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Letter of Welcome

Dear Parents: 

St. Thomas Academy Handbook provides important information about 
our school, its mission, programs, policies, and parent organizations.  It 
is our hope that you will keep it in a safe place and use it often as a 
source of information during the coming school year.

The faculty and staff of St. Thomas Academy are pleased to be able to 
work with you and teach your children in this special faith based 
community.  By saying, “Yes” to Catholic education you have made a 
commitment which will be one of the most important gifts you give your 
child.  We, as educators, will work to provide your child with a 
challenging and exciting educational program which is infused with the 
teachings of the Gospel and Christian values.

We encourage you to carefully read the mission statement and 
philosophy as it contains the beliefs and goals which empower us, both 
parents and educators, to become actively involved in the Catholic 
education of our children.

Sincerely,

St. Thomas Academy Administration, Faculty, and Staff 



GENERAL INFORMATION

History of the School
St. Thomas Academy was established on September 2, 2004 with the 
intent of providing core religious values, small class sizes, and all day 
kindergarten to the children of Redmond and the surrounding areas.  
In the first year of operation, St. Thomas Academy opened its doors 
providing only preschool and kindergarten but due to our success and
demand for higher education, we added one grade level each year and
currently offer Preschool through fifth grade.  When opening a school 
it takes an enormous amount of effort and commitment from parents, 
staff, and community, which we experienced through an outpouring of 
support from our Priests, parents, and parish organizations such as 
the Knights of Columbus.  St. Thomas Academy continues to thrive, in 
part, because of its strong sense of community between school, 
parents, and parish. 

Mission Statement 
St. Thomas Academy provides a safe community for students, focused 
on academic excellence infused with Catholic beliefs. 

Vision
Our vision is to graduate inspired learners, motivated to lead the 
world with faith and moral character. 

Teaching Philosophy 
Our goal is to create an environment where Catholic beliefs and 
academic excellence come together for the best learning experience 
of each child.  We will maintain a learning atmosphere where students
feel welcome, safe, and motivated to learn.  Our students thrive in a 
challenging instructional environment and develop into curious, 
imaginative, lifelong learners.  Our teachers provide intellectual, 
social, and spiritual development, challenging our students every day.

Personnel

Bishop
The Bishop, as chief pastor of the Diocese, has the responsibility not 
only for the spiritual formation of the people, but also for every other 
factor that contributes to the development of the Catholic community. 
As authentic teacher in the Diocese, he articulates faith for the people
of God and calls them to the imitation of Christ.  As chief 
administrator of the Diocese, he oversees the good order of the 
teaching mission. The Bishop is the enactor of all Diocesan policy and 
the ultimate decision-maker with respect to the Diocesan Catholic 
Schools.



Department of Catholic Schools 
The Bishop, in his role as Shepherd and Teacher, delegates the 
everyday administration of the Catholic Schools in the Diocese of 
Baker to the Department of Schools.  The Superintendent of Catholic 
Schools heads the department. 

The Department of Catholic Schools provides information, guidelines, 
assistance, and services to the school that are ordinarily site-based 
managed and under the leadership of the Principal.  Although the 
governance of the school is at the local level, Pastors and Principals 
are expected to follow policies and guidelines approved for school by 
the Bishop and/or Superintendent.  Schools are also expected to 
follow curricula guidelines.  

In some special circumstances, decisions may need to be made by the 
Department of Catholic Schools that would ordinarily be made at the 
local level.  

Pastor
The Pastor, by direction of the Bishop and Canon Law, is directly 
responsible for all parish endeavors.  One such major endeavor is the 
parish or area school.  The Pastor can render service and leadership 
to the parish or area school by acting as a religious leader, community
builder, and administrator, working together with the Principal, 
faculty, parents, and other parishioners in a joint effort to advance the
education of the children.  He is also responsible for the hiring of the 
Principal and the renewal or non-renewal of the Principal‘s 
employment agreement in conjunction with the Superintendent of 
Catholic Schools.

Principal 
The position of administrative responsibility carries with it a unique 
opportunity for shaping a climate of Catholic/Christian values and an 
atmosphere for leaning that will nurture the growth and development 
of each person.  The Principal fosters community among faculty and 
students.  S/he understands the Catholic school as a part of larger 
communities, both religious and secular.  The Principal collaborates 
with parish, area, and/or Diocese personnel in planning and 
implementing policies, programs and/or the use of facilities and 
grounds. 

The Principal is responsible for implementing school policies.  S/he 
may amend the handbook as needed.

Faculty
The faculty (and students) of the school form a community whose 
purpose is to develop an atmosphere in which the religious faith of 
each student as well as her/his intellectual, moral, and physical 
capacities may be developed and strengthened.



Secretary 
The secretary is responsible to the principal for the efficient operation
of the school office and management of business related to the school 
office.

Other Support Staf
Other staff reports to the principal for the efficient operation of the 
school and for the performance of duties according to their job 
description.  



ACADEMIC INFORMATION AND STANDARDIZED TESTING

Academic Honesty 
Honesty is expected of students in the performance of all academic 
work.  Cheating, plagiarism (such as, but not limited to, copying, or 
sharing the work of another and submitting it as one’s own), or doing 
another person’s homework assignments are all forms of academic 
honesty may immediately receive a failing grade on that exam or 
assignment.  Academic dishonesty may lead to other disciplinary 
procedures including detention, suspension or possible expulsion.  

Conferences 
Scheduled by School
Parent/Teacher Conferences are held during the fall and the spring.  
Parents are encouraged to prepare by making a list of questions about
how their child is doing academic and/or socially.

Requested by Parent
Parents desiring extended conferences in addition to those scheduled 
by the school are encouraged to call the school office to arrange an 
appointment.  

Guidelines
a) Please be courteous to the teacher as you would expect him/her to be 

to you.  Questioning the teacher’s authority is not helpful in front of 
the child.  If you have such a disagreement, please request a meeting 
with the teacher privately.   

b) Please try to be open to both sides of the story if a problem arises.  
Perception differences and information reported incorrectly can lead 
to unnecessary confrontation with the teacher and unwise decisions.  

c) Discuss difficulties in the classroom with the teacher first before 
bringing them to the principal.  

Curriculum 
While it is difficult to define and plan the Church’s educational 
mission in this period of rapid institutional change, the effort must 
continue. Educational needs must be clearly identified: goals and 
objectives must be established which are simultaneously realistic and 
creative; programs consistent with these needs and objectives must 
be designated carefully, conducted efficiently and evaluated honestly.

                                           

Philosophy, Goals, and Objectives

a) It is the responsibility of the Principal of each school to see that the 
goals and objectives of the school are effectively developed and 



implemented by the staff through the organization of the curriculum, 
the learning climate, and the learning experiences that provide for the
development of each student.

b) The staff must give particular attention to the scope, sequence, 
continuity and integration of learning experiences in the basic 
learning skills, and the skills appropriate for each subject and each 
student. 

c) The educational mission of the Church requires that the Catholic 
school be distinguished by an atmosphere and a formal program 
which relate religious belief and practice, constructively and 
integrally, with the normal development of children. The religious 
character and goals of the school are clearly reflected in the 
statement of the school philosophy. 

d) Teacher applicants shall be informed concerning the school’s 
philosophy as well as the instructional program.  Through discussion, 
the Principal shall ascertain that an applicant is prepared to serve 
within this mode of Catholic education.

  

Daily Schedule
a) For all grades K-5, the school day begins at 8:30 a.m. and ends at 

3:30 p.m. 
b) Early Release days for Professional Development occur twice a 

month.  Students will be excused at 1:00PM on these days. 
c) Students may be dropped off no earlier than 8:15 a.m. unless they 

attend the Before School Program
d) If your child is not picked up by 3:45 p.m. they will be put in our 

After School Program and your family will be charged a “drop in” 
rate of $8.  

e) The Before School Program runs from 7:00 a.m. to 8:20 a.m. The 
After School Program runs from 3:30p.m. to 6:00 p.m. and is 
available to our prekindergarten-fifth grade students.  

Electronic Information/Communication
(Also see Electronic Policy under Discipline) 

St. Thomas Academy strives to educate student to become self-directed 
continuous learners and ethical, responsible citizens prepared to meet the 
increasing challenges of a global, technological society.  In addition, the 
school believes that technology should be used as a vehicle of 
communication, analysis, and research in light of Catholic values and moral 
decision-making.  

Therefore, St. Thomas Academy is committed to the integration and effective
use of current and future technology to further the educational mission of 
the school and the Church’s mission of spreading the Gospel to all people. 

Telecommunications, electronic information sources and networked services 
significantly alter the information landscape for schools by opening 



classrooms to a broader array of resources.  Electronic information research
skills are now fundamental to preparation of citizens and future employees.
Access to telecommunications will enable students to explore thousands of 
libraries, databases, and bulletin boards while exchanging messages with 
people throughout the world. The school believes that the benefit to 
students from access in the form of information resources and opportunities 
for collaboration is critically important for learning.



