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In this handbook the word “parent” refers to birth or adoptive parent, legal 
guardian, or anyone who has the privilege and responsibility of educating a 
child at Saint Thomas School. 

 
PHILOSOPHY 
As a Catholic School, St. Thomas has a special commitment to pursue the religious dimensions of 

all learning.  St. Thomas will seek to prepare students for high academic achievement by treating 

each child as a precious gift from God.  A St. Thomas education will be Catholic in content and 

valise as we foster faith in our students, inspire excellence, and cultivate leaders. 

MISSION STATEMENT 
Saint Thomas School partners with the family and community to live the Gospel message of Jesus 

Christ by educating each child using Christian values, superior academics, and loving discipline in 

a Catholic academic community. 

GOALS 

In fulfilling Saint Thomas School’s mission our teachers will: 

1. Strive to help unfold each child’s God-given talents by creating an environment that honors 
each student’s uniqueness and dignity. 

2. Develop each student’s knowledge and understanding in all curricular subjects and provide 
opportunities for creative as well as critical thinking skills. 

3. Tailor the learning process to the child’s needs and abilities, thus promoting self-worth, self-
reliance, and self-discipline. 

4. Prepare children to live wisely and generously in a technologically complex, culturally diverse, 
and economically and ecologically interdependent world. 

5. Encourage children to weigh moral values conscientiously, so as to act in an upright manner 
and to accept responsibility for their behavior, thus growing in their spiritual development. 

6. Educate students in the mission of the Catholic Church, that they may embrace the values of 
the Gospel. 

7. Teach our children to respect themselves and others as we are all created in the image of God. 

8. Involve parents as much as possible and work in partnership with them toward the complete 
education on their children. 
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ADMISSION 
 

Registration 
St. Thomas School exists primarily to teach the children of the parish; therefore, Catholic children 
of parishioners are accepted first. Children outside the parish, Catholic before non-Catholic, are 
accepted if there is room. Every student must be registered by March 15, to guarantee entrance for 
the next school year.  Children entering kindergarten must be five years of age on or before August 
31, following the opening of school.  
 
Saint Thomas School does not discriminate on the basis of race, color, national or ethnic origin. 

 
Records 
For admission, proper immunization, and the official registration paper are required. A transfer 
student must have grades and test scores sent directly from the previous school. Parents may be 
asked to supplement these reports if they are inadequate. Each student admitted must show a 
birth certificate, baptismal records, Social Security Number and First Communion certification (if 
any). For strenuous exercise or sports, a doctor’s certification of good health may be required by 
the principal, coach, or physical education instructor.  

 
The office is to be notified immediately of any change in address or phone 
number or email address. The school must be able to reach the parent in an 
emergency. 
 
Withdrawals 
Parents are to notify the principal of the date and reason for withdrawal. The student’s permanent 
records will be mailed to the new school upon request from that school, if no delinquent bills exist. 
It is the responsibility of the parent to get the child’s report card and personal possessions on 
her/his last day.  
 

 
ATTENDANCE 
 
Education requires regular attendance and participation, as well as performing the class work and 
all homework that result. 

 
Reporting an Absence 
 

1. When a child is sick, the office is to be called everyday by 8:00 a.m. to report the absence. 
2. When the child returns, state law requires a note telling the teacher when and why the 

child was absent. 
3. A child will be dismissed early from school with a written request, or, in an emergency, 

with parental verbal approval. To take a child off school grounds, she/he must be signed 
out by a parent or another adult designated in writing by a parent. Upon return, the child 
must be checked in at the office before going back to class.   

4. Planned absences due to vacation or attendance at social and sporting events are 
discouraged. The parent must notify the teacher and the principal prior to such elective 
absences by filling out the appropriate form in the office. 
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Tardy 
Students are expected to be in their classroom at 7:50am prepared to start class at 8:00am. When 
tardy, the child and parent must report to the office for admission slip before entering the 
classroom. Once a student is tardy five times in a month, parents will be notified and the student 
will serve a 30 minute detention.  
 

Truancy 
By state law, “Any pupil who has been absent from school without a valid excuse for 3 days or 
more is truant.  A pupil who has been reported as truant 3 or more times is a habitual truant.”  
There are legal consequences.    

 
Runaway Student 
If a student leaves a class without the teacher’s explicit permission, the principal and parents will 
be notified immediately.  The principal will determine the proper disciplinary action after talking 
with the teacher, parent, and child.  Leaving school premises or the classroom can be grounds for 
suspension.  
 

Delayed or Canceled Classes 
At times, roads are too hazardous to make driving possible.  If school is to be delayed or canceled 
there are a number of ways you will be notified or can find the information.  Channels 12 and 9 on 
your television will carry the notification.  We will be listed as St. Thomas in Ft. Thomas, KY.  A call 
will be made to your home phone number and/or cell number (or both depending on the numbers 
you give at the beginning of the year) using our School Messenger call system.  If traveling is 
hazardous and school begins at 8:00 a.m., no one will be marked tardy until after 8:30 a.m.  On 
delays, half-day kindergarten keeps its 12:00 noon dismissal time.   
 

Pre-school 
Children should be dropped off/pick up at the front of the pre-school.   Cars are to park in the 
upper lot of the main school building when dropping off/pickup of your children.   This will be 
explained in more detail before the pre-school year begins.  Please note that no cars should be 
going down to the lower parking lot between 6:45 a.m. to 3:00 p.m. 
 

Grades K-8 
 
Drop Off (Arrival) Procedures 

 
We will supervise the car line through the parking lot and accept students into our school at 

7:30am.  Drop off is not permitted prior to that time.  Do not let students out of your vehicle prior 

to entering the designated drop off area.  Please say your goodbyes prior to entering this location 

to avoid traffic backups.  Our staff may direct you to the designated visitor parking if you are 

taking excessive time to load or unload your children.  Please be courteous of traffic.  ALL students 

(car riders and walkers) will enter the main school entrance (by the plaza) until 8:00 a.m.   Our 

parking lot will be supervised until 8:00.  After this time, you will need to park and come to the 

office to sign in your child.  Lower parking lot will be closed to ALL traffic from 6:45 a.m. to 3:00 

p.m. during school days.   
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Pick Up (Dismissal) Procedures 
 
Car Pick Up (School Parking Lot):  Please establish with your classroom/homeroom teacher if 
your student will be a car rider.  If your plans change unexpectedly during the day, please contact 
the school office and relay the changes to the school secretary.  We will dismiss students to the 
gym at 2:50 and begin calling names for the car line loading zone.   Do not pull into the parking 
lot prior to 2:40.  It is necessary for us to maintain traffic flow until dismissal begins.  If you 
arrive prior to this time you may be asked to pull out of the car line and reenter at the appropriate 
time.  Please place the school assigned family name visor on the rear view mirror that can be seen 
easily by the faculty/staff. 
 
Walkers (Other Options):  Walkers will be released at the Northwest corner of the school 
building and walk to the plaza area.  Walkers will cross only at the crossing area where a crossing 
guard is present. Meet your child on the plaza and walk home.  Park on S. Ft. Thomas Avenue or a 
side street and meet your child in the plaza area.  Families who park on S. Ft. Thomas Avenue and 
side streets your student (s) will fall within the classification as a walker. 
 

