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Dear SFDN Families,   

Welcome to San Felipe de Neri Catholic School!  I am excited and humbled to again lead San Felipe 
de Neri Catholic School in another year of Catholic Education.  On behalf of Father Michael, the 
school staff, and myself, we thank you for joining the San Felipe de Neri School community.  We 
believe that we are all brothers and sisters in Christ.  As brothers and sisters, we give of our God-
given time, talent, and treasure to the betterment of the school. We believe integrity is paramount:  Do 
unto others as you would have them do unto you.  Work hard.  Do what you say you are going to 
do.  Treat everyone fairly.  And in a school, always have the best interests of the students at the 
forefront of all decision making.  My goals for our students are to inspire them to have a personal 
relationship with God, to teach them how to learn, and to encourage them to believe in 
themselves.  My goals as an administrator are to foster a strong learning environment, support the 
staff through collaboration and communication, and be an advocate for Catholic education. 

 
In choosing SFdN Catholic School, you demonstrated a commitment to the values and philosophy of 
a Catholic education.  My staff and I look forward to working with you. 

 
Please carefully read this Parent-Student Handbook with your student. It reflects the policies of the 
Archdiocese of Santa Fe Catholic School Policy Manual (ASF/CSPM) and SFdN Catholic School 
policies. Policy statements are necessarily general, and the administration reserves the right to make 
specific applications as necessary.  All parents/guardians are required to sign the SFdN Catholic 
School agreement that states you agree to abide by the policies of SFdN Catholic School.  The 
Handbook Agreement Signature Page is located at the end of this handbook and must be 
electronically signed by parents/guardians and each student you are registering at SFDN.   

 
May God bless each member of our community as we begin another successful year!  As brothers 
and sisters in Christ, let us pray that God, who has begun this good work in us, may continue to bless 
our community as SFdN Catholic School continues to uphold the ideals set by our founder, the 
Blessed Sister Blandina Segale. 

 
In Christ,  

Mrs. Cheryl Robertson, Principal 

"Do not let a day pass without doing some good during it." 
          St. Philip Neri 
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HISTORY OF SAN FELIPE DE NERI SCHOOL  
San Felipe de Neri School was originally known as Our Lady of the Angels.  It was founded in 1881 by 
Sister Blandina Segale, SC, who, along with Sr. Josephine Irwin, our school’s first principal, were 
members of the Sisters of Charity.  In 1892, SFdN Catholic School moved to the old Bernalillo County 
Courthouse.  The present day “Junior High” building opened in 1956, followed by the elementary 
building in 1959.  
 
As the most enduring Catholic school in the city, we take pride in our history, spanning three centuries.  
When Our Lady of the Angels first opened its doors, Pope Leo XIII led a worldwide Catholic community, 
and Chester A. Arthur was President of the United States. It would take another thirty-one years for 
New Mexico to become a state.  
 
Sister Blandina Segale, Superior, lead SFdN Catholic School (known as Our Lady of the Angels at the 
time) as the principal from 1885-1889.  She has been beatified and is on the list for sainthood.  This is 
the first time a person who served the Catholic Church is on such a list.  We pray that soon she may 
be counted among the saints of the Holy Catholic Church.  SFdN Catholic students and staff are 
honored and blessed to learn and grow where 142 years ago Sister Blandina established this school. 

Mission Statement of San Felipe de Neri School  
San Felipe de Neri Catholic School prepares students to grow in faith and excel academically through 
prayer, service, collaboration, and creativity.  

Motto of San Felipe de Neri School  
Reverence, Respect, and Responsibility   

School-wide Learning Expectations (SLEs) 
School-wide Learning Expectations (SLEs) were developed by San Felipe de Neri Catholic School staff 
in the spring and summer of 2017.  SLEs are expectations for all shareholders.  Throughout a child’s 
education at SFDN Catholic School, he/she will be taught the expectations and will practice the 
expectations both in and out of school. All adults are called to be Christ-like role models and embody, 
demonstrate, teach, and live the SLEs every day.  

 
Students of San Felipe de Neri School are:  
 
Followers of Jesus who:  

Practice our Catholic faith 
Live our Catholic faith 
Model Christ-like Behavior 

 
Active Learners who: 

Strive for high achievement 
Participate in class 
Collaborate with others 

 
Servants of Christ who: 

Respect and appreciate God’s Creation 
Practice stewardship  
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ARCHDIOCESE OF SANTA FE CATHOLIC SCHOOL POLICY MANUAL 
(ASF/CSPM) 
The Archdiocese of Santa Fe Catholic School Policy Manual governs all Parish/Regional Preschools, 
elementary and middle schools in the Archdiocese of Santa Fe. (ASF/CSPM #1300) 

Disclaimer 
Not all situations can be covered in a handbook.  SFdN Catholic School reserves the right to add or 
change policy as necessary to accommodate extraordinary situations that may arise during the school 
year. This is important to note as we continue to educate our students during the COVID-19 pandemic.  
Change is constant, which puts the school in a position to make decisions according to the changes in 
our city, state, and country.  

Amendments to Parent-Student Handbook 
The Principal or pastor reserves the right to amend the Parent-Student Handbook for just cause.  
Notification of changes to the Parent-Student Handbook will be posted on FACTS. 

Accreditation 
All parish elementary schools and the Archdiocesan high school will be accredited through the 
accrediting association designated by the Superintendent.  SFDN Catholic School is currently 
accredited through Western Catholic Educational Association (WCEA).   

 
The purpose of accreditation is to confirm that the professional educational standards of the school 
meet applicable guidelines.  The accreditation process is intended to promote continuous school 
improvement.  In 2018, the school participated in a site visit and received continued accreditation 
recognition in accordance with the Archdiocese of Santa Fe Catholic Schools’ accreditation process.  
In 2021, the school participated in a progress re-visit with WCEA. The school received passing marks 
and will be accredited until 2024.  

List of Abbreviations and Terms 
The following abbreviations are used in this handbook. 

• ASF/CSPM: Archdiocese of Santa Fe Catholic School Policy Manual 
• ASF: Archdiocese of Santa Fe 
• Pre-K: Pre-Kindergarten program 
• SLEs: School-wide Learning Expectations  
• SFDN:  San Felipe de Neri  
• WCEA: Western Catholic Educational Association   
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ROLE OF PARENTS/GUARDIANS IN CATHOLIC EDUCATION 
We consider it a privilege to work with families to educate children.  We believe that parents are the 
primary educators of their children.  Therefore, it is your right and duty to become the primary role 
models for the development of your child’s life: physically, mentally, spiritually, emotionally, morally, 
and psychologically.  During these formative years, your child needs your constant support to develop 
his/her moral, intellectual, social, artistic, cultural, and physical gifts.  Your choice of SFDN Catholic 
School exhibits a commitment and concern for helping your child to recognize God as the greatest good 
in his/her life. 

 
The best teachers lead by example.  Your personal relationship with God, with others, and with the 
Church community will affect the way your child relates to God and others.  Ideals taught in school are 
only well rooted in children when these are nurtured by the example of good Catholic morality and by 
an honest personal relationship with God in your family life.  Regular Mass attendances, family prayer 
at meals, family rituals that follow the liturgical calendar, and service to the community are ways to be 
an example to your child and support the ideals promoted by the school and parish. 

 
Since you have chosen to partner with SFDN Catholic School, we trust that you will be loyal to this 
commitment.  During these formative years, your child needs constant support to develop his/her moral, 
intellectual, social, cultural, and physical gifts.  Neither parents nor teachers can afford to doubt the 
sincerity of the efforts of their educational partner in the quest of challenging the student to reach his/her 
potential.  All stakeholders must remember that through cooperation and support, we will have success.  
To divide authority between home and school will only teach disrespect of all authority.   

 
If there is an incident at school, please notify the teacher to begin an investigation of the complete story.  
Evidence of mutual respect between parents and teachers, staff, and administrators will provide the 
student with a model of cooperative behavior and supportive relationships. 

 
Children are naturally eager to grow and learn and we are eager to teach.  Sometimes this is a bumpy 
process.  It is essential that a child takes responsibility for grades he/she has earned and is accountable 
for homework, long-term assignments, major tests, practice and study, and all other assignments. This 
responsibility also extends to make up work during absences. 

 
Together, let us begin this year with a commitment to partnership as we support one another in helping 
your child to become the best person he/she can be.  

Parents as Partners 
As partners in the educational process at SFDN Catholic School, we ask parents to set rules and limits 
so that your child: 

• Gets to bed early on school nights. 
• Arrives at school on time and is picked up on time. 
• Is dressed according to the school dress code. 
• Completes assignments on time. 
• Brings or orders lunch each day. 
• Brings a healthy snack. 
• Eats a healthy breakfast 
 

Parents are asked to make the following commitments during the school year: 
1. Support the religious and educational goals of the school. 
2. Support and cooperate with the discipline policy of the school. 
3. Treat faculty and staff with respect and courtesy. 
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4. Attend Mass regularly and teach the Catholic faith by word and example. 
5. Meet all financial obligations to the school on time. 
6. Actively participate in school activities. 
7. Notify the school office of any changes to records, such as change of address, telephone 

numbers, email addresses, insurance information, emergency contact information, 
authorization for pick-up, medical information, etc. 

8. Keep current student and family profiles on FACTS. 
9. Inform the school of any special situation regarding the student’s well-being, safety and 

health. 
10. Complete and return any requested information promptly. 
11. Use FACTS to access your child’s progress, school activities, classroom information, etc., 

by logging into the website a minimum of twice per week. 
12. Read the Student Planner, teacher notes, and newsletters 
13. Show interest in what your child learns every day.  

Our Partnership 
The education of a student is the partnership between the parents and the school.  Just as the parent 
has the right to withdraw a child if desired, the school administration reserves the right to require the 
withdrawal of a student if the partnership between parent and school is irretrievably broken. If a parent 
or guardian harasses, insults, or abuses any faculty or staff member, his/her child may be suspended 
or dismissed immediately. 

Parents as Volunteers 
Parent participation is essential to the operation and achievements of SFDN Catholic School.  Parents 
have opportunities to volunteer their talents and services in service-learning activities, fundraising, 
athletic events, and educational support.  Volunteer opportunities are communicated through the 
Homeroom Parent, through classroom newsletters, and through communications from the school.   All 
individuals who volunteer must complete the Volunteer Sign-Up sheet, check-in with the office (during 
school hours), dress appropriately, and have completed Archdiocesan mandated Abuse Awareness 
Class and background check. Parents who would like to volunteer in the classroom need to arrange a 
volunteer time with the classroom teacher via email. Teachers may also need assistance with materials 
and projects that can be completed outside of the classroom learning environment.  

 
SFDN Catholic School requires a minimum of twelve (12) hours of service to the school (6 hours 
for single parents). Non-Volunteer fee of $250.00 per family is assessed for not meeting the required 
volunteer service hours. 