Grading 
Academic 
Performance 
Key

5 Exemplary The student demonstrates mastery of the grade level standards.  
With relative ease the student grasps, applies and extends processes 
and skills for the grade level.  Above grade level 
standards/expectations.

4 Proficient The student demonstrates understanding of the grade level 
standards and can apply concepts in a variety of contexts; meeting 
grade level standards/expectations. 

3 Approaching 
Proficient 

The student is beginning to, and occasionally does, meet grade level 
standards.  The student is beginning to grasp and apply key 
processes and skills for their grade level, but produces work that 
contains errors.  Is approaching achievement of grade level 
standards/expectations.

2 Not Yet 
Proficient

The student is not meeting grade level standards.  Limited 
achievement of the grade level standards/expectations.

1 Insufficient 
Evidence 
Towards 
Standard

Proficiency cannot be determined due to missing assignments, and/or
length of time in school.

X Not Applicable The standard was not assessed this term.  You will see X’s used the 
first and second term.  This is because the entire curriculum cannot 
be taught at once.  While some learning standards will be assessed 
throughout the entire year, others will be phased in as the school 
year progresses. 

Behavior Performance Key
5 Exemplary The student demonstrates mastery of grade level 

behavioral expectations.  
4 Proficient The student demonstrates grade level behavioral 

expectations. 
3 Approaching Proficient The student is beginning to, and occasionally does, meet 

grade level behavioral expectations.
2 Not Yet Proficient The student is not meeting grade level behavioral 

expectations; needs improvement. 
1 Insufficient Evidence 

Towards Standard
Proficiency cannot be determined due length of time in 
school.

Homework 
The purpose of homework is to reinforce material already taught and to 
foster habits of independent study. Home study assignments should vary 
with the age of the student, and the types of learning
opportunities with which they are familiar. Homework should be assigned 
with consideration for family lifestyles.

Guidelines
Homework can be a useful part of the school program if it enables students 
to form desirable independent study habits. Homework should provide a 



positive learning and growth experience.  The following guidelines should be
followed regarding homework assignments:

a) Assignments should be geared to the individual student's age 
and abilities;

b) Home conditions of the individual student should be considered when 
assignments must be completed there;

c) Assignments should be corrected soon after the work is completed and 
returned to the student promptly;

d) Departmentalized teachers are encouraged to coordinate 
homework assignments; 

e) The amount of time which different students in the same grade 
spend doing homework will vary. However, the following table 
provides guidelines as to the amount of time the typical student
should spend daily on homework.

Concerns about homework should be addressed to the classroom teacher.

Report Cards 
Report Cards are distributed three times a year.  In this way parents will be 

alerted to 
the successes
or areas of 

improvement for their child.  Report cards will also be available for viewing 
through our student information system, Sycamore.

Supplies 
Due to a contract with Office Depot, St. Thomas Academy is able to purchase
typical school supplies at a fraction of the retail cost.  This replaces the need
for families to purchase most school supplies individually.  This fee is applied
to “instructional materials” in the registration packet.   

Textbooks
The Department of Catholic Schools and the Oregon State Department of 
Education determines the list of approved textbooks from which the school 
may select or each subject of the curriculum.

Lost books will be replaced at the parent’s expense and there will be no 
refund if the book is then found.  Individual damages will be assessed at the 
end of the year and appropriate charges made.  

Grade Homework Time
Kindergarten-1st 20 to 30 minutes

2nd – 3rd 30 to 40 minutes

4th – 5th 45 to 60 minutes



 Recognition Ceremonies
Graduation from elementary school may be marked by a simple celebration 
that gives recognition to the unique value of the Christian education just 
completed.  Graduation exercises for students completing kindergarten and 
fifth grade should be simple and dignified.  

Promotion and Retention
Elementary school students satisfactorily completing the grade’s work are to
be promoted to the next grade.

If a student is to be retained at any grade level, the reason for retention 
should be communicated promptly in a personal manner.  Ordinarily this 
communication should be in process during the third quarter or 2nd 
trimester.  Parents need to be informed of school retention policy at 
beginning of each year.  In all cases, the final decision for retention rests 
with the Principal.

Standardized Testing
At St. Thomas Academy the 3rd-5th grade students participate in State 
Standardized testing.  Parents may request a copy of their children’s scores 
from classroom teacher.  

ADMISSIONS AND WITHDRAWAL

Catholic schools are a primary means of Catholic education.  St. Thomas 
Academy aims to assist Catholic families in the formation and education of 
their children in the Catholic faith, gospel values and traditions.

The educational goals of Catholic education always look to develop the 
whole person: body, mind, and spirit.  As stated in Canon 795:

“Since a true education must strive for the integral formation of the human 
person, a formation which looks toward the person’s final end, and at the 
same time toward the common good of societies, children and young people 
are to be so reared that they can develop harmoniously their physical, moral,
and intellectual talents, that they acquire a more perfect sense of 
responsibility and a correct use of freedom, and that they be educated for 
active participation in social life.”

Admissions Policy 
St. Thomas Academy shall admit students of any race, religion, color, 
national and ethnic origin to all the rights, privileges, programs, and 
activities generally accorded or made available at all schools. We do not 
discriminate on the basis of race, religion, color, national and ethnic origin in
administration of educational policies, admissions policies, scholarship and 
loan programs, and athletic and other school administered programs.



Application Process
An enrollment application must be filled out to begin the process of 
enrollment at St. Thomas Academy. Applications may be picked up from the 
school office. St. Thomas Academy has adopted the following priorities of 
admission in order to provide its students with a positive, Catholic learning 
environment and to ensure continuity in the education of students and their 
families:

a) Returning students in good standing.
b) Siblings of returning students from active* St. Thomas parishioners.

c) Siblings of returning students from parishioners of another Catholic 
parish without a school.

d) Active* parishioners of St. Thomas. These families will be accepted 
according to longevity in the parish. If a St. Thomas parishioner is not 
able to enroll their student(s) due to class size, they may request a 
hearing with the Pastor, and Principal, to evaluate the circumstances.

e) Siblings of returning students from active* parishioners of another 
Catholic parish with a Catholic School that is full.

f)  All other siblings.

g)  Active* parishioners from other Catholic parishes without a school.

h)  Active* parishioners from other Catholic parishes, with schools, who 
have full enrollment.

i)  All other Catholics.

j)  Non-Catholics.

Criteria for Active Parishioner Status:
a) The family worships with the parish community on a regular basis. 

b) The family contributes time, talent and/or material goods to the parish.

c) The family contributes to the parish using parish offertory envelopes.

d)  Active parishioners must have a verification form signed by the 
applicable pastor and included in the pre-registration application.

e) Families who do not qualify as active and participating parishioners fall 
under the non- active status. 

Entrance Requirements
a) A child entering Preschool must be 3 years of age by September 1 of the 

current school year.



b)  A child entering Prekindergarten must be 4 years of age by September 
1 of the current school year.

c) A child entering Kindergarten must be 5 years of age by September 1 of 
the current school year.

d) First graders must be 6 by September 1 of the year they enter.

e) Exceptions for early entrance will be evaluated by the principal and the 
teacher with a nine-week probationary period.

f)  An appropriate aged student who has pre-registered by August 9th will 
take precedence over the early entrance student.

Record at Entrance
Students entering St. Thomas Academy for the first time are required to 
provide a birth record, baptismal record (if applicable), and a record of state
required immunizations.

Special Needs Policy 
If St. Thomas Academy determines that it is not able to meet the learning 
needs of all students, or where a child's special educational or learning 
needs are beyond the available resources and/or the special professional 
training of the school personnel, a decision may be made not to admit the 
student in question.

Post Enrollment Issues
If a question arises as to a student’s specific learning needs after 
enrollment, St. Thomas Academy will contact the parents and an appropriate
assessment will be made.

If the principal and the pastor determine that the school program cannot 
provide the best education for the special needs of a student, St. Thomas 
Academy will assist the parents in locating a school with trained teachers 
and academic programs better able to serve the student’s special needs.

If it is discovered after enrollment that information about a student that 
would affect his/her learning has been omitted or misrepresented, and St. 
Thomas Academy discovers that it cannot meet the student’s needs, the 
parents may be asked to withdraw the student and place him/her in another 
school better equipped to meet the student’s needs.

Likewise, if St. Thomas Academy determines that a student’s behavior is 
such that his/her education or the education of other students is jeopardized,
the parents may be asked to withdraw the student from the school after 
consultation with the pastor, principal, teacher, and parents.

If the principal or pastor becomes aware of any other information that 
negatively affects the life of the school, the student may be asked to 



withdraw.  It is at the sole discretion of the school to dismiss students at any 
time.

