St. Thomas More School Family Handbook
I.  Introduction

Dear Parents and Friends of St. Thomas More School,

Welcome to St. Thomas More School.


Our goal is to make your child’s educational experience both meaningful and 

productive.  To accomplish that goal, every family must be informed of school policies and procedures.  This handbook should serve as the primary reference source for questions about the operation of St. Thomas More School.  We ask that you read the Handbook thoroughly and keep it accessible.  Of course, should you still have questions after referring to this handbook, the staff and I are available to assist you.


As Catholic Christians, our debt to God is to create as many harmonious moments as we can.  We can do that at St. Thomas More School by keeping abreast of school policies and information while living the message of the Gospels in our every day lives.








Blessings!








Mrs. Sheila Riley








 Principal

Philosophy of St. Thomas More School

At St. Thomas More School we encourage students to recognize the inner beauty of the individual and stress the importance of accepting and viewing people as they are seen in the eyes of God.  In a climate of prayer and worship and as a member of the Catholic faith community, we strive to look to the beauty of the past and the hope of the future.  We strive to create an environment that enables students to grow spiritually, academically, socially, and physically.  We are committed to the values of Catholic education and the goal of bringing each student to the fullest potential through religious training, academics, service and moral development.

The integration of religious truths and values with the rest of life is brought about in the Catholic school not only by the unique curriculum, but more important, by the presence of teachers who express an integrated approach to learning and living in their private lives and professional lives.







“To Teach as Jesus Did” #104

MIDDLE STATES ACCREDITATION

The Middle States Association of Colleges and Schools accredits St. Thomas More School.  Middle States accreditation is an expression of confidence in St. Thomas More School’s mission, goals and objectives, performance and resources and validates publicly the excellence in education.   The Middle States Evaluation is an ongoing process

requiring the submission of updated plans every three years.  After ten years the school is re-evaluated for continued accreditation.  We were last accredited in May 2000. Reaccreditation was completed in the Spring of 2010.
STAFF CERTIFICATION AND DEVELOPMENT

St. Thomas More School teachers and administration are required to have valid Pennsylvania certifications. Teachers and administration also fulfill all requirements for PA Act 48 continuing education credit. In addition, teachers must receive sixty (60) hours of religious in-service training to be certified as catechists.  Catechetical in-service training must be updated every three years.  Teachers also must receive thirty (30) hours of in-service training on the Catholic philosophy of education and methods to acquire Diocesan accreditation.

Teachers at St. Thomas More also participate in a yearly local in-service process entitled K4J- Kids For Jesus, A Catholic Values Program.  This program clarifies and expands the vision of integrating Gospel values within the total school environment.  Activities focus on experiences and values of staff and students, the purpose of Catholic schooling, and the implications of living as Catholic Christians.  Each school year the staff shares the program values presented through assembly programs and activities. 
CHURCH AND SCHOOL RELATIONSHIP

St. Thomas More School students attend liturgy weekly on Wednesdays at 9:30 AM. The students participate fully in all liturgical and para-liturgical services.  Prayer services Rosary and Stations of the Cross will be listed on monthly calendars so that parents and family members have the opportunity to attend. Students receive formal sacramental preparation for First Reconciliation and First Eucharist in second grade.  The classroom teacher in conjunction with the parish religious education department conducts this preparation.  Grade 8 students begin their preparation for the Sacrament of Confirmation, which is conferred at St. Thomas More Parish during grade 9.
CURRICULUM


Continuous Progress

St. Thomas More School and the Diocese of Pittsburgh are committed to a program of education which seeks academic excellence, moral courage, and develops faith in light of social and cultural change.  The curricula of St. Thomas More School is based on the teaching concept that all children are unique, learn at different rates and are to be challenged to their fullest potential.


The goals of Continuous Progress in Mathematics and Readings are:

· To recognize and provide for differences in each student’s growth patterns;

· To provide an environment in reading and math classes that permits and encourages continuous progress;

· To adapt the reading and math curriculum to each child so as to challenge maximum individual development;

· To encourage students to exert effort so that they may experience success in their encounter with each school situation.

Religion
The goals and objectives of the religion program are aimed at developing a broad and deep command of authentic Church Doctrine and enhancing the spiritual formation and moral development of all students.

Language Arts
The goals and objectives of the language arts program are to enable each student to be introduced to language as a viable form of communication while developing basic skills in reading, English, spelling, phonics and writing.

Mathematics
The goals and objectives of the mathematics program are to meet the growing need of all students to be mathematically literate in a technological world.  The program promotes problem solving skills, exploratory inquisitiveness, and critical thinking skills along with basic arithmetic mastery.

Social Studies

The goals and objectives of the social studies program are to integrate an understanding of history, economics, geography, political science, sociology and global awareness.  The program helps students understand how to live and appreciate Catholic Christian social values.

Science

The goals and objectives of the science program are to create a wide base of scientific knowledge through personal investigation, scientific experimentation, instruction and research.  Students develop an appreciation of the sacredness of all life and a respect for peace and order through the integration of Catholic values into the science curriculum.

