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PURPOSE AND MISSION 

As a parochial school for the Archdiocese of San Francisco, our purpose is to form 
students in Christian living through a curriculum integrated with the teachings of Christ 
and Gospel values.  A dedicated and professional staff of Christian women and men 
administers our programs.  We offer a strong academic curriculum, with several co-
curricular programs geared to the average and above-average student.  It is the mission of 
St. Anselm School to combine the efforts of professional educators and committed 
parents, and to thereby offer quality education within a caring atmosphere. 
 
 
 

 

 

PHILOSOPHY 

St. Anselm is more than an academic institution.  It provides a Catholic education that 
emphasizes the spiritual, intellectual, and personal development of the students.  Our goal 
is to support the parents as primary educators in developing the whole child, and instilling 
in each child a sense of closeness to, and love for, God and His Catholic Church.  As 
facilitators of learning, the teachers encourage enthusiasm for academic excellence.  At 
St. Anselm we espouse an appreciation for the intrinsic value of life, a respect for the 
dignity of others, and a commitment to social justice.  The goal of the teachers and 
administrators is to model and promote in the students a positive self-image, with the 
expectation that each child will realize his/her full potential with a sense of duty to God, 
self, family, peers, and community. 
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CODE OF CHRISTIAN CONDUCT COVERING
STUDENTS & PARENTS/GUARDIANS

The students' interest in receiving a quality, morally based education can be served if students,
parents, and school officials work together.  Normally, differences between these individuals can
be resolved.  In some rare instances, however, the school may find it necessary, in its discretion,
to require parents/guardians to withdraw their child.

It shall be an express condition of enrolment that the student behaves in a manner, both on and
off campus, which is consistent with the Christian principles of the school as determined by the
school in its discretion.  These principles include, but are not limited to, any policies, principles,
or procedures set forth in any student/parent handbook of the school.

It shall be an express condition of enrolment that the parents/guardians of a student shall also
conform themselves to standards of conduct that are consistent with the Christian principles of
the school, as determined by the school in its discretion.  These principles include, but are not
limited to, any policies, principles, or procedures set forth in any student/parent handbook of the
school.

These Christian principles further include, but are not limited to, the following:

1. Parents/guardians are expected to work courteously and cooperatively with the school to
assist the student in meeting the academic, moral, and behavioral expectations of the
school.

2. Students and parents/guardians may respectfully express their concerns about the school
operation and its personnel.  However, they may not do so in a manner that is
discourteous, scandalous, rumor driven, disruptive, threatening, hostile, or divisive.

3. These expectations for students and parents/guardians include, but are not limited to, all
school-sponsored programs and events (e.g., extended care, athletics, field trips, etc.)

The school reserves the right to determine, in its discretion, which actions fall short of meeting
the Christian principles of the school.  Failure to follow these principles will normally result in a
verbal or written warning to the student and/or parent/guardian and may result in disciplinary
action short of requirement to withdraw from the school (e.g., suspension of student or
suspension of parent/guardian's privilege to come on the campus grounds and/or participate in
parish/school activities, volunteer work, etc.

The school reserves the right to determine, in its discretion, when conduct is of such a
severe nature as to warrant immediate action without a warning and/or without an
intermediate step short of withdrawal
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ST. ANSELM SCHOOL 
SCHOOLWIDE 

LEARNING EXPECTATIONS 
 
 
ST. ANSELM STUDENTS are: 

Active Christians 

!  Demonstrate knowledge and understanding of the teachings practices, and traditions of the 
Catholic Church 

!  Demonstrate Christian values, respect for others and the dignity of life 
!  Pray regularly and participate in the Mass 
!  Have the foundation to make moral choices according to Gospel teachings 
!  Share their gifts and talents and acknowledge those of others 

 

Academically Prepared Individuals 

!  Have a comprehensive foundation in the basic skills in reading, writing and mathematics 
!  Understand the basic concepts in social studies, science, and technology 
!  Develop independent study skills 
!  Set challenging goals and work toward them diligently 
!  Clearly express ideas and opinions in oral and written communication 

 

Lifelong Learners 

!  Are self-motivated, self-directed individuals who ask questions and solve problems 
!  Appreciate and participate in the fine arts 
!  Demonstrate curiosity, creativity, and enthusiasm for learning 
!  Access, analyze and apply information to real life situations 
!  Assess their own strengths and areas for growth. 

 

Responsible citizens 

!  Respect school and societal rules  
!  Accept responsibility for their actions and are self-disciplined, 
!  Help others through community service 
!  Are aware and respectful of other cultures 
!  Demonstrate care for our planet and the environment 

 

Cooperative Group Members 

!  Respect divergent points of view 
!  Think independently and work collaboratively 
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ST. ANSELM SCHOOL 
St. Anselm Grammar School was built in 1924 by Fr. William Cantwell.  When the school opened 
on August 18, 1924 it had only six classrooms.  Rooms seven and eight were added in 1945.  The 
Sisters of Loretto taught in the school from 1924 to 1935.  In 1935, the Sisters of the Holy Name 
replaced them.  When the Sisters of the Holy Names withdrew from the school in June of 1981, a 
lay administrator and teaching staff were hired to continue operating the school.  What was the 
former high school location (1927-1931) has been replaced by the gymnasium building constructed 
in 1960.  
Today St. Anselm School is proud to continue to offer a quality Catholic education within a caring 
Christian environment.  The St. Anselm child pursues his/her development in an atmosphere 
devoted to:  teaching the Gospel, enhancing self-esteem, ensuring academic discipline and 
recognition of achievement. 
 
As an active member in the San Francisco Archdiocese, St. Anselm School enjoys the support and 
guidance offered by the Office of Catholic Schools.  The administration follows the guidelines for 
Catholic elementary schools found in the Archdiocesan Handbook.  Our recent accreditation 
granted to us through the Western Association of Schools and Colleges as well as the Western 
Catholic Education Association ensures that St. Anselm SchoolÕs philosophy, curriculum, 
organization, public relations programs; extra-curricular activities, etc. meet the expectations set by 
these associations.  The organization chart found below illustrates the function of each person/group 
in the operation of St. Anselm School. 
 
 

 
Direct Authority _______________________   Advisory/Supportive Role_ _ _ _ _ _ _ _ _ _ _ _ 

 

ARCHBISHOP 

SUPERINTENDENT ARCHDIOCESAN 
SCHOOL BOARD 

PASTOR 

PRINCIPAL SCHOOL ADVISORY 
BOARD 

PTG (PARENT/TEACHER      
GROUP BOARD) 

FACULTY & STAFF 

STUDENTS 
PARENTS 



 3 

ST. ANSELM SCHOOL POLICIES 
 

 

1.  ABSENCES FROM SCHOOL 

a. The State of California provides by law for compulsory school attendance by all children 
between the ages of six and sixteen unless subject to a stated exemption. 

 
b. The responsibility for compliance with this law belongs to the parents, but the school is 

obliged to keep and maintain an accurate record of daily attendance for each student. 
 

c. Parents are required to phone the school between 8:15 and 9:00 a.m. if the child will 

not be present that day. 
 

d. A written excuse, dated and signed by the parent or guardian, is required on the day of the 
studentÕs return following an absence.  This is required even though the office has been 
notified by phone. 

 
e. Medical absences:  Students are legally credited for attendance when time is spent in 

medical and dental appointments as long as verification of the appointment is provided to 
us by the medical or dental office.  Parents are urged to keep such absences to a minimum.  
When absent due to illness, students should be fever free for 24 hours before returning to 
school. 

 
f. Excused absences:  In addition to medical absence, students may be absent due to illness, 

accident, quarantine, or attendance at the funeral services of a member of the studentÕs 
immediate family. 

 
g. Absences during the school day:  Students needing medical appointments during school 

hours require a written note from the parent.  Parents are also required to sign out their 
child on the sign-out register in the school office.  If the child returns to school during the 
same school day, he/she must be signed back into school in the office.  Students who are 
away from school for an appointment for 3 !  hours or more will be counted as absent for !  
a day.  Early withdrawals before 12:00pm are considered a !  day absence.  

 
h.  Short term excused absences:  In cases of short term excused absences, the school staff 

will assist the student to make up the schoolwork missed.  Homework and in-class work 
will be prepared if the request is made before 10 a.m. Ð either in writing or by a call to the 
office.  If the illness or accident is such that a long-term absence is indicated, the local 
public school district can be contacted for home tutoring services after the studentÕs doctor 
verifies the necessity of a protracted absence.  Middle School students should check the 
website to access homework assignments. 

 
i. Absences for other reasons:  Regular attendance is essential for satisfactory completion of 

the yearÕs work.  Parents are earnestly requested not to ask that their children be excused 
from school except in the case of illness, bereavement, or a family emergency.  When 

parents wish to take their students out of school for personal reasons, parents/guardians 

must notify the principal and teacher(s) in writing in advance of the absence.  The 
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principal may contact the parent/guardian if the absence is to be an extended absence to 
advise them of the effect such absence would have on the studentÕs school work and to 
remind parents of the 10 day maximum absence per marking period policy.  However, the 
final decision is the parentÕs responsibility.  Parents must be aware that extended absences 
often seriously disrupt the learning process.  

 
j. When applicable, teachers may advise the student of reading that can be accomplished 

during an absence for personal reasons or a family vacation.  Teachers will not prepare 
work in advance but will gather in-class assignment sheets, reading/discussion materials, 
and homework in a folder during the absence.  It may not be possible to make up certain in-
class group projects and/or science lab experiments.  This may result in a lower quarter 
grade.  Students will be responsible for all material/assignments covered during the 
absence, material that may appear on a quiz or test.  It is the studentÕs responsibility to get 
missing work when they return.  Clear due dates will be issued Ð generally one day per day 
absent, plus one.  (For example:  absent 1 day = 2 days to make up the work, absent 4 days 
= 5 days to make up the work.)  If a project, long-term assignment, book report is due 
during the absence and was assigned long before the planned absence; it should be 
completed and handed in prior to the absence or the first day back to school.  No extra time 
will be granted for such work and no Òextra creditÓ work will be assigned.  

 
 The school/teachers are not under obligation to provide tutoring, make up work, or special 
 schedules for personal/vacation absences.  

 
k. If a student is absent for ten (10) or more days during a quarter period, report card grades 

may be withheld.  When students miss that much class time, minimum course expectations 
cannot always be satisfied and therefore grades cannot be issued.  

 
2.  ACCESSIBILITY OF RECORDS 

a. Parents have a right of access to their entire childÕs/childrenÕs records that are maintained by 
the school.   

 
b. Each student has a student cumulative school record card in the principalÕs office.  In most 

instances the substantive matter of the student record is a summary of the report card grades 
and standardized test scores. 

 
c. If a parent wishes to see these records, a note must be written to the principal and an 

appointment will be made to see the record at a time when a qualified person will be 
available to answer questions and interpret the recorded data.  If a parent finds the record to 
be inaccurate or incomplete, a written request shall be made to the principal to change or add 
data that will correct the error. 