Dismissal Procedures 
The principal and teachers are not responsible for students who are on the grounds or in school 
after 3:00 p.m. unless they are attending a co-curricular event.  If it is a sporting practice, the coach 
becomes the responsible party.  If a student is not picked up by 3:00 p.m. a phone call will be made 
to a parent.  Continuous late pick-up may result in a charge for babysitting. 
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DAILY SCHEDULE 
 
 

7:30 a.m. ………..... Earliest arrival time for students.  All students are 
to go to the lower parking lot. 

  

7:50 a.m. ………….. Students are dismissed to home rooms 

  

8:00 a.m. ………….. Class begins. Arrivals after 8:00 are considered 
“tardy” 

  

10:30 a.m. ………... Dismissal of morning Pre-k class and beginning of 
the 3-year-old & 4-year-old classes 

  

11:55 a.m.  ……….. Dismissal of morning kindergarten students. 

  

11:20-11:50 p.m.  Lunch for grades 6, 7 and 8 

  

11:40-12:10 p.m.  Lunch for grades 3, 4, and 5 

  

12:30 p.m. ………... Dismissal of the 3-year-old and 4-year-old class 
and the arrival of the afternoon Pre-k class (if 
applicable). 

  

12:20 – 12:35 p.m. Lunch for grades K, 1, and 2 

  

1:50 p.m. ………….. Dismissal for grades K – 8 on third Wednesdays 
only. 

  

2:50 p.m. ………….. Dismissal for grades K – 8 
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ASSIGNMENTS 
 
Criteria 
Assignments are to be done at the proper time and place. Doing homework assignments during 
homeroom is not acceptable. A portion of a student’s grades will reflect how well all written class 
assignments and homework comply with teachers’ expectations.  

 
Homework 
Students are encouraged to develop good study habits for school and home. Homework should be 
recorded daily in the homework book. The purpose of homework is to help students master work 
already presented, as repetition and reflection, improve understanding, retention, and application. 
Students are expected to spend some time each day on homework, whether thinking, writing, 
studying, or reading. Some assignments are long-range and require planned study time for their 
completion. 

 
Homework Assignments According to Grade Level 

 Kindergarten 
 10-15 minutes 

 Grades 1 & 2 
 15-30 minutes 

 Grades 3 & 4 
 30-40 minutes 

 Grades 5 & 6 
 45-60 minutes 

 Grades 7 & 8 
 60-90 minutes 

 

 
Missing/Late Assignments 
Assignments must be handed in on time. Late or missing assignments will have consequences 
depending on the policies of each grade level.  This may range from points deducted to an 
automatic zero. 

 
Make-up Work 
All missed work due to absences, must be made up, otherwise learning will be incomplete and 
grades will reflect this negligence.  All make-up work must be completed within the same number 
of days as the absence. Extensions beyond a week may be made at the teacher’s discretion. 

 
Illnesses 
It is the parents’ responsibility to see that class work and homework are picked up each day of a 
student’s absence. Teachers will send books and materials to the office at the end of each day’s 
absence unless other arrangements have been made. 

 
Voluntary Absences 
Vacations, appointments, social/sport events, and similar types of absences are discouraged. Upon 
return a student or parent must check with the teacher(s) regarding missed work.  Teachers may 
give missed work prior to the absence, but this is not required. All make-up work must be 
completed within the same number of days as the absence.  
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EVALUATION 
 
Testing 
The Terra Nova, the standardized test given by the Diocese, is administered in the spring. Grades 5 
and 8 take a religion test in the spring (ACRE) that was designed by the National Catholic 
Educators’ Association.  This test is given to assess our religion text book and instruction.  
Individual scores are not taken, only class scores.  Other testing is done by teachers in each subject 
area. 

 
Promotion 
A student is promoted to the next grade annually if specifications are met. If a student cannot 
attain satisfactory achievement, a parent conference is held. Parents are notified of possible 
retention by the beginning of the fourth quarter and receive frequent progress reports thereafter.  
Readiness for the next grade is decided by the principal and the teachers.  The decision to keep a 
child in the same grade is not taken lightly, and it reflects the professional knowledge and 
judgment of the teachers and the principal.  A parent who objects to the child’s repeating a grade 
may be asked to withdraw the child or to sign a document stating that the school is not 
responsible for the short- or long-term effects of unwarranted promotion. 

 
Remediation 
A student who fails or does poorly in a subject may pursue remedial work, but the parent should 
discuss this matter with the teacher before engaging a tutor or enrolling the child in summer 
school.  Such remediation does not guarantee promotion.   

 
Participation 
All students are expected to participate in school liturgies.  A student’s participation, or lack of it, 
will be reflected in the religion grade.  
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Reporting 

Kindergarten: Report cards for kindergarten are given four times a year. 
 

M = Strong, Mastered  
   
S = Satisfactory 

=     NP - Needs More    
Practice 

ice D = Developing 

 
Grades 1 and 2:  Report cards are given four times a year.  Grades are based on the 
child’s ability and performance.  There is no formal written progress report.  If a 
child is having difficulty, parents will be notified by phone or letter.  Report cards use 
this key: 

 O+ = High Outstanding 
 O = Outstanding 
 S+ = High Satisfactory 

 S = Satisfactory 
 S- = Low Satisfactory 
 N = Needs Improvement 

 
Grades 3 to 8: Report cards are given four times a year. However, due to our new 
Sycamore Education SMS, students in grades K to 8, and parents may check their 
grades online whenever they choose. Report cards are signed by the parent and 
returned to the teacher. For earlier notification of progress the parent should contact 
the teacher. Check marks indicate areas that need improvement and grades are 
based on the national standard letter scale below: 
 

A+ = 99-100   A   = 95 - 98 A-  = 93-94 
        B+= 90-92 B  = 87-89 B- = 85-86 
        C+= 83-84 C   = 77-82 C- = 75-76 
        D+ = 74 D   = 71-73            D-  = 70 

F = 69  & Below 

 
Failure 
Parents will be notified if a student will be receiving an F on report cards. Missing or 
late assignments are frequently the cause of an F.  For students in grades 3 to 8, 
Ascend will show if an assignment is missing (DNS – Did not Submit, A – Absent, and 
P – Pending).  Note: Students who consistently try their best will not be failed in any 
subject. 
 
School Records 
Parents may inspect their child’s school records by calling or writing the principal. 
Graduates may inspect their records once they reach eighteen years of age. 
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AWARDS  
 
At the end of each quarter and at the end of the year (if all four quarters have been achieved), 
special recognition is given to those students who meet the following requirements. 

 
First Honors 
Those students in grades 3 –8 who earn A’s, and only two B’s (including enrichment classes) on 
their report cards as well as exhibit acceptable behavior and attitude.  To receive quarterly First 
Honors a student must maintain at least a B- in all classes (including enrichment classes) 
and earn less than 10 violation points per quarter. To earn First Honors for the year a student 
must earn First Honors all four quarters.  If School Honors is earned one quarter the student will 
earn School Honors for the year. 