Computer Science

The goals and objectives of the computer program provide for instruction in word processing, keyboarding and database skills.  Upper level students work on Power Point and Excel programs.  The computer lab is wired for Internet access.  In addition to the computer lab, classrooms have computers available for student use during class.

Foreign Language

The goals and objectives of the foreign language program afford students in grades K-8 the opportunity to learn Spanish through the normal process of listening, speaking, reading and writing.  Students gain exposure to Spanish culture and heritage and develop a sense of the Church as universal embracing all people.

Library

The St. Thomas More School library program serves to enhance the language arts curriculum from preschool through grade 8.  The school librarian develops the students’ natural love for storytelling and literature through exposure to excellent authors and books.

Art

The goals and objectives of the art program are to promote personal expression, allow experimentation with diverse materials and elements and enable exploration and appreciation for the works of other students and major authors.

Music
The goals and objectives of the music program are to promote creative expression through curriculum that exposes students to the works of major composers, musical instruments and culturally diverse music.  Students learn written musical form and develop an understanding of rhythm and musical structure.  St. Thomas More School also has an instrumental music instruction program offered through the Diocese of Pittsburgh for students in grades 3 through 8.

II. Daily Practices and Procedures

ASSESSMENT/TESTING
Formal Testing
Testing is an important part of the formal education of the child.  The Diocesan testing program consists of a variety of tests which help the administrator and teacher determine a child’s readiness for formal education, his/her aptitude and capacity for learning, strengths and weaknesses in specific subjects, as well as his/her academic achievement.  The tests are reviewed and updated periodically by the Diocesan Testing Committee, under the guidance of the Director of Testing.

The testing program for the elementary schools includes:

· Test of students prior to entering Kindergarten;

· Kindergarten students are tested 3 times throughout the school year using the DIBEL reading assessment.;

· All students K-8 take Diocesan Mathematics Benchmark tests on a quarterly basis;

· An achievement test administered to students in the elementary grades to assess competency in subject areas.  Tests results report growth as well as student expectancy levels of achievement;

· An aptitude test administered in conjunction with the achievement tests in grade 2-8.  This test reports the child’s capacity to learn;

· Any achievement tests mandated by the state;
· An annual Diocesan writing assessment;

· Authentic assessments within each classroom;

· A diagnostic evaluation instrument that accompanies the reading and math textbook to be used after each instructional unit;

· Teacher made tests administered throughout the school year to assess the students’ growth in each subject area.

The results of tests contribute to instructional planning and student grouping.  Test results are studied and used by the staff to improve understanding of students’ needs and achievement and to update the instructional program of the school.

ADMISSIONS/REGISTRATION REGULATIONS
St. Thomas More School admits students of any race or national or ethnic origin to all the rights, privileges, programs and activities generally accorded or made available to all students formally accepted into the school. St. Thomas More does not discriminate on the basis of race or national or ethnic origin in the administration of our educational policies, admission policies, athletic or other school administered programs.  Children who are not Catholic are expected to participate in religion classes and to attend all religious functions of the school/church.

A student entering kindergarten must be five years of age by September 30th of the year of entrance.  Official certificates of birth and baptisms and vaccination records  are required at the time of registration.  Those registering for grades 1-8 must fulfill the age requirement for the desired grade and present letters of recommendation from the previous school.  Registration is not complete until current student records are received and reviewed by St. Thomas More School administration. A mini-battery may be administered to new students to verify placement.  Grade level and academic group determinations are made on the basis of school records. 

Immunization records must be complete before any child may enter school.  The requirements are:

ALL GRADES:
· 4 does of tetanus (1 dose after the 4th birthday);3 doses if the series started after 7 years of age

· 4 doses of diphtheria (1 dose after the 4th birthday) );3 doses if the series started after 7 years of age

· 3 doses of polio

· 2 doses of measles

· 2 doses of mumps

· 1 dose of rubella

· 2 doses of hepatitis B

· 2 doses of  varicella or a written statement from a physician/designee indicating the month and year of the disease or serologic proof of immunity

GRADES 7 and 8:

1 dose of tetanus/diphtheria/pertussis (Tdap)

1 doses of meningitis vaccine ( MCV 4)


Any other immunizations required by the State of Pennsylvania and/or the   Diocese of Pittsburgh.

Students are not permitted to bring unauthorized over the counter or prescribed medication to school.  If parents wish to dispense medication to a student during the school day, the parent must report to and notify the school office before administering the medication. Parents/guardians must have their child’s doctor complete an Administration of Medication form that must be kept on file at St. Thomas More School before any medication can be dispensed from the school office.
ABSENCE/TARDINESS
Regular and timely attendance at school is a major factor in determining school success. Any student who is absent for more than thirty days during the academic year may be denied academic promotion.  Absences from school are defined as either Excused or Unexcused according to guidelines from the Pennsylvania School Code.  Excused absences include illness, quarantine, impassable roads, recognized religious holidays and urgent reasons such as death in the family or a court appearance.  The state guidelines also permit an excused absence of educational trips if a request is sent to the school prior to the dates of the trip.  If no prior notice is received, the absence is classified as unexcused.  Upon returning to school from an absence a student must submit a written excuse to his/her homeroom teacher as required by State and Diocesan policy.  If this excuse is not submitted within three days following the absence, the absence will be classified as unexcused. 
A written excuse/explanation should be given to the teacher/principal for the following reasons:

