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THE MISSION OF
ANNUNCIATION SCHOOL

Inspired by the message and teachings of Jesus Christ, Cathedral of the Annunciation
School educates the whole child within the Catholic Christian tradition. While
maintaining a high standard of academic excellence, we strive to create a safe
environment that fosters a lifelong commitment to learning, serving, and achieving.
PHILOSOPHY

Cathedral of the Annunciation School strives to give expression to the educational mission
of the Church entrusted to it by Jesus Christ. The mission is defined in To Teach as Jesus
Did, a pastoral of American bishops. We concentrate on the effective integration of the
sacred and the secular in our children. Enrolling a child in Annunciation School implies a
willingness on the part of the parents to support, with their help and presence, any school
activities that are undertaken toward these goals. Annunciation School is a ministry of the
Cathedral parish. As a Catholic Christian community, we have a personal commitment to
Jesus Christ, and we make an earnest attempt to live out His teachings. Our school
community can best celebrate its relationship with Christ and each other at the divine
Eucharistic Sacrifice. “The liturgy is thus the outstanding means by which the faithful can
express in their lives, and manifest to others, the mystery of Christ and the real nature of
the true Church.” The Sunday liturgy is “the summit toward which the activity of the
church is directed” and is “at the same time the fountain from which all power flows.”
Therefore, it is expected that every Catholic parent and student will take seriously the
obligation to worship the Lord on Sundays in fellowship as a community in our parish
church. The diverse talents of parents, teachers, clergy, and students are coordinated in
such ways that the school becomes an extension of the family and the parish and is
integrated into the larger community. Mindful of the fact that parents are the primary
educators of their children, our focus is centered on challenging all students to develop
spiritually, intellectually, socially, physically and emotionally. We also endeavor to instill
in our students an appreciation of the aesthetic nature of the world our Lord created and to
be responsible stewards of that world.
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SCHOOLWIDE LEARNING EXPECTATIONS

Throughout a student’s journey at Cathedral of the Annunciation School, our students develop the
skills and knowledge to be:

Active Christians who:
• know the basic teachings of the Catholic Church.
• try to live like Jesus, be and give their best.
• participate actively in Masses and prayer services and receive the sacraments regularly.
• care for themselves, others and their surroundings.

Quality Academic Producers who:
• have a strong foundation in the basics of all subjects.
• use good study and organizational skills to meet goals.
• know how to research and think critically.
• effectively use computer and technology skills.

Effective Communicators who:
• write clearly and understand the written word.
• speak clearly and listen well.
• work through problems, anger, and hurt.
• understand nonverbal signals.

Problem Solvers who:
• self-advocate and work well with others to come to agreement.

• use/share their talents and interests to find solutions.
• accept responsibility and learn from their mistakes.
• appreciate their talents, skills and differences, and those of others.
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ADMINISTRATION
Pastor ........................................................................... Msgr. John Armistead
Principal .................................................................. Mrs. Beverly Fondacabe
Director of Student Activities………………………….…Mrs. Linda Haley
Director of Student Services……………………………Mrs. Jennifer Tress
Office Manager ................................................................Mrs. Joanie Loewen
Bookkeeper ......................................................................... Mrs. Jenna Mello
Receptionist/Clerk................................................................Mrs. Alyssa Wolters

FACULTY AND STAFF 2018-2019
Kindergarten.............................................................................Mrs. Jennifer Tress
Grade 1 ..................................................................................Ms. Lynsie Haley
Grade 2 ..................................................................................Mrs. Linda Haley
Grade 3 ...........................................................................Mr. Robert McCarthy
Grade 4, Science 4-5, Choir ........................................... Mrs. Susie Rainwater
Grade 5 .....................................M rs. Kim Hanker and Ms. Kelly Umdenstock
Grade 6, 6 th-8 th grade History, Grade 7, 8 Math ………Ms. Adriana Spangler
Grade 7, junior high Science, Grade 6, 7 Math ................Miss Nina Carruesco
Grade 8, junior high Language Arts, Literature.............Mrs. Johnna Gherardi
Grade 6 Math and Science, K-8 Spanish, K-5 Music…...Ms. Maira Campos
Grade 6 Language Arts, Barton Tutoring……………. Ms. Kelsey Anderson
K-4 Religion…………………………………….... Mrs. Elizabeth Farnsworth
IT Specialist, Elective………………………………. Mrs. Hilary Sanguinetti
Physical Education K-8.....................................................Mrs. Molly Hummel
Instructional Aides ..............................................................Mrs. Shelley Phillips
.................................................................................................Mrs. Sheila Kozina
.......................................................................................................Mrs. Lisa Sajor
Elective…………………………………………………………Mrs. Ester Bruno
Library……………...…………………………………... Mrs. Bonnie Bloom
Development/Special Events.……………………….…..…...Mrs. Julie Lofy
Extended Care Director ............................................. Mrs. Shannon Rodriguez
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LEADERSHIP BODIES
Annunciation School Advisory Committee (ASAC)

Parent-Teacher Organization

The general purpose of the ASAC is to counsel, advise,
and help formulate major school policies. Anyone
wishing an item to be put on the agenda should submit
same, IN WRITING, to the Committee Chairperson, or
Principal, one week prior to scheduled committee
meeting.

The members of the Parent-Teacher Organization Board
and its committees strive to be accessible and rely on
communication and support by ALL members to be
effective. All parents are invited to participate in PTO
sponsored activities and events.

The Committee is made up of parents/guardians and
parishioners. The new members are elected and/or
appointed. For more information, contact Mrs.
Fondacabe.

PTO BOARD MEMBERS
President:
Jennifer Tracy ...................... 481-5243
President elect:
Open

ASAC Officers

Recording Secretary:
Jennifer Gonzalez...……….200-5546
Correspondence Secretary:
Christine Tracy. ..................482-2466

President:
Fr. John Armistead .................. 463-1305

Treasurer:
Chairperson:
Sherry Leonard ....................... 951-9991

Michelle Nemee…….……..482-2188
Room Parent Coordinator:
Jennifer Delaney…………….610-6268

Vice-chairperson:
Mark Rishwain ....................... 473-2800

Lead Special Event
Catey Campora…….……...598-1798
Stefani Delucchi…………..623-9918
Spirit Wear
Jennifer Delaney…………....610-6268
Hot Lunch Representative
Kelly Umdenstock………….607-6999
Christmas Store:
Catey Campora…….……...598-1798

Finance Officer:
Luis Duarte ............................. 941-4701
Secretary:
Wayne Stagnaro……………....481-7221
Members:
Doug Rishwain .......................462-6441
Tom Bowe…………………..610-8819
Mark Rishwain ....................... 473-2800
Gregory O’Leary…………….946-0649
Colleen Ustach………………955-0317

Have-a-Heart:
Shelley Phillips……………..471-0504
Liz Smith ...............................609-7021
Uniform Exchange:
Eba Martinez ......................... 406-2441
Liz Smith ................................609-7021

Ex Officio Members:
Fr. John Armistead
Mrs. Beverly Fondacabe
Deacon Greg Yeager
Julie Lofy

FUNDRAISERS
Fall Festival Chairpersons
Gina Rishwain……………...915-6885

Standing Committees:
Long Range Planning, Development,
Public Relations, Marketing, Finance

Big Raffle Chairperson
Julie Lofy……………….…..482-2188
Crab Feed Chairperson
Jammie Widmer…………….598-1499
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DAILY SCHEDULE

Extended Care opens ................................. 7:30 a.m.
Schoolyard supervision begins.................. 7:45 a.m.
OFFICE HOURS
7:45 A.M. – 3:30 P.M.
PLEASE CONDUCT ALL BUSINESS WITH THE OFFICE DURING THESE HOURS.

All visitors must check in at the office upon arrival.
SCHOOL DAY BEGINS

First bell..................................................... 8:00 a.m.
BREAK SCHEDULE

Grades

K•1•2

3•4•5

6•7•8

Recess

9:50 – 10:10

10:15 – 10:30

10:45 – 11:00

Lunch

11:45 – 12:30

12:15 – 1:00

12:40 – 1:15

SCHOOL DAY ENDS

School day ends......................................... 2:50 p.m.
Yard supervision ends ............................... 3:00 p.m. *
•
•

Yard supervision ends at 12:10 p.m. on the 2 nd Wednesday of the month and 2:10 p.m. on all other Wednesdays.
The 2 nd Wednesday of the month there is a noon dismissal – and all other Wednesdays, there is a 2:00 p.m.
dismissal.

Students arriving on campus before 7:45 a.m. or remaining on campus after 3:00 p.m. are required to check into the
Extended Care Program. Normal charges apply (see pages 29-31 for details).