Volunteer Opportunities  
Some examples of volunteer opportunities include: 

• Serve as homeroom parent or on the Home-School Committee. 
• Work in the concession stand, gate, or scoreboard for home games if your child participates in 

athletics through SFDN Catholic School. 
• Chaperone field trips. 
• Assist during the Book Fair and other school events. 
• Donate supplies, materials, etc. for school functions  
 

To get full credit for all volunteer time, log hours on the FACTS.  Since only 72% of the school expenses 
are covered by tuition, parish subsidy, and registration, each family is asked to support fundraising 
activities and events. 
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Safe Child Training:  Virtus 

Archdiocesan policy requires all adults who work with students in any capacity to attend the 
Archdiocesan Safe Child: Sexual Misconduct Awareness Training via the VIRTUS website which can 
be accessed through the Archdiocese of Santa Fe website.  Only those volunteers who have supplied 
a copy of the certificate of completion for the Virtus Course to the school office may accompany 
students on field trips, or work in classrooms. Volunteers are required to attend these workshops 
once every five years. Volunteers will be charged a six-dollar fee from the school at completion of the 
program.  

Issues of The Role of SFDN Catholic Home and School Committee 
Under the supervision of the Pastor and Principal, the Home and School Committee is responsible 
for supporting the education of children at SFDN Catholic School by promoting goodwill and 
cooperation among parents and teachers, sponsoring social and fundraising activities, and promoting 
hospitality by creating a sense of belonging that invites all members to become involved in Home and 
School.  Parents are encouraged to participate for “many hands make light work.” 

Issues of Child Custody 
SFDN Catholic School requires that the custodial parent file a court-certified copy of the custody section 
of the divorce decree or a court-certified copy of the custody decree with the school.  If no such copy 
is on file, SFDN Catholic School staff presumes that both parents have custodial rights.   

 
SFDN Catholic School staff makes all reasonable efforts to ensure that children are released to the 
appropriate parent at the appropriate time according to the court-mandated custody arrangements.  
However, parents have the primary responsibility for such arrangements and shall instruct their children 
as to which parent has physical custody of them on any given day. It is the responsibility of parents, 
and crucial to the safety of the child, that personal information such as phone numbers are kept up to 
date on the FACTS, the school’s information management system. 

SFDN Catholic School Appeal Process   
Conflict should be resolved at the lowest possible level in a spirit of fairness and justice by following 
the ordinary and regular communication channels between the people involved.  
 

1. There shall be no right of appeal for a student, parent, or legal guardian if the Principal takes 
some disciplinary action toward a student other than required withdrawal from school. There 
shall be no right of appeal, for example for the suspension of a student or for detention.  

2. There may be occasions, however, where a Principal’s decision has serious consequences, and 
a parent or guardian may request a review by the Pastor or Superintendent.  It shall be within 
the sole discretion of the Pastor or Superintendent to determine whether to review the decision. 

3. If the Principal is believed to be acting contrary to Archdiocesan or local school policy, or if there 
is a disagreement regarding the Principal’s decision affecting a student, then the student’s parent 
or legal guardian may request the Pastor to review the matter or the decision.  

4. If the conflict cannot be resolved following steps 2 through 3, then a parent or guardian may 
have recourse to the Superintendent. 

5. If an aggrieved party requests that the Superintendent review a matter or a decision arising out 
of SFDN Catholic school, the Superintendent may (at his or her sole option) assign a hearing 
officer to review the matter and take testimony if necessary.  The Superintendent may consider 
evidence obtained by the hearing officer in reviewing the matter and in making hihe/sher final 
decision.   

6. When a parent/guardian believes that rights have been violated and/or that the Principal or 
Pastor is believed to be acting contrary to Archdiocesan or SFDN Catholic School policy, the 



  
SAN FELIPE DE NERI SCHOOL – PARENT/STUDENT HANDBOOK   23-24 9 

 

person may submit an appeal in writing to the Superintendent with the following information, 
provided steps 2 and 3 above have been followed: 

a. The subject of the appeal.  
b. Any factual data, other than hearsay, the person considers appropriate. 
c. The efforts that have been made to resolve the issue. 
d. The decision of the Principal or Pastor must be appealed within ten (10) working days of 

the communication of the decision by the aggrieved party. 
e. The Superintendent may, in his or her sole discretion, designate another person to hear 

the appeal and to render a decision on the Superintendent’s behalf. 
f. The Superintendent may hear the appeal alone or form a hearing committee if he/she 

deems appropriate. 
g. The decision of the Superintendent is final and binding and concludes the appeal process.  

There shall be no further right of appeal. 
h. The appeal process is designed to support the Catholic Church’s belief in subsidiarity 

and, therefore, at no time during the appeal process may the parent or guardian or student 
be represented by an attorney. (ASF/CSPM #1310)  
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GENERAL INFORMATION 

Archdiocesan Academic Calendar 
SFDN Catholic School calendar is based on the Archdiocese of Santa Fe academic calendar and 
includes 180 student contact days as required by the State of New Mexico.  

 
The school calendar is published on the website and on FACTS.  Parents are provided with a paper 
copy of the calendar at the beginning of the school year.  The administration will adhere to this calendar, 
but the calendar is subject to change.   Changes to the calendar will be made public through FACTS 
with as much advance notice as possible. 

School Hours (Length of School Day) 
Instructional time on all regular school days in all Parish/Regional elementary schools and the 
Archdiocesan high school will be at least that required by the State of New Mexico.  Minimal school 
days may be taken a maximum of ten times per year for the purpose of professional development or 
for extended faculty meetings. On minimal school days, schools must be in session a minimum of either 
one-half period more than half the total number of periods or 3.5 hours. Parental notice of minimal 
school days will be given well enough in advance for parents to arrange for after school care. Whenever 
possible, minimal school days will be noted on the annual school calendar. The Superintendent must 
approve requests for exceptions to the minimal school day requirements. 

 
The school day begins at 8:00 am for all students, Pre-K – 8th Grade.  Students not seated with their 
class in the gym by 8:00 am are tardy.  Tardies are marked in FACTS and noted on Report Cards and 
in permanent records.  School is dismissed at 3:10 pm for all students. 

Drop Off and Before School Care 
At SFDN Catholic School, we work in partnership with parents to enable each student to develop as an 
independent learner.  Students will enter the building on their own each morning.  Students arriving at 
school before 8:00 a.m. will be seated in the gym with their class and supervised by the staff on duty.  
This service begins at 7:15 a.m. and continues until 8:00 a.m., when Morning Prayer begins.  This 
service is provided free of charge.  

 
For PreK & Kindergarten Drop Off, families may park in the city parking lot on the west side of San 
Felipe St (display the yellow parking permit prominently on the dash of the vehicle) and walk their 
student (including older siblings) through the pedestrian gate to the gym.  1st through 8th grade Drop 
Off is directly from the car to the pedestrian gate at the middle school.  The Drop Off route runs west 
on Old Town Rd to San Pasqual Ave and south on San Pasqual Ave to our open gate. Pull up in line 
as far as you can to the open gate. Have your child ready to independently exit the vehicle. To keep 
Drop Off moving quickly, do not exit the vehicle. Staff on duty will direct your student to the gym. Walkers 
should use the same pedestrian gate on San Pasqual Ave. 

Morning Prayer 
All families are welcome for morning prayer and can park in the city parking lot on the west side of San 
Felipe Ave and enter through the pedestrian gate. Please send your child to sit with their class and 
stand around the perimeter of the gym. Teachers are on duty keeping our students safe. If you would 
like to discuss your student, please email, or call the teacher to set up a meeting.  After Morning Prayer, 
exit through the San Felipe Ave pedestrian gate. All families will need to exit immediately after Morning 
Prayer as campus gates will be locked at 8:10 for the safety of the students and staff. 
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Pick Up and After School Care 
Prayer and afternoon announcements begin at 3:05 p.m. each day. Students are dismissed at 3:10 
p.m.  Please check the school calendar, weekly newsletters, and FACTS for early dismissal dates and 
times. For PreK & Kindergarten Pick Up, families may park in the city parking lot on the west side of 
San Felipe St. (display parking permit prominently), enter through the pedestrian gate, and pick up their 
student (including older siblings) in the Reflection Garden. For 1st through 8th grade Pick Up, the route 
runs west on Old Town Rd to San Pasqual Ave and south on San Pasqual Ave to our open gate. Pull 
up in line as far as you can to the open gate. Make sure the SFDN Catholic School Pick Up flyer is 
clearly displayed on the passenger side of the car dashboard and students will be called by staff to the 
car.  Do not exit the vehicle.   

 
At the beginning of the school year, parents must submit a note to the office and the teacher if a student 
walks home.  Students who walk home after school will be dismissed from the pedestrian gate used for 
Pick up.  All students who cross San Pasqual to walk home do so with the assistance of the traffic light 
at Lomas.   
 
Students not picked up within 10 minutes of dismissal will be escorted to the After Care Program located 
in a portable classroom near the playground.  Parents are charged a six-dollar ($6) fee per hour.  The 
fee will be prorated to the minute and charged to the parent via FACTS. Parents/guardians must sign 
out their student in person from the After Care room.  

Lunch Program and Snacks 
The school offers a hot lunch daily prepared by Canteen.  The school also offers milk for any student.  
Lunches are to be ordered either by the homeroom teacher or the front office, by 8:45 a.m., at a cost 
of $4.25 per lunch.  Lunches are added to FACTS at the beginning of each month starting in September.  
Parents will be notified electronically through FACTS when charges are added. Alternately, students 
may bring their own lunches.  All items in the lunch should have nutritional value.  Here is a link to the 
USDA’s Healthy Food Gallery:  https://www.myplate.gov/eat-healthy/food-group-gallery Students do 
not have access to microwaves or refrigerators, so lunches should be packed accordingly.   
 
Due to the lunch schedule, (some lunches are early and the afternoon is long, and some lunches are 
late and the morning is long) students will have a snack time.  Teaching children at an early age to 
choose snacks with nutritional value is important.  Healthy snacks build strong bodies and smart brains.  
Therefore, it is important to send a healthy snack every day with your student.   

Lost and Found 
Any item found in the school buildings or on the school grounds shall be placed just inside the doors of 
the Middle School building.  Items placed in the Lost and Found remain there for 30 days.  After 30 
days, items are donated to St. Vincent de Paul or the SFDN Catholic School Uniform Exchange.  Keys, 
glasses, phone, or other valuable items are held in the school office. 

Home – School Communication 
Communication between families and school personnel is key to providing a top-quality education for 
SFDN Catholic School students.  Communication is the responsibility of all shareholders.  