· Following an absence

· Excused from gym

· Permission for an out of school appointment (child is expected to return when possible)
· Vacation

· Change of plans in leaving school (bus, car, walk)

· Early dismissal

· Family custody changes

According to the Pennsylvania School Code, Section 1332, “The absence of any pupil who remains out of school with or without his parent’s permission, and is not absent because of illness or for other urgent reasons, as defined in the school Code, shall be unexcused.  Such absence will be recorded as ‘unlawful-unexcused’ for the pupil who is under the compulsory attendance age.”  Section 1333, “Any such child who has been absent three days, or the equivalent, during the term of compulsory attendance, without lawful excuse…shall be given written notice.  If after such notice is given…, attendance is again violated by the person, such person shall be liable…for referral to the magistrate.”  Parents and guardians of students who acquire excessive absences may be required to provide documentation from a physician indicating that the absences are relating to an existing medical condition.  Students who have an excused absence of fewer than three (3) days will make arrangements with their teachers upon their return to school to complete missed work. During the first 3 days of an absence, parents/guardians should not expect that assignments and/or homework will be provided to them.
It is the policy of St. Thomas More School that a parent/guardian will call the school no later than 9:00 AM to report their child absent for the day.  Messages may be left on the answering service.  A representative of the school office will call the home if a student is not in attendance and has not been reported absent by a parent/guardian.
Students who are tardy; that is, those students who arrive at St. Thomas More School after 8:30AM must report to the receptionist or secretary’s desk to obtain an admission sheet.  Tardy students may not be permitted access to their lockers until the next natural break in the school day schedule. Example: a student arriving at 8:45AM may not be permitted access to his/her locker until 9:10AM. This procedure is enacted to minimize classroom instructional disruptions.
CAFETERIA
St. Thomas More School operates a complete in school lunch program for students in Transitional Preschool through grade 8. A hot lunch with milk beverage is served every full school day.  Lunches include two hot choices or a cheese sandwich with additional selections added to make a complete nutritional lunch.  In addition, a la carte items are available to supplement carried lunches.  Milk and juice products are available for purchase. A lunch menu is distributed monthly via Tiger Tales. 

Good manners are expected during lunch time; therefore, the following cafeteria rules are to be observed:

· Remain seated unless disposing of garbage items or purchasing a la carte.

· Do not abuse food, your own or that of others.

· Do not share food with others.

·  Remain in the cafeteria unless given permission by an adult on duty to leave the cafeteria.
· Do not shout or raise your voice; enjoy the company of others quietly.

· Be courteous and respectful to all those helping during the lunch period.

· Do not take food out of the cafeteria.

CAFETERIA FEES
· Lunch tickets may be purchased daily or in strips of ten.  This fee covers charges for the preparation and labor fees involved in our lunch program.  
· Parents are required to either volunteer in the cafeteria for two days during the school year, or pay $20.00 to cover the cost of responsible help. Parents may designate a “stand-in” volunteer to complete their 2 day volunteer requirement. Stand-in volunteers must have appropriate clearances.
ADULT CAFETERIA ASSSISTANCE

The St. Thomas More School must provide  a minimum of two (2) cafeteria assistants each school day that the school lunch program is operational. Thus, every St. Thomas More School family  (K-8) is required to provide service for a minimum of  two (2)  lunch periods ( 11:00 AM to 1:30 PM) throughout the school year.  
Families that are unable to fulfill this obligation are required to p20.00 to the school to cover the cost of hiring responsible cafeteria assistance. A Cafeteria Service Responsibility sign up form is provided to each family in their initial school packet.  This form should be completed and returned no later than September 30th of the school year. 
CLOTHING IDENTIFICATION
Parents are strongly urged to mark their children’s personal belongings with their names.  Since children do not readily claim lost items, proper identification helps us to find the owner and save parents the cost of replacement. Parents and children should ask school office personnel to view lost and found items   Items that are not claimed will periodically be donated to the St. Vincent De Paul Society. Some items of greater personal and monetary value, such as glasses, watches, purses, if found, are to be turned in to school office personnel and will be held in the office until ownership is determined. 
COMMUNICATION
St. Thomas More School encourages full and accurate communication throughout the school community.  In order for this to be accomplished, a climate of trust and respect must exist among and between school community members.  Parents/guardians who wish to discuss their child’s academic progress should first contact the teacher directly involved by requesting a personal or phone conference.  Teachers will then contact the parent and schedule a mutually convenient conference time.  After conferencing with their child’s teacher, parents/guardians may contact the school principal for further review, for clarification or for intervention.