LUNCH
The PTO organizes a hot lunch program on Tuesdays, Wednesdays, and Thursdays (some days may be added). Orders are
managed by an online ordering system: www.boonli.com. Any questions need to be directed to the website or the
telephone number: (800) 381-6511 or the Hot Lunch coordinator. There will be no refunds if a student is absent on a hot
lunch day.
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ATTENDANCE POLICIES
I MPORTANCE OF ATTENDANCE
Your child’s attendance in class is critical to his/her success. Many experiences, discussions and activities
cannot be replicated, so full attendance, as possible, is strongly encouraged. Please make it a priority to
schedule appointments and/or other interruptions to learning outside of the school day.

A BSENCE
Please notify your child’s teacher by email by 8:15 a.m. if a child will be absent. A WRITTEN EXCUSE,
DATED AND SIGNED, BY THE PARENT(s) AND/OR GUARDIAN, IS REQUIRED THE DAY OF THE
STUDENT’S
RETURN FOLLOWING AN ABSENCE. Written excuses are filed for reference until the end of the school
year. An Administrator shall investigate excuses of a doubtful nature and shall report continued or stubborn
cases of absence to the proper authorities. Frequent and/or unexcused absences can be reason for dismissal.

M EDICAL A BSENCE
Medical and dental appointments should be made outside of school time. When an appointment can be made at
no other time, a request for school absence will be honored.
If it is necessary for a child to leave during school hours, a note or email written by the parent(s) and/or guardian
stating the time of the appointment and the adult with whom the child will go is to be sent to the teacher. The
child will wait in the school office until the adult arrives.

E XCUSED A BSENCE
In addition to medical absence, students are excused for absences due to illness, accident, quarantine, or
attendance at a funeral of an immediate family member. Other absences may be excused at the discretion of an
Administrator. Parent(s) and/or guardian should email the teachers if a child will be absent for the day or for the
next several days. A written excuse signed and dated by the parent(s) and/or guardian must accompany the
student when he/she returns to school.

A BSENCE F OR O THER R EASONS
Absence from school for reasons other than illness, medical/dental needs or attendance at a funeral is
discouraged.
When parent(s) and/or guardian(s) wish to take their child(ren) out of school for personal reasons, whether
recreational or educational, the teacher(s) should be contacted within a reasonable amount of time prior to the
planned trip. At this time, the teacher(s) will advise the parent on:
a.
b.

the procedures to be followed if this absence is to be considered educational.
the effects of a recreational absence on the student’s schoolwork. (We define recreational as trips to
the snow, camping, visiting recreational areas, etc.)

Keep in mind that many classroom experiences cannot be made up. The final decision for absenteeism, however,
is the responsibility of the parent. We ask that you keep in mind that each absence is considered an individual
situation and shall be treated as such. Teachers are not accountable for missed learning due to recreational
absence.

M AKE -U P W ORK P OLICY
F OR E XCUSED A BSENCE
Missed assignments may be requested during the absence and picked up daily after school. Requests for
assignments must be emailed to teachers BEFORE 12:00 noon, to be picked up BETWEEN 3:00 and 3:30 pm.
Homework for all grades may be picked up at the homework table outside the office. Students will be held
accountable for make-up work within a reasonable time frame designated by the teacher. Families may also check
class homework pages on Beehivley.

F OR R ECREATIONAL A BSENCE
Missed assignments and tests may be given before the absence or upon the student’s return, at the discretion of
the classroom teacher. In some cases, students may not be permitted to make-up work for credit. In grades 6-8,
tests and quizzes are often given prior to scheduled breaks within the school year as well as the last week of a
trimester. Families who extend vacations should understand that their children are thereby forfeiting the
opportunity to complete those assessments and daily work and accept the consequential impact to their grades.
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CUMULATIVE STUDENT RECORDS
Full and accurate cumulative records of each student’s attendance and academic progress shall be kept on file permanently. Only
authorized personnel may have access to these records.
Diocesan Policy states that parent(s) and/or guardian(s) wishing to inspect or review records for their student may submit a request
in writing to an Administrator. Arrangements will be made to grant such a request within 5 days following the date of request and
shall include the presence of a qualified person who will be available to answer questions and interpret the recorded data.
REPORT CARDS
Reports of each child’s progress are distributed three times annually in grades K-8. Before distribution, it is
policy that an administrator reviews all reports.

ACADEMIC GUIDELINES
R EQUIRED S UBJECTS
Beginning in kindergarten and continuing through grade eight, the curriculum shall include instruction in the
following areas: religion (including family life), social studies, l i t e r a t u r e , language arts, handwriting, mathematics,
science, health, safety, fine arts, physical education, and computer education. The curriculum also shall include
instruction at all levels on the following: personal and public safety and accident prevention, fire prevention, the
protection and conservation of resources and health education.
GRADING PROCEDURE AND HOME STUDY:
The faculty may use the following norms for grading:
Percentage
Grade
G.P.A.
Percentage
Grade
G.P.A.
Percentage
Grade
100% – 93%
A
= 4.0
82% - 80%
B= 2.7
69% – 67%
D+
92% - 90%
A= 3.7
79% – 77%
C+
= 2.3
66% – 63%
D
89% – 87%
B+
= 3.3
76% - 73%
C
= 2.0
62% – 60%
D86% - 83%
B
= 3.0
72% – 70%
C= 1.7
59% – 0%
F

G.P.A.
= 1.3
= 1.0
0.7

HOMEWORK
The assignment of homework is meant to reinforce study habits for the student. All assignments are an
outgrowth of the day’s work and not a substitute for classroom teaching. These times are a guide for the student working
at an average rate for his/her respective grade. Times are approximate.
This daily homework routine includes scheduled
minutes per day for reading, review and
memorization in each subject area, whether or not
written work is assigned. Test preparation, essay
writing and major projects will require more time.

Kindergarten………….......... 10 to 15 min
Grades 1 & 2 .......................... 20 to 30 min
Grades 3, 4 & 5 ...................... 30 to 60 min
Grades 6, 7 & 8 ...................... 60 to 90 min

TESTING

STAR Reading and Math Tests will be administered once each trimester. The results of these tests will be used
to plan instruction in the classrooms.
HONOR ROLL
The honor roll is established for students in grades 6-8 who have demonstrated high academic achievement and
satisfactory conduct during the quarter.
To qualify academically a student must have a grade point average of:
3.75 GPA - 4.00 GPA for first honors
3.25 GPA - 3.74 GPA for second honors
As well as achieving excellence in academics, to be eligible for the honor, a student is expected to adhere to all of the
provisions of the “Standards for Students,” “Playground Rules,” and “School Dress Code” as outlined on pg. 13-18 in
the handbook. To qualify for s e c o n d honors a student must have a conduct grade, effort grade, elective grade, Spanish
grade, and a technology grade of at least “3” on his/her report card, whereas a mark of “4” in any of these areas, would
make a student ineligible for honors that trimester. To qualify for f i r s t honors a student must have a conduct grade,
effort grade, elective grade, Spanish grade, and a technology grade of at least “2” on his/her report card, whereas a
mark of “3” or “4” in any of these areas, would make a student ineligible for first honors that trimester.
NOTE: The following subjects are averaged in determining eligibility: Grades 6, 7 and 8
Religion
Language Arts
Math
History
Literature
Science

S TUDENT S UCCESS T EAM
The purpose of the Student Success Team is to intervene in situations where individual students have
academic or behavior problems that do not respond to standard classroom intervention strategies. A student may
or may not be on Disciplinary or Academic Probation when an SST meeting is called.
The Student Success Team will consist of an Administrator and other appropriate faculty members. The Pastor
may also be present.
The team will meet with identified student and the parent(s) and/or guardian for one or more of the
following reasons:
•
•
•
•
•
•
•

disciplinary or academic probation
continued defiance
failing grades
a serious rule infraction
chronic academic or disciplinary detention
teacher recommendation
frequent absences/tardies

Parent(s) and/or guardian will be notified (by letter or phone call) as to the meeting date and time. One parent
and/or guardian must accompany the student.
The meeting agenda will be as follows:
•
•
•
•
•

identify student strengths
identify areas for growth
establish desired outcomes
establish an action plan, which may include family/child counseling
establish timeline for assessment of action plan success

A CADEMIC P ROBATION P ROCESS
1.

A child is placed on academic probation for a grade point average lower than 1.7 in a trimester.

2.

A teacher-parent conference or SST (Student Success Team) will be arranged.

3.

A Student Improvement Plan will be created for implementation of action items emerging from the conference.

4.

Evaluation of the student’s progress is made during that time and parent(s) and/or guardian are notified of his/her
progress.

5.

Students on academic probation will not be allowed to participate in Student Council and other school-related
activities as determined by faculty and administration.

6.

If progress toward goals is not met, the child may not be promoted to the next grade, or in extreme cases, student
will be asked to transfer at the end of the trimester.