Early Entrance to the Academy  
The decision to admit a child at early admission is left to the discretion of 
the Principal who will consider all data.  Ordinarily the school follows state 
and Diocesan age and entrance guidelines. Such a decision would address 
those children who have demonstrated or shown potential of a very high 
level of academic or creative aptitude.

Transfer Student Process and Requirements 
Transfer students must present official certification of grade level.  This is 
usually a transfer slip and a report card from the former school.  Records for
transfer students should be requested from the school the student 
previously attended.

Ordinarily, it is recommended that any new child applying be evaluated for 
appropriate grade placement.  A student should not be required to repeat a 
year unless there is good reason based on previous academic record, 
recommendation of the previous school, test data, or parental request. 

Withdrawal Process
 Student education records (permanent and cumulative records), including 
the original permanent record, will be sent to officials of other schools, 
school systems, or educational institutions upon request of the enrolling 
school. A copy of the permanent record will be retained by St. Thomas 
Academy.

ATTENDANCE

Regular attendance is required of all students in order to support the 
academic climate at school. 

Reporting Process
Parents must notify the school by 8:30 a.m. if their child will be tardy or 
absent from the school that day.

Excused Absences 
The following reasons are considered excused absences.

a) Student illness
b) Illness at home requiring the student’s assistance 
c) Family emergency 
d) Court appearance 
e) Funeral 
f) Medical need
g) Other reasons with prearranged administrative approval

Doctor or Dental Appointments 



Parents are requested to schedule doctor/dental appointments outside 
regular school hours, if at all possible.

Homework during Absences.
See Homework section.

Truancy
A student who is absent from school without a valid excuse for a period 
deemed unreasonable may be considered a truant.  Parents will be 
contacted.  Truancy is considered a disciplinary matter and should be 
handled as such by the Principal.  For the protection of the children and for 
parental assurance, children are not dismissed from school without written 
permission from parents and the knowledge of the office.  A note should be 
sent prior to the child’s dismissal. 



DISCIPLINE

The purpose of discipline is to provide an atmosphere conducive to learning. 
Discipline is an aspect of moral guidance. In order for learning to take place,
the school must be a controlled, safe place where children can achieve their 
full potential. The discipline philosophy of St. Thomas Academy aims to 
increase self-control, build self-esteem and foster Christian social skills. The 
following rules are to be interpreted as general guidelines, allowing a 
reasonable degree of individual flexibility.

Our aim is to show the child we care about him/her and will help him/her to 
grow responsibly. We love the students enough to protect their rights to 
learn and be safe in school.

Families are expected to honor and support the privacy and confidentiality of
all individuals in regard to matters relating to student disciplinary issues 
and actions.

Behavioral Expectations of St. Thomas Academy
All the individuals of the St. Thomas Academy community should exhibit an 
attitude of respect.  Each individual will follow the Golden Rule.  “Do unto 
others as you would have them do unto you.”  Everyone is to be shown 
courtesy and Christ-like care and concern.  At St. Thomas the students and 
staff follow the Positive Behavior In Schools (PBIS) diligently.  Our three 
main rules are: Be Respectful, Be Responsible, Be Safe. 

Demonstrate respect and dignity toward all members of school staf, 
parents, volunteers and other students.  

A. Everyone should treat other with respect.  Examples include but are 
not limited to, the following behaviors listed below:

 Waiting for one’s turn to speak rather than interrupting.
 Opening doors for others.
 Helping each other carry heavy loads.
 Using appropriate language and gestures.
 Greeting others when passing. 

B. In shared areas, everyone should behave in a way that will keep all 
students safe. Examples include, but are not limited to, the behaviors 
listed below:

 Maintaining a noise level that does not disturb others in the 
hallway or classroom. 

 Walking (not running in hallways, shared commons areas, and 
cafeteria).

 Being careful of others on the playground and in the gym, 
particularly those who are smaller and/or younger. 

C. Everyone should be respectful of other people’s feelings and treat 
each other with kindness and consideration.  Examples include, but 
are not limited to, the behaviors listed below:



 Not tolerating or participating in malicious teasing and 
harassment. 

 Including classmates in group activities, especially on the 
playground.

 Not making fun of others, including when they make a mistake.
 Encouraging and helping each other. 
 Giving someone a chance to apologize and accepting a sincere 

apology.
 



D. When conflicts arise, everyone will work to resolve it peacefully and in
a Christ-like manner using the Golden Rule and KELSO Choices.  
Examples include, but are not limited to, the behaviors listed below:

 Share and take turns
 Go to another game
 Walk away
 Cool off
 Tell them stop 
 Ignore it 
 Apologize
 Make a deal
 Talk it out 
 Choosing to forgive after a heartfelt apology
 Asking an adult to help problem solve
 Putting oneself in the other person’s place (feeling empathy). 
 Never engaging in verbal abuse, insults, or put-downs
 Never hitting, kicking, or shoving another person 

Respect for Property
A.  Everyone will treat the personal property of others with care. Examples 

include, but are not limited to, the behaviors listed below: 

a) Taking lost articles to Lost and Found. 
b) Asking permission to borrow or use others’ belongings and school 

materials. 
c) Leaving other people’s desks, supplies, and lunches alone. 
d) Never marking on, vandalizing or destroying another’s property. 

B.  Everyone will treat school property with care. Examples include, but are 
not limited to, the behaviors listed below: 

Assisting with clean up of lunch area;

a) Picking up your own trash on the school playground without being 
asked.

b) Keeping bathrooms clean for others to use (flush toilet and deposit 
paper towels into trash can).

c) Reporting graffiti.

d) Assisting with classroom cleanliness.

e) Reporting anything that is unsafe or needs repair. 

f) Not chewing gum at school.



C.  Actions of students need to be safe for themselves and others; 

D. If a student causes a problem, they will be asked to solve it; 

E. If a student is unable or unwilling to solve a problem, a staff member will 
assist them. 



Consequences
If a student commits any of the above inappropriate behaviors s/he will 
receive an Oops Slip or an Office Referral depending of the severity of the 
issue. The parent will be contacted and informed of the student’s conduct.  If
a student becomes disruptive the student’s parents/guardians will be 
contacted and a parent/guardian will need to come pick up the student. 
Each student and their problem will be handled as a unique situation. 
Consequences may be based upon several factors, including but not limited 
to: 

a) The severity of the act;

b) The situation in which it occurred;

c) The frequency of behavior problems

d) The needs of the child. 

Procedures:
Procedures can include, but are not limited to; 

a) Problem is discussed with student(s) and if warranted, parents are 
informed and it will be documented for the school files.

b) Student(s) meets with principal to discuss problem and if warranted 
parents are informed; 

c) A conference with the student(s), parent(s), teacher/staff member and 
principal is scheduled;

d) The principal reserves the right to suspend any student whose actions 
warrant such consequences. 

Discipline Stages
1. Detention

Detention after school hours is an acceptable disciplinary measure. Parents 
will be notified if a student is to be detained. 

2. Suspension
Suspension, the temporary prohibition of a student's attendance at school 
and school-related activities, is within the jurisdiction of the principal.

Suspension may be invoked for a sufficient reason and ordinarily, will be 
limited to a maximum of 5 school days.

a) Causes for Suspension

Any of the reasons listed for expulsion, with mitigating circumstances, 
is adequate cause for suspension of a student.



b) Class Exclusion

Class exclusion is a method of disciplinary action that denies a 
disruptive student the ability to attend a particular class, ordinarily for 
a period of two days or less. During this time of exclusion, the student 
is expected to work on classroom assignments while under the 
supervision of other teachers or staff members. The purpose of class 
exclusion is to place disruptive students for periods of time, in an 
appropriate, supervised, in-school environment where student learning 
can continue.

3. 



3. Expulsion
Expulsion is the permanent exclusion of a student from a school.Full credit 
will be given for all work accomplished by the student up to the date of 
expulsion.

Various situations may lead to expulsion of a student from school. These 
include but are not limited to the following offenses:

a) Acts which, in the judgment of the school, endanger the moral, 
academic, or physical well-being of the student body; 

b) Prolonged and open disregard for school authority; 
c) Illegal acts as defined by law. The school may take disciplinary action 

regardless of whether or not criminal charges are pursued. 