The following communication behaviors foster a secure climate and subsequently promote positive community development:

· Be honest by making open statements about your feelings, attitudes and reactions to situations;

· Be tactful and sensitive to the peoples needs, feelings, and problems;

· Treat people in a non threatening manner;


· Accept people as they are by respecting individual differences, opinions, perceptions and approaches;

· Have a positive approach and outlook when you greet and interact with people;

· Avoid gossip, innuendo and negativity about STM and members of its community.
St. Thomas More School communicates weekly with school families through the Tiger Tales Newsletter. We ask that families provide the school with an email address so that Tiger Tales can be distributed electronically.
DETENTION/SUSPENSIONS (In school/Out of School)
Discipline is the key to good conduct and respect for the rights of others; and it is essential to learning.  Classroom standards and expectations for students’ behavior vary according to the student’s age and are determined by the child’s teacher(s).  Should unacceptable behavior warrant action, any member of the faculty may issue a student behavior slip or detention.  Depending on the grade level of the student a detention may be served either during recess or before school hours. (See Discipline Policy in addendum)

In the event of a serious act of misbehavior or repeated acts of misbehavior as determined by the school professional staff, a student may serve either an in-school or out-of-school suspension.  If the misconduct continues, a student may be asked to leave the school.  These decisions rest with the administration and may be necessary for the benefit of the total program.

EARLY DISMISSAL
Parents should make every effort to schedule appointments at a time when school is not in session.  However, if a child must have an early dismissal, parents or an authorized adult must meet the child at the reception area/school office to sign the child out at the predetermined time.  Children who arrive at school from an appointment later than 10:00 AM will be marked absent for the morning.  Children who leave school before 1:30 PM for an appointment will be marked absent for the afternoon.

EMERGENCIES
Emergency Cards

At the beginning of each school year, parents or guardians are required to complete 2 student emergency cards for each child in the family attending St. Thomas More School.  These cards must be returned by the date indicated in the Initial School Packet. It is imperative that the school be able to reach parents/guardians to inform them of illness or an emergency situation.  Each family must list the names of others who can be contacted should the parent/guardian be unavailable.  Please keep the card information updated by informing the office of any changes.
Emergency Closings and Delays

If inclement weather or another emergency requires that the school be delayed or closed, this information will be announced on KDKA television and radio.  Because of the number of public districts represented in our school, it is important that you listen for an announcement that identifies St. Thomas More School.  The principal will change the recorded phone message to reflect the emergency information.  Further, the school phone system will broadcast an informational call to all school families who are registered on the All Call phone system.  PLEASE DO NOT CALL THE RECTORY FOR DELAY INFORMATION.

Parents and/or guardians should not drop children at the school before the delayed starting time as personnel is not available to receive or monitor children.

· 1 hour delay- do not come to school before 9:15 AM
· 2 hour delay- do not come to school before 10:15 AM
Emergency Dismissals

In the event that we would be required to dismiss school early, that information will be announced on local television stations and will be sent to families through the school phone system.  However, because phone service may be interrupted in the school, some emergency situations may not allow for this option.  Children will be dismissed as parents are notified and transportation is arranged or will be dismissed at  another determined time by bus.
EXTENDED CARE
St. Thomas More School offers before and after school programs for parents who need child care.  Morning extended day is available from 7:30 AM to 8:15 AM.  Afternoon extended day is available from 3:15 PM to 6:00 PM on full school days.  This service is available on a daily, weekly or yearly basis.  Parents should complete the purple STM information form provided by the school and return it to the homeroom classroom.

FIELD TRIPS
Every class will take one field trip during the year.  Each student must have a signed permission slip before he/she is permitted to participate.  Transportation, in accordance with diocesan directives, is provided by bus, and a fee is charged to cover costs. Guidelines for both students and chaperones are in effect for each field trip.  The teacher will inform students of these guidelines so that parents may help reinforce good and appropriate behavior.
FINANCE
Tuition Policy

Tuition payments comprise approximately 60% of the school’s operating budget.  Because of the importance of maintaining a continuous cash flow to meet ongoing school expenses, it is necessary that the payment plan be enforced.






Payment Plan Options:

· Families may choose to have their tuition electronically deducted from a checking or savings account on the 20th of the month in the months of July through May

OR

· Payment in full must be received in the school office by June 30 of the school year.
 Electronic debits that are not completed due to insufficient funds will be resubmitted           

to the bank within 5 days.  Families are responsible for any charges incurred for   insufficient fund returns.  If a family is temporarily burdened by a financial problem, parents/guardians should contact the principal in advance of the tuition payment due date.  If such unusual circumstances exist, the pastor and/or principal will arrange for relief when possible.  
Tuition payments made during the year are non-refundable.

Registration Fee

A non-refundable registration fee must accompany all registration forms for the registration process to be complete.  A predetermined amount of the registration fee will go toward the family’s tuition bill (see registration form).

Angel Fund, SOS and Bishop’s Fund
St. Thomas More Parish provides financial grants to needy school families through the parish Angel Fund.  Bequests and donations fund the Angel Fund. Angel Fund application forms are available in the school office for families who feel that they are in need of financial assistance.  Grants are made based on family income, funds available, number of children attending St. Thomas More and unusual contributing circumstances.  All Angel Fund information is kept confidential.