COMMUNICATIONS
As primary educators of their children, parents are encouraged to communicate with teachers when they have concerns or
when they have information that will help us meet the needs of their children. As a Catholic community, respectful
communication is important to the partnership between parent, children, and school. At Annunciation School, the chain of
communication is: the teacher first, then the principal. The principal is available to help with any concerns you may have
after genuine effort has been made to communicate concerns and good faith efforts have been made to work out a
solution. In the event you are dissatisfied, or if the concern persists, you may then contact the Principal, and finally, the
Pastor.

TEACHER/ADMINISTRATION COMMUNICATION
Appointments or telephone conferences with staff member should be arranged by direct email to the teacher. When at
all possible, teachers will respond within 24 hours. UNDER NO CIRCUMSTANCES SHOULD STAFF MEMBERS
BE CALLED AT HOME OR SENT A TEXT MESSAGE. Any parent coming to school to deliver messages, etc. should
clear his/her purpose with the school office. Teachers will not be interrupted during class time.

C ONFERENCES
Parents are expected to attend Parent-Teacher Conferences once during the school year. Parents of kindergarten through
grade eight students meet with the homeroom teacher. In grades six through eight, parents may meet with one or more of
the teachers during the conference. All parents will be assigned a conference time following the completion of the first
trimester of school. Opportunities to discuss student progress are not limited to the assigned conference time.
Appointments for conferencing at other times may be made by contacting the teacher(s) via phone call, email, or note to
the school office.

C ONFLICT R ESOLUTION /R EVIEW P ROCEDURE
Concerns or complaints regarding a classroom situation should first be referred to the teacher for resolution. In those
cases where satisfactory resolution is not reached, concerns or complaints shall be referred next to an Administrator, and
after him/her to the Pastor. The Pastor shall meet with an Administrator and shall have final authority, subject only to
limitations of diocesan policy and/or review by the Director of C a t h o l i c Schools; however, at the request of any of
the parties involved, the Director of C a t h o l i c Schools, in his/her capacity as delegate of the Bishop, may be asked to
provide advice and direction to the mediation process or authoritative decision in the matter, upon consultation with the
Pastor and Principal. The decision of the Director of C a t h o l i c Schools in cases concerning students shall be final.
Should the decision of the Director of C a t h o l i c Schools be questioned by a party for reasons of misapplication of
proper procedures as specified in local or diocesan policy or because of an alleged violation of particular rights as
stipulated in contractual agreements, diocesan policy or Canon law, the decision may be appealed by invoking the
Review Procedure as delineated in diocesan policy.

WEDNESDAY WEEKLY/WEBSITE
To remain informed, it is vital that all parents read the Wednesday Weekly, the Annunciation School community
newsletter, found at the school website. As a convenience, we send an e-mail reminder with a link each Wednesday. It is
the primary method of communication for:
•
•
•

School-wide events
Fundraisers
Class activities

•
•
•

Changes in schedule
Directory updates
Notices about community activities

All submissions for the Wednesday Weekly must be made (no later than Tuesday at 12:00 noon) to
jlofy@annunciationsaints.org (to be reviewed and approved by administration).
We will not include flyers/pamphlets for organizations or events not directly related to the school, parish, or diocese;
however, notices will be placed in the newsletter and copies of recent postings can be picked up in the office.

DISCIPLINARY PROCEDURES
Discipline in the Catholic School shall be considered an aspect of moral guidance and Christian Catholic development.
The purpose of discipline is to promote respect for authority, self-discipline, and a Catholic environment in which the
rights and responsibilities of students and teachers are recognized and upheld.
Discipline is attained in a school or classroom when parents and students work cooperatively with an Administrator, the
teachers, and their companions toward the attainment of class and school objectives. In order to be successful in our
attempts to correct behavior problems, it is imperative that the student perceives that his/her parent(s) and/or guardian are
working with school personnel to help him/her effect positive change.
STUDENT EXPECTATIONS

•
•
•
•
•
•
•
•
•
•
•
•
•

I will respect and obey the teachers, all faculty members, and all adults within the school.
I will treat my classmates and other students with kindness and respect.
I will report to an adult whenever I witness bullying behavior.
I will be involved in learning and complete assigned work.
I will be honest and will neither mislead nor misrepresent the school staff.
I will be honest and put my name only on work that is genuinely my own.
I will respect the rights, property, and safety of others.
I will respect the school building, property, and materials.
I will pay for any damage (including lost equipment) done through my actions.
I will be quiet and orderly in the halls and stairways. I will not push, run, or talk loudly.
I will abide by the school dress code on uniform and free dress days.
I will neither bring nor chew gum at school - or eat snacks during class time.
I will not engage in any actions that are cause for dismissal or suspension.

We require that all cell phones be turned off and remain in backpacks on campus for the entirety of the school day (including
field trips and school-sponsored events). Students who do not observe this policy will have phones confiscated. Phones may be
retrieved by a parent only.
PLAYGROUND RULES

•
•
•
•
•
•
•
•

Playground supervision begins at 7:45 a.m. for the purpose of lining up.
Bicycles must be walked in and out of schoolyard, including sidewalks surrounding the school-church block.
Skateboarding is prohibited on school grounds or adjacent sidewalks immediately before or after school.
Students may bring personal play equipment to school (footballs, soccer balls, toys, etc.) if they would like to donate the
equipment to their classroom. Equipment would become shared and must be left at school.
Food may be eaten in the bench area of the playground during morning break only. NO LITTERING.
Actions that are expressive of a lack of respect (fighting, back talk, defiance, cussing, etc.), may result in the
forfeiture of playground privileges for a period of time or in-house suspension from school.
When the “warning whistle” sounds, play is to stop immediately. Students may get drinks and use the restroom
before lining up. When the bell rings, all students should be in straight, quiet lines.
STUDENTS MAY NOT PLAY IN BATHROOMS.

LUNCHROOM RULES

•
•
•
•
•
•

Walk at all times.
Wait patiently in line.
Stay seated while eating.
Use a normal voice for talking with those at your table.
Keep our lunchroom neat and tidy. Place all garbage in the trash cans. Clean up after yourself.
Respect and cooperate with lunchroom supervisors.

S TATEMENT ON R ESPONSIBLE U SE OF T ECHNOLOGY
Annunciation School recognizes the various ways, both positive and negative, that students can use technology both in
school and at home. Students are expected to use technology in a responsible and ethical way as they work toward
becoming accountable citizens of our global community.
As a community of faith that embraces technology, we recognize the following:
• Words transmitted, using the internet and related technologies, are published materials, available for
worldwide access, and are public documents.
• The values of dignity and respect for every person apply to all of our interactions with each other, be they in
person or by virtual means.
• Using technology to publish opinions that are obscene, work against the values of dignity and respect of each
person, or bring harm to the individual and/or our school community, are contrary to the mission of the school.
• Annunciation School discourages students from using technology in irresponsible ways both at school and at
home and will hold students responsible for their published words or actions. Students who use technology in
ways that are contrary to our mission will face disciplinary action.

H ARASSMENT AND D ISCRIMINATION
The schools of the Diocese will neither tolerate the harassment of any student by any student nor tolerate
discrimination against any student, for any reason. Harassment may be verbal, physical, visual, or sexual and
occurs when an individual is subjected to treatment that is hostile or intimidating because of an individual’s race,
creed, color, national origin, physical disability, or gender. The harassment policy is effective throughout the
school day as well as at any school-related activity. Parents and guardians are responsible to monitor situation of
potential harassment and cyber-bullying done using social media at home.
Annunciation School is committed to providing a learning environment that is free from harassment a n d
b u l l y i n g in any form. Harassment or discrimination means any conduct that is as severe, pervasive, and
deliberate as to create an unsafe environment or deprive a student of the benefit of the educational program of
the school. Any student who feels that he or she is a victim of harassment or discrimination should
immediately report the matter to the appropriate school authority such as a teacher. While we will treat
allegations of harassment seriously and respond promptly, a charge in and of itself, shall not create the
presumption of wrongdoing. However, substantiated acts of harassment will result in disciplinary action.
Students found to have filed false reports will also be subject to disciplinary action.
Specific examples of harassment include, but are not limited to:
•

Verbal Harassment: derogatory, demeaning, or inflammatory words, whether oral or written:

•

Physical Harassment: unwanted physical touching, contact, assault, deliberate impeding or blocking
movements, bullying or intimidating interference with normal work or movement;

•

Visual Harassment: derogatory, demeaning or inflammatory posters, cartoons, written words,
drawing, pictures, web pages, or gestures;

•

Sexual Harassment: unwanted verbal or physical contact of a sexual nature.

It is the responsibility of the school to:
1.

Make all faculty, staff, students, and parents aware of the policy and the commitment of the school
toward its strict enforcement.

2.

Remain watchful for conditions that create or may lead to a hostile or offensive school environment.

3.

Establish practices designed to create a school environment free from discrimination, intimidation,
or harassment.

It is the student’s responsibility to:
1.

Conduct him/herself in a manner which contributes to a positive school environment.

2.

Avoid any activity that may be considered discriminatory, intimidating, harassing, or bullying.