 
The school uses email and FACTS to keep parents informed about school events and student progress.  
FACTS is the primary tool for sending and receiving information regarding SFDN Catholic School.  The 
FACTS website is www.login.renweb.org or the FACTS app.  Shareholders receive school newsletters 
from Mrs. Robertson via Smore once a week and classroom newsletters monthly through e-mail.  
Newsletters are also accessible via FACTS on the school and classroom pages.  It is the responsibility 

https://www.myplate.gov/eat-healthy/food-group-gallery
http://www.login.renweb.org/
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of all shareholders to read, prepare accordingly, and participate in the communication between home 
and school.  

 
Each family is given a username and password to enter FACTS when the student is enrolled at SFDN 
Catholic School.  It is the responsibility of the parents to log-in to FACTS at least twice per week.    
 
Parents can transmit messages to students by calling the office.   An attempt will be made to deliver 
messages to students.  Messages for students must be received in the office by 2:50 p.m. to allow time 
for delivery.  Messages received after 2:50 p.m. may not be delivered before dismissal. 

 
Permission for a student to use a school telephone may be granted by a staff member.  Student use of 
the phone shall otherwise be limited to emergencies or unusual circumstances.  Forgotten homework, 
athletic equipment, or PE uniforms, or a desire to plan for after school visits with friends are not 
considered unusual circumstances.   

Field Trips 
Field trips are designed to correlate with teaching units and to achieve curricular goals.  All grades do 
not always have the same number of field trips.  There are no traditional field trips; class participation 
in a particular field trip over consecutive years does not mean that this trip has become a school 
tradition.  This allows for field trip opportunities to be tailored to each class’s specific interests, needs, 
and the city’s unique events.   

 
Participation in a field trip is a privilege, not a right.  Individual teachers, in consultation with the Principal, 
reserve the right to restrict or deny student participation on any field trip due to, but not limited to, poor 
academic performance or poor conduct. Students who are not eligible to participate in field trips are 
required to attend school and complete assignments on the day of the field trip.  

 
A written official Archdiocesan permission slip, signed by the parent or guardian, is required before a 
child will be permitted to attend a field trip activity.  No other signature except a parent’s or guardian’s 
signature is permitted on a field trip permission form.  Verbal permission, email, and telephone calls 
cannot be accepted.  Parents may refuse to permit their child from participating in a field trip by stating 
so on the proper form.  Students who do not attend a field trip when parents have refused permission, 
will remain at home, and be marked absent for the day.  

 
All money collected for a field trip is non-refundable. 

 
Adults who wish to chaperone a field trip must complete the Archdiocesan Safe Child: Sexual 
Misconduct Awareness Training via the VIRTUS website which can be accessed through the 
Archdiocese of Santa Fe website. A copy of the Certificate of Completion of this training must be on file 
in the school office before any adult will be permitted to chaperone a field trip.  Our risk management 
insurance company insures the approved adult chaperones. Participation by unofficial chaperones 
jeopardizes the protection of our students and all other approved adult chaperones on the trip. Siblings 
of students (including children not attending SFDN Catholic School) are not allowed to attend field trips 
even if a parent/grandparent serves as a chaperone. 

Visitors and Student Guests 
SFDN Catholic School campus is locked for the safety of students and staff.  To gain entrance, call the 
office and a staff member will unlock a gate to let allow entrance.  All persons, other than students and 
employees, are visitors and will report to the office before proceeding to any other area of the school.  
Visitors will sign in at the office and wear a visitor’s badge.  Visitors to classrooms must have made an 
appointment with the teacher in advance.  Under most circumstances, student guests are not allowed 
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in the classroom.  Special exceptions shall be requested in writing a minimum of five (5) school days in 
advance to the administration.  
 
Persons with no legitimate reason or written authorization to be on the school grounds will be asked to 
leave by any school personnel.  If the person does not leave, the police will be called. (ASF/CSPM 
#1520) 

Access, Use, and Release of Student Information and School Records 
SFDN Catholic School keeps all educational records required by state law.  We adhere to the Buckley 
Amendment (Family Education Rights and Privacy Act) regarding access to student records.  Unless 
otherwise provided by a court order, both parents and legal guardians of a student are entitled to inspect 
and review the student’s official records in the presence of a school official regardless of who has 
custody of a student.  Unless otherwise provided by a court order or by law, both parents and legal 
guardians of a student shall have equal access to school documents and other information concerning 
a student’s education. 

 
Parents have the right to request removal of material and, if such request is denied, to add their own 
written statement to the records.  Non-custodial parents have the same rights as custodial parents to 
inspect the records of their children unless a court order to the contrary is on file in the school.  

 
Requests for School Records, Transcripts, and recommendations shall be made in writing and directed 
to the Principal. A five-day notice shall be given for all requests.  Student records include, but are not 
limited to, attendance, progress reports, immunizations, sacraments, report cards, and standardized 
tests.  Records of students transferring to other schools are transferred via fax to the new school at the 
request of the new school’s personnel.   

 
No educational records will be transferred to another school until all financial obligations have been 
met at SFDN Catholic School.  When a student transfers to another school, SFDN Catholic School 
must record the date and reason for the student’s transfer on the student’s permanent record. 

Student Directories 
The SFDN Catholic School Student Directory is on FACTS. The purpose of the Student Directory is to 
acquaint parents with the names of their child’s classmates and their parents and shall not be used or 
sold for other purposes.  Parents shall submit a written request to have information other than their 
child’s name excluded from the Student Directory. The Principal is the only school official who can 
authorize release of directory information to outside parties.   

 
SFDN Catholic School reserves the right to use student pictures in print and media on the school’s 
FACTS and SFDN Catholic School websites, Facebook, Instagram, People of God, Albuquerque 
Journal, and other publications, and to provide pictures for use by the SFdN parish, Catholic Schools 
Office or the Archdiocese of Santa Fe.  Any parent who does not wish his or her child’s picture, 
photo, name, voice, or likeness to be used in any publications or media including but not limited 
to photographs, films, motion pictures, presentation, websites, apps, school news or yearbook, 
whether in connection with a student’s education or participation in school events or activities 
or otherwise, shall notify the Principal in writing prior to August 1st of each school year.  
(ASF/CSPM#2370)                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                   

Concerns  
Concerns shall be handled directly with those involved first.  Persons with a concern about a student 
shall first attempt to address the concern with the teacher. Only after such attempts have failed, shall 
the administration be contacted.  If a parent is reluctant to address the concern with the teacher 
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individually, an administrator may be present at a conference.   Discussion of the grievance with the 
administration and pastor is required before a grievance may be filed with the Catholic Schools Office.  
As a last resort, a formal grievance procedure is established by Archdiocesan policy through the 
Catholic Schools Office at (505) 831-8173.   
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ADMISSION 

Nondiscrimination Policy 
SFDN Catholic School shall admit only those students who sincerely seek a Catholic education.  
Preference is given to students who are practicing Catholics, who have a basic knowledge and 
understanding of the Catholic faith, and who are registered members of a parish or mission within the 
Archdiocese of Santa Fe. 

 
By applying for admission to SFDN Catholic School, parents and legal guardians acknowledge and 
agree that their student will participate in religious instruction and formation in the Catholic faith and 
agree to support the philosophy and mission of SFDN Catholic School and all Catholic teachings.  No 
student will be refused admission to SFDN Catholic School because of race, color, national origin, or 
gender. 

  
If a student applies to transfer from another ASF Catholic School, the Principal may request that the 
parents or legal guardians provide a reason for the requested transfer. The Principal may also confer 
with the Principal of the school from which the student wishes to transfer. 

Admittance of Non-Catholic Students 
SFDN Catholic School may admit a student who is not Catholic provided that this student will not 
displace a Catholic student and provided that the student and his/her parents/legal guardians clearly 
understand that the student will be required to participate in Catholic religious instruction and school 
activities related to the Catholic identity of SFDN Catholic School. In addition, parent/legal guardians of 
non-Catholic students acknowledge and agree that students will participate in religious instruction and 
formation in the Catholic faith.  By applying for admission to SFDN Catholic School, parents/legal 
guardians acknowledge and agree that they will support the philosophy and mission of SFDN Catholic 
School and all Catholic teachings. 

Admittance of Home-Schooled Students 
Parents or legal guardians of students who have been home-schooled shall provide proper 
documentation to SFDN Catholic School that will allow the school to properly evaluate and place the 
student. (ASF/CSPM #2000) 

Age Requirements 
SFDN Catholic School follows the age requirements of the state of New Mexico unless the Principal 
grants an exception. 
 
Students entering PreK must be four years of age by September 1st of the year of entrance.  A parent 
may submit a request for early admission to PreK if a student will become four years of age during the 
first two months of the school year.  The student will remain in PreK until he/she is eligible for 
kindergarten by turning 5 years old before September 1st of the year of entrance.  The Principal makes 
the final decision regarding early admission of students to PreK.  All students are conditionally accepted 
into PreK dependent on displayed readiness and availability of space. 

. 
Students applying for Kindergarten must be five years old by September 1st of the year of entrance.  
Students seeking admission to Kindergarten through 8th grade may be required to undergo testing prior 
to admission.  SFDN Catholic School reserves the right to place the student in the grade or course that 
the school deems appropriate.   
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Evaluation and Acceptance of Students 
At the time of registration, parents shall provide the school with the following documents:  

• Report Cards 
• Results of prior evaluations 
• Standardized Test Results 
• Health Records 
• Birth Certificate 
• Baptismal Certificate (Catholic applicants only) 
• First Holy Communion Certificate (Catholic Applicants only) 
• Record of IEP or 504 Plan, if applicable 
• STAR reading and math test results 
• Completed Financial Forms 

 
SFDN Catholic School will conduct STAR reading and math assessments if not supplied or out of date.  
Failure to provide the school with this information or failure to disclose a student’s learning differences 
may result in a student’s dismissal.  Records will be used to evaluate if the student is likely to succeed 
in SFDN Catholic School’s academic program.   

 
All new students will be given a trial period in which to prove himself/herself both socially and 
academically.  If during this trial period there are any difficulties, a student may be asked to withdraw 
from SFDN Catholic School.  Non-Catholic students whose parents accept the philosophy of SFDN 
Catholic School will be admitted, space permitting.  
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ACADEMIC INFORMATION 

Curriculum 
SFDN Catholic School follows the Archdiocesan Curriculum Guidelines for the teaching of all secular 
subject areas as well as religious studies. These standards define the knowledge and skills students 
should have within their K-12 education careers.  Upon graduation for high school these benchmarks 
should enable students to succeed in entry-level, credit-bearing college courses and workforce training 
programs.  
 
SFDN Catholic School offers students opportunities for growth in the following major subject areas: 

 
Religion: Catholic doctrine and tradition, sacraments, Bible study, prayer, social justice, and 
preparation for the reception of the sacraments of Reconciliation and Eucharist are required by ASF. 
Students in Grades 5 and 8 will take the ACRE (Assessment of Catechesis of Religious Education) 
test. 
• Mass is celebrated every week on Wednesday at 8:30 am for PreK-5th grade and Friday for 6th 

grade-8th grade.  PreK-5th grade will attend First Friday Mass with the middle school every first 
Friday of the month.  After First Friday Mass, the middle school with go to Adoration lead by Father 
Michael.  Mass will also be held on Holy Days and for special events.   