The Diocese of Pittsburgh sponsors the Bishop’s Fund and SOS, grant programs for needy families.  Bishop’s Fund/SOS forms are available in the school office in the month of March for the subsequent school year.  There is a nominal application fee.  The Diocese awards grants and the information is forwarded to St. Thomas More School and Parish.

FUNDRAISING

The Diocesan policy for funding elementary Catholic schools calls for each school to have fundraising activities to generate 10 – 15 % of the total operating budget, which at St. Thomas More School  is approximately $125,000.  St. Thomas More Parish and School make every attempt to be selective about the number of fund-raisers required each year.  Primarily, our fund raising requirements are met through  a parish find raising program, which includes The Extravaganza, shopping certificate sales, parish festival, Sarris candy sales, and an annual magazine sale.  In addition, our PTG raises funds to support our school cultural arts program and classroom field trips.  The PTG fund-raisers are sales and other events such as Breakfast with Santa that are planned yearly. School parents are also expected to participate in fund-raising activities to the best of their ability through monetary donations, purchases and/or volunteer work.
HOMEWORK
A reasonable amount of homework, according to grade level, is of great educational value and so is routinely assigned.  Assignments types vary from written assignments to study time.  Homework is assigned on a regular basis to:
· Enrich school experience

· Provide practice and review

· Develop good study habits

· Teach responsibility and foster originality.
Parents can assist students with home assignments in the following ways:

1. Provide a quiet spot away from the television, telephone or other distracting elements;

2. Check to see what was accomplished during the designated study time as it pertains to completeness, neatness and correctness;

3. Be willing to listen to reading, spelling and study questions and to explain procedures, but never do the assignment for their child.

4. Consult the teacher if the child uses the excuse of “no homework tonight” on a regular basis.
If for some reason a child cannot complete an nightly assignment, the parent/guardian should inform the teacher by written note stating the reason.  Arrangements should be made as soon as possible to make up incomplete assignments.  St. Thomas More School  recommends the following time schedule:


Primary (levels 1-3)



30 minutes


Intermediate (levels 4-5)


45 minutes


Middle School (levels 6-8)


1-1/2 hours

Every child in grades 1-8 is required to have an assignment book.  St. Thomas More School sells full size assignment notebooks at a nominal cost.  Classroom teachers will arrange for this purchase.

HONOR ROLL
The Diocese of Pittsburgh gives each school the option of instituting an honor roll.  Primarily, the St. Thomas More School honor roll recognizes students in grades 5 through 8 who display superior academic achievement during each nine-week period.  Students in grade 4 can qualify for honor roll during the third and fourth quarters of their 4th grade year.  Students qualify for High Honors and Honors by reaching a predetermined QPA for the quarter.
PARENT CONFERENCES
Formal parent conferences are scheduled two (2) times each school year.  Parents are encouraged to attend these meetings so that a strong bond develops between home and school.  The teacher or parent can schedule informal conferences at any time during the school year.  To schedule a conference, parents should call the school office and arrangements for a mutually convenient time for a conference. Parents should not call teachers or staff at their homes or discuss their child’s progress with teachers outside of school hours.
LOCKERS

Students in grades 3 through 8 will use lockers for their personal items and school items.

Students may not attach personal items to the outside or inside of school lockers. Lockers must be kept neat and clean at all times. Students must provide their own key or combination lock. St. Thomas More School reserves the right to remove a student lock at any time.
PARTIES
The PTG sponsors parties for special occasions during the school year.  No other instructional time will be used for parties without the principal’s permission.  Parent should inform their child’s classroom teacher when a birthdaytreat needs to be distributed. Birthday treats are distributed during lunchtime. Due to the high number of childhood allergies, we recommend that parents consider sending a non-food birthday treat so that each child in the class can receive the “treat”. 
  Invitations to parties that are planned to occur outside of school may be distributed at school ONLY IF ALL CHILDREN IN THE CLASS ARE BEING INVITED.
Policy and Procedures that Govern Classroom Holiday Parties 
St. Thomas More School recognizes that holiday classroom parties are a significant social aspect of elementary school. The purpose of classroom holiday parties is to provide students with an opportunity to interact and develop social skills while celebrating a special occasion; therefore, classroom holiday parties must be child oriented and child focused.  While classroom homeroom parents are responsible for the set up and delivery of party food and events, the classroom teacher will be present at the party and remains the authority in the classroom.    
Party Procedures:

· Classroom holiday parties will be celebrated at school on three (3) occasions during the school year. These occasions are: Halloween, Christmas and Valentine’s Day.  Each classroom party will be 1 hour in duration, beginning at 1:30 PM and ending at 2:30 PM.  Classroom clean up will occur from 2:30 to 2:45 PM.

· Each classroom party and party clean up will be organized and executed by classroom homeroom parents. Each party will have a minimum of 3 parents present.

· Homeroom parents should plan age appropriate crafts or student games to occupy the 1 hour party time.