3.

Inform anyone harassing him or her that the behavior is offensive or unwelcoming.

4.

Report all incidents of harassment.

5.

If informed that he or she is perceived as engaging in considered discriminatory, intimidating,
harassing, bullying, or unwelcome conduct, to discontinue that conduct immediately.

Complaint Filing and Investigative Procedures:
1.

The student may first choose to tell the individual causing the harassment that his/her conduct is
offensive and must stop. If the objectionable behavior does not cease immediately, the student
must report the harassment.

2.

The investigation will include a meeting with the person alleged to have harassed, sharing with
that person the nature of the allegations, as well as, the name of the person bringing the
allegations. Parents of both parties may be included.

3.

Once the facts have been gathered, the pastor and principal, in consultation with other appropriate
personnel, will decide what, if any, disciplinary action will follow. The disciplinary action will
relate to the nature, context, and seriousness of the harassment. Suspension or expulsion may be
appropriate consequences.

A NTI- B ULLYING
Bullying is defined by the U.S. Department of Education as unwanted, aggressive behavior among schoolaged children that involves real or perceived power imbalance, and is repeated, or has the potential to be
repeated over time. Bullying can include physical, emotional, or verbal abuse. It includes actions such as
making threats, spreading rumors, attacking someone physically or verbally, and excluding someone from a
group on purpose. The most common types of bullying students report are “being made fun of, called names or
insulted, having rumors spread, or being excluded”. The school will respond to allegations of bullying in the
same manner as it addresses harassment. The same policy and procedures described above will apply.
Everyone at Annunciation School is committed to making our school a safe and caring place for all students.
We will treat each other with respect, and we will not tolerate bullying in any form.

S TUDENT T HREATS
Annunciation School needs your help in keeping our school safe for everyone. Annunciation School will take
seriously all threats to inflict serious physical or emotional harm to self or others, including practical jokes or
offhand comments. Our school will respond to any statements or behaviors of a threatening nature, any
behaviors by individuals that might pose a threat to the well-being of students, staff, or others, and any
weapon possession. Annunciation School has an obligation to keep our school safe and will respond seriously to
all threats. If you become aware of a threatening situation, you should immediately report it to a school
administrator.

D ISCIPLINARY P ROCEDURES
ANNUNCIATION SCHOOL STRIVES TO ACHIEVE AN ATMOSPHERE WHERE THE FOLLOWING ARE PRESENT:
a)
b)
c)
d)
e)
f)
g)
h)

acknowledgment of desirable conduct
firm, kind treatment of all students
positive correction of faults
reasonable quiet and order in the building
self-motivation for learning
desire for self-discipline
respect for authority
acceptance of responsibility for one’s behavior

When disciplinary difficulties arise, teachers will generally initiate these steps (with the intent to effectively change the conduct
of the student):
1. Conference with the student to clarify issues, the nature of the problem, expectation and consequences if
misconduct continues.
2. Make adjustments in the classroom that may help, such as changing seats, or providing extra help.
3. Communicate with parents through notes, work sent home, calls and conferences.
4. Detentions or behavior reports may be issued, including assignments of consequences such as:
•
Time out in another part of the room or in another room, writing a reflection paper
•
Loss of part or all recesses
•
Separation from other students for lunch or detention after school
•
Other appropriate interventions
5. When the above interventions have been utilized without the desired result and teachers have maintained proper
documentation of their efforts, teachers will issue a disciplinary referral. Issuance of this referral lets the school
Administration and the parents know that the student has demonstrated a pattern of unacceptable behavior that is
continuing.
School-wide detention slips and behavior reports. Please refer to each teacher for classroom behavior policies.
Detention slips and/or behavior reports may be issued for failure to observe rules and policies established by administration and
teachers. Any staff member may issue a detention slip or a behavior report to any student.
Consequences for receiving a detention slip or a behavior report may include a loss of recess, and after school detention, or an
alternative consequence, depending on the seriousness of the infraction and/or if the incident is an indication of a pattern of
behavior which needs to be corrected.
Students must sign the detention slip or the behavior report as acknowledgement that they have received a correction for not
observing a rule or policy at school. Detention slips and behavior reports must also be signed by a parent or guardian and
returned the following day. If a detention slip or behavior report is not returned the following day, the student will be asked to
contact his/her parents, and the student will forfeit his/her lunch recess in addition to serving the detention.
Any student who acquires 3 detention slips/behavior reports in a trimester is eligible for suspension and/or other consequences
(e.g., social suspension), which will be determined by the discipline committee.

Referrals for Grades 3-8
A Disciplinary or Academic Referral is a written notification given to a student by their teacher or the administration to
inform parents that a continuing or serious academic or behavioral situation exists for their child. It indicates that the
student has not responded positively to the interventions of the teacher and officially places a student on probation.
Depending on the student action, a Disciplinary Referral may be issued without other interventions, e.g. a student
exhibiting flagrant disrespect for a teacher. When a teacher issues a Disciplinary or Academic Referral to a student, s/he
will immediately notify the principal who will place the student on the probation list and notify organizations (such as
Student Council or CYO) of the student’s status.
Probation for Grades 3-8
A student who is placed on Probation may not participate in any extra-curricular activities until there is a positive change
on behavior/and or academic progress.
Extra-curricular activities and co-curricular activities include (but not limited to):
• Student Council
• Field Trips (in some instances)
• School Assemblies
• Student Council Activities
• Spirit and Free Dress Days

Student Improvement Plan Process
Step 1: Parent-Teacher SIP (Student Improvement Plan) Conference
If a student is placed on Probation, a conference is held with the student, parents (or guardians), teacher(s), and the administration. At
the conference, a written Student Improvement Plan is developed with input from each person at the conference. A time frame is set for
achievement of the plan.
If the student shows improvement as required within the time frame specific, no further action is taken and the student is
removed from Probation. The administration is notified of this change in status and notifies appropriate parties.

Step 2: Reassessment Parent-Teacher SIP Conference
If a student fails to exhibit acceptable improvement in the time frame specified, the teacher(s) will schedule a second conference with the
parents or guardians, and if appropriate, the student.
The Student Improvement Plan will be reviewed and amended if needed and a new time frame established to assess student
progress.
If the student shows improvement as required within the time frame specific, no further action is taken and the student is
removed from Probation. The administration is notified of this change in status and notifies appropriate parties.

Step 3: Administrative Conference
If reassessment if the Student Improvement Plan shows that the student is not making acceptable improvement, the teacher will refer
the student to the Administration.
The principal will schedule a conference with the teacher, parents or guardians, and id appropriate, the student, to determine further
action. This action may include required counseling, suspension, recommended transfer or other appropriate action.

S USPENSION
Suspension is a disciplinary punishment to be invoked at the discretion of an Administrator for serious
infractions of rules. A pupil shall be suspended for no more than five consecutive school days, absent mitigating
circumstances. Aggravated grounds for suspension can become grounds for expulsion.
School administrators give notice of suspension to the parent(s) and/or guardian by telephone or other
appropriate method. The notice shall inform the parent(s) and/or guardian of the reasons for suspension and of
its duration.

E XPULSION
The causes for expulsion include but are not necessarily limited to the following offenses committed by students
at school or school-sponsored events:
a)
b)
c)
d)
e)
f)
g)
h)
i)
j)
k)

Language or behavior, which is immoral, profane, vulgar or obscene.
Injury or harm to persons or property, or serious threat of same nature.
Outrageous, scandalous or chronically disruptive behavior.
Disobedience, insubordination, or disrespect for authority.
Use, sale, distribution, possession, of drugs or alcohol, or any other legally controlled substance.
Assault with or possession of a lethal instrument or weapon.
Serious theft or dishonesty.
Unauthorized absence, continued tardiness or habitual truancy.
Habitual lack of effort leading to failure in classroom work.
Conduct at school or elsewhere, which would reflect adversely on the school.
Harassment of other students, or threat of serious harm.

If, at the discretion of an Administrator, any of the above reasons do not warrant immediate expulsion, then suspension
procedures shall be followed.
Teachers are not responsible for providing make-up work for students who are suspended.

P ROCEDURE F OR E XPULSION F OR D ISCIPLINARY R EASONS
When moral or physical safety reasons are not involved, or when there is not a need for immediate expulsion, the
following steps shall be taken before expulsion:
a)

b)
c)
d)

An Administrator shall hold a conference with the parent(s) and/or guardian and the student to advise the family that
the student is on disciplinary/academic probation and that expulsion is being contemplated unless there is immediate
improvement in the student’s behavior. At the discretion of an Administrator, a staff member may be present. In a
parish school, an Administrator shall notify and invite the Pastor to the conference. If the Pastor does not attend, an
Administrator shall provide the Pastor with a report of the conference as soon as possible.
If the student shows inadequate improvement in general behavior or commits another infraction, which is a cause for
expulsion, an Administrator shall confer with the parent(s) and/or guardian and inform them that the student’s record
will be reviewed.
After the review with the Pastor in parish schools and, in diocesan schools, with the appropriate authority as specified
by local school policy, an Administrator shall inform the parent(s) and/or guardian of the decision.
If the parent(s) and/or guardian fail without cause to attend any required conference, such conference shall be deemed
waived by the parent(s) and/or guardian. An Administrator shall notify the parent(s) and/or guardian by letter
accordingly.