St. Thomas Academy Anti-Bullying and Anti-Harassment Policy
 

School Diversity 
St. Thomas Academy is enriched by the diversity of its members. The school 
recognizes and respects individual differences with regard to race, color, 
nationality and ethnic origin. St. Thomas Academy should be a safe and 
pleasant place to be for all members. Bullying and harassment will not be 
accepted or tolerated. In order to provide an environment of mutual respect,
tolerance, and sensitivity, it is important that everyone follows the Golden 
Rule. Inappropriate behavior, either verbal or physical, that disregards the 
self-esteem and dignity of others is unacceptable and will not be tolerated. 
This includes physical contact, disrespectful, derogatory statements or 
discriminatory comments. Listed below are some specific examples of 
inappropriate behavior:

a) Verbal abuse, insults, intimidation, threats; 
b) Leaving someone out of activities on purpose; 

c) Spreading rumors; 

d) Damaging, removing, or hiding others’ belongings; 

e) Telephone, text, social media or e-mail harassment; 

f) Obscene, racist, sexist, or suggestive remarks, jokes, or gestures; 

g) The writing, e-mailing, posting or passing of demeaning notes, letters, 
or graffiti; 

h) Display of explicit, offensive or demeaning materials; 

i) Invasion of personal space; 



j) Pressuring someone to do something they do not want to do; 

k) Humiliating or ridiculing another; 

l) Hazing, threats, name-calling, unwarranted physical contact; 

m) Verbal “put-downs” demeaning race, color, national and ethnic origin;

n) Pressure to use tobacco, alcohol, or drugs; 

o) The use of the Internet to send or re-route hate messages, 
inappropriate materials, etc. (St. Thomas Academy reserves the right 
to impose consequences for inappropriate behavior that takes place off
school grounds and outside school hours. Thus, inappropriate use of 
technology for example, on a home computer, may subject the student 
to consequences). 



Staf Responsibility: St. Thomas Academy staff will: 

a) Teach material on bullying, tolerance, and accepted social behaviors. 
b) Review the roles so students know how to behave (bystander, victim, 

aggressor, and problem solver). 
c) Emphasize and model the Golden Rule frequently with students. 
d) Respond to all reports of bullying in a non-biased, serious and timely 

manner.
 

St. Thomas Academy Response to harassment or bullying:

a) The principal and/or appropriate staff will investigate thoroughly. 
b) Teachers and/or appropriate staff will carefully document the incident. 
c) Parents of the aggressor will be called each and every time. 
d) A second offense will result in the parents being called to come and 

pick up the child. 
e) A third offense will result in office referral and student detention. 
f) A fourth offense will result in suspension. 
g) Fifth offense will result in expulsion or disenrollment from St. Thomas 

Academy.

St. Thomas Academy Students’ Response 
What students should do if they are being bullied or harassed: 

a) If bullied or harassed, tell the aggressor(s) that you want the behavior 
to stop. Look directly at them to give a clear message. 

b) Use your voice to try to problem solve. 
c) If bullied or harassed, promptly contact an adult at school: a teacher, 

an instructional assistant, the principal, or the pastor. Tell them what 
was said, who said it, and who else heard it. Give them any notes, 
drawings, or e-mail you may have. 

d) If a bystander sees bullying or harassment taking place, tell an adult 
immediately. 

e) As a bystander, use your voice to let the aggressor know that his/her 
actions are not OK and try to problem solve. 

St. Thomas Academy Parents’ Response:
Parents should follow these steps: 

a) Get the story. Discuss the incident with your child. Listen to your 
child’s opinions and feelings. 

b) Talk through the situation with your child and agree upon what action 
will be taken. Assure him/her that s/he has done the right thing in 
reporting the incident. 

c) Make an appointment with the teacher and/or principal. 
d) At the meeting, calmly present the concern and explain what you hope 

will happen. 
e) All parties should work together to problem solve. The goal of this 

document is to outline procedures to be followed in the event of 
student conflict. By promoting the Golden Rule, teaching the Second 
Steps Anti-bullying curriculum, reviewing how the students should use 
that information, and putting in place a zero tolerance for aggression 
and unkindness toward anyone, St. Thomas Academy can continue to 



support and educate students in a Christ-like atmosphere. 
 



Boundaries
Students are expected to stay on the school grounds at all times during the 
school day.  Out of bounds areas include behind the St. Thomas Catholic 
Church, behind the storage building, and beyond the fence unless 
chaperoned by staff. 

Cell Phones/Pagers/and other Personal Electronic Equipment
Students are not to use cell phones and pagers at St Thomas Academy 
during school hours.  If a cell phone or pager or other personal electronic 
equipment is seen or heard during school hours it will be held at the school 
office and parents/or guardians will be required to pick it up.

Consequences for Behaviors 
The consequences for behavior are basically reasoning and natural 
consequences (i.e., removal of privileges). We, at no time, condone physical 
punishment, sarcasm, ridicule or humiliation. As in all phases of education, 
good parent-school communication is essential to an effective disciplinary 
policy. A step procedure of warning, parent conference, probation and 
sometimes expulsion is followed. In- school and out of school suspension 
may be imposed.

Dangerous Items
Items such as knives, sling shots, caps and cap guns, water guns, 
ammunition, etc. are not allowed on the school grounds.

 Hall Conduct
Students are to conduct themselves in an orderly manner in the school building and 
in all areas related to school. Students should maintain a quiet atmosphere conducive
to learning in halls and in classrooms. Students are responsible for cleaning up the 
eating area when finished.

Illegal Substances 
The use or possession of illegal substances on school premises or at school 
sponsored activities, including but not limited to tobacco, drugs, alcohol, 
various type of inhalants, including but not limited to look alike contraband 
is prohibited and is grounds for disciplinary action up to and including 
expulsion.

 Leaving School Grounds During School Day
No Student may leave the school grounds during school hours without the 
permission of the principal and written authorization of parents or guardian

Littering and Chewing Gum
Littering and gum chewing are not allowed at anytime or under any 
circumstances in the school building or on school grounds.  Eating during 
class time is not allowed except during recess and morning/afternoon snack 
time.

Valuables – (including cell phones, electronic equipment, etc.)



Personal items of value, including money, should not be brought to 
school. Teachers and the school will not be responsible for 
students’ personal valuables. iPods, toys, electronic games, and other 
unnecessary items should be left at home. Parents are encouraged to 
mark all students’ clothing, lunch boxes and back packs. Unmarked 
articles will be placed in the Lost and Found. Parents and children are 
encouraged to check Lost and Found for missing articles.



Vandalism/Property Damage
Students and their parent/guardian are liable for all damage to 
equipment or school property.

Dress Code Philosophy 

St. Thomas Academy believes that a student’s personal appearance has 
an impact on her/his attitude, as well as behavior, and therefore, the 
learning process. Respect for both the individual and the school is 
manifested by an attitude of “dressing up” for school. The Dress Code is 
designed to assist students in making decisions about appropriate dress, 
personal responsibility and self-discipline. Parents are expected to 
assume the responsibility of implementing the dress code for their
own children. Being “in uniform” is expected to be a cooperative effort 
among parents, students and staff. The school has the responsibility for 
maintaining a serious educational environment. Students and parents 
share the responsibility for proper dress and grooming. St. Thomas 
Academy’s Dress Code is based on modesty, neatness, cleanliness, good 
taste and is appropriate to a Catholic school academic environment at all 
school sponsored activities.

BOYS
REQUIRED Uniform (must wear on Wednesdays, Special Events, STA 
Weekend Mass)

Shirt: Solid white, button up collared shirt, Oxford Style

Pants: Khaki Plain Front or Pleat Front Pant, Not Cargo Style

Sweater or Vest: Classic Navy V neck Drifter Vest or V neck Drifter 
Sweater - Logo required

Socks: White, Navy or Tan with Pants

Shoes: Non-Marking Soles, Black, Brown, Tan, Navy, or Grey Oxfords, 
Loafers, or Boat/Deck style. 
Belt: (1st-5th) Leather – Brown  

Optional Items (may be worn all other days - as well as required 
uniform)

Pants: Classic Navy plain front or pleat front pant (Land’s End only).

Shirt: White or Navy Polo Shirts, Long or Short Sleeve

Shorts: Khaki or Classic Navy (Land’s End)  Plain Front or Small Pleat 
Shorts, No Cargo Style

Outerwear: Navy or White Sweaters, Sweatshirts. Any Type of Closure 



(zip, button, snap, etc),

No Embellishments or Designs (School Logo Allowed) Winter Coats OK 
buy may not be worn in classroom

Shoes: Non-Marking Soles, Athletic shoes ok but must follow required 
uniform colors above and may have white accents.  Closed-toe sandals 
with back strap also optional.



GIRLS – SHORTS REQUIRED UNDER ALL JUMPERS AND SKIRTS

REQUIRED Uniform (must wear on Wednesdays, Special Events, STA 
Weekend Mass)
All Grades - Jumper: Lands’ End White Plaid Jumper or Side Buckle 
Jumper
K-5th – Skirt or Jumper: Lands’ End White Plaid, Side Pleat, A-line, 
Pleated, or Kilt style  
*Shorts required under Jumpers/Skirts
Sweater or Vest: Land’s End Classic Navy Cardigan, V neck Drifter Vest, 
or V neck Drifter Cardigan - Logo required
Shirt: Solid White, button up collared blouse
Socks/Tights/Leggins: White or Navy.  No accents or embellishments
Shoes: Non-Marking Soles, Black, Brown, Tan, Navy, or Grey Mary Jane 
or loafer style.
Hair Accessories: Navy, White, Plaid, Green, or Silver ~ School colors

Optional Items (may be worn all other days - as well as required 
uniform)
Shirt: White or Navy Polo Shirts, Long or Short Sleeve 
Pants: Khaki or Classic Navy (Land’s End) Plain Front or Small Pleat 
Pants, No Cargo 
Skirt/Skorts: Khaki or Land’s End Classic Navy. Not Cargo Style, No 
Shorts
Outerwear: Navy or White Sweaters, Sweatshirts, Any Type of Closure 
(zip, button, snap, etc), No Embellishments or Designs (School Logo 
Allowed) – Winter Coats OK but may not be worn in classroom
Shoes: Non-Marking Soles, Athletic shoes ok but must follow required 
uniform colors mentioned above.  Closed-toe sandal with back strap also 
optional.