· Due to the significant number of students with food allergies, treats, food, snacks at a classroom party will be limited to a beverage in the form a juice box and a cookie or cake treat in the lower grades and/ or soda pop and chips, pretzels in the upper grades. Parents of students with food allergies will be responsible for monitoring their child’s food intake at school parties.
PRESCHOOL
St. Thomas More School operates a complete preschool program for children ages 3 and 4.  The program includes:

· Three-year-old program:  2 sessions Tuesday and Thursday mornings and Tuesday and Thursday afternoons.

· Four-year-old program:  2 sessions on Monday-Wednesday and Friday mornings and Monday, Wednesday and Friday afternoons .

· A transitional Preschool  that meets each school day for the entire school day.

Enrollment in the preschool is first reserved for St. Thomas More Parish families and families with siblings already enrolled in another program.  Enrollment is then open to all other families on first come, first served basis.  All parish families will be informed of preschool enrollment schedules during January or February.

PROGRESS NOTICES
Interim progress notices are sent electronically within the RVS Gradebook system at the mid-point of each quarterly grading period.  Parents will be informed of student progress that is (a) below expectation, (b) below average, (c) improving or (d) exceptional.  If necessary, progress notices may be sent electronically  to a student’s home at any time during the grading period.
REPORT CARDS
Students in the Kindergarten program receive an individual report of progress in January and June of the school year.  Students in grades 1 through 8 are issued an individual report of their progress every nine weeks during the school year.  Parents should review 
their child’s report of progress, sign and return to the homeroom teacher within three (3) days.  Parents are encouraged to contact their child’s teacher with any questions about grading or progress. Parents can view student grades on-line throughout the school year using their personal ID and password issued from the school office.
SECURITY
All doors to the school will be closed and locked during school hours.  Parents and visitors should use the buzzer on the main school door to gain entrance to the building. Visitors are not permitted in the school without first registering at the school office. Those adults serving as cafeteria helpers should enter through the main school entrance and sign- in at the office. Please assist St. Thomas More School in maintaining a safe environment by only using designated entrances.

SCHOOL COMMITTEES/ORGANIZATIONS
School Advisory Council
To assist principals and pastors and to ensure school community involvement, the Diocese recommends that each school establish a School Advisory council.  The Board meets quarterly to discuss and envision for the future of the school.  Areas of input include finance, policy, physical plant, fundraising, and public relations.  The Pastor has final selection the members of the Board with input from the principal and seated Board members.  
Parent Teacher Guild (PTG)
The Parent Teacher Guild (PTG) exists to provide opportunities for parents to fulfill their God given role as educators and to give mutual support through collaboration with school personnel.  The goals of this organization are to support school programming such as the school cultural arts program, field trips, support the purchase of ancillary materials, assist with social functions, and provide home experiences that compliment, reinforce and extend the formal instruction of the school.  The PTG works from a yearly budget approved by the membership. Annual PTG dues are $25.00.
STM Parish Athletic Association
The Athletic Association oversees and funds the sports and cheerleading groups and activities of the school and is considered part of the Parish Athletic Association.  This appointed body is comprised of parish members, school family members and ex-officio members. 
SCHOOL OFFICE
The school office is open from 8:00 AM to 4:00 PM each school day during the school year. Parents may call or make appointments during those hours.  The school secretary and/or receptionist may  be away from their desks for lunch break from 12:45 to 1:15 every day – please be patient during this time.

SCHOOL SUPPLIES
For the convenience of families, supply lists are available each June for the following year.  Students provide their own school supplies but are expected to comply with individual teacher requirements. 
STUDENT SERVICES
Allegheny Intermediate Unit Services

Each Catholic school within the diocese is located within the jurisdiction of an Intermediate Unit.  The implementation of certain government programs for non-public schools is the responsibility of the local Intermediate Unit.  St. Thomas More School is located in Intermediate Unit #3.  St. Thomas More School receives services in many areas.  They include:

· Remedial reading and mathematics instruction

· School counselor services

· Psychological services through Equitable Participation
· Crisis intervention

· Speech and language

A professionally trained and accredited pathologist, teacher, or psychologist carries out each service under the supervision of an Intermediate Unit administrator.  In addition, teachers and administrators in non-public schools attend in-service training in instructional areas and administrative areas offered through the local Intermediate Unit.

TEXTBOOKS
Students are responsible for the condition of the books given to them at the beginning of the year.  Students will be required to pay for the book if it is damaged or lost.  Textbooks are to be covered at all times and should be transported to and from school in a book bag.
TRANSPORTATION
Busing
Students will be bused to St. Thomas More School by their school district of residence when the family lives within 10 miles of St. Thomas More School AND their school district of residence provides busing for its own students.  Busing arrangements are made through the St. Thomas More school office.  Parents should provide the school with a 
correct home address; the St. Thomas More school office will then inform the public school district of the family’s need for bus transportation. 
 Due to insurance regulations, students are not permitted to ride on an unassigned bus during the course of the school year.