Written documentation of compliance with the above procedures shall be retained in the school files.

P ROCEDURE F OR I MMEDIATE E XPULSION
a) The student shall be sent home until a decision has been made.
b) An Administrator shall have a conference with the parent(s) and/or guardian.
c) An Administrator shall review the case with the Pastor in parish schools and, in diocesan schools, with the
appropriate school authority.
d) An Administrator shall inform the parent(s) and/or guardian of the decision.
Written documentation of compliance with the above procedure shall be retained in the school files.
R ECOMMENDED T RANSFER

A RECOMMENDED TRANSFER TERMINATES ATTENDANCE BUT DOES NOT LEAVE THE STIGMA OF EXPULSION.
Conditions for Recommended Transfers
• The student will not benefit from continued attendance.
•

The student’s continued attendance will make demands upon the school, which the school cannot meet.

•

The parent(s) and/or guardian have failed to meet the obligations to the school, which they accepted upon
enrolling their child, or have been uncooperative with the school staff, policies, regulations, or programs, or
have interfered in matters of school administration or discipline to the detriment of the school’s ability to
serve their own or other children.

•

All conditions for expelling a student have been met, but there are extenuating circumstances. As an
alternative to expulsion, an administrator may at his/her discretion, offer a recommended transfer.

P ROCEDURES F OR R ECOMMENDED T RANSFERS
When an Administrator has determined that a recommended transfer is appropriate, an Administrator shall:
a) review the recommendations with the Pastor if the school is a parish school.
b) discuss the student’s situation with the parent(s) and/or guardian and inform them of
alternative facilities, if any are found available.

ANNUNCIATION SCHOOL DRESS CODE
At Annunciation School, we believe our uniform policy is integral to the mission of the school. All children should come
“dressed for success” on a level playing field that does not include designer labels or children trying to look like anything
other than their authentic selves. Accordingly,
THE SCHOOL STAFF RESERVES THE RIGHT TO BE THE FINAL JUDGE
REGARDING AN INDIVIDUAL STUDENT’S APPEARANCE.
IT IS THEIR PREROGATIVE TO REQUEST THAT A STUDENT’S APPEARANCE
BE ALTERED TO CONFORM TO SCHOOL STANDARDS.

Sweatshirt: 8 th – Special design (8th grade only)

MASS UNIFORM
Mass dress is very specific. Detentions will
be given if students are not in Mass
uniform on Mass days.

---GIRLS--K INDERGARTEN – 3 RD GRADE
† Jumper - Lloyd Plaid

Our everyd ay uniform includes all Mass uniform
pieces and…

Shorts & Pants- khaki twill
Shorts: The entire hemline must be an appropriate length.
Shorts and pants must be purchased from Dennis U n i f o r m or
Zuester’s.Only A+ and Dennis Uniform brands are acceptable.
Polo Shirt: Short Sleeve - hunter green - no logos – no Dri-fit

4 TH GRADE – 8 TH GRADE
† Skirt - Lloyd Plaid (Box or Knife Pleat)
† Jumpers & Skirts:

Polo or Turtleneck: Long Sleeve - hunter green- no logos

The entire hemline must be an appropriate length
They must be purchased from Dennis Uniforms.
† Skort: The entire hemline must be an appropriate
length. They must be purchased from Dennis Uniform.
A LL G RADES

White Top (select from below)
Girls Blouses – white with Peter Pan collar
Polo Shirt: Short Sleeve – white – no Dri-fit
Polo or Turtleneck: Long Sleeve – white only
no Dri-fit

Socks and tights: solid white

Sweatshirt – Hooded, crew neck or fleece jacket:
Annunciation school imprint

SPIRIT WEAR
Most Fridays (unless Mass uniform is required) will
be deemed “Spirit Wear Day” and students will be
allowed to wear the following items of clothing.
“Saint” logo sweatshirts: crew-neck, fleece or hood, Science Camp
sweatshirts, Science Olympiad shirts, Coloma Sweatshirts,
Annunciation Festival Shirts, mathletes, CYO, and other school
related shirts are acceptable.

Quarter zip logo sweatshirt:
REQUIREMENT available through Dennis;
no personalization
Sweatshirt: 8th – Special design (8th grade only)

---BOYS---

Uniforms are expected to be complete, clean, in good condition and
fit correctly. Please label jackets and sweatshirts with FIRST AND
LAST NAMES. Uniforms are to be worn beginning the first day of
school and all hair and facial hair must adhere to the dress code.

U NIFORM P URCHASE I NFORMATION

A LL G RADES
Long Pants: khaki twill
White Top (select from below)
Polo Shirt: Short Sleeve – white – no Dri-fit
Polo or Turtleneck: Long Sleeve – white only
no Dri-fit

Socks: solid white
Quarter zip logo sweatshirt: Requirement
available through Dennis; no personalization

Uniforms may be purchased from the Dennis Uniform
Company (Dennis brand), or Zuester’s (A+ brand only).
Dennis is the only supplier of the girls’ plaid skirts/jumpers,
and the quarter zip crew school logo Mass dress sweatshirt.
The PTO uniform exchange is available to parents for uniform
replacements or supplements. Donations of clean uniform
items from suppliers mentioned above are welcomed and
appreciated.

Additional Requirements
•
•
•
•
•
•

•
•

•
•

•
•
•

Pants | Shorts | Skirts: must be worn unrolled, sit at the waist, and be an appropriate length.
Shirts:
Must be long enough to stay tucked into waistband (except girl’s white over-blouse).
No long sleeve shirt may be worn under a short sleeve shirt. No Dri-fit
Undershirts: Must be solid white, tucked into waistband, and short-sleeved.
Socks:
White, entirely visible above the top of th e s h o e s , n o l o g o s o th er t h a n A n n u n c i a t i o n
School. Socks with a border of our Dennis Uniform plaid are acceptable.
Tights:
Solid white or navy
Shoes:
Sturdy, athletic/tennis type: must fit securely on the foot with ties,
Velcro or elastic. NO neon, prints, sequins, metallic, shiny
material, sparkles, accessories on shoes/laces, blinking
lights, etc. NO boots, slippers, sandals, heels.
Belts:
If worn, must b e solid color that coordinates with uniform (no logos).
Haircut:
Haircuts must be appropriate for Annunciation School setting. They shall not be extreme in
nature or cause for undue attention (which includes but is not limited to shaved sides, shaved
lines/parts, temples, sideburns, etc.). Boys’ hair must be neat and clean-cut: above the collar,
not hanging below the eyebrows, or covering their ears. Boys facial hair must be kept clean
shaven. Girls’ hair must be neat and clean, not hanging below eyebrows.
Hair Color: Neither girls n o r boys may color, highlight, bleach or use products that will alter the hair
color in any way. The school staff will be the final judge as to the student’s appearance and
prescribe appropriate remedy.
Hair Bows:
All hair accessories must be solid colored or include our Dennis Uniform plaid. No neon,
sequins, metallic, shiny material, sparkles, etc. Simple headbands, clips, ponytail ties-no ears
or character hair attachments.
Make-up:
None to be worn or brought to school. No tattoos.
Nail Polish: Only clear, colorless polish is permitted. No artificial nails.
Jewelry:
Jewelry is not to be worn, except for post earrings (one per ear-girls only worn in the lower
earlobe), watch (no smart watches i.e. Apple watch, Samsung watch, FITBITS, etc.), and a
religious necklace worn inside shirt.

C ONSEQUENCES : U NIFORM V IOLATIONS
K – 3rd Teachers will contact parents to discuss dress code violations.
(Chronic or extreme violations will result in detention/loss of free dress.)
4th – 8th Students will be issued detention notices.
Detentions will be served the following day.
Three detentions will result in loss of free dress privilege.
F REE D RESS D AYS
Free dress days will be announced as agreed upon by the faculty and Student Council. On the days of dress choice, students are
expected to wear appropriate school clothing: NO racer-backs, crop tops, tank tops, spaghetti-strap shirts/dresses, short shorts/skirts.
No tight pants (w/o long shirt or sweater to f u l l y cover and hang below front and rear), or t-shirts with inappropriate slogans or
advertising. Shorts/skirts must be no shorter than mid-thigh (lower than where the student’s fingers lie when hanging at sides). Any

type of dress or grooming that calls undue attention to the student and consequently becomes an unnecessary
distraction will not be permitted. “Ugg” style boots are permitted. Sandals are permitted as long as they have non-skid soles and
secure to the foot with straps or ties. For safety reasons, no flip-flops or heels are permitted.
CONSEQUENCES: The school reserves the right to take the following action(s):
a) Parents may be called to bring appropriate clothing.
b) Student may be asked to change into clothing from the uniform closet.
c) Student(s) may lose free dress privilege.
d) Students may be sent home.