 
3.  ACCREDITATION 

Having met the protocol of the Process for School Improvement in 2009, St. Anselm School is 
accredited by the Western Catholic Educational Association WCEA and the Western Association of 
Schools and Colleges WASC until 2015.  
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4.  ARRIVAL & DISMISSAL 

We ask that parents and students adhere to the following guidelines in order to ensure the safety of 
the children at arrival and dismissal times. 

a. At dismissal, all children must wait inside the school gate.  They may not wait on Seminary 
property. 

 
b. The Òwhite zonesÓ on Belle Ave. and Mariposa St. are for drop-off and pick-up only.  Please 

ensure that you are using the correct white zone as described below:   
 
 Belle Avenue has been designated for Grades 1-5.   The schedule for traffic duty on 

 Belle (morning and afternoon) is as follows: 

 

  K:  January and March mornings  
  1st: December, April and June mornings / afternoons 
  2nd: November and May mornings / afternoons  
  3rd: October, January and March afternoons  
  4th: September and February mornings / afternoons  
 

 Mariposa Avenue has been designated for Grades 6-8.  The schedule for traffic duty on 

 Mariposa (afternoon only) is as follows: 

 

  5th: December and March 
  6th: October and February 
  7th: November, April and June 
  8th: September and January 
 

c. Cars may not be left unattended nor may cars be parked in this zone for more than 3 
minutes.  After 3 minutes drivers must leave the zone, drive around the block, and return to 
pick up their child/children.  

 
d. All parents are assigned months when they are expected to monitor drop-off and pick-up on 

Belle Ave. and Mariposa St. 
 
5.  BLOGS 

Engagement in online blogs such as, but not limited to, MySpace.com¨, Xanga¨, Firendster¨, 
Facebook¨, etc. may result in disciplinary actions if the content of the studentÕs blog includes 
defamatory comments regarding the school, the faculty, other students, or the parish. 
 
6.  BULLYING AND CYBERBULLYING 

St. Anselm School attempts to provide a safe environment for all individuals.  Verbal or written 
threats made against the physical or emotional well being of any individual are taken very seriously.  
Students making such threats (seriously or in jest or online) face detention, suspension, and/or 
expulsion. 
 
7.  CARE OF PROPERTY 

a. Coats, sweaters, lunches, etc. must be clearly marked with each childÕs full name and grade.   
At the end of each month any unclaimed articles will be sent to the Uniform Closet or to a 
charity. 
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b. Each student is financially responsible for the care and upkeep of the books issued him/her. 
If a student loses a consumable book or textbook, a replacement must be purchased.  School 
textbooks must be covered at all times.  Books may not be covered with a clear, transparent, 
sticky paper.  This paper will damage the textbook.  

 
c. Knives of any kind are not to be brought to school.  Items such as ipods, CD players, laser 

lights, game boys, are not to be brought to school, a school event, field trip or activity. 
 

d. Locks are required for bicycles.  The school is not responsible for lost or stolen property. 
 

e. Lockers are school property and are maintained by school authorities to protect the safety of 
all.  A student assigned a locker has exclusive use but not proprietary rights versus the 
school.  The school reserves the right to search and inspect any locker on suspicion of a 
threat to the health, welfare and safety of the school, school personnel, and students. 

 
f. Each student in grades 6-8 is assigned a locker in which to store clothing and textbooks.  In 

order to maintain a quiet atmosphere for class, students are allowed to go to their lockers 
only at specified times.  Lockers may be decorated on the inside using only magnets.   Tape 
of any kind may not be used.  The school reserves the right to inspect lockers at any time.  
Lockers will not be issued if there are outstanding bills/obligations for lost books or property 
damages from the previous years. 

 
g. Gum chewing is forbidden on school property and at any school event, field trip or activity. 

 
h. Students will be financially liable for the repair of any damage for which they are 

responsible. 
 

i. Desks, lockers, and coatrooms are school property and may therefore be searched anytime 
by school personnel. 

 
j. For safety reasons, bicycles, skateboards, ÒrazorsÓ, scooters, roller blades, and sneakers with 

wheels may not be used/ridden on school property at any time of the day (before or after 
school and on weekends.) 

 
k. The playground structure may not be used before or after school, unless a school official is 

on duty. 
 
8.  COMMUNICATIONS BETWEEN SCHOOL AND HOME 

In order to insure that all communication from school reaches home in a timely manner, St. Anselm 
School uses a Thursday envelope system.  Official envelopes containing all correspondence are sent 
home on Thursdays with the youngest or only child and should be returned the following day.  
Information is not sent home if the Thursday envelope has not been returned.  It is the familyÕs 
responsibility to replace lost, misplaced, or worn envelopes.  New envelopes are provided in August 
and January.  There is a $1.00 replacement charge for envelopes that are lost.  A fee of $25.00 will 
be charged for the mailing of duplicate envelope materials.  The weekly newsletter, and other 
important information, included in the envelope, are also posted on the schoolÕs web site. 
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9.  COMPLAINTS 

The normal channel for complaints concerning school personnel shall be from complainant, to 
employee, to principal.  Every effort shall be made to give complainant a hearing at the earliest 
possible stage.  The following procedures should be followed: 
 

a. Ordinarily the complainant shall be directed to make the complaint to the employee 
concerned and to seek resolution or mutual understanding at that level. 

 
b. If the matter is not thus resolved or the complainant refuses to do the above and yet demands 

action on the part of the principal, the principal shall request a written signed statement of 
the complaint.  This shall be a brief but specific summary of the nature of the complaint and 
the facts surrounding it. 

 
c. The individual employee involved shall be advised by the principal of the nature of the 

complaint and shall be given the opportunity for explanation, comment, and presentation of 
the facts, as the employee perceives them.  The principal, in consultation with the Pastor, 
will try to resolve the issue. 

 
d. If resolution is not reached at this point, the complaint should be made in writing to the 

Pastor. 
 

e. The Superintendent will intervene only if the complaint cannot be satisfactorily resolved at 
the local level and only on receipt of a written referral. 

 
 On receipt of written referral, the Superintendent will solicit from the complainant, the 
 principal, and where appropriate, the Pastor, a written summary of the issue, together with 
 supporting documentation.  After reviewing the documentation and, when necessary, 
 conferring with the parties to the disputed action or policy, the Superintendent will only 
 determine: 
 

1) Whether the local policy is in accord with applicable Archdiocesan policies and 
regulations, or 

 
2) Whether the policy is fairly and equitably applied. 

 
10.  CONFERENCES 

a. Parent-Teacher conferences are scheduled for all students in grades K-8 at the end of the 
first quarter, and by appointment at the end of the third quarter.  We stress the importance of 
both mother and father being present; and we encourage middle school students to attend 
their conferences.  

 
b. To facilitate mutual support between school and family in the formation of responsible 

Christian youth, we encourage the clarification of any question, policy, situation, etc. 
through conferences whenever necessary.  Conferences may be scheduled at any time during 
the school year at the request of parents, teacher, or student.  
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 Conferences can be scheduled by contacting the teacher after school, by writing a note or by 
 calling the office.  Teachers should not be called at home or asked to conduct on-the-spot 
 conferences.   
 
11.  COUNSELING SERVICES (See Addendum E) 

St. Anselm School provides students with a certified counselor one day per week.  These 
counselling services are primarily short-term, temporary services aimed at the more effective 
education and socialization of a student within the school community and are not intended as a 
substitute for emergency psychological intervention, nor do they take the place of permanent, long-
term, or comprehensive psychological counseling therapy or medication, which are not the 
responsibility of the school.   
 
Parents, teachers, or the principal may refer a student to the counselor.  Students may also request a 
meeting with the counselor.  Parents who do not wish to have their child/children meet with the 
counselor without their approval must notify the principal in writing at the beginning of the school 
year.  For more information, please refer to the ÒSchool Counseling Release FormÓ. 
 
12.  CURRICULUM 

St. Anselm SchoolÕs curriculum is established in accordance with the Archdiocesan Curriculum 
Guidelines and with specific guidelines for each subject area.  In addition to religious instruction, 
the school provides a general education that satisfies the private school requirement of the 
California Education Code. 
 
13.  CUSTODY 

Divorced or separated parents must file a court-certified copy of the custody decree of dissolution 
that defines custody rights of the parents, i.e., joint legal custody or sole legal custody; joint 
physical custody or sole physical custody, with the principalÕs office.  The school will not be held 
responsible for failing to honor arrangements that have not been made known.  
 
14.  DISCIPLINARY PROCEDURES 

a. Catholic School Discipline:  Discipline in the Catholic school is an aspect of moral 
guidance, and is the joint responsibility of family and school.  Discipline refers to those 
reasonable controls, which promote the individual studentÕs development and self-discipline, 
and a Christian environment in which the rights and responsibilities of students and teachers 
are recognized. 

 
 We expect students, teachers, and staff to demonstrate a Christian attitude and concern for 
 others.  This concern is demonstrated in the following areas: 

 
¥ We expect the members of the school community to treat each other with courtesy 
 and to display honesty at all times. 

 
¥ We expect the members of the community to be considerate of other peopleÕs 
 feelings and to treat each other with kindness, patience, charity, and understanding.  
 
Responsibility of students:  It is the responsibility of the student to: 

¥ to comply with rules of the school, 
¥ to pursue the prescribed course of study, 
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¥ to respect and respond to the authority of the teacher and other school personnel,  
¥ to respect the rights and property of others, 
¥ to arrive at school on time, 
¥ to be alert and responsive to directions, 
¥ to be courteous to other students and staff members, and 
¥ to respect school property. 

 
b. Approved disciplinary measures and sanctions:  Following are some approved disciplinary 

measures: 
¥ conference with the student  
¥ conference with parents 
¥ assignment of special task(s) 
¥ denial of privileges 
¥ sent to the principalÕs office 
¥ detention 
¥ suspension 
¥ probation 
¥ expulsion 
¥ Method of dealing with serious infractions may include counseling with student and 

 parents or referral for professional counseling.  
 

c. Detention:  On Tuesdays and Thursdays, students may be detained after the daily school 
session for violations of class and/or school regulations and failure to complete assignments.  
Detention slips will be sent home for parent signatures.  No excuses other than medical or 
dental appointments, or tutoring sessions will be accepted.  Only one detention per academic 
year may be postponed. If detention is not served, if the student is tardy for detention, an 
additional detention will be assigned. 

 
d. Behavioral or Academic Contract:  After three behavioral or academic detentions in a 

quarter, a conference will be held with teacher(s), principal, student, and parents to develop 
a Behavioral or Academic Contract.  The Behavioral or Academic Contract will be in effect 
for three (3) weeks, with progress reports going home each Friday.  Students will lose 
privileges including, but not limited to, free dress days, field trips, class parties, dances, 
recess, and assemblies during the three-week duration of the contract.  If, after three weeks, 
the student has successfully remedied his/her behavior, the contract will be considered 
completed. 

 
e. Should a studentÕs behavior or academic performance require a second Behavioral or 

Academic Contract in one school year, the second contract will be in effect for the 
remainder of the year with loss of privileges including, but not limited to, free dress days, all 
8th grade privileges, field trips, class parties, recess, assemblies, dances, etc.  

 
f. Probation:  A student may be placed on probation for a relatively serious offence or for 

continued misconduct.  If the student does not meet the goals of his/her Behavioral or 
Academic Contract, the student will be placed on Administrative Probation for three (3) 
weeks with the clear understanding that improved behavior and effort is required to remain 
at St. Anselm School. 
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g. Suspension:  A student may be suspended for serious misconduct, on or off campus during 
school related activities, or for continued misconduct.  Students may also be suspended from 
school for fighting, failing to follow school and/or classroom regulations, or being sent to 
the office twice in one school day. 

 
h. Expulsion:  A student may be expelled from school for misconduct of a serious nature 

calling for immediate dismissal without suspension, or for a repetition of conduct for which 
the student has been suspended one or more times.  Expulsion, the permanent termination of 
a studentÕs enrollment, is a sanction that will be invoked rarely, as a last resort for clear and 
serious cause. 

 
i. Grounds for expulsion:  Grounds for expulsion are not to be applied automatically.  