St. Thomas More School does not control the time or bus stop arrangements made by the public school.  St. Thomas More School does however; attend to its students needs by maintaining communication with the public school transportation departments and verifying that they are adhering to the State law governing transportation of non-public school children.  If a student experiences busing problems, the parent should call St. Thomas More School office and alert administration. School administration will provide parents with appropriate phone numbers and names of their District transportation personnel.   Parents should report recurrent or chronic problems to the public school transportation office as well as well as St. Thomas More School.  Discipline on public school buses is the responsibility of the public school bus driver and school district.  St. Thomas More School can uphold disciplinary action taken by school district personnel.  
Changes in  Transportation Needs

Changes in daily routine transportation must be made in writing and sent to school on the day of the transportation change. This includes all non-sports related activities.

Changes in student transportation relating to sports practices/activities that occur regularly for a sport season can be managed with one change of transportation note that should be sent to the school office at the beginning of the sport season and deactivated with a note at the end of the sport season.
Generally and for safety and security of students, St. Thomas More School will not accept transportation changes over the phone after 1:00 PM. In exceptional situations after 1:00 PM -such as emergency medical appointments, a parent emergency or a parent called to work unexpectedly, the child’s parent/guardian should inform the school office by calling the school and speaking directly to school personnel. Parents/guardians should not leave this type of information on voicemail or on the message machine as we cannot be assured that a message will be retrieved in time to make the change.
School families should inform school personnel in writing of long term changes in transportation due to, for example, a change in residence.
Procedures for Car Rider Arrival and Dismissal
· St. Thomas More School has specific procedures for arrival and dismissal.  These procedures are to be strictly followed for the safety and welfare of all students
CAR RIDERS

AM DROP OFF PROCEDURES:  AM drop off can occur between 8:15 AM and 8:25 AM. in the student parent car loop in the front of the school. Parking is not permitted in the drop-off loop during because this loop provides access for emergency vehicles.
· Parents should not permit their cars to idle while waiting in the drop off/pick up loop. This is a clean air issue as air intake vents are located on the front of the school building.
· Students should be prepared to be dropped off so that vehicles can move along efficiently. Parents who need to enter the school with their child should park in the school lot and accompany their child into the school. 
· PM PICK UP PROCEDURES:  Parents who transport their child by car should line up in a car line in the parent loop in front of the school. If you arrive early for PM dismissal, please be in your vehicle by 3:00 PM to avoid congestion at the school entrance area during actual dismissal of students; a staff member will dismiss your child to your car. Further, if you have parked in the school lot at dismissal time to pick up your child, please do not congregate in front of the school entrance door. Your patience is requested while all students are dismissed; please do not pull out of or pass other cars in the car line while students are being dismissed. This is for the safety and welfare of all students.
SCHOOL BUSES
The school bus loop next to the parent drop- off loop is for school bus arrivals and departures ONLY. Private cars are not permitted in the bus loop.
VISITORS
St. Thomas More School has a buzzer system for school entrance.  All visitors will be allowed entrance to the school only after identification is complete.
  For security reasons, anyone entering St. Thomas More School is to report to the office or receptionist immediately regardless of the purpose of the visit.  This is for the safety of all students.  
Communication with teachers and students necessary during a visit will be handled by the school office and will be done in a manner that does not disrupt the educational 
process in the school.  Any articles or items to be delivered to a student will be left in the school office or with the receptionist.  
VOLUNTEERS
School volunteers must be registered on the Diocese of Pittsburgh Data Base prior to volunteering. Volunteers must also obtain a DPW Child Abuse Clearance, complete the Pastoral Code of Conduct from and attend the class, Protecting God’s Children.
Volunteerism is central to the mission of Catholic education.  The school needs volunteers to assist with the lunch program, field trips and classroom parties.  Parents are required to volunteer time in the school cafeteria at least 2 times throughout the school year or pay $20.00 to the school.

  Arrangements for volunteer opportunities are made on a sign-up basis at the beginning and throughout the school year. See the first school information packet to initially choose a volunteer opportunity that suits your talents and interests.  
St. Thomas More School does not permit parents to volunteer in school academic areas.  Academics are handled solely by professional personnel.
The administration of St. Thomas More School and Parish reserves the right to alter or amend this parent-student handbook at any time.

Should changes be made, the changes will be communicated promptly to parents/guardians of students at St. Thomas More School.

III. Policies of St. Thomas More School:
Dress Code Policy
                                                         Discipline Policy

St. Thomas More School

Dress Code 

in effect beginning on the first day of the 2010-2011 school year

Parents and STM professional staff are responsible for monitoring student dress. Adherence to the St. Thomas More School dress code is required of students in full day preschool through grade 8. 
St. Thomas More School recognizes that proper dress and correct grooming contribute to a student’s educational and social development. This policy was instituted to:

· Promote a modest Christian atmosphere

· Free students for academic concentration

· De-emphasize competition about clothing

· Allow for more economical dress for school

· Provide some choices for individual expression

Final interpretation of the dress code will be at the discretion of the professional staff.

It is the parent/guardian’s responsibility to check their children’s appearance before coming to school. Failure to follow dress code policy can result in disciplinary action.

General Dress code for Full Day Four Year Olds through Grade 8:

All dress code items are available at Educational Outfitters.