THEME DRESS
On Student Council “theme” dress days, students choosing to participate must conform to the established theme. Those who choose not to
participate must wear their uniforms to school that day.
LOST AND FOUND
All items of clothing, lunch bags/backpacks will be placed on coat hooks in the cafeteria. Any lost article may be claimed before school begins in
the morning or after. Any unclaimed articles will either be donated to the uniform closet or to a charity at the end of each report card period.
PLEASE PUT FIRST AND LAST NAMES IN ALL SWEATSHIRTS AND OUTERWEAR.

ADMISSION PROCEDURES AND POLICIES
Annunciation School does not discriminate on the basis of race, national or ethnic origin, or gender in the admission
policies of the school, in the acceptance of students into any programs or activity sponsored by or conducted in the
school, or in the granting of any rights, privileges, scholarships, or tuition assistance by the school.
In order to be admitted to kindergarten, a child shall have reached the minimum age of five years by September 1st. At
the discretion of the administration, applicants to kindergarten may be screened for readiness before they are considered
for acceptance.

P ROOF OF L EGAL N AME , A GE AND C USTODY
Before any child is admitted to a school, the child’s parent(s) and/or guardian shall present the child’s birth
certificate to school authorities in order to verify the child’s legal name and age. Both parents and/or guardian of
the child must sign the child’s application for admission to the school. If one or both parents are not available to
sign the application, the school may accept an application signed by one parent or the child’s legal guardian,
provided the parent or legal guardian signing submits in writing an acceptable explanation as to the reason.

S EPARATION / D IVORCE
Annunciation School will not involve itself as arbiter or mediator in any dispute between separated or divorced
parents involving their child(ren), including tuition/fees/payments or custodial arrangements.
In the event of illness or injury, which necessitates parent notification, it is our policy to notify the custodial
parent or his/her designee. In the event of split custody, we will, to the best of our knowledge, notify the parent
with whom the child is residing at the time of the illness/injury. We will make that determination by asking the
child with whom he/she is residing at the time of the illness/injury. In the event of serious injury, we will take
whatever emergency action is necessary, including calling paramedics, and we will make every attempt to notify
both parents. This policy will be modified with consent of both parents, or upon court order.
Regarding student information/records: In the absence of a court order to the contrary, the school will provide
the non-custodial parent with any requested information concerning his/her child.
Regarding the division of tuition and fees: Parents who are divorced or separated need to make their own
arrangements for how tuition and fees are to be divided and inform the school as to that arrangement. The school
will not be placed in the role of mediator.

N AME OF S TUDENT
Upon admission to school, a student shall be registered under the name that appears on the student’s birth
certificate, unless the Superintendent permits otherwise in accordance with this Section. A student or parent may,
at any time, request that the student be registered under a different name. Such request shall be made to the
Superintendent in writing and shall set forth the reasons for the requested change.

IMMUNIZATIONS
Annunciation School complies with the current requirements for immunization and health assessment as
established by state and local authorities.
All students entering kindergarten are required by state law to present a record of immunizations.
All children must be immunized as required unless:
a. Immunization is contrary to the belief of the parent or guardian.
b. Immunization is contraindicated for medical reasons as attested to by a licensed physician by written
statement.
The following immunizations are a requirement for attendance in any school in the State of California.
qq POLIO (OPV OR IPV)
qq DTP / DRaP / DT / Td
qq MMR (measles, mumps and rubella)
qq HIB

qq HEPATITIS B
qq VARICELLA (Chickenpox)
qq TDAP (7th grade - Whooping Cough)

H EALTH S CREENING (1 ST GRADE )
Parent(s) and/or guardian enrolling a child in the 1st grade MUST provide evidence that the child has received
the health screening and examination required by law or must bring a signed waiver stating that they do not want
health screening for their child. The screening and examination may be conducted 18 months prior to
registration/enrollment in first grade but no later than 90 days after enrollment.

A PPLICATIONS
Families may apply to Annunciation School for the current year at any time during the year. For the following year, first
priority will be given to those who apply during the open enrollment period. Annunciation School does not discriminate
on the basis of gender, race, national or ethnic origin in its admission policies or employment practices.
The following priorities are applicable in accepting students (please note that siblings are not “automatically” accepted):
a.

Siblings of students attending Annunciation School provided the siblings have been attending one full year;
the parent(s) are regularly present at Sunday Mass, * and the family participates in parish life as evidenced
by church contribution records, ministry service, and presence at church/school sponsored functions.

b.

Children of Annunciation School alumni provided the parent(s) are registered members of Annunciation
Parish (at least one full year); are regularly present at Sunday Mass, and participate in parish life as
evidenced by church contribution records, ministry service, and presence at church/school sponsored
functions.

c.

Children of registered members of Annunciation Parish (at least one full year) ** provided the parent(s) are
regularly present at Sunday Mass, and participate in parish life as evidenced by church records, ministry
service, and presence at church/school sponsored functions.

d.

Participating members of other parishes provided they present a letter of recommendation from their pastor
that substantiates their regular presence and participation.

e.

All others.
* Non-Catholics or Catholic members of other parishes must present a letter from their pastor that substantiates their
regular participation in Mass or services in their faith community.
** Those who have registered within the last year prior to applying will not be given higher priority unless the family
just moved here from another area and they present a letter of recommendation from their pastor that substantiates their
regular presence and participation.

In order to be considered for priority A, B, C, or D, regular Sunday Mass attendance is a must!
1.

Applications received after the deadline will be processed according to the priorities listed above. If your application
is received after that date, you will be informed as to whether or not your child will be accepted as openings occur.

2.

Parent(s) and/or guardian registering children for kindergarten or 1st grade must present a copy of the child’s birth
certificate, immunization record and baptismal certificate. No application will be processed until this information is
recorded. All applications for grades 1-8 must be accompanied by a copy of the current report card and standardized
test scores if applicable.

3.

Applications remain in an active file until January of the school year for which application was made. Parent(s)
and/or guardian must notify the school office in writing by January if they want their child(ren) to continue to be
considered for acceptance in the school. If the school is not notified, applications are placed in an inactive file for one
year, and then destroyed.

4.

A $75.00 nonrefundable fee must accompany each application and is paid only once with your first child’s
application.

5.

At the time of acceptance, an annual, nonrefundable registration fee of $150 per child must be paid.

6.

All students’ acceptance is probationary, pending determination by school administration.

A NNUAL R EGISTRATION
Families already enrolled in Annunciation School are required to register in early March of each year. The registration payment
is a family’s statement of intent to return to Annunciation for the next school year. Parents and guardians are asked to pay
a $150.00 non-refundable registration fee per student. The registration fee will be added to SMART Tuition accounts in
March. Failure to pay by the specified date could result in non-acceptance of a family for the next school year. Formal
acceptance notices are not sent for children already attending Annunciation School.

TUITION POLICIES
2018-2019

A NNUAL T UITION AND F EES
Registration Fees: $150.00 per student. These fees are non-refundable. They cover the following costs: student
insurance, Diocesan Administration fee, testing fee, supplies and books.
•Tuition and Program Fees •

Number
of Children
1
2
3
4

Full Cost
of Tuition
$5,706
$10,555
$15,120
$19,685

T UITION A SSISTANCE
There is a tuition assistance fund available to qualified families who are having difficulty meeting their financial
obligations. Applications are processed by FACTS and are available online. Please contact book keeper or
adm inistrator for m ore inform ation.
Tuition Assistance will be contingent upon filing all documents before the April 15 th deadline and the following:
§§
§§
§§
§§

parental support of school personnel, policies, and procedures
satisfactory student attendance
satisfactory completion of school and homework assignments (1.7 GPA)
satisfactory conduct

These standards will be reviewed at the end of each trimester. Deviations from expectations will result in a pro-rata
reduction in assistance for the remainder of the year and/or ineligibility for the following year.
Applications received after the April 15 th deadline will not be considered.
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FINANCIAL TERMS AND OBLIGATIONS
1.

All tuition and fees are due and payable on the first day of school. If a student does not attend the full duration of
the school year, financial obligations will be prorated and a refund will be made.

2.

Tuition collection is administered by Smart Tuition. As a courtesy, families may select a payment plan (rather
than paying in full in August) and enroll in the spring for the following school year. All tuition is to be sent to
Smart Tuition.

3.

It is school policy that failure to meet the financial obligations to the school, which parent(s) and/or guardians
accept when registering and signing the parent contract, will have consequences. In the event of an unforeseen
financial hardship which will make scheduled tuition payment impossible, parent(s) and/or guardians must
contact the Principal, Bookkeeper, or Office Manager to make arrangements for a payment plan.

