecting computers with viruses, or for illegal activities.

10. Cite references that you use.  To avoid plagiarism cite references for any information that you directly quote or paraphrase.  Assume that all communications and information that is accessible via the network is private property and subject to copyright laws.

11. Make messages clear and concise.  Check grammar and spelling.  Use font and text style that is easy to read.




Policy for Acceptable Use of Computers, Devices, and Networks

The following policy for acceptable use for computers, devices, and networks, including the internet, shall apply to all St. Anthony staff and students.  All technology equipment shall be under the supervision of a St. Anthony  School staff member.

1. Users shall not erase, rename, or make unusable anyone else’s computer files, programs, or jump drives.

2. Users shall not let other persons use their name, logon, password, or files for any reason (except for authorized staff members).

3. Users shall not use or try to discover another user’s password.

4. Users shall not use St. Anthony computers, devices, or networks for any non-instructional or non-administrative purposes (e.g., games or activities for personal profit).

5. Users shall not use school computers to host personal e-mail account.

6. Users shall not use a computer, device, or network for unlawful purposes, such as the illegal copying or installation of software.

7. Users shall not write, produce, generate, copy, propagate, or attempt to introduce any computer code designed to self replicate, damage, or otherwise hinder the performance of any computer’s memory, file system or software.  Such software is often called a bug, virus, worm, Trojan Horse, or similar name.

8. Users shall not copy, change, or transfer any software or documentation provided by St. Anthony School, teachers, or another student without their permission.

9. Users shall not deliberately use the computer to annoy or harass others with language, images or threats.  Users shall not deliberately access or create any obscene or objectionable information, language, or images.

10. Users shall not intentionally damage the system, damage information belonging to others, misuse system resources, allow others to misuse system resources, or violate the security of the computer/network system.

11. Users shall not tamper with computers, networks, printers, or other associated equipment except as directed by the supervising staff member.

12. Users shall not take home technology equipment (hardware or software) without the written permission of the principal

13. Users shall not make changes to any system control file.

14. Users shall not at any time use the computers, devices or network to engage in political activities including making or sending flyers supporting the campaign of any given candidate.

15. Students shall not use school property to email parents, classmates, or friends at any time. 

Statement of Non-Discrimination:

The education system of the Diocese of Amarillo is committed to equal opportunity and does not discriminate on the basis of race, color, national or ethnic origin, or sex in the education programs or activities it operates.  This policy of nondiscrimination in educational programs and activities extends to employment in and admission to, such programs and activities and services.  It admits both employees and students of any race, color, national origin or sex to all rights, privileges, employment opportunities, programs, activities and services generally accorded or made available.  It does not discriminate in its educational policies, employment policies, admission policies, athletics, or other school administered programs (Quoted from Diocese of Amarillo Handbook)



***Note:  This handbook may be amended by the administration.  St. Anthony Catholic School reserves the right to amend this handbook.  Notification will be given promptly about any revision made. ***
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St. Anthony Catholic School - Hereford, TX
2025-2026 Faculty/Staff Handbook 
Acknowledgement 


I am responsible for reading, understanding, and abiding by the St. Anthony Catholic School Faculty/Staff Handbook, which includes the Communications (Social Media) Policy, the Internet Acceptable User Policy and Consent, as well as an Appendix.
 
I have received a paper copy of the Faculty/Staff Handbook. 

I have read, understand, and agree to abide by St. Anthony Faculty/Staff Handbook for the 2025-2026 school year. 


__________________________________                __________________________________
Name (Please Print) 					Position

_______________________________ 		________________________________
Signature						Date
	 
_______________________________ 		________________________________ 
Principal Signature					Date 
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St. Anthony's Catholic School 
120 W. Park Ave. 



806-364-1952 
Hereford, Tx 79045 



 
 
 
 



August l, 2025 
 



Greetings to Faculty, Staff and Parents 



Welcome to St. Anthony's Catholic School. At St. Anthony's we strive to nurture hearts, inspires minds, 
and ignite the spirit of our students. All students and families are welcome at St. Anthony's. 



 
                 Our mission has always been to provide a diverse, Christ-centered environment where every   
                   child grows in wisdom, knowledge, and grace. We strive for excellence in all we do,  
                   fostering a love for learning and a deep understanding of God’s presence in our lives. 
     



  Our core values are rooted in the teachings of leadership, respect, strength of character, Christian family, 
self-mastery, cooperation, zeal, and spirit, coupled with strong academic rigor with our care of the whole 
child to ensure that students are abiding in him and walking in the same way I which he walked. We 
have a rich tradition of academic excellence rooted in our Catholic faith. We see each child as a unique 
gift from God with their own way of learning and growing, so we work to meet each child where they are 
academically, socially, emotionally and spiritually. 



Our theme for the 2025-2026 school year is : 



“Whoever says he abides in Him ought to walk in the same way in which he walked.” 



1 John 2:6 



Looking towards the future,  St. Anthony's faculty, staff, and administration are dedicated to 
keeping our rich educational tradition alive. With the confidence our parents afford our 
teachers/staff, we will continue to foster positive relationships with all of our students while 
providing them with the tools needed to succeed at St. Anthony's and beyond. 



 
 



Linda Gonzalez 
Principal 
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August l, 2025



Greetings to Faculty, Staff and Parents

Welcome to St. Anthony's Catholic School. At St. Anthony's we strive to nurture hearts, inspires minds, and ignite the spirit of our students. All students and families are welcome at St. Anthony's.