Nevertheless, there are acts that constitute good cause for suspension or expulsion from 
school when a student directly commits the conduct while under the jurisdiction of the 
school or when the conduct is directly related to school activity or school attendance.  
Among these offenses are the following: 

 
¥ Actions or words gravely detrimental to the moral and spiritual welfare of other students. 
¥ Incorrigible or disruptive behavior, which impedes the progress of other students. 
¥ Assault, battery, or any threat of force or violence directed toward any school personnel, 
 students, or other persons on school property or during school related activities. 
¥ Bringing any kind of weapon, knife, etc. to school, school activity or event. 
¥ Habitual or persistent violation of school regulations. 
¥ Use, sale, distribution or possession of narcotics or alcoholic beverage. 
¥ Malicious damage or destruction of real or personal property at school. 
¥ Theft, extortion, arson. 
¥ Habitual truancy. 
¥ Any conduct considered inappropriate Christian behavior. 
¥ Conduct, on or off school grounds, which is deemed detrimental to the image or 
 reputation of the school and/or its personnel. 
¥ Hazing. 
¥ Violation of Student-to-Student Harassment Policy. 
¥ Violation of the Code of Christian Conduct. 

 
Recommended transfer on grounds of parental behavior.  Normally a child is not to be deprived 
of Catholic education or otherwise penalized for actions of parents. However, the principal may 
recommend transfer of a student when parents have been persistently and overly uncooperative with 
school staff, policies, regulations, or programs, or have interfered in matters of school 
administration or discipline to the detriment of the schoolÕs ability to serve their own or other 
children.  Note the ÒArchdiocesan Code of Christian ConductÓ published in this handbook. 
 
The principal has the final recourse in all disciplinary situations and may waive any 

disciplinary rule or action for just cause at his/her discretion. 

 
15.  DISABILITIES (See Addendum E) 

St. Anselm School is not legally obligated to accept children with disabilities nor does it have the 
same level of funding for personnel, equipment and other resources that may be available to private 
institutions to care for individuals with disabilities.  In the event of enrollment of a student with 
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disabilities, it will be necessary for parents to execute a ÒChildren with Disabilities Release Form,Ó 
Forms are available from the school office.  
 
16.  EMERGENCY INFORMATION 

A complete and current emergency information form must be on file for each student. Parents are 
expected to keep the information on this form current.  Contact the office if you have moved, 
changed telephone or cell phone numbers, e-mail addresses, wish to add or delete a person on the 
Òrelease formÓ, or there are changes in your childÕs medical needs/condition.  This will guarantee 
that office records are accurate, complete, and up-to-date. 
 
17.  EXTENDED DAY PROGRAM 

St. Anselm School provides an on-site Extended Day Program for children who are enrolled as 
regular K-8 students.  The Extended Day Program, as part of the school, is subject to school 
policies, the schoolÕs philosophy, disciplinary code and procedures and to administrative decisions 
of the principal and the Department of Catholic Schools. 
 

General Policies: 

a. There may be no Extended Day program sessions on days when school is closed. 
b. Insurance coverage is in force for each student. 
c. All Archdiocesan guidelines and regulations concerning health, safety and supervision of 

students apply. 
 
18.  FIELD TRIPS 

Field trips are privileges afforded to students; no student has an absolute right to a field trip. Any 
student can be denied the privilege if s/he fails to meet academic or behavioral requirements. 
Teachers will determine field trips yearly, based on curricular integration. 
 

a. No student will be permitted to participate in a field trip without presenting a signed 
Archdiocesan Field Trip Form to his/her teacher. The school cannot accept other forms, 
notes, or telephone calls in lieu of the official Archdiocesan form. 

 
 Parents may fax the signed Archdiocesan permission form to the school. (454-4730). 
 

b. Each driver of a private vehicle must be in compliance with Archdiocesan requirements as 
listed below: 

 
¥ BACKGROUND CHECK AUTHORIZATION FORM (replaces the 

Volunteer Form, which is filled out only once during your St. Anselm 
ÒcareerÓ. 

¥ Take the online ÒSHIELD THE VULNERABLEÓ training course and return 
the certificate of completion to the school office. 

 
c. In addition each driver must completely fill out and return the ÒFIELD TRIP DRIVER 

FORM”, along with A COPY OF YOUR INSURANCE “DECLARATION PAGE” 
 
 (Documentation is to be provided to the school office a week prior to driving on a 

 school field trip).  All state safety requirements must be met. 
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d. No stops (to restaurants, stores, etc.) may be made going to or returning from a field trip 
unless previously planned for the entire class by the teacher. 

 
e. Vehicles must be equipped with one seatbelt for each passenger 

 
f. Children under 6 years of age must be seated in a childÕs car seat. 

 
g. Drivers must be 21 years of age or older. 

 
h. Additional guests (other children, relatives, friends, etc.) are not allowed to accompany 

drivers. 
 

i. No alcoholic beverage may be consumed by driver/chaperones.  
 
19.  GRADING POLIC Y 

St. Anselm School is committed to the growth and development of the whole child.  We provide a 
grading policy that is consistent with our school philosophy and the grading philosophy of the 
Archdiocese of San Francisco Elementary Schools.  Our grading policy communicates achievement 
to the student in age-appropriate ways; as well as keeping parents, teachers, and administration 
informed.  Our grading policy enables students to monitor their own progress, make adjustments in 
study habits, and strive to meet their potential.  Grading gauges academic progress, provides 
incentives to learn, communicates student achievement, encourages self-evaluation, evaluates the 
effectiveness of instructional strategies, and identifies needs for differentiated instruction.  Student 
progress is measured through a variety of assessments to address various learning styles and ensure 
that student growth has occurred. 
 

For Grading Scale, Please See 34.  REPORT CARDS, p. 20-21 

 

K-5 Grading Guidelines 

 
a. Late Work Due to Excused Absences 

The teacher will save work for the absent student. First and second grade work and tests will 
be made up when the student returns. Students in grades three through five will make up 
work and tests within a reasonable period of time. (There are no kindergarten tests.) 

 
b. Absences for other Reasons 

When a kindergarten or first grade student is absent for other reasons, the missed work will 
be gathered by the teacher and made up when the student returns. Second through fifth grade 
students are responsible for making up their work. They are given one day per absent day 
plus one additional day to make up work missed while absent. No work will be given ahead 
of time. 

 
c. Late Work 

A record of late kindergarten, first, and second grade work is maintained and indicated on 
the report card. When a fourth or fifth grade student has two late assignments, the student 
must serve an academic detention. In the third, fourth, and fifth grades, late assignment 
grades will be lowered 1/3 grade per day.  
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d. Missing Homework 
Homework is a student responsibility. First, second, and third grade students who do not 
turn in a homework assignment will complete it during recess or add it to the following 
nightÕs homework. Third grade students stay in at recess and complete the homework. 
Homework that is purely practice is not graded but a record of completion is kept. The 
report card is notated if the student has had several missed homework assignments. 
Homework assigned by specialist teachers (Science, Language) may be graded.  

 
e. Extra Credit 

Extra credit points or assignments are not available to first and second graders. Third 
through fifth graders have the option of completing bonus questions or problems on tests.  

 
f. Effort 

The report card includes an effort grade, which is separate from the academic grades.  
Homeroom teachers and specialists collaborate in assigning effort grades. 

 
g. Participation 

Participation is a component of the academic grade for some classes in which interaction is 
necessary to assess achievement of course outcomes. 
 

h. Incompletes 
A grade of ÒIncompleteÓ may be assigned when a student has been absent more than the 
maximum number of days per marking period as stated in the Parent-Student Handbook. 
Students will be given 2 weeks from the day report cards go home to complete assignments.  
At that time, teachers will compute the quarter grade accordingly. 
 

6 - 8 Grading Guidelines 
 

a.  Late Work Due to Excused Absences 
Students who miss class due to illness or bereavement will be allowed to make up any 
assessment or homework they miss without a grade-reduction. The teacher will save work 
for the absent student. Students may make up quizzes and tests during lunch or make 
arrangements to stay after school with the teacher.  

 
b. Absences for other Reasons 

--Students who miss classes due to family vacations or for 8th graders who ÒshadowÓ at a 
high school will be given one day per absent day plus one additional day to make up work 
missed.  The teacher will gather in-class assignment sheets, reading/discussion materials, 
and homework in a folder during the absence.  It may not be possible to make up certain in-
class group projects and/or science experiments. This may result in a lower quarter grade.  
The only work given ahead of time will be reading and writing assignments from the 
textbook.   
--It is the studentÕs responsibility to get missing work when they return.  If a project, long-
term assignment, or book report is due during the absence, and was assigned before the 
planned absence, it must be completed and handed in prior to the absence or the first day 
back in school.  
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--In the case of partial-day absences due to tardiness or early dismissal, no extra time will be 
given to complete assignments.  Students are expected to see the teachers the 
morning/afternoon of that day to gather paperwork, hand in work, or to get the assignment.  
They are expected to complete the work missed by the due date originally assigned by the 
teacher. 

 
c. Late Work 

Submitting homework and assignments on time is an academic responsibility of all students.  
Students who submit a long-term assignment late (i.e. book reports, projects, essays, etc.) 
will receive a letter-grade per day reduction in grade.   

 
d. Missing Homework 

Homework is a student responsibility.  Homework that is purely practice is not graded but a 
record of completion is kept. An academic detention will be issued when a student misses 
the 2nd, 3rd, 4th, etc. assignment Ð per subject area, per quarter.  
 

e. Extra Credit 
Extra credit is occasionally an option in order to extend the learning and if such work is 
aligned with or enriches the course learning outcomes.  To earn such extra credit, students 
must show additional understanding of the material.  Students may not earn additional grade 
credit in lieu of completing homework or to replace a poor grade on an assessment.   
 

f. Effort 
The report card includes an effort grade, which is separate from the academic grades.  Each 
teacher will assess the studentÕs effort each quarter. 
 

g. Participation 
Participation is a component of the academic grade for some classes in which interaction is 
necessary to assess achievement of course outcomes.  

 
h. Incompletes 

A grade of ÒIncompleteÓ may be assigned when a student has been absent more than the 
maximum number of days per marking period as stated in the Parent-Student Handbook.  
Students will be given 2 weeks from the day report cards go home to complete assignments.  
At that time, teachers will compute the quarter grade 

 
20.  GUESTS 

The school discourages students from inviting friends to spend the day at school with them. 
However, in certain cases permission will be granted if the parents make the request in writing two 
days prior to the intended visit stating the need for the guest's visit and the duration of the visit.  All 
visitors are required to report to the school office upon arrival. 
 