• Faith Formation:  All students registered at SFDN Catholic School are required to take the religion 
course offered to their grade.  The religion curriculum will be consistent with the teachings of the 
Roman Catholic Church and will conform to the guidelines of the Archdiocese as appropriate. SFDN 
Catholic School has adopted Loyola Press’ Christ Our Life series to best meet the needs of our 
students.  

• Sacramental Program: The sacramental life of the students of the Catholic tradition is an important 
component of the religion program at SFDN Catholic School.  Catholic students in the 3rdgrade 
receive the Sacrament of Reconciliation (Confession) and the Sacrament of the Eucharist (First 
Communion) in the spring.  The sacraments of Reconciliation and Eucharist are only conferred upon 
students baptized in the Roman Catholic tradition. Catholic students in grades 4-8 who have not 
received these sacraments and wish to do so may contact SFDN Parish for class information.   
 

Language Arts: (Reading, English, spelling, vocabulary, writing composition, library skills, and 
literature) SuperKids reading program is used for grades K-2 to support the foundational reading skills.  
Wonders reading program is used for 3rd – 5th grades.  

 
Mathematics:  SFdN Catholic School has adopted Saxon Math, a research-based program, to support 
foundational mathematical skills.  

 
Social Studies: Includes history, geography, economics, government, civics, citizenship, and New 
Mexico history (grades 4 and 7 only). 

 
Science: General sciences (grades K-5), environmental science (grade 6), physical science or life 
science (grades 7 and 8) based on the national Next Generation (NextGen) Science Standards. 

 
Physical Education: Physical fitness activities appropriate for grade level to develop gross and fine 
motor skills and promote sportsmanship. 
 
Fine Arts: Music and Art  
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Computer Literacy:  Word processing, keyboarding, knowledge of computer parts and their care, 
database, spreadsheets, graphics, coding, and games that support curriculum.   

Homework 
Assignments are designed to reinforce daily lessons, supplement and enrich class work, and prepare 
students for new experiences.  Completing homework every day is a priority.  Students in 2nd- 8th grades 
record homework assignments in the SFDN Catholic School planner. 
 
Since each student has different capabilities and interests, it is difficult to denote the specific amount 
of time to be spent on an assignment.  Time needed to complete homework assignments vary with the 
student, the teacher, the class, and the day.  If a problem arises, contact the teacher to discuss options. 
 
It is the responsibility of the student to arrange with the teacher(s) to make up any missed work in a 
timely manner.  Students who are absent due to illness have one day for each day of absence to make 
up the missed assignments, quizzes, or tests.  When a student is absent, a parent may call the school 
office before noon to arrange for homework assignments.  Homework assignments may be picked up 
at the school office by 3:30 p.m. 

Standard Assessments 
The following standard tests are administered to SFDN students: 
• Prekindergarten:  STAR Early Literacy 
• Kindergarten:  STAR Early Literacy 
• First Grade-Fourth Grade:  STAR Reading (after a student is reading independently), STAR 

Math 
• Fifth Grade: STAR Reading, STAR Math, ACRE Religion Test 
• Sixth Grade-Seventh Grade: STAR Reading, STAR Math 
• Eighth Grade: STAR Reading, STAR Math, ACRE Religion Test 

Classroom Tests 
Periodic classroom tests are used to assess students’ mastery of concepts.  The purpose of these tests 
is to provide a measure of progress toward objectives and to allow the teacher to gauge the success 
of instructional goals.  Teachers shall provide students and parents with results of classroom testing on 
FACTS.   

Grading and Reporting 
Academic grades are based solely on scholastic achievement. Behavior is reported separately. 
(ASF/CSPM#4400) 

 
Grades 3-8 measure student learning using the following scale:  

A = 93-100 Superior 
B = 85-92  Above Average 
C = 76-84  Average 
D = 70-75  Below Average 
F= 69 or lower Failure (ASF/CSPM#4400) 
 

Grades 1 and 2 measure student learning using the following scale:  
E = Excellent  Exceeds grade level standard 
G = Good  Meets Standard 
S = Satisfactory  Meets Standard majority of time 
U = Below Average  Does not meet standard 
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Grades PreK and Kindergarten measure student learning using the following scale: 

O = Outstanding 
G = Good 
S = Developing Satisfactorily 
T = Needs more time to develop 
N = Needs improvement 
 

Report Cards are important tools for communicating student progress. Report cards are issued every 
nine weeks during the academic school year. Parents are responsible for printing the student’s report 
card from FACTS.  Progress reports are issued at mid-quarter and are available in FACTS. All parents 
have access to all student grades at any time in FACTS.  

Attendance 
Regular, prompt attendance is essential and necessary to be successful in school. Absence from school 
interferes with academic progress. Unless excused for illness or another serious reason, students are 
required to attend school by New Mexico state law. SFDN Catholic School enforces the compulsory 
attendance laws of the State of New Mexico.   

 
Any time a student is not in school, except for a school-related function, the absence will be counted 
on the class attendance record, the report card, and the Permanent Student Record. The school has 
the right to request that any absence be substantiated by an official document, such as a letter from a 
physician, etc. 

 
A student whose absences exceed the state requirements may be ineligible to participate in 
extracurricular activities, including but not limited to sport teams, clubs, and field trips. The student may 
be subject to continuation in the same grade and will not receive a progress report until work is 
satisfactorily completed in the stated time frame. 

Absence 
When a student is absent from school, a parent should email or call the office before 9:30 a.m. each 
day of the absence. If the office does not receive an email or call, the parent will be contacted.  

 
DUE TO COVID-19, all students absent for more than 2 days must have either a negative COVID 
test or a physician’s note stating the illness is not COVID.  If COVID positive, student must 
remain out of school until no symptoms and a negative test OR five days after no symptoms. 

 
Excessive absence days including late entries to school after 8:10 a.m., can be cause for a 
student to be retained in the current grade. 
 
Excessive absence days or the equivalent of 20 days, including tardies and early pick-ups, can 
be cause for a student to be retained in the current grade or to fail certain courses. When 
students have accumulated 8 tardies/early pick-ups or 10 absences within a semester, a parent 
conference will be required to determine a course of action. 

Tardy 
A student is tardy if he/she is not seated at 8:00 a.m. with hihe/sher classmates in the gym. Students 
reporting to the gym after 8 am must stand in the gym hall or at the gym door and wait for Morning 
Prayer to conclude.  If a student is tardy after 8:10 a.m., he/she must report to the school office for a 
tardy slip for admittance to class.  A student arriving late to class is disruptive and he/she has already 
missed essential information.  
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There is no distinction between an excused or unexcused tardy unless deemed by 
administration such as a major traffic accident.  Excessive tardiness and early pick-ups will have a 
direct impact on a student’s academic evaluation, hihe/sher participation grade, and promotion to the 
next grade. Three tardies or early pick-ups are equal to a half day absence.  

Planned Absence 
The school calendar provides for extended weekends throughout the school Year and parents are 
encouraged to schedule family trips during these times to minimize impact to student learning. Any 
absence other than illness is considered unexcused, including planned absences due to vacations or 
participation in non-SFDN Catholic School sporting events. Students will not be eligible to 
participate in after school activities on days when they are absent. 

 
Teachers are not required to provide make up tests, work in advance of absence, or 
assignments for unexcused absences.  

Absence During the School Day 
Parents should schedule student appointments at times when school is not in session.  Students who 
miss three (3) hours or more during a school day will be marked as absent for half a day. 

 
Parents must report to the school office to sign their child out of school when picking up a student during 
regular school hours. The student will then be called to the office.  No student will wait at the office to 
be picked up by a parent except during an emergency situation.  The parent/guardian must return to 
the office to sign the child back into school.   

 
Parents/guardians should inform the school in writing if someone other than the parent/guardian is to 
assume responsibility for the child at the time of release. Only individuals who are on the authorized 
list are permitted to remove a student from campus.    

Parent/Student/Teacher Conferences 
Parent/Student/Teacher conferences are scheduled after the first and third quarter.  All students are 
encouraged to attend each conference. Conference days are counted as school days, but class is not 
in session during conferences.  
 
Conference schedules are posted on FACTS well in advance of the scheduled date. Parents must sign 
up for their conference time. Parents and students are strongly encouraged to attend the conference 
and discuss the student's work, efforts, abilities, and potential with teachers. Unless specifically 
prohibited by a court order, the non-custodial parent has the right to the same information and 
opportunities for conferences as the custodial parent. (ASF/CSPM#4410) 
 

Graduation 
Graduation exercises from middle school shall take place no earlier than one week preceding the last 
day of school.  

 
• Graduation from 8th grade will be appropriately simple and inexpensive. A Eucharistic liturgy will 

be central to the graduation ceremony and will be followed by a simple, dignified exercise that 
recognizes the unique value of Catholic education.  
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• SFDN Catholic School may withhold a student’s diploma until that student or the student’s 
parents or legal guardians satisfy their educational, financial and/or disciplinary obligations to 
the school. A student’s participation in graduation exercises is a privilege, not a right.  

 
Students who have more than one failing Final Grade in any subject during their 8th grade year, and 
who do not have a Student Success Plan, may not participate in the graduation ceremony and 
celebration.  Students who have missed more than ten days each semester may not participate in the 
graduation ceremony and celebration. Exceptions will be made for serious illness with a physician’s 
letter of confirmation. 
  



  
SAN FELIPE DE NERI SCHOOL – PARENT/STUDENT HANDBOOK   23-24 22 

 

FINANCIAL INFORMATION 

Tuition and Fee Policy 
SFDN Catholic School is supported by the families and benefactors of the school.  Financial stability is 
ensured by the careful stewardship of the available resources, the generosity of the benefactors, and 
the faithful fulfillment of the families to meet their financial obligations.  
  
The actual cost to educate each student at SFDN Catholic School is greater than tuition and is collected 
from various sources.  Parents accept the terms and conditions of the SFDN Catholic School Tuition 
and Fee Policy upon payment of the registration fees and final approved enrollment of their children in 
SFDN Catholic School. The financial obligations of the parents are divided into five groups:  Tuition, 
Parish Operational Subsidy, Fundraising Obligation, Registration Fee, and Other Charges. 

Tuition 
The tuition rates per family for 2022-2023 Kindergarten through 8th grades are as follows: 

One student   $4900.00 
Two students   $9600.00 
Three students           $14,400.00     
 
Tuition for Pre-K is $5,200.00 per child and the sibling discount will be applied. 
 

All families have the option of paying the tuition in the following ways: 
• Full payment due on June 1st with a $150 discount.  This payment shall be made through FACTS. 
• 10-, 11-, or 12-month FACTS Plan. The 12-month FACTS Plan begins in June, the 11-month 

plan begins in July, and the 10-month plan begins in August.  Final payment for all plans is due 
in May. 