 
School Honors 
Those students in grades 3–8 who earn A’s, B’s and no more than two C’s (including enrichment 
classes) on their report cards as well as exhibit acceptable behavior and attitude. To receive 
quarterly School Honors a student may not have more than 2 C’s in all classes (including 
enrichment classes) and earn less than 10 violation points per quarter. To earn School 
Honors for the year a student must earn School Honors all four quarters. 

 

Conduct Award 
Quarterly Conduct Awards can be earned by students in grades 3–8, who have a Conduct grade of 
96 or higher.  To earn a Conduct Award for the year a student must have earned a Conduct Award 
all four quarters. 
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COMMUNICATION 
 
Website/School Newsletter 
Visit www.sttschool.org for information about the school. 
  

Wednesday Folder 
Every Wednesday a folder is sent home with important papers that could not be placed on the 
website.  The folder needs to be returned to school on Thursday, or Friday at the latest. If the 
folder is not returned or is lost, a new folder must be purchased for $2.00.  All newsletters 
should be kept for the current year for reference purposes.  

 
Telephone 
Students need permission from the principal, secretary, or classroom teacher to use the phone. 
Students may not call home for forgotten books, assignments or equipment.  

 
Messages from Home 
Parents wishing to deliver messages, lunches, money, or other items to their children must leave 
the items in the office. The principal or secretary will deliver them to the child at an appropriate 
time. Disruptions to the classrooms must be kept to a minimum. 

 
School Visits 
Parents are always welcome to visit the school.  All visitors (including parents) must report to the 
secretary in the office to obtain a visitor’s badge, which is to be worn at all times in the school. 
When leaving, return the badge to the secretary. No one, except school personnel or authorized 
persons, is permitted in the areas of classrooms, library, and gym during school hours. 
Questionable persons on the premises or in the building will be reported to the office. 

 
Difficulties 
Teachers should be informed of problems that might affect a child’s attitude or performance in 
class. It is best to do this by a phone call or e-mail. You may also call the office and leave a message 
for the teacher, send in a note, email, or leave a voice message.   S/He will get back to you as soon 
as possible 

 
Parent/Teacher Conferences  
Scheduled conferences occur soon after the end of the first quarter.  Parents are encouraged to 
sign up for an appointment with the child’s homeroom teacher, regardless of the child’s progress. 
Conferences with other teachers are also encouraged.  Parent/teacher conferences may be 
scheduled at any time when either party feels the need.  

 
School Celebrations 
Halloween, Valentine, and Christmas celebrations may be held.  Reference the Peanut Allergy 
policy for items permitted into the classrooms.   
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FIELD TRIPS 
The teachers plan field trips to expand students’ knowledge and experience.   
 
NOTE:  Because teachers must be able to have confidence, students will behave appropriately 
when inside and outside the school, a student who earns ten behavior infractions or more may not 
be able to attend field trips or other “special school events” for the rest of the quarter.  At the start 
of each new quarter the student will get a fresh start. 

 
1. Field trips, with or without transportation; require advanced written permission from parents.  
2. Students lacking written permission cannot leave the school grounds.  It is the student’s 

responsibility to have parents sign the permission form within the designated time frame. 
3. Students withheld from field trips due to behavior must attend school during regular hours 

and do the assignments prepared by their teachers. 
4. All drivers and chaperones must be an authorized volunteer. This means they must have 

attended the Virtus Program and keep current on the monthly readings. They must also read 
and sign off on the Diocesan Policies and pass a volunteer check. Drivers for field trips are to 
go directly and immediately to the destination and return directly and immediately to the 
school.  Stopping to purchase food, drinks, or anything else is not permitted. 

5. Drivers may not bring along other children for the field trip, only the students designated by 
the teacher. 

6. Drivers must be known by the school, be at least 21 years old, be drug and alcohol free (no 
previous record), possess a valid driver’s license, and have proper car insurance.  Smoking 
around the children is prohibited. 
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EXTRA-CURRICULAR & CO-CURRICULAR ACTIVITIES 
 
Learning and participating are our priorities: “Who plays the game and how the game is played 
are more important than winning.”  Schoolwork and Christian behavior come first. Therefore, 
academics and personal conduct affect eligibility to participate in any extra or co-curricular 
activity.   
 

Eligibility (pertains to grades 3-8) 
St. Thomas School sponsors basketball, volleyball, soccer, Governor’s Cup, Robotics and other 
academic competitions.  A deficiency in any of the four areas below, at mid-quarter or report 
cards, bans the student from participating for a period of not less than two weeks, or until he/she 
earns passing grades.  Parents and coaches will be notified. 

 
Academics: Students must maintain a passing grade (that is, no D’s or F’s) in every 
subject and all its subcategories at mid-quarter and report cards.   

 
Application:  Students must consistently participate in class and do class work and 
homework according to his/her capability.  Lack of application could affect co-curricular 
activities. 

 
Attitude and Behavior:  Students are to cooperate with and give full attention to the 
teacher as well as maintain Christian conduct throughout the school day (See “Code of 
Conduct.”). 

 
Attendance:  Students must be in class for at least half of the day to attend or participate 
in any extracurricular event that occurs on a school day. 

 
 
Serious Misconduct & Suspension 
Serious misconduct may warrant immediate suspension from school-sponsored co-curricular 
activities (See “Code of Conduct.”)  Deliberate participation during a suspension time could result 
in suspension from all co-curricular activities for the year.  If a student’s behavior or attitude is 
unacceptable or inappropriate, if disregard and disrespect for authority is shown or if property is 
marred or destroyed at co-curricular activities held at St. Thomas or elsewhere, a student may be 
suspended from co-curricular activities for the rest of the school year. 
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STUDENT ACTIVITIES 
 
Academics 
Diocesan Speech, Art, Math, Social Studies, Science and Religion  
Competitions 
Governor’s Cup—grades 4-8 
Northern Kentucky Scholastic Writing Competition—Grades 7 & 8 
Northern Kentucky Academic League—grades 4-8 
Pro– Life Essay Contest—grade 8 
Robotics – Grades 5-8 
Sixth Grade Showcase 
Scholastic Art Contest–grades 7 & 8 

 
Religious 
Adopting Parish shut-ins 
Altar Servers 
Catholic Schools Week Activities 
Children’s Choir 
Community Outreach and Service 
Fatima Statue Program 
Lectors at Liturgies 
Rosary Club 
Service Learning Projects 

 
Youth Organizations 
Boy Scouts 
Foresters 
Girl Scouts 
Spirit Club 
Student Council 

 
Sports 
Basketball—grades 1-8 
Soccer—grades k-8 
Volleyball-grades 4-8 

 
Clubs* 
Art —grades 6-8 
Chess—grades 3-8 
Dulcimer – grades 1-2 

 
*“Clubs” established by students may not pursue their activities or contacts during school hours. 
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PARENT ACTIVITIES 
 
*Boosters’ Organization 
Cafeteria Monitor 
Cafeteria Server or Cashier 
Clerical Assistants to Staff 
Coach:  Academic Teams, Basketball, Soccer, Volleyball, Robotics 
Field Trip Drivers and Chaperones 
Homeroom Parents 
*Mothers’ Club 
Scout Leaders 
P.O.S.T. (Parishioners of St. Thomas tuition assistance program) 
 
*These organizations let parents actively serve the school. This fundraising has contributed greatly 

to the academic and athletic excellence of the school.  
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UNIFORM CODE 
 
Schoolbelles       Lands End 
www.schoolbelles.com     www.landsend.com 
School Code:  1988      School Code:  900140492 
 
Students need to be in dress code at all times while on school property, including arrival and 
dismissal.  The Principal and faculty reserve the right to enforce any type of dress code not 
specifically mentioned in this policy if not appropriate for the school. 
 