21.  HARASSMENT (See Archdiocese Student-To-Student Harassment) 

St. Anselm School provides a safe environment for all individuals.  Verbal or written threats made 
against the physical or emotional wellbeing of any individual are taken very seriously.  Students 
making such threats (seriously or in jest or online) face detention, suspension, and/or expulsion. 
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Harassment of any type is not tolerated.  The Principal investigates all complaints of harassment.  
Students involved in harassing behaviour face detention, suspension, and/or expulsion. 
 
In 1992, the Archbishop of San Francisco promulgated a comprehensive set of policies and 
procedures covering all forms of unlawful harassment, with particular emphasis on sexual 
misconduct in the workplace and in ministerial relationships, as well as highlighting the unique 
respect and responsibility which is owed by adults to children. In 1996, a supplement to that policy 
was added specifically focusing on student-to-student harassment. The policy serves as a tangible 
witness to the Catholic commitment to live, love and respect as Jesus did. 
 
The Archdiocese of San Francisco affirms the Christian dignity of every student. It is the policy of 
the Archdiocese to provide an educational environment in which all students are treated with 
respect. Harassment is unacceptable conduct that is severe, pervasive, and deliberate.  Harassment 
occurs when an individual is subjected to treatment in a school environment that is hostile, 
offensive or intimidating because of the individualÕs race, creed, color, national origin, physical 
ability or gender.  Harassment of any student by another student is prohibited and will not be 
tolerated. 
 
A charge of harassment shall not, in and of itself, create the presumption of wrongdoing. However, 
substantiated acts of harassment will result in disciplinary action up to, and including, expulsion. 
Students found to have filed knowingly false or frivolous charges will also be subject to disciplinary 
action up to, and including, expulsion.  Depending on the nature and extent of the charge, if 
reasonable suspicion of misconduct is determined, the alleged harasser may be sent home pending 
conclusion of the investigation by the school. 
 
A complete copy of the Policy Against Harassment is included in this handbook.  The Catholic 
Schools in the Archdiocese of San Francisco, mindful of their mission to be witnesses to the love of 
Christ for all, admit students of any race, color, and national and/or ethnic origin to all the rights, 
privileges, programs and activities generally accorded to, or made available to, students at             
St. Anselm School. The Catholic Schools in the Archdiocese of San Francisco do not unlawfully 
discriminate on the basis of race, color, and national and/or ethnic origin, age, sex or disability in 
the administration of educational policies, admissions policies, scholarship and loan programs, and 
athletic and other school administered programs. 
 
22.  HEALTH 

a. Immunization for First Admission: For unconditional first admission to a school in 
California, each applicant must present documentary evidence that the applicant has been 
immunized against polio, diphtheria, pertussis, tetanus and measles. In addition, the State 
Health Department recommends that all students receive a tuberculin test.  Effective July 

1999 students entering 7th grade must have three hepatitis B shots. 

 
 Effective July 1, 2001 students entering Kindergarten must have documentation of varicella 
 immunization or immunity, such documentation to be an immunization record that 
 shows one dose of varicella vaccine.  If the child has had chickenpox disease the physician 
 must document this on the childÕs immunization card. 
 

b. Exemptions for personal or medical reasons are permissible but the claims must be in 
writing.  A written statement of a physician to the effect that the immunizations are not 
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considered safe or beneficial to the child, or a letter from the parents stating that compliance 
would be contrary to their beliefs, is necessary. 

 
c. Health Assessment Requirements: The parents of all kindergarten, first grade and all new 

students are required by law to present to the school, at entrance, a signed certificate/waiver 
form stating either that the child has received the mandated health assessment within the 
prior eighteen months or that they claim exemption for religious or personal reasons. 
 

d. Emergency Cards: State law requires that a complete and current emergency information 
card for each student be on file and readily available. Please notify the school office at once 
if there is a change of address, telephone number, or any other important statistical 
information and include as many telephone numbers as possible so that the school may 
reach parents in the quickest possible time when needed. 

 
e. Exclusion from School:  Students suffering from communicable diseases are to be excluded 

from school for at least the minimal period required by health department school exclusion 
regulations. 
 

f. An authorization from the Public Health Department or a written clearance from a private 
physician must be presented by any student seeking re-admission to school after when an 
absence is due to a reportable communicable disease. A principal may readmit students 
absent because of non-reportable communicable diseases, such as chicken pox, provided the 
minimal period of exclusion has been observed. 

 
g. The school office must be notified when students are suffering from any communicable 

diseases so that other families may be warned and health records kept up to date. 
 

h. Hearing/Vision Screening: The school conducts hearing and vision screening on a regular 
basis. 
 

i. Student Insurance: All students are covered during the school hours and school activities 
under the Archdiocese Student Insurance Plan. All school related injuries must be reported 
to the school office within 72 hours.  Injuries involving hospitalization should be reported 
immediately.   
 

j. Medications (See Section 29 “MEDICATIONS) 
 

¥ Tuberculin Tests:  All persons (teachers, staff and parent volunteers) working with 
 children are required by the State of California to have had an examination within the 
 past four years to determine that he/she is free of active tuberculosis. Thereafter, he/she 
 shall be required to undergo the examination at least once every four years. Verification 
 must be on file at school. 

 
k. Injections:  School personnel will not administer injections.  Should an injection appear to 

be necessary, the school will contact parents first, then other people listed on the emergency 
list.  Should no one be available, the student will be taken to the nearest emergency hospital 
at the expense of the parents. 
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23.  HOMEWORK 

a. Homework planned to meet the needs of students has an essential place in the educational 
program. Homework assignments are planned to emphasize important classroom work and 
to indicate where further attention is necessary.  A student who fails to understand the 
assignment should consult personally with the teacher.  Assignments are given to: 

 
¥ Reinforce concepts and skills that have been presented in class. 
¥ Foster student's creativity and discipline through enrichment projects or research. 
¥ Train students to work independently and to accept responsibility for completing a 

task. 
 

b. Failure to present homework on time, without a written valid excuse, may result in a 
lowered overall grade. In grades 4-8, students will also be issued an Academic Detention 
whenever a student misses more than one assignment per quarter, per subject. 
 

c. When your child is absent due to illness you may request homework to be sent home or 
picked up by a friend or sibling.  Such request must be made before 10:00 a.m. and we 
recommend that homework be sent home only after the first day absent. 
 

d. Time Allotment: The time spent on home study will vary according to the ability of the 
individual student, the academic load, and the studentÕs productivity during unscheduled 
time. However, the following table provides guidelines for the minimum amount of time the 
typical elementary student should spend daily in homework. 

 
  Grades 1 and 2 - 10-30 minutes   Grades 5 and 6 - 50-70 minutes 

  Grades 3 and 4 - 30-50 minutes   Grades 7 and 8 - 70-90 minutes 

 

e. Extra-curricular activities should not take precedence over homework responsibilities. 
 

f. Parents can enhance their children's homework by: providing suitable study conditions, 
encouraging, but not pressuring, their children and showing interest in what their children 
are doing but not doing the work for them.  

 
24.  HONESTY IN ACADEMICS 

Honest evaluation of student progress demands honest work by each learner.  The school considers 
that any assignment carrying the studentÕs name is his or her own work.  This applies to quizzes, 
tests, exams, papers, projects, and any other type of work turned in to the teacher.  Each student is 
expected to maintain high ethical standards at all times.  Cheating of any type will not be tolerated. 
Students who choose to cheat face a failing grade, detention, suspension, and/or expulsion.  When a 
teacher gives an assignment asking the student to express his or her own ideas, the work should 
consist of the studentÕs own formulation.  When using the words or ideas of another, the student 
must acknowledge the source by use of proper quotations, paraphrasing, and appropriate footnoting.  
Plagiarism is a form of dishonesty and is considered a serious infraction of the Honor Code.  Both 

academic and disciplinary consequences will be incurred. 
 

a. Examples of academic dishonesty: 
 

¥ Communicating in any way with another student during a quiz or text. 
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¥ Copying material from another studentÕs quiz or text. 
¥ Using unauthorized notes or text material during a quiz or text. 
¥ Obtaining information about a quiz or test without the consent of the teacher. 
¥ Submitting a paper or project that, in part or whole, is not the studentÕs work. 
¥ Plagiarism or a paper that has been edited by another person. 
¥ Copying another studentÕs assignment or allowing the copying of oneÕs assignment 

unless permitted by the teacher. 
¥ Copying or using computer-stored data created by another person. 
¥ Preparing notes etc., to be used in cheating on a quiz or test. 

 
b. Consequences for academic dishonesty: 

 If a teacher finds that a student has committed one of the aforementioned or similar offenses, 
 he/she will report the instance of cheating to the principal who will issue a behavioral 
 detention and hold a conference with the student.   
 

c. Consequences for repeat referrals: 
 In the event of a second referral from any teacher, consequences will include a zero grade, 
 the student will be placed on a behavioral contract, the student will lose all privileges (free 
 dress, field trips, assemblies, dances, etc), and/or other sanctions deemed appropriate by the 
 principal.  
 
25.  INTERNET USE (Also see Addendum A) 
St. Anselm School reserves the right to impose consequences for inappropriate behavior that takes 
place off campus and out-side school hours.  Thus, inappropriate use of technology (for example, on 
a home computer), may subject the student to consequences.  Inappropriate use includes 
harassment, use of school name, remarks directed to or about teachers, offensive communications 
and safety threats.  Engagement in online blogs such as, but not limited to, MySpace¨.com, 
Xanga¨, Friendster¨, Facebook¨, etc. may result in disciplinary actions if the content of the 
studentÕs blog includes defamatory comments regarding the school, the faculty, other students or the 
parish. 
 