School Logos  May be applied to items through Lands’ End 

Lands’ End Preferred School # 9001-2028-8 www.landsend.com/school
Phone: 800-469-2222

Our Personal Touch  www.digitalthreadart.com  Phone: 541-548-2615

a)      Please label articles of clothing such as hats, sweaters, jackets, gym shoes, 
gloves and mittens. Lunch boxes brought from home should also be labeled.

b)  STA has a “cousin’s closet” which is an exchange program. Uniforms that 
have been outgrown may be exchanged. Check at the office for details.

c) Free Dress Days/Non‐uniform days are observed throughout the school year. 
On non‐uniform days, students are expected to be in modest and appropriate 
attire. Students are not allowed to wear flip‐flops, spaghetti‐strapped tops, t‐
shirts with inappropriate logos, tops that reveal the midriff, biker shorts, 
baggy pants or clothes with tears/holes.

d) Make‐up, nail polish, jewelry, and temporary tattoos are not part of the 
school uniform and should not be worn to school. Boys are not permitted to 

http://www.landsend.com/school
http://www.digitalthreadart.com/


wear earrings at anytime. Girl’s earrings should be small. Temporary tattoos 
are not allowed at any time.  Small Catholic affiliated necklaces are allowed.

e) Hair should be well groomed, conservatively styled and appropriate for 
academic purposes.  Hair color or dyes are not permitted at any time.

f) Any issue related to the cleanliness or neatness of the uniform, hairstyles or 
general appearance of the students not specifically addressed in the school 
dress code can be judged appropriate or inappropriate by the administration.
If the administration determines that a student is not in uniform or their 
appearance is distracting to the educational process or diminishes the 
reputation of the school, they will request that the student make 
modifications.



 Consequences for Students not in Uniform
a) First Offense‐ A note will be sent to the parents indicating the child is 

out of uniform.

b) Second Offense‐ A parent will be called to bring a change of clothing.
c) Third Offense- Student will be sent home for the day. 

Parent’s compliance with the uniform code is very important. Thank you for 
your cooperation regarding the uniform code. Please check with the office if 
you have any uniform questions. 

Electronic Information/Communication Policy/Agreement 

With the intense interest of digital media in education including the limitless
potentials for research, information and communication provided by the 
Internet, appropriate safeguards must be put in place to protect the 
students from internet threats.

Children’s Online Privacy Protection Act (COPPA)
The Children’s Online Privacy Protection Act (COPPA) gives parents control 
over what information websites can collect from their children. St. Thomas 
Academy requests parental consent for utilization of the Apps for Education 
Collaboration Suite including, but not limited to, iTunes Store, Google Mail, 
Calendaring, Documents, Video and Sites.
Granting permission simply confirms that your child(ren) have permission to 
hold an active account (with standard restrictions in place).

Family Educational Rights and Privacy Act (FERPA)
The Family Educational Rights and Privacy Act (FERPA) (20 U.S.C. § 1232g; 
34 CFR Part 99) is a Federal law that protects the privacy of student 
education records. St. Thomas Academy requests parental consent for 
utilization of Student First Names (exclusive) for student publications, works
and other material created that may be shared internally as well as 
externally.
We have this agreement as part of our registration.  Is this what you were 
looking for?
Granting permission simply confirms that your child(ren) have permission to 
use their first name on selective materials (pre-screened) instead of their 
student ID in order to provide ownership for their work

Media Waiver and Internet Publishing
In the interest of promoting the successful programs and activities 
(including student creations), the school is increasing the use and 
distribution of photographs and video footage of students. St. Thomas 
Academy requests parental consent for the utilization of all photographs and
video footage of the children named below in presentations and publications 
which may be distributed by St. Thomas Academy. 
Granting permission simply confirms that St. Thomas Academy may freely 
utilize any media in both online and offline media and publishing. At no time 
with any child’s name be associated with photographs or video footage (not 



even First Names or Student IDs) to protect the identity of the child(ren) in 
question.

Vandalism
Ipad or computer vandalism is the intentional harming or destroying of the 
school’s iPads or computer hardware and/or the school’s software and/or 
data of other user(s) or any other agencies or networks that are connected 
to the system. This includes, but is not limited to, the uploading or creating 
of computer viruses. Vandalism may result in the loss of computer privileges,
disciplinary action, and/or referral to law enforcement officials.

EMERGENCIES

Emergency Information
In emergencies, information (such as emergency information) may be 
released to appropriate persons if it is necessary in the judgment of the 
principal or his/her designee to protect the health or safety of the student or 
other persons.

Emergency Information Sheet
The school has a file containing current emergency care information for 
each student. Each parent is responsible to annually update the following 
information:

a) The name of the student, his/her home address, telephone number and 
birth date; 

b) The business addresses and telephone numbers of the 
parents/guardian, and the hours during which they will be at their place
of work. If applicable, the cell phone and/or pager numbers of parents 
should be recorded; 

c) The date of the latest tetanus immunization/booster; 

d) The name of the family physician and other emergency contact 
information; 

e) Name of medical insurance company and identification number; 

f) Special health conditions or allergies to which the student is 
susceptible, the emergency measures to be applied, and any current 
medication; 

g) The parents' approval to send the student to a medical facility for 
emergency treatment should this be necessary; 



h) The names of the persons to whom the student may be released;

i) The signature of responsible parent(s) or legal guardian. 

School Lockdown
In some situations it may be necessary to have a school lockdown.  The 
school will have 2-3 lockdown drills per year.  As per police 
recommendations, the following procedures will be implemented for a 
school lockdown:

a) Doors will be locked; 

b) Drapes and/or blinds will be closed;

c) No one will be permitted to enter or leave the building; 

d) Lockdown will continue until the school receives an “all clear” signal 
from emergency personnel. 

e) Parents should not call the school so the phone will be available to 
emergency personnel.

Fire and Other Emergency Alarms
When the alarms are sounded, evacuation by everyone is required. Students 
are to follow their drill routine and to follow the teacher’s direction. The 
school will have one fire drill each month. 

 Emergency Evacuations and Disasters
Emergency evacuation and disaster plans are posted in each classroom. All 
posted procedures are followed by school staff. Should an emergency 
situation call for the evacuation of children from the school building, they 
will be taken outside until the school is deemed safe by appropriate 
authorities. Parents may contact the Parish Center at 541.923.3390 in the 
event that no one can be reached in the school building. Parents or other 
family members may not interfere with emergency or rescue personnel or 
equipment in an emergency, but should wait patiently until the child is 
accounted for in the proper safe location and can be released.

BEFORE and AFTER SCHOOL PROGRAM

Enrollment:
 Parents may enroll a child in the 2015-2016 before/after school program of 
registration. The enrollment is considered complete upon return of all 
registration materials with guardian’s signature. Additionally, before an 
enrollment can be complete the school must verify that a seat for your child 



in the program is available. 

Program Fees:
The fee is $6.00 per child per session scheduled before the last day of the 
month prior to the month of care.  Drop in rate is $8.00 per child per day 
and fee is due morning following of attendance.  Monthly rate fees and 
schedules are due on or before the last day of the month prior to the month 
of care, in order to invoice to benefit your taxes. 

Illness/Absence Credit:

Credit will not be given for absences. We must make employment 
commitments to employees that cannot be altered without formal action 
taken within legally prescribed timelines.

Drop-in arrangements:
Students may participate in the before/after school program on a drop-in 
basis if space is available. Please call the school office as far in advance as 
possible should you wish to utilize the drop-in attendance option. A drop-in 
fee of $8.00 per session per child will be assessed and is due morning 
following attendance.

Late Pick Up:
A late fee will be charged if children are picked up after the 6:00pm 
deadline. The late fee is $5.00 for the first five (5) minutes that you are 
late, then $1.00 per minute thereafter. Three late pick-ups may be cause
for termination of your child's participation in the program

Program Withdrawal:
You must communicate your intent to release your child's seat in the 
program at least two weeks in advance of the last day of 
attendance. Scheduled, unused days will not be refunded or credited to 
future months.  