 
All families are required to use FACTS for electronic payments.  There is a yearly enrollment fee of $50 
to use FACTS.  The FACTS Plan is an automatic electronic payment plan paid through a checking or 
savings account.  Those choosing the monthly plan will authorize their bank or credit union to make 
automatic monthly electronic payments to FACTS on either the 5th or the 20th of the month. Each family 
pays an annual set-up fee for using the FACTS service.  FACTS is also utilized by the school to collect 
student fees throughout the year (yearbook, field trip, lunch, etc.).  

 
If FACTS attempts to collect a tuition payment from a family’s account and there are insufficient funds, 
the following actions are taken: 

• The company will immediately charge the account a Non-Sufficient Funds (NSF) fee. 
• FACTS will attempt to collect the payment every 5th and 20th of the month for two months. 
• FACTS will charge a fee for every attempt that is NOT successful. 

 
Should your account become delinquent, you will be contacted by the Finance Office and an invoice 
will be mailed.  All checks written to SFDN Catholic School that are returned for NSF will be charged a 
$30.00 fee in addition to the original check amount.  A parent/Finance Manager/Principal meeting will 
be called to resolve the account.  
 
All current expenses must be settled before registration will be granted for the next school 
year. 
  



  
SAN FELIPE DE NERI SCHOOL – PARENT/STUDENT HANDBOOK   23-24 23 

 

Financial Assistance 
Forms for financial assistance are available online at www.factstuitionaid.com. The application deadline 
for FACTS Grant and Aid Assistance is posted each year.  Families who are new to SFdN Catholic 
School or who experience a change in family income are encouraged to apply after this date.   
 
Disclaimer: All financial aid decisions are determined by a committee including the Pastor, Principal, 
Finance Manager, and other members as deemed necessary by the Pastor and/or Principal.  

Parish Operational Subsidy 
The Parish Operational Subsidy is $500.00 per student. This is the amount the Archbishop has 
determined a parish is required to pay to support Catholic education in this Archdiocese.  Each student 
is assessed the Operational Subsidy and this fee is the financial obligation of the student’s 
parent/guardian. If a family is registered for one year in their home parish, then the parish will pay an 
operational subsidy of $500 per child to San Felipe de Neri School to financially support that student’s 
Catholic education.  A parish will pay the Operational Subsidy only if the family is registered and 
active in their parish. If a parish does not pay the subsidy, the $500.00 fee will be charged to the 
parent/guardian’s FACTS account.   

Other Financial Obligations 
All extracurricular fees must be paid before a student can participate in any competition.  Fees may 
include, but are not limited to: 

• GENERAL FEES 
o $10 for PreK – 1st Grade for Art Supplies 
o $20 for 2nd – 5th Grade for a planner and Art Supplies 
o $30 for 6th – 8th Grade for Science Lab Supplies, a planner, and Art Supplies 

• Sports and extracurricular activities 
• After Care Program 
• Lunches 
• Field trips 
• Non-Volunteer fee of $250.00 per family who does not meet the required volunteer service hours 

(25 hours per family/12.5 hours per single parent).  
• Lost or damaged library books, textbooks, athletic uniforms, or school property 
• Return Check  
• Virtus Abuse Awareness Program $6.00 

 

Outstanding Financial Obligations 
See Graduation p.20.   

Withdrawal Financial Policy 
Families shall notify the school in writing if a student is withdrawing. The registration fee is non-
refundable.  The school will not forward records for students who withdraw with an outstanding balance.  
  

http://www.factstuitionaid.com/
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UNIFORM AND DRESS CODE 
The school uniform is required for all students.  Parents/guardians will be notified if students are not in 
full uniform and will be required to bring proper attire for the student to continue the school day.  Three 
violations of the uniform dress code will result in the student receiving detention or being denied 
participation in the next free dress day.  All uniform regulations and guidelines are subject to the 
discretion of the principal.  The adopted uniform for SFDN Catholic School students may be purchased 
online from Dennis uniforms at https://www.dennisuniform.com.  

Dress Code for All Students 
• Students will remain in uniform while on school grounds, including attending after-school events. 
• All students, 2nd to 8th grade, wearing pants or shorts, will wear their shirts tucked in with a black 

or brown belt. 
• All students may wear the uniform cardigan sweater or quarter zip over the uniform top.  SFDN 

Spirit Sweatshirts may be worn on campus. 
• Non-uniform sweatshirts or sweaters should only be worn before and after school with the 

principal’s approval. 
• On game days, except when a game falls on a Mass Day, SFDN Catholic School team athletes 

may wear jerseys or team shirts with uniform bottoms. 
• Girl Scout uniforms may be worn on meeting days. 
• Hairstyle fads, including lines and hair carvings, are not permitted. Colored, dyed, highlighted, 

or bleached hair is not permitted. 
• Hair accessories must match the uniform (navy plaid, navy, black, yellow, or white) 
• All students will wear supportive, closed-toe shoes such as cross-trainers or running shoes.  

Boots are permitted only on non-PE days. 
• The only jewelry permitted is a watch (not a Smart Watch), a simple cross or holy medal on a 

plain, narrow gold or silver chain, or a rosary or Marian bracelet. 

Dress Code for Girls 
• PreK-2nd Grade Girls - Plaid Jumper or Khaki slacks (no stretch skinny styles), or Khaki 

shorts (for non-Mass days in the 1st & 4th Quarters) with a blue polo or white Oxford button 
down blouse and closed-toe shoes. 

• 3rd-8th Grade Girls - Plaid Skirt or Khaki slacks (no stretch skinny styles), or Khaki shorts (for 
non-Mass days in the 1st & 4th Quarters) with a blue polo or white Oxford button down blouse 
and closed-toe shoes. 

• Uniform skirts shall be worn at the waist and must hang no more than 3 inches above the top of 
the knee.   

• Leggings or slider style shorts in solid black, white, or navy may be worn under jumpers or 
skirts. 

• Socks worn with shorts, skirts or jumpers must be solid black, white, yellow, or navy. 
• Girls may wear one pair of stud earrings or ½ inch or smaller hoop earrings.   
• No cosmetics, mascara, false lashes, lip gloss, colored lip balm, nail polish, or artificial nails may 

be worn.  Students may wear a small amount of concealer or foundation to cover acne only. 

Dress Code for Boys  
• PreK-8th Grade Boys - Khaki slacks, or Khaki shorts (for non-Mass days only) with a blue polo 

or white Oxford button down shirt and closed-toe shoes. 
• Socks worn with shorts must be solid black, white, yellow, or navy. 

 

https://www.dennisuniform.com/
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Dress Code for Physical Education  
All students 4th to 8th grade will dress out for Physical Education in royal blue or navy blue basketball 
style shorts and a gray unisex t-shirt. T-shirts may have SFDN logos or be SFDN Spirit shirts.  These 
are available from Dennis Uniform but may be purchased elsewhere.  Shorts must be no shorter than 
3 inches from the top of the knee.  If PE is the last class of the day, students are not required to change 
back into their school uniform. 

Dress Code for Free Dress Day 
On occasions, for reward, celebration, or fundraising, students may attend school in “regular clothes”.  
Please follow the guidelines for what to wear and what not to wear.  Modesty is a virtue to which the 
Catholic schools adhere.  Students who fail to follow the guidelines for Free Dress Day may not 
participate in other Free Dress Days. Students and staff may come to school dressed out-of-uniform 
on their birthday or ½ birthday for summer months if they follow the Free Dress Guidelines.  All Free 
Dress Day clothing decisions are made at the discretion of the principal.   

 
On free dress days, students may wear: 

• Modest dresses no shorter than three inches above the knee 
• T-shirts or tops with appropriate messages or pictures 
• Tops or dresses that cover the shoulders.  
• Jeans, casual pants, or jogging suits 
• Skirts or shorts no shorter than three inches above the top of the knee 

 
On free dress days, students may not wear: 

• Torn clothing or clothing with holes  
• Clothes that are tight or saggy,  
• Spandex/Lycra clothes as outer wear  
• Pajamas or bathrobes 
• Flip-flops, slippers, or shoes that convert to roller skates or other rolling devices 
• T-shirts with inappropriate writing, tank tops, skinny straps or strapless tops, low-cut blouses, 

tops that show any skin between the top & pants or skirts 
 

Spirit Shirt Days 
Every Friday is SFDN Spirit Shirt Day.  Students may wear any SFDN Spirit Shirt (not torn or with holes) 
with uniform bottoms.  If worn with shorts or slacks, it must be tucked in with a brown or black belt.  
Spirit shirts may be worn if Mass falls on a Friday but only with pants, skirts, or jumpers.  No 
shorts at Mass. 
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CONDUCT  

Archdiocesan Conduct Policy 
Students in our schools are expected to conduct themselves in a way that their behavior will reflect 
favorably on the individual student and on the school, will show consideration for fellow students and 
teachers, and will create a harmonious school atmosphere.  To accomplish this, all students shall 
recognize their individual responsibilities and obligations, and discharge them in accordance with 
school regulations.   

Classroom Rules and Code of Conduct  
All classroom rules will support the school motto of “Reverence, Respect, and Responsibility.”  Each 
teacher will develop rules with age-appropriate collaboration of the students to assure that a positive 
learning environment is maintained for all students. These rules will change from time to time and from 
class to class so that all rules relate to the needs displayed by the students.  

 
Each teacher is responsible for maintaining order within his/her classroom. The enforcement of general 
school regulations as well as classroom rules is within the authority and responsibility of all staff 
members. Classroom rules have the force and effect of school rules. Assigning detentions and/or other 
corrective measures for misbehavior is at the discretion of the teacher.  

 
Corrective measures are intended to be positive acts rather than punitive.  Students who repeatedly 
violate classroom rules will be referred to the principal. 

Off Campus Conduct 
SFDN Catholic School reserves the right to discipline its students for off campus behavior that is not 
consistent with the school’s Catholic culture, behavior expectations and conduct of its students during 
the school day.  Off campus behavior includes, but is not limited to, behavior at games, dances, events, 
public places where a group of SFdN students or families are gathered, social media sites, cyber-
bullying, and sexting. 