Girls 
Grades K-5: 
Shirts – Plain, all white or light blue polo or white Oxford, tucked in, sized to fit, clean, pressed 
look.  (Only white undergarments may be worn).   
Jumper – Plaid uniform from Schoolbelles, must be no more than 3” above the knee or 1” below 
the knee.  Jumper must be worn with a plain all white traditional round collar blouse.  White or 
blue polos may not be worn with the jumper.   
Pants – Dress navy twill.  No double seams or patch pockets; no faded pants. 
Socks – Solid white or navy only (no logos).   Opaque, non-sheen footed tights in navy or white.   
Grades 6-8: 
Blouse – White polo or Oxford cloth, button down, collared blouse, short or long sleeved. Must be 
tucked into the skirt.  (Only white undergarments may be worn). 
Skirt – Plaid box pleated or pleated skirt from Schoolbelles, must be no more than 3” above the 
knee or 1” below the knee. 
Pants/Shorts – Dress light Khaki twill.  No double seams or patch pockets; no faded pants. 
Socks – Solid white or navy only (no logos).  Opaque, non-sheen footed tights in navy or white  
 
Boys 
Grades K-5: 
Shirts - Plain, all white or light blue, traditional, tucked in, sized to fit, clean, pressed look.  Knit, polo-
style shirts, short or long sleeved, Oxford pointed collar, long or short sleeved.  (Only solid white 
undergarments may be worn). 
Pants/Shorts – Dress navy twill.  No double seems or patch pockets; no faded pants. (K-2 boys 
may wear slacks with ½ elastic waistbands.) 
Socks – Solid white or navy only (without logos). 
Grade 6-8:   
Shirts - Plain, all white or light blue, traditional, tucked in, sized to fit, clean, pressed look.  Knit, 
polo-style shirts, short or long sleeve, Oxford pointed collar, long or short sleeved.  (Only solid 
white undergarments may be worn). 
Pants – Dress light khaki twill (no gold or dark khaki).  No double seams or patch pockets; no 
faded pants.  Shorts must be no more than 3” above the knee or 1” below the knee. 
Socks – Solid white or navy only (no logos).     
 
All Students 
 
Shoes – Traditional tied casual shoes, below the ankle, gym/tennis shoes are permitted.  Gym 
shoes must be a reasonable color.  Shoes not mentioned above (i.e. clogs of any type, army boots, 
lighted gym shoes, or shoes with wheels, backless shoes, opened toe shoes, moccasins) may not be 
worn.  The Principal will determine if shoes are inappropriate, unreasonable, or unsafe for school 
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wear. 
Belts – A solid black or brown belt must be worn with belt looped pants/shorts.  Navy blue belts 
from Schoolbelles can be worn with navy blue pants/shorts.  Belts may not have studs or other 
decorations. 
Polo - White and Light Blue polo are to be worn with pants and shorts only.    
Sweatshirts - Gray or Navy; solid color with the school embroidered logo.  Must be hipped length 
and no hoods and not over-sized. Uniform blouse/shirt worn underneath (with collar over 
sweatshirt).  Sweatshirts with the new school logo can be purchased through the school. 
Name Tags – Name tags are part of the student’s uniform.  Each student receive a nametag at the 
beginning of the school year. Replacement cost is $5.00.   
Shorts – Navy shorts may be worn in Aug., Sept., Oct. (1st Quarter) and April, May, June (4th 
Quarter). Grades 6-8 may wear light khaki shorts instead of the traditional blue.  Shorts must be 
no more than 3” above the knee or 1” below the knee. 
Hair - Must be clean and well-groomed and the style must be considered “school appropriate.” For 
girls hair should be out of the eyes and boys’ hair must be above the collar and above the 
eyebrows.  Fads, such as, but not limited to, Mohawks, numbers, tails, beaded, are not permitted. 
Noticeable hair coloring, including highlighting, streaking, or alteration of natural hair color is not 
permitted.  If a hair infraction occurs, a student will have one week to reverse the condition before 
suspension occurs. Facial hair is not permitted. 
Jewelry/Make-Up/Hats/Fads, Etc. – Students are not permitted to wear make-up.  Permitted 
jewelry:   Girls may wear a pair of small post earrings, small loop earrings are permitted for 7th 
and 8th grade girls.    No tattoos.  No polished or artificial nails.  Boys may not wear earrings or 
other jewelry.  (Principal and teachers reserve the right to ask jewelry to be removed if deemed 
distracting and unsafe.)  Hats, jackets, coats, scarves, bandanas, and leg warmers may not be worn 
in the classroom. 
Dark Glasses - May not be worn indoors unless medically prescribed.  
 
Out of Uniform Dress Code 
The Principal, faculty and staff reserve the right to prohibit any type of dress not specifically 
mentioned in this policy, if they do not feel it is school appropriate.   
All clothes may be either casual or dressy, but must be clean, neat and reasonable size for the 
student. 
Uniform items may not have prints, designs, edging, piping, contrast stitching, rivets, strips, bows, 
monograms, emblems, logos (except for the St. Thomas logo), or writing other than official 
sweatshirts. 
Shirts/Tops – Presentable shirts, sweatshirts, sweaters with or without a collar are allowed.  
They may have hoods, a sport logo, or a holiday message.  Rock groups, and/or any negatives 
messages are not permitted.  No tank tops or tight fitting (spandex) shirts.  Shirts must be hip 
length. 
Pants – Jeggings, tight pants, sweat pants or Leggings cannot be worn as pants.  Jeans must be free 
from rips and tears.   
Skirts/Dresses – Girls are allowed to wear skirts or dresses, no shorter than 3” above or 1” below 
the knee.  Spandex skirts and dresses are not permitted. 
Shorts – Long jean shorts and capri types are allowed.  No Spandex shorts.  Long athletic shorts 
(to the knee) are allowed.   Shorts must be no shorter than 3” above or 1” below the knee.   
Socks/Shoes – Socks must be worn with shoes.  When out of uniform, clogs, flip flops, backless 
sandals, or opened toe shoes are not permitted. 
 