FINANCIAL

The cost to educate one student at St. Thomas Academy is over 
$5,054.48 (grades PreK-5) per year. Revenue and operating costs each 
year comes from three primary sources:

a) Tuition

b) Fundraising

c) Donations

A $275.00 non-refundable registration fee for new student enrollment.  
Returning student commitment fee is $250.  Additional Child is $50.

Families paying their tuition in full by September 11th will receive a 3% 
discount.

The tuition schedule for 2015-2016:

Kindergarten -5  th   Grade $3,600.00 $360.00
$300.00

Pre-Kindergarten (must be 4 yrs. by Sept. 1st)
All Day, M-F $3,840.00 $384.00 $320.00
All Day, M, W, F $2,400.00 $240.00

$200.00
AM Only, M-F $2,580.00 $258.00

$215.00
AM Only, M, W, F $1,560.00 $156.00 $130.00

Pre-School (must be 3yrs. By Sept. 1st)
All Day, M-F $3,840.00 $384.00 $320.00
All Day, T & R $1,560.00 $156.00

$130.00
AM Only, M-F $2,580.00 $258.00

$215.00
AM Only, T & R $1,200.00 $120.00

$100.00



Tuition Assistance
Tuition assistance is available to qualifying families through the St. Thomas 
Parish for the following school year with the submittal of a financial aid 
application form, a St. Thomas Scholarship Application (parishioners only), 
and a Yvonne Light Memorial Scholarship Application (both parishioners and
non-parishioners).  Families needing information or with extraordinary 
circumstances are encouraged to contact the principal or pastor at anytime 
throughout the year. The need of the family receiving financial aid shall be 
reviewed annually. Families receiving tuition assistance are REQUIRED to 
fill out a financial aid application form before receiving any additional 
assistance.

Tuition/Fees - Non-Payment
The timely collection of school tuition is necessary to adequately operate St. 
Thomas Academy. Tuition delinquencies jeopardize the financial soundness 
of the school and thus need to be dealt with in a businesslike manner.

All checks returned to St. Thomas Academy for non-sufficient funds will be 
charged an additional per check return fee of $25.00.

All payments are to be made to St. Thomas Academy or STA. A late fee may 
be charged monthly on all past due accounts. All fees incurred for any 
returned check will be the parents’ responsibility. In the event that an 
account is turned over to collection because of non-payment, St. Thomas 
Academy reserves the right to add any and all collection fees, interest, court 
costs and/or legal fees to the balance of tuition and fees due.

In the event the student(s) withdraws from the school, tuition will be pro-
rated based on student contact days. All balances owed to the school will 
then be due immediately. If there has been an overpayment, the amount of 
the overpayment will be refunded to the parent(s)/guardians(s) of the 
student(s).

The school reserves the right at its sole discretion, to deny admission or 
dismiss from school any students whose tuition payments are not current



MEDICAL

Communicable Diseases
In the school environment, many communicable diseases or conditions are 
easily transmitted from one individual to another. Among the most common 
school restrictive diseases or conditions in students are *head lice 
(pediculosis), chicken pox, mumps and measles.

Students who have school restrictive diseases or conditions must be 
excluded from school.

*Head Lice

All students are susceptible to head lice.

When this occurs parents and school personnel must work together to 
control this situation.

The following outline describes the procedures to be followed:

-Students who have signs and symptoms of head lice and/or nits must be 
referred immediately to the office.

When a student is identified as having head lice and/or nits, the school 
principal or designee will:

a) Notify the student’s parents that the student is to be picked up 
immediately. (Siblings will be checked before student is sent home to 
ensure they are not affected at that time.)

b) Inform the parent that the student must not return to school without a 
statement signed by the parent that the student has been treated and is
lice and nit free. Being consistent and diligent about manual removal of 
nits is necessary to eliminate lice. After treatment, the parent or a 
representative must bring the students to the office and wait until the 
student has been cleared to return to the classroom.

c) When the student returns, the school principal or designee must 
examine the student’s head to assure that there are no lice or nits 



present before allowing the student to return to the classroom. 
Additionally, the principal or designee will recheck the student 7-10 
days after occurrence to ensure the student is clear.

When a student is found to have lice or nits, the school will perform a head 
check on all students and a note will be sent home advising all families that 
lice/nits have been found on a student. Thereafter, all families are asked to 
daily check their students before sending them to school. If lice are found on
their student, they are asked to inform the school.

In an effort to prevent the spread of lice the school may randomly perform 
all school head checks.  Checks must also be performed any other time 
lice/nits are suspected or detected on a student.

In classrooms where carpets are used, they are vacuumed everyday whether
or not anyone has had lice.

In instances where a family has had two incidences of head lice in the home 
or for resistant lice, the principal may refer the family to the Deschutes 
County Health Department for assistance in eradicating this problem. 

Immunizations

The state requires full immunization for all children ages 3-14 who enter 
school for the first time. Verification of all immunizations required by 
Oregon law must be presented before entrance to school. Shot records must 
be brought to school on or before the first day of school. 

Medication
Any student who is required to take medication at school must comply with 
the following State laws:

a)  All medication, prescribed and otherwise, including ALL cough drops, 
cough syrup and Tylenol, etc., (chap stick and lotion are OK) must come
to school in the original container, in a zip-lock bag, with the child’s 
name on the outside of the bag. The sealed container must be brought 
to the school secretary/teacher immediately upon arrival at the school. 
They may not be kept in the child’s backpack or desk.



b) Each bag must be clearly marked with the student’s name and the 
dosage directions written on the “Authorization to Administer 
Medication” form available in the office. A signed consent form is to be 
kept with the medication in the zip-lock bag, giving the designated 
personnel permission to assist the student taking any medication.

c) A storage area will be provided in the office.

d) The Principal, secretary, and teacher are the only designated personnel 
to assist the student in taking medication.

e) Notify the teacher of necessary medication when going on field trips.

f) Unused medications must be picked up by parent when treatment is 
complete or at the end of the school year. Medication left at school past 
the end of the school year will be destroyed. 

PARENTS

Classroom Interruptions
All visitors including parents must sign in at the office during school hours. 
Classroom disruptions are to be kept to a minimum and learning time to a 
maximum.  During school hours (between 8:30-3:30) parents and visitors 
must prearrange visitation with classroom teacher before entering the 
classroom to verify that the observation or visit will not disrupt learning 
time.  If parent is dropping off items (lunch, backpack, etc) for student, it is 
to be left in the school office and staff will deliver it when it will not disrupt 
learning time.  In the event that a student is being picked up prior to the end
of school, a staff person will notify the classroom teacher that the 
parent/guardian is waiting in the office. Students will NOT leave the 
classroom until the parent/guardian arrives at school. All students must be 
signed out (and in) in the office when leaving (or returning to) school at 
times other than normal bell times.

Complaint/Issue Resolution
Concerns regarding individual school staff members should first be directed 
to that staff member. If the issue is not resolved, the parent should then 
address it with the Principal. Finally, if the concern is still unresolved, the 
pastor should be contacted.

Family Cooperation/Removal of Students Resulting from Parental 
Attitude

Under normal circumstances a student should not be deprived of a Catholic 
education on grounds relating to the attitude of the parents. Nevertheless, a 
situation may arise in which the uncooperative or destructive attitude of 
parents so diminishes the effectiveness of the school that the family may be 
asked to withdraw from the school.



Messages to Students
Messages from parents or guardians will be taken by the office staff and 
given to students at such time as it is not a disturbance to the classroom. 
Balloons and flower deliveries will be held in the office until the end of the 
day to minimize classroom disruption.

St. Thomas Academy T.E.A.M. Program/Family Involvement and 
Volunteer Requirements
St. Thomas Academy has adopted a TEAM Program (Together Everyone 
Achieves More).  The TEAM program is to unify those families involved with 
our school and to provide supplemental economic support toward the 
continuation and enhancement of our education and spiritual programs.  
Each family is required to participate in our TEAM Program by 
contributing a minimum of 30 volunteer hours during each school 
year or use the buyout option at a cost of $750.00.

This program has been designed to help keep tuition as affordable as 
possible, while creating fairness to all families.  Also, to acknowledge the 
value of time and talent needed for the continuing success of our school.  
Each or us takes on an important responsibility when we choose to send our 
child(ren) to a Catholic school.  Parents are considered an integral part of 
our school; without them, much of our individual help and the enrichment of 
our programs cannot be offered to our students.  The success of our school 
is in large measure due to the partnership we have between parents and 
teachers.  This TEAM Program is an expression of that partnership.  Each 
volunteer is required to have completed “Darkness to Light” training and to 
have a background check on file with the Diocese of Baker.  Each family is 
also responsible for procuring and recording their own volunteer hours with 
the school office.  Family members other than immediate parent/guarding 
may help fulfill this requirement.

In addition to assisting at the events, families are also expected to support 
the fundraising events according to their means and talents.