Use of SFDN Catholic School Name  
Attaching the school’s name, logo, or other SFDN Catholic School insignia to any event, activity or 
publication implies a close connection with the school, usually sponsorship or endorsement.  
Involvement by individual faculty, staff, students, or parents is not, by itself, sufficient basis to title an 
activity, program or event as sponsored by SFDN Catholic School.  The activity, program or event must 
be one for which the school takes institutional responsibility.  Use of the SFDN Catholic School name, 
logo, or insignia may be authorized only with written approval by the Principal or Pastor. (ASF/CSPM 
#1540) 

Technology and the Internet 
Students and their parents/guardians are required to review the school’s Internet Usage Policy and 
have a signed Registration Agreement on file.  Students are expected to practice “netiquette” which 
includes appropriate language, courtesy, and adherence to copyright laws.  Students are responsible 
for reporting any accidental “hits” of inappropriate sites. The following behaviors are unacceptable and, 
if known, will be reported to a teacher:  

• Knowingly accessing inappropriate websites. 
• Sending, displaying, or downloading offensive messages and/or pictures. 
• Using obscene language, harassing, insulting and/or threatening others. 
• Damaging computer systems, computer networks, and/or software. 
• Violating copyright laws. 
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• Trespassing in someone else’s folder, work and/or files. 
• Using another person’s sign-on and/or password. 
• Using the name SFDN Catholic School on any personal website or social media site. 
• Using the network for commercial purposes. 
• Revealing anyone’s personal phone number, name, address, or other information. 
• Using 3rd party commercial sites unless approved by the technology teacher. 
• Hacking, creating a virus or downloading inappropriate material. 
• Submitting documents from the Internet as a student’s own work.  This is plagiarism and will 

incur a grade of zero and an infraction. 
 

Students who do not comply with usage rules will forfeit their usage privileges as determined by the 
teacher and/or administrator.  Students use computers at their own risk.  The school makes no 
guarantees and is not responsible if data is lost. 

  
Students may encounter material on a network/bulletin board that is not age or Catholic School 
appropriate (vulgar jokes, statements of belief that some may consider immoral, etc.). The student is 
responsible for not pursuing material that could be considered offensive. 

 
Social media sites can pose a developmental and moral risk to a student.  Parents are cautioned to be 
aware of the online sites visited by their children, knowing that often predators are not living in a 
neighborhood, but within the home via a computer.  Students whose avatars or bitmojis depict 
themselves, San Felipe de Neri Catholic School, SFDN Catholic School students or their families, 
teachers, staff members, or parish staff in a derogatory or defamatory light will incur infractions, 
suspension, or expulsion. 

Social Media 
At SFDN Catholic School, we work together to support one another and to build a positive community 
with respect and love toward others.  Social media can be used to further this goal or not.  If the content 
of the student or parent’s blog includes defamatory comments about the school, faculty, students, their 
families, Catholic schools, parishes, or Archdiocese, disciplinary actions will be taken. Students 
involved in possession or transmission of inappropriate photos on their cell phones or other electronic 
devices and in any of their social media face suspension or expulsion.  

Cell Phones i-Pads/Tablets and Smartwatches  
Personal electronic devices should not be brought to school.  If parents prefer their student bring one 
to school, personal electronic devices (including phones and smart watches) will be collected by the 
classroom/homeroom teacher first thing in the morning and stored in a locked cabinet until 3:10 pm 
when they will be returned to students.  If a student is caught with electronic device, it will be 
confiscated, and both the student and device will be sent to the Principal.  The Principal will only 
relinquish the device to a parent or guardian.  Should this occur more than once, the electronic device 
will be returned to a parent/guardian at the end of the current quarter.  The school will not be held liable 
for the cell phone or smart watch under any circumstances. 

Belongings from Home 
Any item that may detract from the learning environment or compromise the health and safety of the 
students and/or staff should not be brought to school. Prohibited items include, but are not limited to 

• weapons, tobacco, drugs (including prescription and over the counter) 
• toys, trading cards, fidget spinners, cubes, pop-its 
• questionable books, magazines, or pictures,  
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• electronic devices such as pagers, game players, music players, cell phones, computers, 
tablets, smartwatches, or laser pointers. 

 
The principal will determine the appropriate disciplinary measures to be taken concerning the presence 
of these items in the school.   

School Property 
In keeping with the Catholic culture of the school to care for the environment and treat people and 
things with respect, students shall not damage any school or personal property.  If such damage is 
done, the parents/guardians will pay the full amount of repairs and labor or replacement costs. 
 
Remote Learning: Chromebooks checked out for Remote Learning are the student’s responsibility.  Any 
physical damage or software damage done to the Chromebook will be fixed by the school and funded 
by the family of the student.  

Search of Students, Lockers, and Desks 
A student assigned a locker or desk has use of, but not proprietary right to the locker or desk. Lockers 
and desks are the property of the school. Authorized school personnel may make periodic checks of 
lockers and desks, and their contents, at any time for any reason. The Principal, Pastor/Rector, 
Assistant Principal and high school Dean of Students, Superintendent or professional staff of the 
Catholic Schools Office may conduct a search of the school plant and every aperture thereof, including 
lockers and desks. school searches must be reasonable and related to the school official's 
responsibilities. Normally, an inspection of personal property, e.g., pockets, handbags, book bags, cars, 
etc. should not be conducted without the student's permission. If permission is given, the search must 
be made in the presence of at least two school officials. If permission is not given, the principal should 
contact the Catholic Schools Office for further instructions. After consultation with the Catholic Schools 
Office, inspection of personal property, e.g., pockets, handbags, book bags, cars, etc. may be made if 
the school official has a reasonable suspicion that such an inspection will reveal possession of objects 
or any substance which is prohibited on school property. To facilitate compliance with this policy, 
schools shall publish in the school handbook a policy stating inspection rights when there is a suspicion 
of a threat to the health, welfare, or safety of students. (ASF/CSOPM #2420) 

Party Invitations, Gifts, and Birthday Observances 
Invitations (including slumber parties and birthday parties) may be distributed at school if no part of the 
class is excluded.  If the party will exclude any part of the entire class, invitations will be not distributed 
at school.   
 
Students should not exchange individual gifts at school.  Contact your child’s teacher when sending 
birthday treats.  Birthday treats are not to replace students’ lunch but may serve as a morning or 
afternoon snack.  Balloons, flowers, etc. will not be delivered to your child’s classroom, but will be held 
in the school front office until the end of the school day.  
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DISCIPLINE POLICY 
Discipline in the Catholic School is an integral aspect of guidance.  Discipline develops character, 
maintains an atmosphere that upholds religious and moral values and Catholic traditions, and provides 
a classroom environment conducive to learning.  SFDN Catholic School aims to promote self-discipline 
among students and to cooperate with parents in helping students develop an ever-increasing degree 
of self-discipline and personal responsibility.  Any student who engages in conduct that is contrary to 
SFDN Catholic School’s rules and regulations and/or code of conduct will receive appropriate 
consequences. (ASF/CSPM#2400) 
 
Each student is always a SFDN Catholic School student, whether on campus or not.  Students are 
expected to behave in accordance with the stated mission and policies of the school, which are 
designed to foster mature development and personal responsibility, as well as emphasize deep respect 
for human dignity and uniqueness. A student who engages in conduct that is detrimental to the 
reputation of the school will be disciplined by school officials. If a student is charged with a serious 
crime, he/she will be placed on home-study pending an investigation or determination of responsibility.  

 
This handbook contains general rules for behavior but cannot cover every single situation that requires 
disciplinary action.  Situations that are not specifically detailed in this handbook will be handled 
individually according to the norms of acceptable behavior.  Note the following: 

• The Pastor and Principal are the final recourse in all disciplinary situations and may waive any 
disciplinary rule for just cause at his or her discretion. 

• Discipline is an important aspect of moral guidance and is not simply a form of punishment.  
Discipline for the child in a Catholic School is the practice of the virtue of obedience to authority, 
of self-denial and sacrifice, and of charity and thoughtfulness toward others.   

 
Subject to Archdiocesan Regulations, the Principal may impose disciplinary measures, including 
without limitation, probation, suspension, required withdrawal and expulsion. Disciplinary measures 
may be imposed separately or progressively, depending on the nature and degree of the offense.  
Corporal punishment is never administered. (ASF/CSPM#2400) 

Bullying, Cyberbullying, Disrespect 
SFDN Catholic School attempts to provide a safe learning environment for all individuals.  Verbal, non-
verbal, or written threats made against the physical or emotional well-being of any individual are taken 
very seriously.  Students making any such threats in school, at school events, or online will face 
detention, suspension, and/or expulsion at the discretion of the Principal.   

Harassment 
Harassment is repeated verbal or physical contact with another person who does not want it and 
includes any verbal, physical or visual conduct on the part of a student or students that has the purpose 
or effect of substantially interfering with the individual’s academic performance or of creating an 
intimidating, hostile, or offensive educational or social environment.  Any student who feels he or she 
has been a victim of harassment shall bring the problem to the immediate attention of a teacher or 
administrator.  All allegations of harassment will be investigated in a prompt and confidential manner. 

 
The ASF strongly opposes and prohibits all forms of harassment (e.g., harassment based on an 
individual’s race, color, age, religion, gender, marital or veteran status, sexual orientation, national 
origin, ancestry, or disability) whether physical, verbal, or environmental.   Any student who violates 
this policy will be subject to disciplinary action up to and including expulsion. (ASF/CSO#2410) 

Detention 
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Detention may be issued for a breach of classroom or school rules.  Parents are provided with written 
notification of the detention.  A detention period accounts for one detention notice.  Detention periods 
are Wednesdays after school from 3:30 until 4:00 pm in the principal’s office. Detention takes 
precedence over practices, lessons, tutoring, ballgames, or any other school activity as well as those 
scheduled outside of SFDN Catholic School.  Should a child receive detention on a game day, the child 
must forfeit his/her play in the game and serve the detention.  

Probation 
Probation refers to the careful supervision and evaluation of the student’s conduct or academic 
progress for a specified period, at the end of which a determination is made concerning whether the 
student has corrected the misconduct or made appropriate academic progress. A student may be 
placed on probation by the principal.  
 
Probation may be imposed in accordance with rules established by the school. Probation shall include 
an agreement in writing between or among the student, parents or legal guardians and the school 
administrator addressing the student’s misconduct or academic deficiencies, duration of probation, 
corrective measures to ensure compliance with applicable rules or requirements, and the 
consequences of any violation of the terms of the probation. Parents must be notified in writing when 
the probation is terminated or if it is to be extended. Subject to compliance with the terms of the 
probation agreement, a probationary period shall not exceed two semesters. (ASF/CSPM#2440) 

Suspension 
Suspension refers to the isolation of a student from some or all classes and/or school activities. 
Suspension is defined as a temporary dismissal of a student from the school. Suspension is a serious 
consequence that should be used rarely and only in response to an action of a very serious nature or 
after other remedial measures have been employed without success. A student may be placed on 
suspension for serious misconduct occurring on campus, during school related activities off campus, 
or for continued misconduct after having been placed on probation.  

 
A. Suspension may be imposed in accordance with rules established by the school. The student 
may be required to attend school but be separated from classes (in-school suspension) or 
remain at home (out-of-school suspension). The suspended student will continue schoolwork on 
an independent basis either at school or at home. Whether a student is in or out of school, 
suspension may not exceed three days, except in extraordinary circumstances or to allow time 
to complete and investigation or inquiry pending expulsion.  
 