St. Anselm School does not, however, actively monitor student use of technology (internet blogs, 
chat rooms, etc.).  While our filtering system establishes some parameters for appropriate use within 
our building, students and parents/guardians are primarily responsible for the appropriate and 
ethical use of technology, especially in the home. 
 
26.  LIBRARY 

The school has a well-equipped automated library.  Students are encouraged to use the library for 
curricular enrichment and pleasure reading.  The following rules are to be observed: 
 
 a. Borrowed books are to be returned on time and in good condition. 
 
 b. Books, damaged, or lost must be paid for by the student before any other materials may be 
  checked out.  Students who have lost or damaged books will not receive their final report  
  card until their account is cleared. 
 
The library will be open during two lunch periods per week. Classes have additional library times 
scheduled weekly. Students in grades 2-8 are encouraged to familiarize themselves with the good 
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selection of reference and recreational reading books. Students must respect the rights of others in 
their behavior and use of the library and materials. No book may be taken from the library unless 
properly signed out by the librarian. Students are responsible to replace any lost or damaged books. 
 
27. LOST AND FOUND 
Any items found in the school building or on the school grounds should be brought to the school 
office to be placed in the Lost and Found basket in the lobby of the gym building.  Items placed in 
the Lost and found remain there for 30 days.  After 30 days, items are donated to charity. 
 
Students who lose a textbook or workbook must pay the replacement cost of the book plus shipping 
in order to receive a new copy.  
 
28.  LUNCH REGULATIONS 

 

a. When a parent brings a lunch to school after the school day has started, the lunch is to be left 
on the credenza in the school lobby, with the child's name and grade written on it.  Advise 
the children that if a lunch is left at home, the above procedure will be followed.  To avoid 
disruptions, parents are asked to deliver lunches to the office not to the classroom. 

 
b. Cans and cartons should be recycled; bottles are not allowed at school. 

 
c. In keeping with our commitment to help students foster healthful eating habits, students 

must bring juice, mineral water or water as a beverage for lunch or recess.  No soda.  (Soda 
is kept as an 8th grade privilege only.) 

 
d. St. Anselm School encourages all students to use reusable containers for cold or hot lunch.  

These containers must be clearly labelled with the studentÕs name and grade. 
 
29.  MEDICATION 
St. Anselm School strongly discourages the use of medication during the school day and ask that 
parents administer medication around school hours.   When it is necessary for a child to receive 
medication during the school day, the following rules apply. The requirements for administration of 
all medication, whether prescription or over the counter, are the same.  
 

a. Medication must be delivered to school office by parent in a pharmacy labelled container. 

 

b. Students are not permitted to carry or self-administer any medications unless 

mandated by severe health conditions and school administrators receive notification. 
 

c. A completed and signed medication form must accompany all medication. 
 

d. Forms must be signed by both a physician and a parent, and include an explanation as to 
 why medication should be administered by school staff. 

 
e. Absolutely no medication will be administered unless accompanied by completed 

 paperwork. 
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Note:  St. Anselm School does not employ health care professionals and no liability will be 
assumed by the office staff in connection with the administration of  medication to your child.   
Please read/sign release from liability section on the Consent to Treat form.   
 
30.  MIDDLE SCHOOL MATH PROGRAM 

At the end of the fifth grade school year, the fifth grade teacher, in consultation with other fifth 
grade core teachers, will make recommendations for sixth grade math placement.  Students 
recommended for advanced placement must display the following:  
 

a. Consistent high achievement in math Ð ITBS math test scores of 85% or higher in fourth and 
fifth grade. 

 
b. An overall yearly average math grade of A in fourth and fifth grades. 
c. Excellent effort and study habits in all academic areas. 

 
d. Excellent behavior in all academic and non-academic areas. 

 
Students who do not meet the aforementioned criteria will be placed in the standard math class. 
 
Additionally, students will have the opportunity to enter the advanced math program at the end of 
the first semester of 6th grade, or at the end of 6th or 7th grade. The middle school math teacher will 
make such a recommendation to the middle school faculty.  The faculty will review math ITBS test 
scores, math grades, overall GPA, as well as overall effort, study habits and behavior before a 
student is moved to the advanced program.  It may be necessary for the student to complete 
additional work to catch up with the advanced class. 
 
Middle school students who are new to St. Anselm will be placed in the standard math classes.  
However, it may later be determined through testing and previous school grades, etc. that the 
advanced math class may be best.  
 
31.  NONDISCRIMINATORY POLICY 

St. Anselm School, mindful of its mission to be witness to the love of Christ for all, admits students 
of any race, color, national and ethnic origin to all the rights, privileges, programs and activities 
generally accorded or made available to students at the school. St. Anselm School does not 
discriminate on the basis of race, color or national origin in administration of its educational 
policies, admission policies, scholarship and loan programs, and athletic and other school-
administered programs. 
 
32.   PARENT PARTICIPATION PROGRAM 

St. Anselm School believes strongly that parent participation plays a vital part in the success of the 
school.  Because of our partnership with parents, the education process is nourished.  This results in 
excellent communication, high academic achievement and a positive learning environment where 
each child succeeds. 
 
The following is asked of our parents: 
 

a. Families are asked to volunteer 40 hours; 6 hours will be in service at the Festival and 6 
hours for the Fall Fundraiser 
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b. Single parent families are asked to volunteer 20 hours, 3 hours will be in service at the 
Festival and 3 hours for the Fall Fundraiser. 

 
c. Families may include 20 of the 40 hours for coaching CYO sports. 

 
33.  PARTIES 

Parties, treats, or refreshments for any class or school group must first be cleared with the teacher or 
principal. Classroom parties are restricted to the last 15 minutes of the school day. Due to the 
disruptive effects of excessive sugar consumption, we ask that snacks and party foods be low in 
processed sugars. 
 
Birthday treats will be given out by the homeroom teacher at morning recess or at the end of the 
school day. 
 
When planning a party outside of school, it is important to consider the implications that arise when 
some students are not included.  Therefore, invitations to birthday parties or any other class activity 
at a student's home are not to be distributed at school unless the whole class is invited, or all the 
girls or all the boys are invited.  
 
34.  PHYSICAL EDUCATION/MOTOR SKILLS EDUCATION 

All students are expected to participate in P.E. activities. In order to be excused from class for any 
reason, a written note must be provided. For prolonged or repeated absences from P.E., a note from 
the physician is required. Students must wear tennis shoes for Motor Skills and P.E. 
 
35.  PICTURES 

A photography company provides services for annual pictures. The picture day is early in the school 
year and pictures are distributed to families before Christmas. A prepaid envelope is distributed to 
each family prior to picture day and each child must return an envelope on picture day indicating 
purchase selection. Although parents are under no obligation to buy a package, every student must 
have a picture taken and will receive a class photo. 

 

36.  PROMOTION POLICY AND RETENTION POLICY 
Advancement to the next grade at St. Anselm School is based on a studentÕs daily performance, test 
results, recommendations of teachers, and the studentÕs ability to complete work successfully on a 
more advanced level.  Promotion to the next grade also depends on successful completion of all 
subject areas.   
 
The Administration may recommend the repetition of a grade, tutoring, or summer school classes as 
requirement for promotion when, after conferences with teachers and parents, it is believed that 
such action will better prepare the student academically or emotionally for the next grade. 
 
37.  RELEASE FROM SCHOOL 

a. Early Dismissal:  The principal may grant early dismissal to a student provided a dated, 
written or an authorization signed by the parent or guardian is received before time of 
dismissal.  These requests will usually be made for medical and dental appointments. 

 
b. Students may be released to persons other than parents or guardians only if the names(s) are 
listed on the emergency form or the school has received a signed, dated authorization form.  
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There is a "Student Check-Out Register" in the school office.  Any time a child leaves school 
other than the regular dismissal time, the adult picking up the student must sign this Register.  In 
no case should a child be dismissed directly from the classroom even if a note has been sent.  
The office personnel will page a student to the office for an early dismissal from school.  To 
respect the learning environment and limit disruptions, parents are asked to go to the office, not 
the child's classroom, when coming to pick up a student. 

 
38.  REPORT CARDS 

a. Report cards are distributed four times a year for grades K Ð 8: 
  First quarter:  Aug. 27 Ð Oct. 30  Nov. 5-11 
  Second quarter: Nov. 2 Ð Jan. 22  Jan. 29  
  Third quarter:  Jan. 25  Ð March 26  April 13 
  Fourth quarter: March 29 Ð June 10  June 10 
 
 REPORT CARDS ARE TO BE SIGNED BY THE PARENT/GUARDIAN AND 

 RETURNED TO SCHOOL AS SOON AS POSSIBLE. 

 
b. Grades 3-8 will receive a report card with letter grades. The archdiocese marking code for 

grades 3-8 follows: 
   A (96-100%) C (74-80%) 
   A- (93-95%) C- (70-73%) 
   B+ (91-92%) D+ (67-69%) 
   B (87-90%) D (63-66%) 
   B- (84-86%) D- (60-62%) 
   C+ (81-83%) F (59% and below) 
   I - Incomplete - student has two weeks to complete the work 
  
 General Conduct/Effort Code: 
  1. Outstanding   3. Improvement needed 
  2. Meets expectations  4. Unsatisfactory 
 

c. A student who is absent or tardy for ten (10) days or more during a quarter may have his/her 
report card withheld for that quarter. 

 
d. Awards and Honor Roll: Students in grades 7-8 are eligible for the Honor Roll with: 

¥ Academic grades averaging 3.5 or better. 
 

¥ No more than a total of two Òimprovement neededÓ in conduct and/or effort. 
 

¥ No ÒunsatisfactoryÓ in conduct and/or effort. 
  

e. Merit Roll: Students in grade 7-8 are eligible for the Merit Roll with: 
¥ Academic grades averaging 3.0 or better. 

 
¥ No more than a total of two Òimprovement neededÓ in conduct and/or effort. 

 
¥ No ÒunsatisfactoryÓ in conduct and/or effort. 
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f. Sixth grade students are eligible for Honor and Merit roll with the aforementioned criteria 
during the 3rd and 4th quarter.   

  
g. Mid-Quarter Progress Reports informing parents of a failure to meet standards are issued at 

mid-quarter and may require a parent-teacher conference. An inordinate number of these 
notices will result in a parent/ teacher/student conference. 

 
h. No records will be sent to transferring schools of students whose parentsÕ financial 

commitment is in arrears. 
 