If a family has difficulty meeting their TEAM Program requirements, they 
need to contact the principal to discuss their situation.  Families who have 
not completed the required amount of hours will be billed on June 1st 
according to hours completed and involvement in fundraisers and activities.

We as parents need to set a Christian example for our children by giving of 
ourselves and to help form a school community that works together.  All 
parents are encouraged to look beyond the “requirement” factor of how we 



can work together for the benefit of our children.

Please refer to the VOLUNTEER section for STA Volunteer opportunities

Parties
a) In school: Celebrations must be approved by the principal and upon 

approval, arranged with individual teachers.

b) Out of School Party Invitations: Unless everyone in a class is invited 
to a party, invitations are not to be brought to and/or distributed at 
school. We are mindful that being left out is very hurtful.

c) End of the Year Party: School sponsored graduation celebrations may 
be planned by the school and will be chaperoned by school related 
personnel. The school is not responsible for any other parties nor does it 
endorse or allow fundraising for non-school sponsored celebrations.

Releasing Students during the School Day
Students will be released only to a parent/guardian or to an individual 
authorized by the parent/guardian. Ordinarily, the parent/guardian’s 
authorization to release a student to a non-parent/guardian should be in 
writing.

An ill student will be released only to a parent or authorized person as listed 
on the Emergency Information Form. Please sign your child(ren) out at the 
main office.

St. Thomas Academy School Advisory Council
The Advisory Council operates under the direction of the Pastor and 
Principal.  The Council meets every third Monday of the month. 

St. Thomas Academy Advisory Council

Maximum council size (STA constitution, Art. 3, Sec. 1) 7 members

Pastor & Principal are permanent Ex-officio members 

Terms (STA constitution, Art. 3, Sec. 3(A)

Chairman 2 years

Vice Chairman 2 years

Treasurer 3 years



Secretary 3 years

General members 3 years 

Verification of Compliance
The registration packet requires initials signed by the parent and is due 
prior to the start of the current school year.  The initialed statement verifies 
that the parent is aware of and will comply with all regulations as written in 
the handbook. 



Scrip Program

This program is a year round fundraiser for our school.  Scrip refers to gift 
cards or gift certificates.  St. Thomas Academy supplies gift cards from 
almost one hundred retailers nationwide.  We sell them at face value to you 
and your friends and family.  The retailers give the school a percentage 
back.  Each family is required to purchase a minimum of $1500.00 worth of 
scrip during the school year.  Since we carry gift cards for all the local 
grocery stores, most families find it easy to fulfill this requirement in the 
first few months of school.  If a family chooses not to participate in the Scrip 
Program, they will be charged a fee of $300.00.  The following is a current 
list of our retailers.

Albertsons (25) 4%
Albertsons (100) 4%
Amazon (25) 4% 
American Eagle (25) 9%
Applebees (25) 10%
Arby’s (10) 8%
BananaRep/OldNavy/G
ap(25)11%
Barnes & Noble (10) 
10%
Barnes & Noble (25) 
10%
Baskin Robbins (2) 9%
Bath & Body Works 
(10) 13%
Bed, Bath and Beyond 
(25) 7%
Best Buy (25) 3%
Best Buy (100) 3%
Big 5 (25) 8%
Blockbuster (10) 7%
Burger King (10) 4%
Cabellas (25) 12%
Carls Jr (10) 9%
Children’s Place (25) 
12%
Claire’s (10) 9%
Cold Stone (10) 8%
Coombe & Jones (50) 
10%
Coombe & Jones (100) 
10%
Del Taco (10) 4%
Dick’s (25) 8%
Dominoes (5) 5%

Dutch Brothers (10) 
20%
Dutch Brothers (25) 
20%
Dutch Brothers (50) 
20%
Fred Meyer (25) 5%
Fred Meyer (50) 5%
Fred Meyer (100) 5%
Gilmore Dental (any 
amt.) 20%
Great Clips (25) 8%
Gymboree (25) 13%
Home Depot (25) 4%
Home Depot (100) 4%
Itunes (15) 4%
Jack in the Box (10) 4%
Jamba Juice (10) 7%
JC Penney (25) 5%
JC Penney (100) 5%
Jiffy Lube (30) 8%
Joanne Fabrics (25) 
KFC (5) 9%
Kohl’s (25) 4%
Land’s End (25) 17%
Land’s End (100) 17%
Little Caesar’s (20) 8%
Lowe’s (25) 4%
Lowe’s (100) 4%
Macy’s/Bon (25) 10%
Macy’s/Bon (100) 10%
Mazatlan (20) 30%
Michael’s (25) 4%
Motherhood (25) 6%
Olive Garden (25) 9%

Outback (25) 5%
Papa Murphy's (10) 
10%
Pappy’s Pizza (30) 25%
Payless Shoes (20) 
13%
Petsmart (25) 4%
Quiznos (10) 10%
Ray’s (50) 5%
Red Lobster (25) 9%
Red Robin ( 25) 9%
Regal Cinemas (25) 8%
REI (25) 8%
Rite Aid (25) 4%
Ross (25) 8%
Safeway (25) 4%
Safeway (100) 4%
Sears (25) 4%
Sears (100) 4%
Shell (25) 2.5%
Shell (100) 2.5%
Shopko (25) 2%
Starbucks (10) 7%
Starbucks (25) 7%
Subway (10) 3%
Subway (50) 3%
Taco Bell (10) 5%
Target (25) 2%
Target (100) 2%
TJ Maxx (25) 7%
Walgreens (25) 6%
Wal-mart (25) 2%
Wal-mart (100) 2%





SAFETY

Bicycles

Bicycles may be ridden to school only with a letter granting permission 
signed by parents. Bicycles are to be parked in the bike rack and may not be
ridden during school hours.

Earthquake Drills

Earthquake drills are held monthly.

 Fire Drills

Fire drills are conducted monthly.

Lock Down Drills

Lock Down Drills are conducted twice a year.

Laser Pointers

Laser Pointers are not allowed for students at school.

Playground Rules 

a) Usage of Swings:
Swing back and forth, not side to side or twisting swings. 
Sit on the swing, do not stand on them or swing on your tummies. 
No underdogs or bailing out. 
Do not run between, behind, or in front of swings while they are in use. 

b) Play Structures: 
Don’t play on the very top of the play structure. 
Go down the slide feet first and not on tummy. 
Take turns. 
Don’t climb up the slide. 
Don’t jump off the play structure. 
Be mindful of smaller, younger students while playing on the play 
structure. 



c) General Playground Rules 
No running on concrete or sidewalks 
No leaning on or climbing the fence. 
Do not climb or walk in flower beds. 
Play football only on the grass. 
Do not play behind or between the buildings, the playground supervisor 
must be able to see you at all times. 
Do not throw trash on the ground. 
Kick only soccer balls and footballs. 
Balls are not allowed in the bark chip area, with the exception of the 
tetherball. 
Play equipment is shared by the school and should be treated with 
respect. 
All play equipment should be returned to its storage place after recess 
and/or physical education. 
Tackling is never allowed on the playground. Touch football may be 
played if it is played properly. 
All play equipment should be used as it was intended. 
Students must play in their assigned areas. 
Students should not enter the school building without permission from a 
teacher/staff on duty. 



Inclement Weather
a) We have outdoor recess weather permitting throughout the school 

year. 

b) Children are expected to participate in outdoor recess. 

c) In extremely cold weather or during rain or snow, recess will be 
indoors. 

d) In the event of serious illness, when a physician advises the child 
against outdoor play, please send a note of explanation with the 
anticipated time your child should stay indoors. 

e) If you have a situation not covered by these statements, please 
contact your child’s teacher to explain your problem so that the best 
arrangements can be made. 

To and from School 

Parents should notify the school if their child is walking to/from school.

Transportation

If someone other than a parent is to pick up a student at or before regular 
dismissal time, parents are asked to inform the school of this arrangement in
writing. If a student is going home with another student, a note from both 
families is needed.

Drop Of / Pick-up of Students

Students should not arrive on the school grounds before 8:15 a.m. without 
the permission of the principal.

All students shall leave the building by 3:45 p.m. unless they are under 
direct supervision of a teacher, coach or parent. 
Parents who are working in the building after school hours are responsible 
for the supervision of their children.

Good conduct and safety rules are expected.



THE SCHOOL WILL NOT BE RESPONSIBLE FOR CHILDREN AFTER SCHOOL 
HOURS. 

Those who remain after school should have prior arrangements made with a 
teacher or be in the After School Program.

Visitors

All visitors must sign in at the main office.

Student visitors must have permission from the principal and teacher
before coming to school.

The “dropping” off of non-attending students is not allowed without 
prior permission.