Jewelry/Earrings – Girls only – all jewelry follows regular dress code standard.  Chains hanging 
from the belt or clothing or not permitted. 
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Spirit Wear – Every 3rd Wednesday (early dismissal) students may wear spirit t-shirts, spirit 
sweatshirts or school spirit polo with school uniforms.  No Team shirts!  
 
Physical Education Class Dress Code  
Grades 5-8 must wear school P.E. uniform.  Gym shoes may be the same worn to school as long as 
they are clean, do not have marking black bottoms and can be tied or have a Velcro fasteners.  Slip 
on shoes are not allowed for P.E. Class. 
 
Dress Code Enforcement - If a dress code violation occurs, parents may be called to bring in 
whatever item is needed. Students will receive consequences for ongoing dress code violations.  
 
NOTE:  The wearing of “navy skorts” and the sweatshirt with the 3 crosses are acceptable 
until the end of the 2017-2018 school year (June 1, 2018). 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



22 

CODE OF CONDUCT 
 
Philosophy of Conduct Code 
Discipline is fundamental to all education. By following a code of conduct based on Christian 
principles, a student develops self-discipline and good judgment. A disciplined student body can 
then enjoy an environment of creative learning, mutual respect, trust, and cooperation. Sanctions 
for infractions of the rules and regulations are imposed with dignity, fairness, and consistency, 
thus implementing guidelines for good behavior. It is assumed that parents also offer their 
children responsibilities and duties that foster good disciplinary habits. Together, parents and 
school share the goal of developing in each child a well-disciplined character. 

 
Discipline: Kindergarten through Second Grade 
At the beginning of the school year, each primary teacher will explain the behavior policy and 
chart to the class.  The teacher will talk about school rules, the behavior that is expected in school, 
the consequences, and rewards.  We want our students to be responsible for their behavior, 
choices, and actions.   
 
Each classroom has a pocket chart with cards that have his/her number on it.  Every student starts 
the day on green.  Green is great!  If a student breaks a rule, he/she will be told to flip his/her card 
to yellow.  Yellow is a warning.  If a student breaks another rule on the same day, this student 
must flip his/her card to orange.  If a student is on orange, he/she will have a time-out.  If a 
student on orange has to flip his/her card a third time on the same day their card will be on red. If 
a student’s card is on red, that student will lose their recess and a note will be sent home for the 
parent to sign and return.  If this happens several times a parent/teacher/principal meeting will 
be requested to help resolve this child’s behavior issue.    
 
Kindergartners will come home daily with their color marked in their folder.  First and Second 
Graders will come home with a color marked in their agendas ONLY if the students card was 
flipped that day.  If you see a color other than green please have a conversation with your child 
about his/her behavior at school.  Find out what happened and discuss what changes should be 
made for the next day.  Our goal is to have the whole class stay on green all day.  To encourage 
students to remember to return homework, library books, and/or other things to school, students 
will also flip their cards when he/she fails to do this on time.   
 
Hitting, kicking, or hurting another student in any way will be an automatic flip to red.  This is 
bullying and is not permitted at any time during school.  Students also will have a little extra 
incentive to stay on green.  If they stay on green all week and on Friday he/she will have an extra 
15-minute outdoor recess if weather permits, or a short video to watch if weather is bad. 

 
Discipline: Third Grade through Eighth Grade 
One discipline system will be used in grades 3 through 8.  Students will have a discipline card in 
their agendas that will keep track of issues such as behavior, dress code and being prepared for 
class.  This discipline card will be a concrete way that parents and teachers can communicate.  
Students will start fresh each quarter with 100 conduct points and a student’s quarterly conduct 
grade will be determined by the number of points left on his/her discipline card at the end of each 
quarter.   
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If a violation is given, parents must sign off on the behavior card on the day of the violation to 
acknowledge they have seen the violation. A second violation will be given if this does not occur.  
There are consequences on the card for earning five, ten, fifteen, and twenty discipline points. 
 

Discipline: Sixth Grade through Eighth Grade 
In addition to the disciplinary measures above, junior high students are subject to other 
consequences which include: 

• At two points, in one week the student will earn a lunch/recess detention.   
• At five points, a one hour detention must be served on Thursday from 3:00pm to 4:00pm. 
• At ten points, a two hour detention must be served at Saturday school from 8:00am to 

10:00am.  
▪ Students must report in uniform with all supplies and books. At this point a parent 

conference is required and a new card is issued. If a student fails to report for 
Saturday school, the student will not be admitted to class until a parent conference 
is held with the principal.  

If a student reaches a second 10 points (total of 20 in one quarter), the discipline committee will 
make a determination as to the consequences, which may include out of school suspension or 
possible expulsion. Loss of privileges could include but are not limited to: 

• Loss of school special classes 
• Loss of recess 
• Loss of field trip 

Note: In extreme situations, the principal may circumvent all notifications and enforce 
appropriate consequences.  
 
A sample of the discipline card is on pages 35-38.  A Conduct Award is given at the end of each 
quarter to those who have 96 points or higher.  A student must earn four quarterly Conduct 
Awards to earn a Conduct Award for the year. 
 

Suspension 
When a student is suspended, he/she is released from all school-related activities and classes for a 
length of time designated by the principal or not to exceed 10 days. In most cases the student may 
not make up the schoolwork and homework missed due to a suspension. He/she is barred from 
co-curricular activities during the suspension period. Out-of-school suspension must be served at 
home with a parent or another adult.  When appropriate, in-school suspension will be used. 
 

Expulsion 
A student is told to withdraw from school.  Cause for expulsion might be a severe disciplinary 
reason or excessive or continual violation of less serious offenses. 
 
Unacceptable Conduct  

The faculty and administration consider the following offenses examples of serious problems that 
need immediate action. Any offense not listed falls under the discretion of the principal. Students 
involved may face suspension or expulsion or other disciplinary action if mitigating circumstances 
are not present. The offense may have occurred on or off school grounds, during a school-
sponsored co-curricular program or curricular program. The principal determines what is 
considered a serious offense and the method and degree of punishment, giving consideration to 
the student’s age and to the severity and repetition of the misconduct. 
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1. Serious immoral conduct or serious violations of Civil Law, e.g. 
a. Possession, sale, or use of any item the principal deems inappropriate in school including 

cigarettes, drugs, alcohol, snuff, tobacco, matches, pornography, firecrackers, firearms, 
knives, razors, or other harmful instruments. 

b. Vandalism, defacing, or destruction of property (school, staff, or student property) at any 
time. 

c. Breaking and entering. 
d. Tampering with the fire alarm system, fire or bomb threats, or arson. 
e. Sexual misconduct.  
f. Stealing, including plagiarism. 
g. Cheating. 
h. Unauthorized and unsupervised use of the gym or any room in the school. 
i. Leaving class or school premises without permission. 
j. Chronic tardiness. 

 
2. Insubordination, defiance, disrespect, disregard of school authority, e.g.: 

a. Talking back to those in authority.   
b. Encouraging or participating in unauthorized demonstrations or petitions. 
c. Failing to follow directions of school personnel. 
d. Deceiving school personnel with false or misleading Information. 