39.  SACRAMENTAL AND LITURGICAL CELEBRATIONS 

a. Masses: School Masses are held monthly and on Holy Days of Obligation. Each class is 
responsible for the planning and execution of one Mass. Check the monthly calendar for the 
Mass schedule. In addition, School Masses are held the first Sunday of the month at 9:00am. 
 

b. First Communion:  The First Communion program is available to any individual of the 
parish seven years of age or older. S/he will participate in a religious education program in 
preparation for reception of the sacrament. Proof of Baptism must be on file in the office 
before preparation begins in January. 

 
c. Reconciliation:  Twice a year, during Advent and Lenten seasons, students are given the 

opportunity to receive the sacrament of Reconciliation. Second grade students receive an 
intensive program as they prepare to receive the sacrament the first time. 

 
d. Confirmation: The Confirmation program is available to any individual of the parish in the 

ninth grade or older. 
 

e. Service Projects to Outer Community: Each class performs a service project aimed at the 
community, as well as the traditional "Missionary" areas, to demonstrate Catholic/Christian 
service.  In the 8th grade students are encouraged to volunteer at school, in the parish, or in 
the community. Although the school does not set a required number of hours, students are 
given several opportunities to serve others and are asked to complete Verification of Service 
Hours Form for each activity. 

 
f. School Families: The family consists of a student from each grade with an eighth grader 

serving as leader with a faculty advisor. The purpose of families is to foster a sense of 
Christian concern for all students. This is accomplished through various religious, 
educational and social activities. 

 
40.  SAFETY 

a. Disaster Drill:  In the event of a disaster during school hours, all students will be evacuated 
to the large yard where they will assemble according to grades. No student will be released 
from the grounds except to his/her mother or father who must call for him/her. No student 
will be released to another relative or neighbor unless specific written instructions from the 
childÕs mother, father, or legal guardian are on file. 
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b. Fire Drills:  The San Anselmo Fire Department will conduct Fire Drills. Students will be 
expected to evacuate the building to their designated areas quietly, quickly, and in an orderly 
fashion. 

 
c. Safety Regulations:  The following regulations will be enforced for the well being of all 

children: 
 

¥ Bicycles must be walked on to school grounds. Bicycling to school is a privilege and 
may be rescinded for a period of time if the above rule is not observed. A lock is 
recommended. 

¥ Riding skateboards, roller blades or scooters on school grounds is not allowed at any 
time. 

¥ Hard balls or bats will not be allowed on the blacktop area nor will any games that 
jeopardize the safety of the students. 

¥ The school is not responsible for equipment brought from home that is lost or 
damaged. 

¥ The school will not be liable for students who do not comply with the above 
regulations and other common sense safety practices. 

¥ Students may not play on the play structure before or after school Ð with or without a 
parent. 

 
d. Locked Gates:  All gates to the campus will be locked from 8:30am until 3:00pm.  All 
 visitors and parents must enter through the main lobby and report to the office.    
 

41.  SCHOOL SCHEDULE 

a. Since yard supervision begins at 7:50 a.m. in the morning, children should not arrive before 
this hour, ALL children who arrive between the hours of 7:15 and 7:50 a.m. will be sent to 
Extended Day and parents will be charged for their care. 
 
After the school day, children are encouraged to leave the school grounds as quickly as 
possible.  Children still on campus 15 minutes after dismissal will be sent to Extended Day 
and parents will be charged for their care. 

 
b. Parents are to make arrangements for their children to arrive a school on time and to be 

picked up at dismissal time, 
 

c. Extended Day Schedule:  Extended Day is open one hour prior to the start of School 
(7:15am).  Extended Day reopens at the end of the School Day and remains open until 
6:00pm. 

 
d. School Hours: 

 Kindergarten  

 8:15am Ð 12:30pm Until October 1st   Ñ   Everyday 
 8:15am Ð 12:30pm After October 1st   Ñ   Fridays  
 8:15am Ð   2:00pm After October 1st   Ñ   Monday/Tuesday/Wednesday/Thursday 

 Salutes:    8:15am 
 Recess   10:05am -- 10:25am 
 Lunch/Recess  12:05pm -- 12:45pm 
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 Grades 1-8   

 8:15am Ð 3:15pm Regular Schedule 
 8:15am Ð 12:30pm Early Dismissal (First & Second Wednesday of Month) 
 Salutes:     8:15am 
 Recess 1-5  10:25am -- 10:40am 
 Recess 6-8  10:10am -- 10:25am 
 Lunch/Recess 1-5 12:30pm --   1:05pm 
 Lunch/Recess 6-8 12:55pm --   1:30pm 
 
 All Grades  

 8:15am-12:00pm The day before Thanksgiving, Christmas and Easter Vacations. 
 
42.  STUDENT COUNCIL 

St. Anselm School has active Student Government involving students in grades 2-8. Eligibility 
requirements as well as requirements to remain eligible for Student Council officers include both 
academic and Conduct/Effort considerations. These requirements are explained to students at the 
beginning of the 7th grade.  Elections for Student Council officers are held in late May. Elections for 
Class Representatives are held in September. Meetings are held once a month during lunch or after 
school. Spirit Days and other Student Council activities are held throughout the year. 
 
43.  STUDENT DIRECTORY 
Within the first month of the school year, each family receives a Student Directory listing studentsÕ 
and parentsÕ names, addresses, and home telephone numbers. 
The Student Directory should be used to acquaint parents with the names of their children(s) 
classmates and parents.  These directories may not be used or sold for other purposes. 
 
44.  TARDINESS 

a. A student is tardy if s/he arrives after 8:15 a.m. If s/he arrives after recess, s/he is marked 
half a day absent. 

 
b. A record of all tardiness shall be maintained. In each case, a signed tardy slip from the 

parent shall be required at the beginning of the next school day. 
 

c. Report cards may be withheld from a student who has been habitually tardy 10 or more 
times during a quarter. 

 
45.  TELEPHONES/PERSONAL PALM DEVICES 

Permission to use the telephone must be obtained from the personnel in the school office.  The 
office phone is a business phone and students are permitted to use it only in case of an emergency.  
Forgotten homework, athletic equipment, arrangements for after school visits with friends, etc. do 
not constitute emergencies.  It is up to the students and parents to be sure that the student has 
everything necessary for school and to make arrangements for play dates before school begins. 
 
Students may not have cellular phones and personal palm devices in the classroom.  These have 
become nuisance items when incoming calls come in during class, when students use them to send 
text messages and/or when students use them to play games.  Cell phones and personal palm 
devices are to be kept in lockers.  Cellular phones and personal palm devices will be taken away for 
one day if brought to class or used during the school day.  If a second offence occurs, the cell phone 
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and/or palm devices will be taken and held until the end of the school year.  They may be claimed 
on the last day of school. 
 
46.  TESTING 

a. The Archdiocese of San Francisco uses the Iowa Test of Basic Skills for grades 2-8. The 
primary purpose of this testing is to assess individual strengths and weaknesses and for 
curriculum planning, not to test individual and group achievement. The Cognitive Abilities 
Test is administered to all 3rd, 4th, 5th, and 7th grade students.  Testing begins Monday, 
September 20th and ends Thursday, October 1st.  Teachers will not administer make-up 
sessions if a student has been absent for personal, no-illness, reasons.   

 
b. The results of each studentÕs testing will be shared with parents at Parent Teacher 

Conferences in November. 
 

c. The ACRE Test (Assessment of Catechesis Religious Education) is given to students in 
grades 5 and 8. 

 

47.  UNIFORMS 

Our uniform and dress code requires that students keep themselves well groomed, modest, neat 
and clean.  Any form of dress or hairstyle which is extreme, which might cause a distraction or 
which interferes with learning, will not be permitted.  
 
GIRLS’ UNIFORM REQUIREMENTS: 

¥ Uniform plaid jumper (grades K-5).  Only available from Dennis Uniform. 
¥ Navy twill pants and ÒwalkingÓ shorts (grades K-5).  Available from both providers.   
¥ Uniform plaid jumper or plaid skort (grades 3-5).  Only available from Dennis Uniform. 
¥ Uniform plaid skirt, plain navy skirt, or khaki skirt (grades 6-8).  Only available from 

Dennis Uniform. 
¥ Khaki twill pants (grades 6-8).  Available from both providers. 
¥ Khaki twill ÒwalkingÓ shorts (grades 6-8).  Available from both providers. 
¥ Evergreen polo knit shirt (grades 6-8) Ð Only available at LandÕs End 
¥ White short-sleeved blouse with a collar or white short sleeved knit shirt with collar.  

Available from both providers. 
¥ School sweatshirt Ð Only available at LandÕs End      
¥ White turtleneck  
¥ White black or navy socks, tights or leggings Ð solid color only   
¥ White, black, or navy tennis, canvas or leather shoes Ð solid color only Refer to Item No. 5 

below 
¥ CYO sweatshirts are not school uniform 

 
BOYS’ UNIFORM REUQIREMENTS: 

¥ Navy blue twill pants (no jeans or corduroy) (grades K-5).  Available from both providers. 
¥ Navy blue twill ÒwalkingÓ shorts (no jeans or corduroy) (grades K-5). Available from both 

providers. 
¥ Khaki twill pants (grades 6-8).  Available from both providers. 
¥ Khaki twill ÒwalkingÓ shorts (grades 6-8). Available from both providers. 
¥ Evergreen polo knit shirt (grades 6-8) Ð Only available at LandÕs End 
¥ Black or brown leather belt - no cloth or elastic belts that hang (belts are optional)   
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¥ White short-sleeved knit shirt with collar 
¥ White turtleneck 
¥ White (only) T-shirt if a T-shirt is worn 
¥ White socks only (that go to the ankle) 
¥ White, black, or navy tennis shoes or leather shoes Ð solid color only Refer to Item No. 5 

below 
¥ School sweatshirt Ð Only available at LandÕs End 
¥ CYO sweatshirts are not school uniform 

 
1. Official uniform items including pants, shorts, shirts, jumpers, skorts, and skirts may be 
 purchased at: 
 Dennis Uniforms     LandsÕ End 
    590 10th St.      1 LandsÕ End Lane 
 San Francisco, CA 94103    Dodgeville, WI 53595-0001 
 Phone: 415-864-3401      Phone:  1800 469-2222 
 www.dennisuniform.com    www.landsend.com/school   
 School code W22SAS     School code #9001-0381-3 
  

¥ Lands’ End is the only provider for the K-8 school sweatshirt with the school 

logo (remember K-5 logos and 6-8 logos are different).  
 

¥ Dennis Uniform, at 590 10th, San Francisco, provides our navy pants & shorts, khaki 
pants and ÒwalkingÓ shorts, K-5 jumper, 3-5 skort, & 6-8 plaid skirts.  You may 
order online, by phone, or go directly to the store. 

 
2. Shirts, blouses, pants and shorts may be purchased elsewhere provided:  a) Uniforms meet 
 color requirements, b) there are no outside pockets, e.g. cargo pockets on the pant or shorts, 
 c) the shirts and blouses meet the style of those available at the uniform companies (same 
 sleeves, buttons, # of buttons, etc.), d) knit shirts do not have logo, e) shorts are not ÒgymÓ 
 shorts. 
 