B. Suspension may encompass extracurricular activities subject to the school’s handbook. 
School officials shall make reasonable efforts to notify the student’s parents/legal guardians prior 
to imposing any suspension upon a student. In situations where immediate suspension is 
warranted, school officials shall notify a student’s parents/ legal guardians about the suspension 
as soon as is practicable under the circumstances.  
 
C. The school shall keep a written record including date of the suspension, reasons, notes 
relating to the conference with parents/guardians and terms and conditions of the suspension 
that shall be signed by the parent/guardian and Principal. A copy of the record must be kept in 
a file separate and apart from the student’s Permanent Record. The Principal must approve any 
suspension of a student. (ASF/CSPM#2450) 

Expulsion 
The permanent dismissal of a student from school is an extreme measure to be taken only as a last 
resort: a) after all other efforts of motivation and counseling have failed, or b) where attendant 
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circumstances of crime, scandal, immorality, or disruption constitute a threat to the physical or moral 
welfare of other persons, or c) as set forth in Policy 2470 regarding student withdrawal on grounds of 
parental behavior. Local schools should publish in the parent/student handbook a non-exclusive list of 
those actions that may constitute expulsion.  

 
PROCEDURES FOR EXPULSION  
A. A record shall be kept of previous measures of remediation, counseling, probation, 
conferences and/or suspensions. This documentation should include written communication 
between the school and the family. In the case of serious circumstances as described in "b" 
above, the student shall be immediately suspended until the process described in letters B-G 
can be completed.  
B. Parents MUST be informed by WRITTEN notice that expulsion is contemplated.  
C. A conference shall be held with parents, student, Principal, Pastor/Rector, and, if appropriate, 
teachers at which time the grounds for dismissal will be presented and discussed. 
D. Expulsion should be determined only after consultation with the Superintendent (and the 
Pastor/Rector in Parish/Regional schools and preschools). The final decision to expel a student 
resides with the Principal and Pastor/Rector with the knowledge and consent of the 
Superintendent.  
E. Once the decision has been made to expel a student, WRITTEN notification of the decision 
must be sent to the parents/guardians and a copy forwarded to the Superintendent. 
F. The Principal shall notify his/her parents in writing of the appeal process. (See Policy 1310) 
G. The Principal shall properly document all expulsion cases including grounds, evidence, record 
of conferences and final notice. Such documentation shall be maintained in a file separate and 
apart from the Student Permanent Record. (ASF/CSPM#2460) 

 
The Principal and/or pastor are the final recourse in all disciplinary situations and may waive any 
disciplinary rule for just cause at his/her discretion.  

Student Withdrawal Due to Parent/Guardian Behavior 
Normally a child is not to be deprived of a Catholic education or otherwise penalized for actions of 
parents/guardians. However, parents/guardians may so significantly reduce the school's ability to 
effectively serve its students that the parents/guardians may be requested to remove their student from 
the school for ANY of the following reasons:  

 
a. Refusal to cooperate with school personnel.  
b. Refusal to adhere to Archdiocesan or local policies and regulations. 
c. Interference in matters of school administration or discipline. 

 
 In such cases, reasonable effort to elicit the minimum requisite cooperation shall be made and 
documented. The Principal must verify that parents/guardians were informed to terminate the 
inappropriate behavior and begin cooperating with the school or Policy 2470 would be enforced. If such 
effort does not correct the situation, then after consultation with the Superintendent and, in the case of 
elementary and preschools, the Pastor/Rector and/or the Principal may require the parents to withdraw 
their child. Documentation signed by the Principal and parents/guardians as well as any other 
information or evidence of consultation with the parents/guardians on the matter must be retained on 
file. If the parents refuse to accept the withdrawal, the procedures for expulsion shall be followed as 
outlined in letters B - G in Policy No. 2460. Registration for the following school year may be denied 
based on this policy but is not limited to the actions specified herein. (ASF/CSPM #2470) 
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STUDENT ADVANCEMENT 

Promotion and Retention 
All decisions regarding retention are the responsibility of the principal in consultation with the teacher(s). 
(ASF/CSPM#4420) Promotion to the next grade level in SFDN Catholic School is based on “completion 
of academic work and mastery of academic skills. Credit for courses shall not be given solely on the 
basis of class attendance.” (ASF/CSPM#4420) The administration may recommend retention in the 
current grade or tutoring or Summer School classes as a requirement for promotion.  
 
In cases of inadequate progress, each student will be considered individually.  Any decision concerning 
non-promotion must be made after considering all the factors related to the student’s development 
(emotional, physical, social, as well as intellectual and academic) collected from a wide range of 
sources throughout the year.  Excessive absences and/or tardies may be cause for retention or 
expulsion from the school. (ASF/CSPM#4420) 

Academic Probation 
A student whose academic performance indicates serious deficiencies may be placed on academic 
probation.  A student whose average is an F in any subject or has earned 2 Ds in any subject (not 
including the mid-quarter independent reading grade) is not allowed to participate in any extra-curricular 
activities for a minimum of two weeks until the next progress report or report card indicates that the 
student’s grade has improved to a passing grade.   

Transfers and Withdrawals 
SFDN Catholic School may request that the student withdraw and transfer to another school if a student 
is: 

1. not making sufficient academic progress.  
2. experiencing emotional difficulties. 
3. engaging in uncooperative or disruptive behavior. 

Or if a student’s parent or legal guardian is engaging in uncooperative or disruptive behavior. 
 
Students clearly unable to profit from the school by reason of academic limitation, emotional difficulties, 
uncooperative or disruptive behavior, or uncooperative or resistant actions of the parents will be 
required to withdraw from school. (ASF/CSPM #2200)  If a student withdraws from SFDN Catholic 
School, parents will notify the school in writing in advance of the withdrawal date.  This enables the 
school to prepare necessary information and settle accounts.  No student records will be forwarded to 
another school until all financial accounts have been settled.   

Student Programs 
Parents wishing to enroll their children in special programs outside the school, academic or otherwise, 
during the school day, may do so only with the written consent of the Principal and Pastor and the 
approval of the Superintendent.  Such request shall be judged on a case-by-case basis and if granted, 
will be for a period of no more than one academic year.  Granting this type of enrollment is solely at the 
discretion of the Principal and Pastor and is subject to the approval of the Superintendent. (ASF/CSPM 
#2200) 
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HEALTH AND SAFETY POLICIES 

Due to the ever-changing nature of the COVID-19 Pandemic, please refer to the most recent 
newsletters for updated information, policies, and procedures.  

Safety Issues 
Every member of the SFDN Catholic School community is responsible for his or her own safety and the 
safety of others.  Behavior that poses a threat to safety will not be tolerated and will result in disciplinary 
actions.  The school reserves the right to deny admission to a student or request withdrawal of a student 
from the school upon review of the school’s ability to keep students safe.  SFDN Catholic School does 
not have an on-site nurse. 

Immunizations 
The New Mexico State Health Department requires students’ immunization records to be filed in the 
office on the first day of school.  "It is unlawful for any student to enroll in school unless he/she has 
been immunized, as required under the rules and regulations of the Health and Social Services Board, 
and can provide satisfactory evidence of such immunization." (12-3-4.2 NMSA)   

Emergency Information 
Parents/guardians are responsible for entering emergency contact information into FACTS for each 
student enrolled in SFDN Catholic School.  Information must include how to locate parents/guardians 
in the event of an emergency, work, cell, and home phone numbers, the name and phone number of 
the student's medical provider and dentist, and a minimum of two other emergency contacts (with work, 
cell, and home phone numbers).   

 
It is the parent/guardian's responsibility to change the family and student profile on FACTS if any 
addresses and phone numbers change and to notify the office immediately of the change by phone 
or email. 

 
The school enforces rules that protect student's safety and health.  If an accident/illness occurs in which 
the student needs medical attention, efforts will be made to notify the parent/guardian before the student 
leaves campus to be attended by a medical provider.  If a student’s parent or guardian cannot be 
reached, an attempt shall be made to contact any other person on the student’s emergency contact list 
in FACTS. (ASF/CSPM#2340) 

Illness 
DUE TO COVID-19, all students absent for more than 2 days must have either a negative COVID 
test or a physician’s note stating the illness is not COVID.  If COVID positive, student must 
remain out of school until no symptoms and a negative test OR five days after no symptoms. 
 
Parents will be called to pick up sick children from school.   

Medication Given at School 
A. Medications  
School personnel may not administer medications of any kind to any student without appropriate 
consent forms. The following requirements must be met for a student to receive medication at school:  

 
1. The medicine must be in a prescription bottle or original container.  
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2. The school must have a written request, signed by the student’s parent/legal guardian, and 
by the student’s doctor, specifically authorizing school personnel to administer the specific 
medication. That request must contain the following information:  

 a. The dates and times medication are to be administered. 
 b. Instructions regarding proper dosage.  
 c. The original signature of the student’s parent or legal guardian and the original signature 

of the prescribing doctor. 
 

3. No general, on-demand or standing orders for students to take over the counter (OTC) 
medications for non-specific conditions will be accepted.  
 
4. All medications must be kept in a secure place where students do not have access. 
(Exception: School personnel may keep back-ups of inhalers or Epi-pens in the classroom, as 
well as in the school office, if such inhalers or Epi-pens are properly secured.) Because of the 
risk of students sharing medication, no student may carry his or her own medications on school 
campus or at any school-related event. If a student would be seriously at risk if they were not 
able to personally carry an Epi-pen or inhaler, and the student’s parent or legal guardian requests 
that the student be permitted to do so, the school may grant an exception to this policy if the 
student’s parent or legal guardian, and the student’s doctor document all the following:  

a. That there would be an extreme risk to the student if the student were not able to 
personally carry the medication. 
 b. That the student has been instructed on the indications for use of the medication, on 
the administration of the medication, on the possible side effects, on the student’s 
responsibility not to share the medication with anyone, and the student’s responsibility to 
notify the teacher of the use immediately after such use. 
 

5. The person designated by the principal to administer medication to students shall keep a log 
of all medicine administered. Where reasonable and feasible, a student’s medication is to be 
self-administered in the presence of the principal/designee. 
6. Glucose testing and insulin administration is to be coordinated by the student’s parent/legal 
guardian, in collaboration with the school’s Principal/designee. 
 7. At the end of each school year, all medications shall be returned to the students’ parents/legal 
guardians or disposed of in an appropriate manner.  
8. These requirements apply to over-the counter drugs as well as to prescription drugs. Other 
than as specifically permitted above, school personnel shall not furnish any medication, including 
acetaminophen, cough drops, medicated lip balm, etc. to any student, at any time, for any 
reason. 