Failure to meet financial obligations may be defined as, but not limited to:
• Chronic failure to pay tuition.
• Repeated tardiness in paying tuition.
• Failure to communicate ‘hardship’ and/or failure to adhere to any revised pay schedule.
• Blatant disregard of other financial and service obligations: such as festival hours, raffle tickets, hot
lunch and field trip costs etc.
Such actions may result in the following:
• Holding of report cards/records
• Revocation of the payment plan option. Any balances would be immediately due and payable.
• Use of a collection agency
• Legal action in small claims court.
• Recommended transfer of student(s).
4.

A $50.00 late fee will be levied against your tuition account if your tuition is past due. Every monthly payment
that is late will accrue a late fee each month. Unpaid late fees will continue to accrue as well as additional late
fees, so we caution you to pay any late fee assessed at the time of assessment. If you want to challenge the fee,
do so, but pay it on time during the process in hopes of having the fee credited down the line if you prove your
case. Our reporting records show the best way to avoid any fee is to select the automatic withdrawal (with
sufficient funds) on the date of your choice.

5.

Tuition accounts are normally billed to families; however, Smart Tuition can "split" an account between two
parties. Typically, this is a 50%/50% split between divorced parents or 100% paid by only one parent. An
account can be divided only between two parties, yet it may be divided by any ratio equaling 100% (i.e. 0/100,
50/50, 60/40, 25/75); however, this ratio applies to ALL tuition costs: tuition, program fees and registration. We
must have a signed agreement from both parties to split an account. The administration fee will be applied to each
account (party), and this arrangement is valid for one school year.

6.

Each Smart Tuition account will be charged an administration fee with the first invoice. If you pay your tuition
in full from your first invoice, you may subtract the fee.

7.

The office staff does not accept tuition payments.
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FUNDRAISER AND SERVICE OBLIGATIONS
Service obligations to which parents agree when they enroll their child(ren) in Annunciation School are minimal, yet
mandatory. Our school budget is formulated based upon an income of $70,000 from fundraising. Your participation in
and support of these fundraising efforts are imperative in order that we are able to meet our budgeted revenues, and
continue to provide a quality education at a reasonable tuition rate.
Each family will be responsible to participate in any fundraisers deemed mandatory by the Annunciation School Advisory
Committee. The three major fundraisers are the Fall Festival, the Crab Feed, and the Big Raffle. There are service hour
commitments and raffle ticket requirements during the year in conjunction with the major fundraisers (see graph below
for work hour details).
Any fundraiser designated as mandatory by ASAC shall warrant consequences for parents who fail to participate as
required. These consequences include, but are not limited to the following:
•

a fine and/or service to the school to be determined by ASAC. You will be required to double the number of
hours at the discretion of the Committee (with a minimum penalty of one hour for tardiness) in the future.

•

close scrutiny when reviewing for readmission to the school the following year

•

dismissal from school for repeated failure to participate

The above consequences may also apply if a family participates but is difficult or uncooperative, including being late for
the assigned shift(s). The chairs and committee members put in a tremendous amount of energy and effort for the benefit
of everyone in the school. It is vitally important that all other parents work their hours diligently and with positive
attitudes.
•
•
•
•
•
•
•

Every family must work the required hours.
It is imperative that parent workers be on time for their shift(s).
Required hours must be worked by parents only, or, under special circumstances, by adult relatives or friends with
prior approval of the Event Chair.
Older students may not substitute.
Assigned hours may not be traded with another parent without the advance consent of the Work Hour Coordinator.
the approval of the Event Chair(s), children under 18 may earn Community Service hours, in addition to the
family service obligation worked by their parents.

The Fall Festival date is announced in January.
If you are aware of a scheduling conflict,
you will have until Monday, August 20th to contact the Development Office in writing.
FUNDRAISER

2018-2019

MANDATORY OBLIGATION
All parents are required to work 8 service hours. Parent sign-ups will
be completed on-line based upon the grade of your oldest child.
Details regarding the sign-up process will be provided at Back to
School Night and will be publicized in the Wednesday Weekly.

FALL FESTIVAL

October
6

CRAB FEED

January
26

K through 3rd grade families must work 2 hours per family. Parents
of kindergarteners will be assigned to serve. Reminders will be
posted in the Wednesday Weekly and/or by letters sent home.

BIG RAFFLE

Nov.March 15

All families are obligated to sell a minimum of $150 worth of raffle
tickets. Tickets will be sent home in November - with a drawing on
March 15. Parents will be billed for any unsold tickets.

Shopping Fundraisers
(Please participate whenever possible.)
There are several ways to make donations to the school through shopping. Using this
link, http://smile.amazon.com/ch/43-1988993, to shop on Amazon Smile donates a percentage of your purchase
to the school. Clipping Box Tops also add up to cash for the school.
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HEALTH AND SAFETY
E ARTHQUAKE AND F IRE S AFETY
Earthquake and fire drills are held periodically throughout the school year.

D ISASTER P LAN
In the event of a local disaster, the school is aware of its role in working cooperatively with the community. The
objectives of our disaster plan are to save lives, protect property, and give aide to disaster victims. It is the intent
of this plan to make people aware of how to act and react, before, during, and after a disaster.
Certain actions may involve releasing students from school or relocating them from a school site to another
location at a time when parents expect their youngsters to be in school. An Administrator will authorize such
actions ONLY in times of extreme emergency, and all possible attempts to notify parent(s) and/or guardian as to
the situation will be made as soon as possible. If an emergency occurs, and it becomes necessary to send students
home early, relocate them to another site, or ask parent(s) and/or guardian to pick them up, then the following
procedures will be followed insofar as possible:
•

Notification of parent(s)/guardian - The school will initiate e m a i l s / phone calls to notify
parent(s) and/or guardians of the situation OR any pertinent information will be broadcast on local
radio stations.

•

Parent(s) and/or guardians should NOT call the school, so that the school telephone can be used
for emergency calls.

•

Parent(s) and/or guardians should NOT park within a one-block radius of the school, so that
emergency vehicles can use the streets.

•

Parent(s) and/or guardians WILL NOT be allowed to pick up their child(ren) until every child
is accounted for, and a child will be released only to parent(s) and/or guardians or persons listed
on the child’s emergency card.

A SBESTOS
As required by the Environmental Protection Agency’s (EPA) Asbestos Hazard Emergency Response Act
(AHERA), an asbestos inspection of all our school buildings was completed in 1989. This inspection was
conducted in accordance with guidelines established by the EPA. Re-inspections are conducted semiannually.
Fortunately, the inspections at Annunciation School as well as at other schools throughout the Stockton Diocese
have turned up primarily the less hazardous forms of asbestos. Samples of suspected asbestos containing
building materials (ACBM) were submitted to an EPA-approved laboratory for analysis.
The inspection and assessment identified those areas of ACBM having the potential for release of asbestos fibers
(friable ACBM). However, this school and the diocese have chosen to manage the asbestos so as to eliminate any
possibility of harm. All effort is being made to comply with EPA requirements and to preclude the release of any
asbestos fibers into the school’s working environment.
In addition to the friable ACBM, locations of less hazardous (non-friable) ACBM were also identified. The
school has instituted a periodic surveillance and maintenance program to ensure that this as well as the friable
ACBM does not become hazardous.
A copy of the school’s asbestos management plan, including the inspection report is in the school office. This
document is available for your inspection; or may be purchased for a fee of $25.00.

S CHOOL H EALTH P ROGRAM
The school provides screening each year for vision, hearing and scoliosis. If a child exhibits difficulty in any of
these areas, the school will notify his/her parents to investigate further with the child’s doctor.

E MERGENCY AND H EALTH I NFORMATION F ORMS
At the beginning of each school year, the parents or guardian provide the school with current and complete
family information for emergencies. The information should include the name of the family physician, as well as
the name of a friend, relative or neighbor who might be reached in case of an emergency. The school must be
notified immediately of any change to this information.
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C ONSENT F OR T REATMENT
By signing the parent contract, parent(s)/guardian(s) authorize a representative of Annunciation School as agent(s) to consent to any xray examination, anesthetic, medical or surgical diagnosis or treatment and hospital care that is deemed advisable by, and is to be
rendered under the general or special supervision of any physician and surgeon licensed under the provisions of the California
Medicine Practice Act on the medical staff of an accredited hospital, whether such diagnosis or treatment is rendered at the office of
said physician or at said hospital.
It is understood that this authorization is given in advance of any specific diagnosis, treatment for hospital care being required but is
given to provide authority and power on the part of the above-mentioned agent(s) to give specific consent to any and all such diagnosis,
treatment or hospital care that the above-mentioned physician in the exercise of his or her best judgment may deem advisable.