 
3. Uncooperative attitude or behavior, e.g.: 

a. Severe repeated disturbing of class or other areas of school. 
b. Repeatedly not doing homework and class work. 
c. Doing poor quality oral or written work. 
d. Gambling, betting, or selling (other than school fund-raisers). 
e. Repeatedly writing and passing notes. 
f. Refusal to adhere to the dress code. 
g. Chronic discipline problems.  

 
4. Intimidation or abusive behavior, e.g.: 

a. Hazing or acting so as to injure, degrade, or disgrace anyone. 
b. Threats or coercion. 
c. Instigating of, or participating in fighting, assault or battery. 
d. Throwing things, including snowballs. 
e. Offensive or obscene acts or words, whether written, drawn, spoken, or gestured. 
f. Violent, vulgar, demeaning or sexual behavior, attitude, threats, or language (spoken, written; on 

paper or electronically, illustrated in actions or in gestures). 
g. Bullying is unfair and one-sided. It happens when someone keeps hurting, frightening, threatening, 

or leaving someone out on purpose. This behavior occurs over time, showing an imbalance of 
power which is purposeful and not accidental.  

 
Due Process 
All difficulties or disciplinary matters are handled at the lowest level of authority first. If there is a 
misunderstanding in a disciplinary matter, the parent should contact the teacher. The parent must 
confer with the teacher at least twice before the principal is contacted. The parent’s final recourse 
is to the pastor. 
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Decisions on disciplinary matters including consequences are made at the most appropriate level. If a 
student does not comply with the school’s code of conduct, the following consequences will ensue with 
accompanying consequences at each level. The principal has the right to intervene at any point/time. 
 
Level I   Staff member speaks to student regarding the offense 
Level II   Staff member confers with parent 
Level III   Staff member informs principal and parent 
Level IV   Staff member refers student to principal 
Level V   Principal, staff member, and parent confer. 
Level VI   Principal, staff member, parents, and student confer. 
Level VII   Student earns out-of-school suspension and is suspended from all co- 

  curricular activities for one to ten school days. Zeros are earned on all  
  missed work. 

Level VIII  Counselor intervention is mandated at this time and student must show  
  proof of counselor intervention before returning to school.  Parents are  
  responsible for setting up a meeting with Parent, Counselor, Teacher, and 
  Student to determine length of treatment.   

Level IX   Student is told to withdraw or is expelled from school. 
 
At each conference the student will be informed of the evidence against her/him and be allowed to 
present her/his version and evidence in self-defense. Some serious offenses against the code of 
conduct can result in immediate suspension or expulsion. (See “Suspension and Expulsion”) 

 

Students’ Responsibilities 
1. Students will behave in the school community with respect, charity, and cooperation. 
2. Students will respect God by participating in daily prayer and weekly Mass with reverence. 
3. Students will respect themselves by taking pride in their appearance and speech. 
4. Students will respect others by behaving appropriately in common areas of the school; 

walking quietly in all hallways and stairways. 
5. Students will respect all property by being responsible for all school supplies, books and 

equipment. All hardback textbooks must be covered. Any damaged property or lost 
material; must be repaired or replaced. Malicious damage is cause for disciplinary action. 

6. Students will be on time and have the necessary tools for class, including agenda. 

7. Students will participate in class, cooperate, and show a willing attitude. 
8. Students will submit class work and homework neatly, correctly, and on time. 
9. Students will return signed papers, report cards, progress reports, permission 

slips, and other communications in the timely fashion designated by teachers. 
10. Students will adhere to the specified dress code and grooming standards as 

they are written in the Student Handbook and in the Family Handbook. 
11. Students will treat desks and lockers, textbooks and all school property with 

respect. Only school-appropriate items will be stored in desks and lockers. 
 
NOTE: The teachers or the principal may inspect desks, lockers, books, and materials for any reason. 
They may inspect purses and pockets with “just cause” or if they suspect possession of prohibited 
items. Inspection does not require prior notification  

12. Students will refrain from chewing gum. 
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13. Students will refrain from bringing toys, gadgets, fads, electronics, and valuables. Such 
items are not permitted in school, because they distract students from learning. The 
teacher may confiscate such items and keep them until the end of the school year. No 
playground equipment should be brought from home.  Note: If a child must bring a cell 
phone to school for after-school safety reasons, he or she must turn it over to their 
homeroom teacher, or another designated adult for safe keeping during the school day.  

14. Students will behave appropriately in the cafeteria.  They will talk in moderate voices, as if 
in a restaurant. Students will follow all directions from teachers, staff and volunteers. 

15. Students will play in a Christian manner with one another on the playground. At all times 
they will follow the directions of the teacher on duty to student or his/her parents. 
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HEALTH, SAFETY, AND SECURITY 

Health Records 
Under the direction of a County Health School Nurse, the maintenance of complete health records 
will be checked routinely. Physical examinations and valid immunization certificates, as required 
by Kentucky law, are needed within 30 days for all students entering St. Thomas for the first time. 
Any child not in compliance with the required immunizations will not be readmitted to school. 

  
Wellness Policy 
The St. Thomas School community recognizes its responsibility to help student and families learn 
about the healthy lifestyles of all students to bring through education, physical fitness, and healthy 
eating. The school encourages: 

• Healthy daily snacks and healthy party treats 
• No loss of activity at recess 
• No daily desserts by cafeteria 
• Education on health and fitness 

 
Allergies 
At the beginning of the year, parents will be asked to fill out a form listing the allergy or allergies 
of the student.  Depending on the allergy, the information will be passed to the homeroom teacher, 
kept in the office and/or posted in the cafeteria.  If a student has a severe allergy the parents will 
provide protocol on what to do in the event of a reaction and at least two epi-pens to be kept in 
strategic places. 

 

 

Peanut-Free Policy 
St. Thomas School recognizes that peanut allergies represent a health and safety hazard, which 
can have serious consequences for those who have such an allergy and the safety in the school.  
For purposes of this policy, “Peanuts” will mean all nuts and peanuts including products that use 
or contain nuts and peanuts, or use peanut oils. 
 
While the lunch room cannot make the room completely peanut-free because of use of the federal 
lunch program, peanut products will not be allowed anywhere else in the school buildings.  When 
snacks are sent to the school, check the label to ensure it is free of nuts and was processed in a nut 
free facility.   
 
St. Thomas School has adopted this new policy in regards to food allergies, peanut butter will still 
be served in the cafeteria.  Students are still welcome to pack food products containing 
peanuts/tree nuts for their own individual lunches.  Students with food allergies will continue to 
sit in a designated peanut-free zone in the school cafeteria.   
 
Student Birthdays and Classroom Parties 
Students are permitted to bring in treats for a birthday or classroom parties as long as it is in 
compliance with the peanut free list.  Any snacks that are sent in and not peanut-free will be sent 
home. 
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A list of nut free snack suggestions can be obtained from SnackSafely.com. Or select from the 

following list details snacks that can be sent as a daily snack.  Bakery and homemade items may not 

be sent to school due to a high risk of cross-contamination.   