3. All uniforms must be tidy (no holes, frayed edges, faded fabric).  Uniforms that are 
 oversized and drag below the shoes, sag, and permit boxers/underwear to show above the 
 pants/shorts are not permitted.  Skirts and jumpers must not be shorter than 4Ó above the 
 knees.  To ensure that girlsÕ jumpers/skorts/skirts are at an acceptable length, please do not 
 alter hem length after purchase. 
 
4. Natural hair color and conservative, neatly trimmed hairstyles are required.  (No tails, 
 shaved hairstyle, no dying, highlighting, Òsun-inÓ or coloring hair in any way.)  BoysÕ hair is 
 too long if the hair covers the eyebrows, ears, and/or shirt collar. 
 
5. Please note that uniform shoes must be solid colors only.  White tennis shoes with black or 
 navy piping are fine since the colors are in keeping with the three-color options.  Tennis 
 shoes with pink, red, orange, or light blue piping/laces are not acceptable. 
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More about Uniforms: 

 
a. All students must be in complete uniform each day of the year unless the principal has 

approved other arrangements. 
 

b. On days when Brownie or Scout meetings are held after school, the uniform of the 
organization may be worn. 

 
c. If a belt is worn, it must be a leather belt that fits within the belt loops and does not hang. 

 
d. Make-up, nail polish, excessive jewelry, tattoos and Òbody piercingÓ are not allowed.  Girls 

may wear one bracelet, one necklace, and one post earring per ear.  Boys may not wear 
earrings. 

 
e. All students are required to wear tennis shoes in the gym for P.E. 

 
f. On school liturgy days, girls must wear the uniform jumper, skirt or skort and boys must 

wear long pants. 
  
Non-Uniform Days: 

 

a. ÒFree DressÓ includes jeans; however, clothes must always conform to rules of modesty, 
good taste and appropriateness. 

 
b. Jeans and pants must be sized to fit the body size of the student.  This excludes large, baggy 

pants of any type or ones that are worn below the waistline. 
 

c. Spandex pants, tight ÒCapriÓ pants, and short shorts are not acceptable. 
 

d. Parents should check that the girlsÕ tops conform to rules of modesty; see-through tops, bare 
midriffs, tank tops, and short shorts are not acceptable. 

 
e. All boys and girls tops must have sleeves, and the in-seams of shorts must measure more 

than 6 inches. 
 
48.  VISITORS 

School visitors (volunteers, parents, etc.) must come to the main office.  For safety and security 
reasons, each person is required to sign in at the office when he/she enters the building for any 
reason.  All visitors and/or volunteers, that are not school parents, are required to wear a designated 
badge that may be picked up in the office.  Visitors and/or volunteers are to return the nametags and 
sign out at the time of departure. 
 
49.  VOLUNTEERS 
St. Anselm School abides by the Child Abuse laws of the State of California and the Archdiocese of 
San Francisco.  This law mandates that all cases of suspected abuse and/or neglect be reported to 
Child Protective Services. 
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All individuals who volunteer in the school must be in compliance with Archdiocesan requirements 
as listed below: 
 

¥ BACKGROUND CHECK AUTHORIZATION FORM (replaces the Volunteer Form, which 
is filled out only once during your St. Anselm ÒcareerÓ. 

 
¥ Take the online ÒSHIELD THE VULNERABLEÓ training course and return a copy of the 

certificate of completion to the school office. 
 
Parents who have Òregular contactÓ with students Ó (such as a chaperone for Outdoor Ed) will also 
be asked to complete the mandated fingerprinting background check (DOJ and FBI).  
 
Parents who volunteer to help at ÒHot LunchÓ must have proof of a negative TB test. 
 
50.  RIGHT TO AMEND 
St. Anselm School reserves the right to amend this Handbook.  Notice of amendments will be sent 
to parents via the weekly Thursday Envelope. 
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ADDENDUM A.  DISCIPLINE CODE 
 
Communities of Faith: 

In 1972 the American Catholic Bishops stated that Catholic schools were communities of faith. This 
means that the students and the teachers of this community recognize the presence of Jesus in 
themselves, and in every other member of the community. This undertaking challenges us to model 
respect, justice, and responsibility to one another in our discovery of God's creation.  
 
Respect:  

Students, teachers, staff, administration and parents of St. Anselm School respect each other 
because they respect Jesus who lives in them. This respect allows us to appreciate the uniqueness of 
others and is the foundation of discipline in all Catholic schools. Students who act respectfully do 
not distract teachers or disturb other students. Similarly, teachers who act respectfully appreciate 
each child's individuality. They enhance each child's feelings of self worth in order to encourage 
them to reach their potential. 
 
Justice: 

Parents make many sacrifices to send their children to Catholic school. They trust that their children 
will do all they can to learn. Students act unjustly to their parents, fellow students and teachers 
when they disrupt the classroom. Teachers are bound by justice to uphold the trust of parents too, in 
their actions towards their students. 
 
Responsibility: 

Through Baptism all Christians have a responsibility to help others. This is a lesson not easily 
mastered and a teacher's help is vital. Parents and teachers must encourage children to join with 
others to respect and show justice to one another. Acceptance of this responsibility is a sign of 
maturity. 
 
It is important for the community of St. Anselm to find meaningful ways to incorporate these 

fundamental Christian ideals into their daily lives. 

 
The most important goal of school discipline is the fostering of self-discipline and responsibility 
within the student. If individuals understand what the acceptable limits of their behavior are, and the 
consequences for over-stepping these limits are clearly stated, then students understand the 
important concept that one must take responsibility for one's actions. Behavior clearly becomes a 
matter of choice, and mature patterns are formed with the realizations that one must adjust to life 
and its challenges and that respect towards others benefits the individual and the community as 
well. 
 
The following is a statement of behavioral expectations and consequences. 
 
CONCERN FOR EACH OTHER 

1. Members of the school community are to treat each other with courtesy by: 
 a. Raising their hand and waiting their turn to speak. 
 b. Helping each other with heavy loads. 
 c. Not using foul language (in class and on the playground). 
 d. Greeting others politely, saying, "excuse me, please, thank you." 
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 e. Coming to the help of an injured schoolmate. 
 f. Opening/holding doors for others. 
 
2. In shared areas (the arcade, playground, lunch area, gym), members of the school 
 community will behave in a way that will not disrupt others. Examples include but are not 
 limited to: 

a. Maintaining a noise level that does not disturb others. 
b. Walking (not running). 
c. Waiting patiently at the drinking fountains. 
d. No rough housing and ball throwing (in the arcade). 
e. Being careful of others on playground, particularly those who are smaller or 

younger. 
f. Returning a playground ball to the student(s) who were playing with the ball. 

 
3. Members of the community will be considerate of others people's feelings and will treat 
 others with kindness, patience, charity and understanding. Examples include but are not 
 limited to: 

a. Using a tone of voice when speaking with another member of the community that is 
respectful and non-confrontational. 

b. Eliminating malicious teasing and ridiculing, gossiping, cutting down and bullying. 
c. Including everyone in group activities, both in the classroom and on the playground. 
d. Not making fun of others when they make a mistake 
e. Giving someone a chance to apologize for an accident. 
f. Apologizing when necessary. 
g. Not threatening physical harm. 
h. Not abusing others emotionally or verbally. 

 
CONCERN FOR THE PROPERTY OF OTHERS 

1. Members of the school community will treat the personal property of others with care.  
 Examples include but are not limited to:  

a. Taking lost articles to the office.  
b. Receiving permission to borrow or use other's belongings.  
c. Leaving other students' lockers and lunches alone.  
d. Not hiding other students' belongings. 

 
2. Members of the school community will treat school property with care. Examples of this 

are: 
a. Cleaning up lunch tables and area. 
b. Picking up trash in the classrooms, on the playground, etc. 
c. Keeping the classrooms and restrooms clean for others to use. 
d. Keeping textbooks covered, free of excess paper, and free of writing. 
e. Not writing, drawing or scratching on desks, furniture and walls. 
f. Not chewing gum while on school or parish property. 

 
RESPECT FOR THE LEARNING ENVIRONMENT 

Members of the school community will play a role in maintaining a pleasant learning environment.  
Examples include but are not limited to:  
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a. Arriving to class on time and in an orderly manner.  
b. Coming to class with the necessary materials and homework.  
c. Giving each class member his/her share of time to speak or ask questions.  
d. Respecting each individual's "space."  
e. Not shouting or speaking loudly.  
f. Not throwing objects to or at others.  
g. Being willing to work independently and cooperatively. 
h. Being respectful of the teacher's authority. 
i. Not being argumentative, interrupting others when they are speaking.  
j. Waiting to be dismissed by the teacher at the end of class. 

 
If these expectations are not met, consequences will vary depending on the seriousness of the 
situation and the grade. Every effort is made to create consequences that will help the student 
understand why the behavior was inappropriate. Holding students accountable for their actions 
remains the primary goal in the disciplinary process. Central to all disciplinary actions is the 
constant reminder that the students are expected to act in ways reflective of the Christian 
community to which they belong. 
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ADDENDUM B.   DISASTER EMERGENCY GUIDE 
 
The school is legally responsible for the child while at school and every reasonable effort will be 
made to insure the safety of all children. In case of major disaster: 
 
PARENTS, PLEASE: 

"  Listen to the radio for emergency reports, KTIM radio (FM 100.7, AM 1510) is currently 
designated as the local emergency broadcast station. 

"  Come to school for children only after checking on conditions by radio, with police or fire 
authorities, or with the school. 

"  Sign your child out before taking him/her from school. If you are unable to pick up your 
child, s/he will be released to authorized persons indicated on your emergency release cards. 

"  Children will be released from Richmond Road Exit ONLY. All other exits will be locked to 
avoid confusion. 

"  Discuss these disaster guidelines with your child and family. 
"  Annually replenish each child's water and emergency food supply. 

 
STUDENTS SHOULD: 

"  Think of four "C's" -- COOL, CALM, COLLECTED AND COOPERATIVE. 
"  Remember emergency drill procedures -- listen for directions. 
"  Remain in pre-arranged area(s) under supervision of assigned personnel until released. 
"  DO NOT go to the office unless so instructed by a teacher. 
"  DO NOT try to use the telephone, or cell phones unless directed to by the administration. 

 
THE SCHOOL STAFF WILL: 

"  Evacuate students from the building and remain with them. Take roll, report any missing or 
injured students. 

"  Depending on conditions, keep students at school and hold them until they can be safely 
released. 

"  Make all reasonable effort to keep parents informed. 
"  Provide first aid, food and other services within available means. 
"  Remove students from the campus or release them to return home as indicated by conditions 

or emergency authorities. 
 
 
School will remain open until every child has been released. 