                 Our mission has always been to provide a diverse, Christ-centered environment where every  

                   child grows in wisdom, knowledge, and grace. We strive for excellence in all we do, 

                   fostering a love for learning and a deep understanding of God’s presence in our lives.

	   

  Our core values are rooted in the teachings of leadership, respect, strength of character, Christian family, self-mastery, cooperation, zeal, and spirit, coupled with strong academic rigor with our care of the whole child to ensure that students are abiding in him and walking in the same way I which he walked. We have a rich tradition of academic excellence rooted in our Catholic faith. We see each child as a unique gift from God with their own way of learning and growing, so we work to meet each child where they are academically, socially, emotionally and spiritually.

Our theme for the 2025-2026 school year is :

“Whoever says he abides in Him ought to walk in the same way in which he walked.”

1 John 2:6

Looking towards the future,  St. Anthony's faculty, staff, and administration are dedicated to keeping our rich educational tradition alive. With the confidence our parents afford our teachers/staff, we will continue to foster positive relationships with all of our students while providing them with the tools needed to succeed at St. Anthony's and beyond.





Linda Gonzalez Principal
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white socks, 
no logos 



Athletic Shoes 



Boy’s Uniform Options  



(to be worn on Monday, Wednesday, Thursday, Friday) 
Polo, sweaters, shorts, pants, and outerwear are available from 



https://stanthonycatholic.eplunoshops.com 
*School board approved 4/26/2016 



Black or 
brown belt 



any SOLID NAVY jacket for 
winter may be worn in 



classrooms & morning prayer.  
 



Several jackets options with 
LOGOS (preferred) are 



available on the uniform 
website.  










	

white socks, 

no logos 

Athletic Shoes 

Boy’s Uniform Options 

 

(to be worn on Monday, Wednesday, Thursday, Friday) 

Polo, sweaters, shorts, pants, and outerwear are available from 

https://stanthonycatholic.eplunoshops.com

 

*School board approved 4/26/2016

 

Black or 

brown belt 

any SOLID NAVY jacket for 

winter may be worn in 

classrooms & morning prayer.  

 

Several jackets options with 

LOGOS (preferred) are 

available on the uniform 

website.  
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white socks, 
no logos 



Athletic Shoes 



Girl’s Uniform Options  



(to be worn on Monday, Wednesday, Thursday, Friday) 
Polo, sweaters, shorts, pants, jumper, and outerwear are available from 



https://stanthonycatholic.eplunoshops.com 
*School Board approved 4/28/2016 



any SOLID NAVY jacket for 
winter may be worn in 



classrooms & morning prayer.  
 



Several jackets options with 
LOGOS (preferred) are 



available on the uniform 
website.  



Black or 
brown belt 



navy leggings or 
knee socks may 



be worn with 
skirts, jumpers, 



and dresses Polo Dress and Jumper w/Polo may be worn 
on Mondays, Wednesdays, & Thursdays ONLY 



Hair accessories 
should be 



uniform colors:  
navy, gold, 



khaki. 










	

white socks, 

no logos 

Athletic Shoes 

Girl’s Uniform Options 

 

(to be worn on Monday, Wednesday, Thursday, Friday) 

Polo, sweaters, shorts, pants, jumper, and outerwear are available from 

https://stanthonycatholic.eplunoshops.com

 

*School Board approved 4/28/2016

 

any SOLID NAVY jacket for 

winter may be worn in 

classrooms & morning prayer.  

 

Several jackets options with 

LOGOS (preferred) are 

available on the uniform 

website.  

Black or 

brown belt 

navy leggings or 

knee socks may 

be worn with 

skirts, jumpers, 

and dresses 

Polo Dress and Jumper w/Polo may be worn 

on Mondays, Wednesdays, & Thursdays ONLY 

Hair accessories 

should be 

uniform colors:  

navy, gold, 

khaki. 
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Spirit Tee will be worn
on Tuesdays, on some
field trips, and designated days.

St. Anthony Spirit Tees Hair is to be neat, clean, and styled so that Blue jean pants/shorts
can be purchased vision will not be obstructed. Faddish hair worn with spirit tee must
styles, shaved designs, and unnatural colors or be denim with no holes,
from the anything that distract from the learning excessive frayed edges or
school office. environment is not allowed. excessive embellishments.
Gym short or casual shorts may
Frequent violations of also be worn. No cargo shorts.
Dress Code will result in
marks against Conduct. All girls Pre-School
In addition, school staff through Sixth Grade
may contact parents who must wear shorts
will be asked to bring the under skirts.
appropriate clothing.
Shorts or skirts must be no
shorter three inches
. above the knee.
Cargo jeans
(pockets on legs) Clothes worn on Spirit Tee
are not allowed for

Tuesday should be neat
and tasteful.

Leggings should only be
worn under shorts or skirts
notalone.

safety reasons. This
includes t-shirt Tuesday.

Regular sneakers or tennis shoes
that fit secure and either tie or have
velcro are required for both boys
and girls. NO boots, dress shoes,
flip-flops, Vans, Toms (etc.) or tall
tennis shoes. Glitter, wheels,
light-up, or noise maker shoes are

? » ‘ \ not acceptable.

Socks should be solid white,
and cover the ankle.
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