 
B. Students With Food Allergies  
Parish/Regional schools and the Archdiocesan high school do not have a legal obligation to accept 
a student with a food allergy. It is acceptable for a Parish/Regional school or the Archdiocesan high 
school to deny enrollment to a student if the school cannot reasonably accommodate the student’s 
food allergy. If a Parish/Regional school or the Archdiocesan high school knowingly accepts a 
student with a food allergy, the school should follow the following guidelines provided by the Food 
Allergy & Anaphylaxis Network (“FAAN”):  
 
1. Family’s Responsibility 

a. Notify the school of the child’s allergies.  
b. Work with the school to develop a plan to accommodate the child’s needs. 
c. Provide written medical documentation, instructions and medications as directed by the 

child’s physician.  
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d. Provide properly labeled medications and replace medications after use or when expired.  
e. Provide the school, at the minimum, with at least two (2) Epi-pens for school or student 

use.  
f. Educate the child in the self-management of food allergies. This would include strategies 

for avoiding exposure; safe and unsafe foods; symptoms of allergic reactions; how to tell 
an adult when having allergy symptoms; and how to read food labels (age appropriate). 

g. Review procedures with the school, the child’s physician, and the child after a reaction 
has occurred.  

h. Provide up-to-date emergency contact information.  
 
2. School’s Responsibility  

a. Notify parents and the student that the school cannot guarantee an allergy-free 
environment. 

b. Ensure that all staff understand food allergies; can recognize symptoms; know what to do 
in case of an emergency; and work with other school staff to eliminate the use of allergens 
in the student’s meals, educational tools, arts and crafts projects, etc. 

c. Create and review the Food Allergy Action Plan before an allergic reaction occurs to 
ensure the plan is efficient.  

d. Ensure that medications are appropriately stored and be sure that an emergency kit is 
available containing the physician’s standing order for epinephrine. If student is seven (7) 
years old, or older, the student may carry an Epi-pen on his/her person if properly trained.  

e. Designate and properly train school personnel to administer medications.  
f. If a student needs an Epi-pen or has self-injected with an Epi-pen, call 911, the parents 

and the student’s doctor in that order. 
g. Ensure that a trained staff member is available during school operations.  
h. Discuss field trips and other special activities with the family of the child to decide 

appropriate strategies for managing food allergies.  
i. Discourage children from “trading” food.  
j. Ensure all surfaces such as tables and toys are washed clean of contaminating foods.  
k. If needed, designate a specific table in the cafeteria for children with food allergies.  
l. Encourage all students to wash their hands after handling food.  

 
3. Student’s Responsibility 

a. Do not trade food with other students. 
b. Do not eat anything with unknown ingredients or known to contain the food allergen. 
c. Be proactive in the care and management of food allergies and reactions (age 

appropriate).  
d. Notify an adult immediately if they believe they have eaten or been exposed to the fool 

allergen. 
 
C. First Aid Kit  

All Parish/Regional schools and the Archdiocesan high school shall always keep essential first 
aid supplies available. First Aid kits must be the standard Red Cross First Aid kit (WITHOUT the 
OTC medications) and must be taken on all field trips. First Aid kits may be purchased or 
developed using typical first aid supplies. First Aid kits must be regularly checked and refilled as 
necessary. Gloves must be included and worn when there is a possibility of exposure to blood 
or body fluids in administering first aid.  (ASF/CSPM #2320) 
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Communicable Disease 
A student suspected of having a communicable disease will be excluded from the classroom and 
parents will be notified to pick up their child and take the child for the necessary doctor's examination. 
In all cases, due consideration will be given to the needs and well-being of the individuals involved, 
those with whom they have contact, and the broader school/parish community.  Information will be 
conveyed on a need-to-know basis only.  When required by law, the school will report a communicable 
disease to the New Mexico Department of Health and Human Services and proceed according to their 
directives. (ASF/CSPM #1510) 

Weather Emergencies or Closures  
SFDN Catholic School will close for snow if the local public school district is closed or if local 
conditions or faculty absences warrant closure. The principal should consult with the Pastor/Rector 
regarding closure due to weather or facility conditions. When closures exceed a reasonable number of 
days, the Catholic Schools Office may require that days be added to the calendar to maintain the level 
of instruction. Each school shall develop and disseminate local policies that address closure and special 
schedules for weather or facility conditions. These policies should include procedures for faculty and 
media notification. Ordinarily, students should not be released early. Emergency conditions that may 
warrant early release require the permission of the Pastor/Rector in Parish/Regional preschools and 
elementary schools and consultation with the Superintendent prior to the dismissal of the students.  

Closure due to Faculty Absences, Emergency Conditions, or Facility Conditions 
After consultation with the Pastor or Superintendent, SFDN Catholic School will close if the facility or 
faculty absences warrant closure.  Ordinarily, students will not be released early unless emergency 
conditions exist. 

Unexpected Early Dismissal 
Only under extremely serious conditions will school be canceled after the school day has begun.  If 
students must be dismissed because of weather conditions, or any other reason, parents will receive 
notification through email about the unexpected dismissal. No student will be released unless his or her 
parent or authorized adults have been contacted.  It is the parent's responsibility to pick up the student 
in a very timely manner in the event of an unexpected early dismissal. 

Crisis Management Plan 
The school has developed and implemented a Crisis Management Plan in accordance with 
Archdiocesan policy. All staff members are trained in the procedures necessary to ensure your child’s 
safety.  In the event of an emergency evacuation and circumstances permitting, students will be moved 
to secure designated locations near SFDN Catholic School.  SFDN Catholic School’s safe place is San 
Felipe de Neri parish.  During an emergency, parents are asked to check their email for update 
information.  FACTS also enables staff to send texts to parents.  Parents may also dial 311 to receive 
information about the situation. 

Child Neglect and Child Abuse Laws 
Cases of suspected child neglect or abuse must be reported to New Mexico Children, Youth, and 
Family Department.  The school is not required to contact the parents/guardian of the student who is 
reported as a possible victim of child abuse or neglect.  
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ATHLETICS AND EXTRACURRICULAR ACTIVITIES  

Athletic Programs 
SFDN Catholic School is a member of the Albuquerque Parochial and Independent Athletic League 
(APIAL) and will abide by its rules and regulations. SFDN Catholic School students in grades 1-8 may 
be eligible to participate in the following sports: 

 Sports for Girls   Sports for Boys 
 Cross Country             Cross Country  

Volleyball (co-ed)               Volleyball (co-ed) 
Soccer    Soccer 
Golf     Golf   

Flag Football 
 Basketball               Basketball 

Track     Track     
    

Elementary (grades 1-5) Sports Fee:  $65 paid to APIAL 
Middle School Sports Fee:   $85 added to FACTS account 

Eligibility 
To participate in athletic and extracurricular activities, a student must meet the following conditions: 

• Students will have a current physical on file in the office before first practice. 
• All fees must be paid before the first competition. 
• Grade checks will be made two weeks and four weeks into the sport season.  If a student in 6th 

– 8th grade earns 2 D’s or one F on their next grade check, progress report, or report card, the 
student shall be ineligible for the next upcoming competition. Students will remain on probation 
until the next grade check, progress report, or report card.  Any exception shall be approved by 
the principal. 

• Students who receive detention or are scheduled to serve detention on competition days will not 
participate.  

• Students suspended from school are not eligible to participate in extracurricular activities while 
on probation. 

• Students shall not participate in an athletic or extracurricular activity on a day when the student 
is absent (full or half day) from school.  Any exception shall be approved by the principal or 
athletic director. 

Conduct and Sportsmanship 
All athletes should adhere to the school motto of “Reverence, Respect, and Responsibility.”  Good 
sportsmanship’s hallmarks include fairness, respect for opponents, winning without gloating, and losing 
without excuses or complaints.  Coaches, officials, parents, and fans all have a role in creating a 
positive environment for young athletes.  All (athletes, parents, coaches, fans, etc.) should follow school 
policies, and the directions of the coach, official or person in charge.  All incidents of disrespect/poor 
sportsmanship should be reported to the Athletic Director or Principal immediately.  Misconduct by any 
person in attendance will result in removal from the facility and may result in the removal of the athlete 
from the activity for the remainder of the season. 

Sport’s Practice 
Practice is for registered team members only and supports the understanding, teamwork, and skills 
necessary to play the game.  Practice does not take precedence over academics.  Students must be 
present for half a day of school to participate in practice.  
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Uniforms for Athletes 
Athletic uniforms are the property of SFDN Catholic School.  Uniforms are checked out to students who 
assume responsibility for the care of the uniform.   Uniforms shall be returned in clean condition at the 
end of the season.  Failure to return a uniform will result in a replacement fee. 

Parent Responsibilities for Athletic and Extracurricular Activities 
TRANSPORTATION: Parents shall provide or arrange transportation to and from games and 
extracurricular events.  Adults who transport students shall have automobile insurance and assume 
liability for the students. 

 
PARENT SERVICE: Parents of participating students are required to volunteer at games, events, and  
tournaments.  Duties may include working the concession stand or gate, running the scoreboard, or 
setting up or putting away chairs and equipment after the competition.  For athletic events, parents shall 
help a minimum of at least twice during a sports season.  Hours worked count toward your 12 volunteer 
hours per family. 
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Thank You! 
All shareholders play a valuable role in a child’s education.  Catholic education, along with a dedicated 
community, brings richness to a child’s life.  The faith, education, and values that a student develops 
at San Felipe de Neri Catholic School are priceless.  Thank you for trusting your children to us.  It is 
our goal to help them walk God’s path, developing and fulfilling their God-given talents.  

San Felipe de Neri School est. 1881 

Go Tigers! 
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PARENT/GUARDIAN AND STUDENT HANDBOOK AGREEMENT FORM 
 
 
This agreement form must be returned to SFDN Catholic School signed by parents/guardians and each 
registered student. 
 
I have read (or it was read to me) and I agree to abide by the policies contained in the San Felipe de 
Neri Catholic School Parent/Student Handbook.  I understand that nothing herein creates or is intended 
to create a contract with me.  I acknowledge that the information contained in this handbook is subject 
to modification, change, interpretation, and elimination at any time by San Felipe de Neri Catholic 
School at its sole discretion, without notice. 
 
The specific Archdiocesan policies identified in this handbook are summaries only.  For complete copies 
of the policies referenced, refer to the Archdiocese of Santa Fe Catholic Schools Policy Manual.  In the 
event of any conflict between the summary and the complete policy, the Archdiocese of Santa Fe 
Catholic School Policy Manual governs. 
 
 
 
Printed Name of Student:  _________________________________ Grade:  ________ 
 
Signature of Student:  ____________________________________  Date:  _________ 
 
 
 
Printed Name of Student:  _________________________________ Grade:  ________ 
 
Signature of Student:  ____________________________________  Date:  _________ 
 
 
 
Printed Name of Student:  _________________________________ Grade:  ________ 
 
Signature of Student:  ____________________________________  Date:  _________ 
 
 
 
Printed Name of Parent/Guardian:  _________________________________  
 
Signature of Parent/Guardian:  ____________________________________ Date:  _________ 
 
 
 
Printed Name of Parent/Guardian:  _________________________________  
 
Signature of Parent/Guardian:  ____________________________________ Date:  _________ 
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