In an emergency situation, students are dismissed by the homeroom teacher.  Parents/guardians sign 
their child(ren) out on the Emergency Release Form held by the homeroom teacher. 
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ADDENDUM C.  ARCHDIOCESAN SCHOOL POLICY PERTAINING 

    TO THE ACCEPTABLE USE OF INTERNET AND  

    ELECTRONIC INFORMATION RESOURCES 
 
General Policy 

St. Anselm School strongly believes in the educational value of technology and recognizes that 
electronic services have the potential to support curriculum and student learning.  The goal for 
providing such service is to promote educational excellence by facilitating resource sharing, 
innovation and communication.  St. Anselm School will make every reasonable effort to protect 
students, teachers and staff members from any misuses or abuses as a result of experiences with an 
information service accessed through St. Anselm School.  However, users may encounter material, 
which is controversial, and which users, parents, teachers or administrators may consider 
inappropriate or offensive.  On a global network it is virtually impossible to effectively control the 
content of data and it is the userÕs responsibility to not initiate access to such material.  St. Anselm 
School will designate a member of the professional staff to serve as system administrator. 
 
If any user violates any of the below-listed provisions, access to the information service may be 
denied and the user may be subject to disciplinary action.  The use of the information system is a 
privilege and not a right.  In appropriate use may result in cancellation of those privileges.  The 
administration of St. Anselm School may require that the system administrator revoke or suspend 
use to students who have violated these privileges.  The school administration will decide what is 
appropriate use.  Once this decision has been made, their decision is final.   
 
Unacceptable conduct and/or illegal interaction with the information service is strictly prohibited.  
This includes but is not limited to such actions as: 
 

¥ Using the network for any illegal activity, including violation of copyright or other 
contracts. 

¥ Use of the information services for commercial activities for profit or product advertising. 
¥ Degrading or disrupting equipment or system performance. 
¥ Vandalizing the data of another user. 
¥ Wastefully using finite resources. 
¥ Gaining unauthorized access to resources or entities. 
¥ Invading the privacy of individuals. 
¥ Using an account owned by another user without authorization. 
¥ Posting personal communications without the authorÕs consent. 
¥ Posting anonymous messages. 
¥ Placing unlawful information on a system. 
¥ Using abusive or otherwise objectionable language. 
¥ Sending messages that are likely to result in the loss of recipientsÕ work or systems. 
¥ Sending Òchain letters,Ó ÒbroadcastÓ or ÒchatÓ messages to a list of others. 
¥ Political lobbying. 
¥ Any other use which would violate the policies of St. Anselm School concerning property 

student conduct and/or which would violate the teaching of the Roman Catholic Church. 
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Conditions of Acceptable Use of Internet and Electronic Information Resources 

 
Personal Property.  Users accept responsibility for reporting any misuses of the computers or 
related equipment to the adult in charge.  Misuse can come inn many forms and includes vandalism, 
theft and any message(s) sent or received that indicate or suggest pornography, unethical or illegal 
solicitation, racism, sexism, or inappropriate language. 
 
Acceptable Use.  The purpose of providing access to electronic resources is to support classroom 
instruction and educational research.  The use of the electronic services must be in support 
classroom directed activities and consistent with the adopted curriculum and educational objectives 
of St. Anselm School. 
 
Netiquette.  Users are expected to abide by the generally accepted rules of network etiquette.  
These rules include (but not limited to) the following: 
 

¥ BE POLITE 
¥ USE APPROPRIATE LANGUAGE 
¥ PRIVACY.  Do not reveal any personal information, your home address or personal phone 

numbers or those of students or colleagues. 
¥ DISRUPTIONS.  Do not tie up the network with idle activities, play interactive games or 

download huge files. 
 
Services.  St. Anselm School makes no warranties of any kind, whether expressed or implied, for 
the service it is providing, nor will it be responsible for any damages suffered while on this system.  
These damages include loss of data as a result of delays, non-deliveries, miss-deliveries, or service 
interruptions caused by the system or your errors or omissions.  Use of any information obtained via 
the information system is at your own risk.  St. Anselm School specifically denies any responsibility 
for the accuracy of information obtained through Internet electronic information services. 
 
Security.  Security on any computer system is a high priority because there are so many users.  If 
you identify a security problem, notify the system administrator at once.  Never demonstrate the 
problem to other users.  Any user identified as a security risk will be denied access to the 
information system.  ST. ANSELM SCHOOL RESERVES THE RIGHT TO INSPECT ANY 

USER FILES AT ANY TIME. 
 
Vandalism.  Vandalism is defined as any malicious attempt to harm or destroy data of another user 
or any other agencies or networks that are connected to the system.  This includes, but is not limited 
to, altering files and the uploading or creation of computer viruses.  Any vandalism will result in the 
loss of computer services and disciplinary action as outlined in the Parent-Student Handbook.  
 
St. Anselm School has a behavior code for all students that details appropriate school behavior, 
outlines rights and sets expectations for students.  Because electronic resources are used as part of a 
school activity, and the schoolÕs discipline policy applies to network activities as well.  Therefore, 
the electronic resource contract is an extension of the schoolÕs behavior code. 
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ADDENDUM D:  ARCHDIOCESAN SCHOOL POLICY FOR   

    CHILDREN WITH DISABILITIES 
 

 Children with Disabilities:  The school is not legally obligated to accept children with 
disabilities nor does it have the same level of funding for personnel, equipment, and other resources 
that may be available to private and/or government supported institutions to care for individuals 
with disabilities.  The School, will try, but in fact may fail in its attempt, to adhere to the special 
needs and circumstances pertaining to a child.  The parent(s) assume the risk that the school may 
fail in its attempt, including but not limited to, its attempts to provide proper supervision and/or to 
prevent classroom/playground bumps, falls, and other incidental contact and/or any related cuts, 
scrapes, etc.  Any special accommodations or programs that may be made for the child or other 
children may be discontinued in the discretion of the School Administration. 
 If the parent(s) have indicated that the child has a disability, in consideration of the childÕs 
enrolment in the school, the parent must authorize the school to perform whatever tasks and to 
impose whatever conditions the school deems in the best interests and safety of the child, including 
limitations on activities, or provision of special activities or supervision, and the parent(s) will 
authorize the school personnel and administration to gather, use and disseminate to other school 
personnel information concerning the childÕs disability as is reasonably necessary to further the 
education the child and the efficient operation of the school community. 
 
 
 

ADDENDUM E:  ARCHDIOCESAN SCHOOL COUNSELING   

    POLICY 
 
 Psychological and Educational Information:  The counselling services offered through the 
School, if any, are primarily short-term, temporary services aimed at the more effective education 
and socialization of a child within the school community, and to provide the means for teachers and 
the School Administration to serve the child and the school community more effectively.  These 
services may involve the individual participation of the child, or the participation of the child in 
conjunction with family, teacher(s), and/or the School Administration.  These services are not 
intended as a substitute for emergency psychological intervention, nor do they take the place of 
permanent, long-term, or comprehensive psychological counselling, therapy, or medication, which 
are not the responsibility of the School.  It is the sole responsibility of the parent(s) to determine 
whether additional or different services are necessary, and whether to seek them for the child.  
 Because these School Counselling Services are primarily intended to serve the child as a 
member of the school community, in addition to circumstances otherwise allowed or required by 
law, parent(s), when signing the School Counseling Release Form, will be authorizing the school 
counselor, in his or her discretion, to share the childÕs information, diagnosis or recommendation 
derived from these services, and only such information, with the signing parent, or another parent, 
or legal guardian of the child, the childÕs teacher(s), the school principal or other school 
administrators.  Such information will be used only for the purposes of facilitating the education or 
socialization of the child or of the School community.  
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ADDENDUM F: ARCHDIOCESAN SCHOOL POLICY AND PROCEDURES 

   RE STUDENT-TO-STUDENT HARASSMENT  

 
A. Introduction 

 This document is designed to serve as a policy and teaching tool for the students in 
Archdiocesan schools.  It serves as a tangible witness to the Catholic commitment to live, love, and 
respect as Jesus did. 
 As indicated below, student-to-student harassment can take many forms.  To the extent it 
involves child abuse, as defined by law, the Archdiocesan Child Abuse Policy and Procedures, 
including the requirement to report the abuse to civil authorities, shall be followed. 
 
B. Harassment in General 

 Catholic teaching and practice affirm the Christian dignity of every person.  Harassment is 
unacceptable conduct that is severe, pervasive, and deliberate.  Harassment occurs when an 
individual is subjected to treatment in a school environment which is hostile, offensive, or 
intimidating because of the individualÕs race, religion, creed, color, age, national origin, ancestry, 
physical or mental disability, medical condition, or sex.  Harassment of a student by any other 
student is prohibited and will not be tolerated.  It is the policy of the Archdiocese to provide and 
educational environment in which all students are treated with respect and dignity. 
 
C. Sexual Harassment 
 Sexual harassment includes, but is not limited to, unwelcome sexual advances, requests for 
sexual favors, and other verbal or physical conduct of a sexual nature.  Sexual harassment can be 
directed toward a student under conditions such as the following: 
 
Verbal Harassment:  Sexually demeaning comments, sexual statements, questions, slurs, 
    jokes, anecdotes, or epithets. 
Written Harassment:  Suggestive or obscene letters, notes, or invitations. 
Physical Harassment:  Unkind, immoral and/or unlawful physical touching, contact, assault, 
    deliberate impeding or blocking movements, or any intimidating  
    interference with normal study or movement. 
Visual Harassment:  Leering, gesture, display of sexually suggestive objects or pictures, 
    cartoons, or posters. 
 
D. Disciplinary Action 
1. This policy prohibits student-to-student harassment whenever it is related to school activity 
or attendance, and occurs at any time including, but not limited to, any of the following: 

a. While on school grounds; 
b. While going to or coming from school; 
c. During the lunch period whether on or off campus; 
d. During, or while going to, or coming from, a school-sponsored activity. 

2. Any student who engages in the harassment of another student is subject to disciplinary 
action up to and including verbal and/or written warnings and reprimands, counselling, suspension, 
and expulsion. 
 
 NOTE: Should substantiated conduct outside the school environment come to the 
attention of the school, this too may serve as grounds for discipline, as students of Archdiocesan 
schools are expected to conform their lives to Christian principles at all times 
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ADDENDUM G:  MORNING “SALUTES” PRAYERS 

 

 
Salute to the Cross 

  
 We pledge allegiance to the Cross of Christ and to the faith for which it stands.  One 
Church, Holy Catholic and Apostolic, with grace and salvation for all. 
 
 
 

Morning Offering 
 
 Oh Jesus, through the Immaculate Heart of Mary we offer you our prayers, works, joys and 
sufferings of this day, for all the intentions of Your Sacred Heart, in union with the Holy Sacrifice 
of the Mass throughout the world, in reparation for all our sins, for the intentions of our brothers 
and sisters, and in particular for the intentions of our holy father the Pope. 