S TUDENT I NSURANCE
All students are covered by insurance for injuries incurred on the school grounds as well as to and from school supervised activities. In
the event of an injury requiring medical attention, parents should contact the school office to request a claim form. In the event of an
injury, it is the parent’s/guardian’s responsibility to request a CLAIM FORM from the school office.
Benefits cover injuries occurring during the regular school term while:
•
attending school, including one hour before and after school
•
participating i n s c h o o l -sponsored a c t i v i t i e s o r a t h l e t i c s ( except i n t e r s c h o l a s t i c t a c k l e f o o t b a l l ) w h i l e
u n d e r t h e supervision of a proper school authority
•
traveling directly to or from home for regular classes
•
traveling in school-provided vehicles anytime while under the supervision of a proper school authority

A DMINISTRATION OF M EDICATIONS
If a student must have medication during the school day, the following procedures shall be followed:
•

No student shall be given medication at school except upon the written request of a licensed physician who has
the responsibility for the medical management of the child.

•

All such requests must be signed by the parent/legal guardian who assumes sole responsibility for supplying and
delivering all medications to the school office. Parents, not students, must bring medications to the school office.

•

All medications must be brought to and administered through the school office.

•

Where reasonable and feasible, the student’s medication should be self-administered.

•

A request form for each prescribed medication must be completed by the student's physician, signed by the
parent/legal guardian, and filed with the school administrator or a designated representative. Forms are available
in the school office.

•

The medication must be in the original container with the original pharmaceutical label with student’s name, the
name of the medication, dosage schedule and instructions, the date of expiration, and the physician’s name and
phone number.

•

Parents may request special arrangements with the school administration to allow a student to carry an additional
supply of emergency medication (e.g., Epi-Pens or inhalers), if the child is sufficiently capable, mature, and
responsible.

•

Sharing medication with other students may be cause for disciplinary action, including suspension or expulsion.

T REATMENT F OR C OMMON , C ONTAGIOUS C ONDITIONS
• Impetigo

At first indication, notify the office immediately.

• Slap Face
(Fifth disease)

Parents should seek treatment from a physician

• Pink Eye
• Lice

Upon returning to school, please provide proof of treatment, in conjunction with an
absence note.

• Abnormal fever

The child should be kept out of school for 24 hours after normal temp.

The child should be kept out of school for 24 hours.

SAFE E N V I R O N M E N T
The Diocese of Stockton maintains a Safe Environment policy whereby all parents and volunteers who wish to spend time
at school (Hot Lunch, docent, classroom, etc.) or as a chaperone must be cleared through the Department of Justice,
acknowledge the Code of Pastoral Conduct for Volunteers and the Diocese of Stockton Standards of Conduct, and take the online
Virtus class. The required forms are available in the office and on our school website.
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PARENTAL CONDUCT
F AMILY R ECORDS
Any changes in address, telephone, employment or marital status during the school year should be sent IN WRITING to
the school office via Beehively. It is imperative that school records have accurate information, especially in the event of
an emergency situation involving your child.

S TUDENT D ROP -O FF / P ICK U P P OLICY
Lincoln Street is an extremely busy thoroughfare. When delivering children to school or picking them up, it is essential to
the safety of all concerned that drivers and passengers observe the following rules:
•

DO NOT DOUBLE PARK at any time.

•

OBSERVE PARKING LIMITS ON SIGNS in front of the school and RED ZONE areas.

•

DO NOT ALLOW CHILDREN TO JAYWALK. If dropped off or picked up across the street, they must cross
in the crosswalk. If school supervisors see you encouraging your child to jaywalk, he/she will be stopped from
doing so.

•

OBSERVE THE SAFETY PATROL. It is the responsibility of all parents and students to respect the Patrol and
obey their directions.

•

Citations by the Safety Patrol are meant as a warning; however, repeat offenders may be reported to the School
Advisory Committee for disciplinary action or the Stockton Police Department.

•

Consider alternate drop off and pick up points. Rather than using Lincoln Street when it is crowded, consider
using Rose Street and/or parking area on the south end of Van Buren Street as drop-off/pickup sites.

F IELD T RIPS
Field trips are arranged, when appropriate, to enhance classroom studies. Field trips are a privilege; students can be
denied participation for failing academic or behavior standards. Parent volunteers are vital in providing the students with
these enriching activities. For a successful trip, please keep in mind the following regulations:
1.
2.
3.
4.
5.

The number of chaperones will be determined by the teacher, relative to the student age and nature of the field
trip.
No siblings. Siblings are prohibited by our Diocesan insurance.
Field trips are limited to students and official chaperones, unless otherwise indicated - no extra visitors, please.
In all trips, i.e., bus, car, walking, chaperones are responsible at all times for the students assigned to them.
If you volunteer to drive, the office must have a copy of your current insurance coverage with the minimum
amounts shown as follows:
$300,000
Combined single limit for bodily injury liability
$100,000
For one person
$100,000
Property damage
$ 60,000
Uninsured motorist plus $2,000 medical

In addition, you will be asked to supply the following information:
Driver’s license
Description of car
License plate #
Cell phone (if applicable)
6. Under no circumstances should drivers and/or chaperones deviate from the itinerary developed by the
teacher (e.g., no side trips for ice cream, drinks, etc.). Failure to adhere to this request will jeopardize your
chances for selection in chaperoning future field trips.
7. Students up to age 8 (unless 4’9” or taller) must bring a booster or car seat to school for any driving field trips.
8. We require that all cell phones be turned off and remain in backpacks for the entirety of the school day
(including field trips and school-sponsored events). Violators will have their phones confiscated and parents will
need to pick them up in the office.
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C HAPERONE G UIDELINES (from the Administrative Handbook of the Catholic School Department)
•
•
•
•
•
•
•
•

Chaperones must be at least 21 years old (preferably 25 years or older).
One chaperone should be provided for every 10 participants.
A minimum of two chaperones should attend any school-sponsored event, field trip or activity.
Both male and female chaperones should supervise coed events, field trips or activities.
No chaperone should be alone with a student at any time (other than a parent with his or her own child).
Alcoholic beverages shall not be consumed by any chaperone.
Tobacco products shall not be used in the presence of students.
Official duties, obligations and responsibilities, including hours and places of duty, shall be defined by the
classroom teacher/faculty advisor.

CLASSROOM CELEBRATIONS
Teachers will celebrate the following holidays with their classes as they deem appropriate:
•
Christmas
•
Valentine’s Day (K-5)
All Room Mothers must contact teachers at least one week prior to the above holidays for specifics.
PLEASE do not send “goody bags” or treats unless approved or directed by teachers.
Birthdays
1.
2.

3.

Teachers – No class will celebrate a teacher’s birthday, nor will teachers collect money for a gift.
Children – Class time will not be taken to celebrate individual birthdays.
Students may wear “Free Dress” on their birthday or half-birthday.
A celebrant may bring a snack to share with his/her classmates at morning recess.
Please send items that are easily distributed (i.e., no cakes that must be cut and plated).
No party invitations may be handed out at school unless the entire class is invited – or all the girls – or
all the boys.
If balloons, flowers, etc. are sent to school, they will not be permitted in the classroom.
They will be kept in the office until dismissal.

Buddy Gifts
The “buddy” program exists to give students positive experiences with those of a younger/older grade level. It provides
older students an opportunity to be positive role models and provides younger student with spiritual “big brothers and
sisters.” It is a mutually satisfying and beneficial program. Because buddies are their own gifts, exchange of gifts
between “buddies” is not permitted during the school day. If an individual student wishes to give a gift, it must be
done outside of the school day.

PARENTS WILL DO THE FOLLOWING TO ENSURE THAT SCHOOL IS A SAFE PLACE:
• Reinforce anti-bullying policy in the home and with family discussions.
• Coach their child(ren) always to be respectful of all people, self-included, by being inclusive, standing up for
themselves, and reporting instances they witness where someone is being hurt.
• Be inclusive of classmates when planning activities outside of school by inviting all, or a minority of the
group. Do not allow a minority of classmates to be excluded. When all class members
cannot be included, teach sensitivity by reminding your child(ren), as hosts or guests, not to
speak about the activity at school. Refrain from taking a group away from the school setting
for an exclusive activity in front of uninvited students.
• Monitor conversations (face-to-face and using technology) among your child(ren) and classmates and stop
(and remediate) rumor passing, talk of exclusion, or threats or accounts of bullying behavior
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S TUDY H ALL
Study Hall is available to students in grades 4-8 every Tuesday from 2:50 – 3:30. The purpose it to provide students with an
opportunity to work on homework, use a computer/printer, do research, read, or work on group projects - quietly. Adding additional
time and days for study hall is being considered and families will be notified when changes occur.
•
•
•

Study Hall is $5 per day – to be billed at the end of each month.
When teachers are available, students may take some of Study Hall time to go ask their teachers specific questions about HW
or projects.
If students are not picked up at 4:00, students will be directed to Annunciation Extended Care program.

Study Hall is NOT:
•
a daycare center
•
a place to hang out and chat after school for an hour
•
a place to use the computers to listen to music or play games
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