 
 Peanut/Nut-Free Snacks: 
 
Fruits 
All fresh fruit 
Dole Fruit Bowls 
Del Monte Fruit To-Go Cups 
Sun-Maid Raisins (not chocolate covered) 
Applesauce Cups 
Motts Fruit Blasters Applesauce Tubes 
 
Vegetables 
All Fresh Vegetables Including:  
Carrots with Dip 
Celery Sticks with Cream Cheese or Dip 
 
Gummy Snacks  
(Not Brachs.) Only Betty Crocker or Nabisco Fruit 
Snacks including 
Fruit Roll-Ups 
Fruit By The Foot 
Gushers 
Shark Bites 
Fun Fruits 
Scooby Doo Fruit Snacks 
Trix Fruit Snacks 
Hi-C Fruit Snacks 
 
Cookies 
Nilla Wafers 
Oreos & Mini Oreos (not mint-creme) 
Chips-A-Hoy (not minis) 
Bisco Wafers 
Teddy Grahams 
Pepperidge Farm - Milano, Chessmen, Shortbread 
and Sugar Cookies 
Keebler - Butter Cookies, Grasshopper Cookies 
Nabisco - Barnum Animal Crackers, Oatmeal & Iced 
Oatmeal Cookies, Cameo Cookies, Fig 
Newtons, Kool Stuff Strawberry Seas Bars 
Hostess Ho-Ho's & Twinkies 
Rice Krispie Treats (plain only) 
Nutri-Grain Apple Cinnamon/Brown Sugar Twists 
 
Salty Snacks 
Rold Gold Pretzels 
Snyders of Hanover Pretzels 
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Ruffles Potato Chips 
Lays Potato Chips 
Fritos 
Doritos (not crackers) 
Cheetos 
Tostitos 
Pringles (original only) 
Popcorn - Pop Secret, Orville Redenbacher, 
Healthy Choice) 
 
Crackers 
Honey Maid - Cinnamon Grahams & Sticks, Honey 
Grahams & Sticks 
Ritz Crackers (plain only, not sandwiches) 
Keebler Club Crackers (original only, not 
sandwiches) 
Nabisco Saltines 
Sunshine Cheez-Its 
Triscuit 
Wheat Thins 
Pepperidge Farm Cheddar Goldfish (only plain, pretzel 
or cheddar. Not Cinnamon Grahams)  
Sargento- Mootown Crackers & Cheese Dip 
Keebler Town House Crackers 
Sportz Cheddar Crackers 
Kraft Handi-Snacks Cinnamon Graham Crackers 
w/Applesauce Dip 
Kraft Handi-Snacks Crackers with Cheese Dip 
 
Other 
Pizza - Papa Johns, Dominoes, Flippers, Pizza Hut 
Candy - Starburst, Skittles, Twizzlers, Hershey Milk 
Chocolate Bars (not with almonds) and Hershey 
Kisses (not with almonds & not Hugs), Milk Duds, 
DOTS, Sour Patch Kids, and Tootsie Rolls 
Jet Puffed Marshmallows 
 
 
 
 
 
 
 
 
*Important: Due to continual changes in manufacturer packaging and processing, please 
read the ingredient label of your snack chosen from this list to ensure that it does not 
contain any of the following... peanuts/nuts, peanut/nut butter, peanut/nut oil, peanut/nut 
flour, peanut/nut meal, or any of the statements "May contain traces of peanut/nuts."  
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Personal Hygiene 

It is the intent of St. Thomas School for all our students to attend school in a safe, clean 
environment.  A very real part of “our environment” is the students.  Though sensitive, the area of 
personal hygiene must be addressed by everyone at St. Thomas School; this would include our 
students. Because the health and safety of every child at STS is of paramount importance, each 
teacher will be aware, monitor, and report to the principal any conditions which may be 
interpreted as unhealthy for an individual student, a group of students, or the teacher. These 
conditions would include, but not be limited to the following: 

1. Body odor 
2. Dirty clothes 
3. Dirty/unclean body/hair 
4. A repeat of any of the above. 

 
If a student continues to be in violation of personal hygiene expectations after having been 
counseled by the teacher and/or principal, other means will be exercised by the school which may 
include, but not be limited to, parent conference, removal for the day or until the problem is 
solved, or suspension from school. 
 

Illness and Accident  
Children are taught safety rules and supervised carefully, yet accidents happen. In cases of 
accident or illness, the school will follow the instructions given by parents on the emergency 
cards. The parent will be contacted before any child is permitted to leave the school, except in an 
emergency. If necessary, the principal will see that the child is taken to the hospital or the doctor’s 
office. (The doctor will not touch the child unless it is a life or death situation.) The school will 
meanwhile try to notify the parent.  A health incident report will be filled out by the appropriate 
staff member and filed in the student’s permanent file. 

 
Contagion 
Parents will be notified of exposure to serious contagious diseases at school.  Children with 
contagious diseases are excluded from the classroom. 

 
Medication 
State Law prohibits dispensing any medication without explicit written permission and direction 
from parents.  The medicine (including cough drops) should be brought to the office with a 
permission note and specific written directions as to time and dosage.  No student is permitted to 
have any form of medication on her/his person (e.g. cough drops, aspirin) or to give another 
student any form of medication or drug.  This is a serious offense and could result in suspension or 
expulsion.  A staff member will dispense medicine when needed. 

 
Screening 
Kindergarten through fifth grade have auditory and vision checkups.  Teachers or parents may 
request off-year testing for any student.  Parents will be notified by the school of deviation from 
normal vision or hearing.  In grade 6, the posture is checked by a doctor for signs of scoliosis or 
other back problems.   
 

Insurance 
To participate in any co-curricular activities, the student must have accident insurance from any 
carrier.   
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Emergency Procedures 
Drills are held regularly to ensure that students will move quickly, quietly, and in an orderly 
manner to designated safety areas.  The teachers provide all instructions for the children.  The 
staff knows safety procedures and can control the students in potentially dangerous situations.  
Students will remain at the school during emergencies unless they can be released directly to the 
parent.  Since not all crises can be anticipated by safety drills, all our staff is constantly vigilant for 
the protection and safety of the children.  Those in authority and those in charge of the children 
will make emergency decisions in the children’s best interest.  

 

No Smoking Policy 
There will be no smoking in or on school grounds during school hours.  There will be no smoking 
in the school buildings at any time. 
 

Pregnancy 
Should any student initiate a pregnancy, the parent, pastor, and principal will confer before the 
student is called in.  Their decision will address (1) the baby’s health and well-being, (2) the 
student’s health and emotional well-being, (3) the impact on the student body, and (4) what the 
gospel message conveys to the students.  The pastor and principal shall decide jointly whether and 
for how long the student may remain in school. 