Weapons Policy

Ordinarily, any student in possession of a weapon will face disciplinary 
consequence up to and including expulsion from school.
Under Oregon law, the principal who has reasonable cause to believe that a 
person while at school or on grounds adjacent to the school is, or within the 
previous 120 days, has been in the possession of a firearm or destructive 
device must report the person to a law enforcement agency. For the 
purposes of reporting, a weapon is defined as but not limited to a firearm, a 
knife or similar instrument (other than an ordinary pocket knife – which 
school rules ordinarily forbid), mace/tear gas/pepper mace, a club bludgeon 
or similar instrument, or a deadly or dangerous weapon.



Delays and Closures

St. Thomas Academy follows delayed starts based on Redmond School 
District’s information. On delayed start days please follow what the radio 
stations, TV stations and the Redmond School District website 
www.redmond.k12.or.us say. 

If the Redmond School District closes, St. Thomas Academy will be closed.

If the Redmond School District has a late opening of two hours, St. Thomas 
Academy will open two hours late.

If weather causes a school closure on a day Redmond Public Schools are not 
in session please check our Facebook page, Sycamore, TV stations, or radio 
stations for STA closure information. 

In case of early closure or evacuation, parents will be notified by telephone. 

STUDENT ACTIVITIES

Assemblies
Parents are welcome to attend assemblies.

Field Trip Procedures 
Field trips are privileges that are offered to the students and the 
participation in such trips can be denied if a student fails to meet academic 
or behavioral requirements. Permission slips will be sent home prior to the 
trip. The mode of transportation should also be noted and parents must sign 
that they accept that decision. Parent and teacher drivers are asked to 
provide proof of insurance. The following requirements must be verified by 
the driver or chaperone: 



a) A chaperone is required to complete a parish background check. 
All chaperones must also attend the “DARKNESS TO LIGHT” 
training or have completed Virtus.

b) The driver must be 21 years of age or older.

c) The driver must have a valid, non-probationary license. 

d) The vehicle must have a valid registration.

e) The vehicle must be insured for minimum limits of $100,000 per 
person and $300,000 per occurrence.

f) All children must be individually buckled into a seat belt during 
transportation.

g) All children who require a booster seat by law must be buckled 
into one during transportation.

h) No child shall sit directly in front of an airbag.

i) The driver shall not partake in any activity while driving that 
would jeopardize the safety of the children.

j) Siblings not enrolled in STA shall not accompany the parents 
acting as chaperones unless the Principal and teacher have given 
permission.

k) All rules that apply at school for children apply during the field 
trip. 

STUDENT INFORMATION DISCLOSURE

STUDENT RECORDS
Student records shall be established and maintained by schools for each 
student.  Such records shall provide accurate and pertinent information: 

a) to professional staff members for diagnosing the student's 
educational needs;

b) to parents and special agencies which may be called upon by the 
school to work for the educational benefit and welfare of the 
student; 

c) to other institutions of learning or prospective employers to which 
the student has made application for enrollment or employment. 

In maintaining, using, and transmitting records, school personnel shall 
follow all requirements of federal and state laws and guidelines.



This policy applies to all records produced by a school, which are specific to 
a student.  Other materials received by the school for confidential handling 
must be retained or destroyed in accordance with the rules of federal and 
state government laws as they apply to catholic schools.

The school may not withhold student transcripts for non-payment of tuition 
and/or fees.  The most legally acceptable consequence of non-payment of 
tuition and fees is to cease services to the student.

Directory Information
St. Thomas Academy has designated the following as directory information 
which the school may disclose based on your preferences in the registration 
packet: the family and student’s name, address, telephone number, and 
email address.

A parent is entitled to refuse to let the school designate any or all of these 
items as directory information. Notice from a parent that he or she does not 
want any or all of these types of information designated as directory 
information must be made in registration packet at beginning of year.

Emergency Disclosure of Information
The school is required by law to disclose personally identifiable information 
from a student’s education record to law enforcement, child protective 
services, health care professionals and other appropriate parties in 
connection with a health and safety emergency if knowledge of the 
information is necessary to protect the health and safety of the student or 
other individuals.



STUDENT SERVICES

Lunch and Milk Services
Students bring their lunch from home. Lunches should not require the use of
a microwave, oven or refrigerator. Students may bring a mid-morning snack 
to eat.  If parent volunteers permit, Monday and Wednesdays, are hot lunch 
days. Parents are responsible for signing up their child for hot lunch before 
or on due date of hot lunch forms.

Hot lunch: $3.00 per lunch.
Milk: $10.00 for a 20 punch milk card or $.50 per carton.

Hot Lunch
STA serves hot lunch twice a week when volunteers are available to work in 
the kitchen.  Parents will be notified in advance when this option is available
and a menu will be sent home.

Lunch and milk cards may be purchased in the school office.  Please do not 
send food to school that needs to be microwaved.

Telephone
Students may use the phone only with permission and supervision from the 
office and/or teacher.

VOLUNTEERS

Volunteers assist the school in providing for the development and education 
of the students and provide a benefit to the school.

a) Volunteer Background Checks and Abuse Prevention Training
The school reserves the right to require volunteers in any school 
program or activity to undergo a background check. Ordinarily any 
person with an adult criminal conviction is not eligible to serve. The 
school further reserves the right to decline to accept the services of 



a volunteer or to request a volunteer to withdraw from service in 
school activities whenever, in the judgment of the school, it is in 
the best interest of the school to do so.

b) All volunteers who work with or are in contact with children 
at St. Thomas Academy are required to have a current 
background check. 

c) All volunteers are required to take the “DARKNESS TO 
LIGHT” course.  If a volunteer has record of the “Virtus” 
course, that is acceptable in the place of “DARKNESS TO 
LIGHT.”

d) All volunteers must read the Diocese of Baker’s Code of 
Conduct.

e)

f) Volunteer Code 
Volunteers serve to enhance the school's ability to provide for 
the students' development and to benefit the school. 

g) Volunteers serving in the school will support and model the 
moral teachings of the Catholic Church and function faithfully
within the mission and structures of the school, parish, and 
Diocese with proper respect for those serving in ministries.

h) Volunteers work in a collaborative role with others 
ministering to the development of the children and the school
as an educational institution. Volunteers are asked to 
recognize confidentiality as a living principle and respect the 
dignity of those with whom they work and come into contact.

i) Volunteers accept responsibility to use contacts made through
the school in such a way so as not to disrupt the peace, order, 
and tranquility of the school community.

j) Should volunteers come into conflict on school/parish related 
issues, it is the responsibility of both to resolve the dispute 
through personal diplomacy and/or an executive decision by 
school principal and/or the pastor of the parish.

k) Any person who has a conflict with a school/parish volunteer 
outside of the boundaries of school/parish activities must 
settle that dispute outside of and without involving or using 
school/parish resources.

Volunteer Opportunities

FUND RAISING
Polar Bear Fun Run & Expo (January)

Crab Feed (February)
Wine Raffle (February)



Scrip (Year Round)
Box Tops/Campbell Soup Labels (Year 
Round)
$1,000 Scrip Raffle (April-June)

ANNUAL EVENTS
Back to School Night
DD Ranch Field Trip
Thanksgiving Feast
Caroling Field Trip
Christmas Parade/Float
Christmas Program
Catholic Schools Week
Ice Skating Field Trip
Spring Program
Art Walk
Swim Lessons/Swim Party
Field Day
4th of July Parade/Float

MONTHLY ACTIVITIES
Children’s Mass

WEEKLY/DAILY ACTIVITES
Hot Lunch Program
Lunch Aide

Recess AideCLASSROOM ASSISTANCE
Field Trips
Drivers and Chaperones
Johnny Appleseed Day
Harvest Party/Christmas/Easter
Dr. Seuss Day
100th Day of School
Earth Day
Reading Groups
Math Volunteers
Organizing Supplies
Filing
Room Mother/Party Planner
Classroom Material Prep
Spelling Tests
Kindergarten Graduation
Computer Aid: AR/STAR Testing, IXL

ADMINISTRATIVE/ON-GOING
Advisory Council Member
Computer Maintenance
Filing/Organizing
Front Office Substitute
Cousin’s Closet
Music
Catholic Community Connections Support



COMMUNICATION

Home/School Communication

Most communications coming from the office are sent via e-mail or PANs via 
the Sycamore Student Information System. It is important that you keep 
your e-mail information up to date with the office. If you do not have an e-
mail account please let the office know and a hard copy will be provided.

 

Sycamore Education Student Information System

The Catholic Schools of the Diocese of Baker use the Sycamore Student 
Information System for operations in each school and to enhance 
communication between each school and their parents.  It is the expectation 
of St. Thomas Academy that each parent will utilize this system to keep 
track of student homework assignments, grades, view report cards, to keep 
informed of upcoming events and for communication with staff.

Website

Information regarding the yearly calendar, newsletters, Parent/Student 
handbook and additional school information is available on the website.  
Contact information for teachers/staff can be found on the website.

Staf E-mails

Staff members can be reached via e-mail. A list of e-mails is on the website 
and on the Sycamore Student Information System.
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