 
AIDS 
Should any student have AIDS, the parent, pastor, and principal will confer and their decision will 
address: (1) the student’s health and well-being, (2) the student body’s health and emotional well-
being, (3) the impact on the student body, and (4) the gospel message as written in “The Many 
Faces of AIDS: a Gospel Response,” a statement of the United States Catholic Conference of 
bishops. (November, 1987) 
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FINANCIAL OBLIGATIONS   
 
Budget and Income 
The school budget is established and approved by the Board of Education, the Parish Finance 
Committee, and the Parish Council.  Its operational budget is provided from the general revenue of 
St. Thomas Parish, Mothers’ Club, Boosters’ Club, tuition, registration fees, and book/consumable 
fees.  The Parish Council and the Board of Education ask each parish wage earner to tithe, that is, 
to give at least 5% of gross earnings to the parish in the Sunday envelope.   

 
Parish Tuition 
This is payable with registration through FACTS payable on an annual basis, semi-annual or 12 
installments beginning in May and continuing through April.  To be eligible for parish tuition, 
parents must practice their faith and be involved in St. Thomas Parish, and contribute financially 
to the support of the church.  Costs may increase as necessary. 

 
Non-Parish Tuition 
The tuition is determined yearly, based on the actual cost of educating a child at St. Thomas 
School. This is payable with registration through FACTS payable on an annual basis, semi-annual 
or 12 installments beginning in May and continuing through April.   

 
Fees 
A non-refundable $100 fee is due upon initial enrollment.  The maximum initial enrollment fee per 
parish family is $100 
 
A book fee of $260 for Kindergarten – 8th grades is assessed each year.  It is 
non-refundable and applies to the September book bill. 

 
The non-refundable registration and book bill fees are determined yearly for grades K-8 and is 
payable by September 15. The fees cover all materials consumed by the student throughout the 
year. Incidental costs for field trips, special collections, etc., will be specified in writing as they 
arise. Cost may increase as necessary.  

 
Non-Payment 
Report cards or transfer records will be withheld until payment of fines and other financial 
responsibilities.  A parent will be notified twice of IOUs.  After the second notification, report cards 
will be withheld if payments are still outstanding.   

 
Fundraising 
All school fundraising events are optional.  Children need not participate if parents so choose.  The 
following are the fundraising activities we sponsor: 
 
• Mothers’ Club activities (e.g. Quarter Auction, Walk-a-thon) support our academic programs. 
• Boosters’ Organization activities (e.g. Turkey Festival).  Profits are used for the school’s 

science, computer, and sport programs. 
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Addendum of Discipline  
Grades K through Grade 8 
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Discipline: Kindergarten through Second Grade 
 
At the beginning of the school year, each primary teacher will explain the behavior policy and 
chart to the class.  The teacher will talk about school rules, the behavior that is expected in school, 
and consequences and rewards.  We want our students to be responsible for their behavior, 
choices, and actions. 
  
Each student will have a pocket on a chart with cards (kindergarten & second grade) or sticks 
(first grade) with his/her number on it.  Every student starts the day on green.  Green is great!  If a 
student breaks a rule, he/she will be told to flip his/her card/stick to yellow.  Yellow is a warning.  
If a student breaks another rule on the same day, this student must flip his/her card/stick to 
orange.  If a student is on orange, he/she will have a five-minute time out.  If a student on orange 
has to flip his/her card/stick a fourth time on the same day, the card will be on red.  If a student’s 
card/stick is on red, a note will be sent home for the parent to sign and return.  If this happens 
several times a parent/teacher/principal meeting will be requested to help resolve this child’s 
behavior issues.   
  
If the student ends his/her day on green he/she will be given a small stamp on his/her hand.  
Please look for the stamp on your child’s hand each day.  Praise your child for behaving at school.  
If you do not see a stamp, have a conversation with your child about his/her behavior at school.  
Find out what happened and discuss what changes should be made for the next day.  Our goal is to 
have the whole class stay on green all day. To encourage student’s to remember to return 
homework, library books and/or other things to school, students will also flip their cards/stick 
when he/she fails to do this on time.   
  
Hitting, kicking, or hurting another student in any way will be an automatic flip to red.  This is 
bullying and is not permitted at any time during school. Students also will have a little extra 
incentive to stay on green.  Stay on green all week and on Friday he/she will have an extra 15-
minute outdoor recess if weather permits, or a short video to watch if the weather is bad.   
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  ST. THOMAS BEHAVIOR CARD 
 

Student Name _______________________________     
 
Homeroom _________   Quarter __________ 

 
Parent  
Initial 

Code/#points Comments Teacher 
Date 
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Parent Signature (5 Pts.)   ________________________________________ 
Recess Consequence 
(Be Aware that you have lost Behavior Honors for the quarter.) 
 
 
Parent Signature (10 Pts) _________________________________________ 
(After school Detention on Thursday (3:00 to 3:30 pm & Loss of Academic 
Honors.) 
 
 
Parent Signature (15 Pts) _________________________________________ 
Morning Detention with Ms. Flamm 0n Wednesday (7:15 to 7:45 am) 
 
 
Parent Signature (20 Pts) ________________________________________ 
At mandatory conference with Parents, Student, Teacher, Principal a behavior 
contract is developed.  A new behavior card will be issued with the behavior 
contract. 
 
 
Student has served a lunch/recess detention due to earning 3 violations in a 
week._________    (This affects only junior high.) 
 
 
Quarter Conduct Grade _____________The grade is determined using the 100 point 
scale on the reverse side of this paper.  Each violation point will be taken away from 
the 100 pt. base. 
 
 
 Parent Signature ______________________________________________   
Please return with signed report card. 
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Range of 1 to 10 Points 

Codes – A through Z 

 

(Code) 

 A.  Lack of materials 

 B.  Gum/food 

 C.  Uniform/clothing 

 D.  Lack of cooperation 

 E.  Not on task 

 F.  Excessive talking 

 G.  Lost Behavior Card 

 H.  Failure to return signed paper, or failure 

 to have Behavior Card signed 

 I.  Unexcused tardiness for change of class 

 

 

(Code) 
 

 J.  Disruptive behavior 

 K.  Inappropriate Language, Behavior, or   

 materials  

 L.  Arguing between students 

 M.  Disrespect 

 N.  Damage to property 

 O.  “Out of Bounds”* 

 P.  Forgery/Cheating/Stealing 

 Q.  Miscellaneous 

 R.  Failure to serve detention 
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AUTOMATIC OFFICE REFFERAL (Code) 

 S.  Verbal assault toward an adult 

 T.  Blatant refusal to follow directions 

 U.  Inappropriate use of Internet 

 V.  Endangering others 

 W.  Alienation/Bullying 

 X.  Assault 

 Y.  Fighting 

 Z. 

 

Encouraging/Cheering 

On fighting 

 

 
 
Out of Bounds is being somewhere where you shouldn’t be; being somewhere 
that you do not have permission to be.    
 
*Violations are subject to review by the administrator or teacher, at which time 
further disciplinary action may be incurred. 
 
Please Note: While homework is separate from this behavior card, repeated 
lack of homework and repeated silent lunches will be considered being “Out of 
Bounds”.   
 
 
 

POINT VALUES FOR CONDUCT GRADES 

E = Excellent * 96 – 100 

G = Good 93 – 95 

S = Satisfactory 91-92 

N = Needs 
Improvement 

90 and below 

 

*   Eligible for Conduct Award at the end of the quarter 
 

 