Shirts, boys and girls:

1. Plain solid three button polo shirts in white, navy, dark green or purple (For consistency of color, the purple shirt  is available exclusively at Educational Outfitters).  (logo optional on all shirts) 

2. Plain solid turtle neck shirts in white, navy, dark green  ( logo optional)

3. Oxford shirts in solid white, light blue (logo optional)

4. Unless a child is wearing a polo shirt with a banded bottom (see below) or a princess fit oxford blouse (see below) all shirts must be tucked into pants, skirts, skorts and/or shorts at all times.

5. Shirts may not be doubled.

Shirts, girls:

1. Plain banded bottom three button polo shirts in white, navy, dark green,  exclusively from Educational Outfitters ( logo optional) Does not need to be tucked in
2. Oxford style shirts with Peter Pan collars in white, light blue and yellow ( logo optional)

3. Princess style no tuck blouse exclusively from Educational Outfitters (logo optional)

Sweaters boys and girls:

1. Plain neck crew , vest, cardigan button style knit  in white, navy blue or dark green 

(logo optional)

2. Sweaters of all types should be neither oversized nor form fitting. 

Hoodie sweatshirts, boys and girls:

1. All hoodies and sweat shirts will be considered outerwear and should not be worn during school hours. Hoodies  are available at Educational Outfitters and through our school seamstress, Pat Gildea

Pants, boys and girls:

· Docker style pants in khaki tan or navy: no rivets, no double stitching on seams, no jeans type back pockets.  A brown, navy or black waist level buckle belt must be worn with pants. Belts with Velcro closures for younger children are available at Educational Outfitters

Shorts,boys and girls:

· Worn in May, June, August, September, October

· Docker style Khaki tan or navy : no rivets, no double stitching on seams, no jeans type back pockets.  A brown, navy or black buckle waist level belt must be worn with shorts. Belts with Velcro closures for younger children are available at Educational Outfitters

· Shorts should be no more than 2 inches above the knee or not below the knee

STM Wind Suit, boys and girls:

· Land’s End wind suits will be “grandfathered” through December 2010.

· New wind suits will be available exclusively at Educational Outfitters, logo required

· The full suit with a dress code gym shirt may be worn all day on gym days

Girls: 

Note: St. Thomas More School plaid is available exclusively at Educational Outfitters.

1.Dresses:

· Drop waist polo shirt style dress in navy or dark green available at Educational Outfitters. Short sleeve polo dresses may be worn with a coordinating navy or dark green long sleeve turtle neck shirt underneath (logo optional)

· Dresses should be no more than 2 inches above the knee and not below the knee

2.Skirts:

· Skirts in khaki tan, navy or STM plaid—plaid available exclusively  at Educational Outfitters

· Skirts should be no more than 2 inches above the knee and not below the knee

3.Skorts:

· Skorts in khaki tan, navy or STM plaid-- plaid available exclusively  at Educational Outfitters 

· Skorts should be no more than 2 inches above the knee and not below the knee

4.Jumpers:

· Drop waist style or waist pleated style  in khaki tan, navy or STM plaid - available from Educational Outfitters (logo optional)

· Jumpers should be no more than 2 inches above the knee and not below the knee

Shoes, boys and girls:

· Plain brown, black or navy leather or leather type shoe. No higher than 1 inch heel. Available at Educational Outfitters

· Shoes must have backs and closed toes

· Plain ankle cut tennis shoes in solid white or solid black with no skid soles available at Educational Outfitters in all sizes- adult and child. No adornments or embellishments. Laces must match tennis shoe.

· Velcro closure tennis shoes are acceptable for younger children

· All boots, shoe type, leather, suede, faux suede, rain , snow, etc. are considered outer wear and should not be worn during school hours

Socks :

· Boys: Solid color white, tan, or navy ankle or calf length

· Girls:  solid color ankle or calf length socks, opaque tights, cable knit tights, knee high socks in either white, tan, dark  green, or navy. Socks should not have designs or patterns.

· Girls leggings may be worn as outerwear and should not be worn during school hours

Cosmetics, Jewelry, Decorative Accompaniments and Hygiene:

· Girls in grades 7 and 8 may wear light face make-up. Eye make-up is not permitted.

· Clear nail polish only

· Girls may wear the coordinating neck tie or hair band or ribbon for plaid or solid color jumper, skirt,  skort, dress- available exclusively at Educational Outfitters

· Jewelry for girls: one set of small stud earrings, a watch, one small single strand necklace in gold or silver, or one small single strand necklace in gold or silver with a crucifix or religious medal

· Jewelry for boys:  a watch, one small single strand neck chain with a crucifix or a medal

· Proper hygiene and personal neatness is required at all times 

· Hair styles should allow for clear classroom vision and, for boys, not exceed ear length.

Gym Dress Code: boys and girls in grades 2 through 8: 

(Students in preschool through grade 1 do not change clothes for gym class)

All dress code gym clothing is available at Educational Outfitters

STM Wind Suit, boys and girls:

· Land’s End wind suits will be “grandfathered” through December 2010.

· The new wind suit is available exclusively at Educational Outfitters, logo required

· The full suit with a dress code gym shirt may be worn all day on gym days

Gym Shirts, boys and girls:

· Solid plain grey, white or purple short or long sleeve, must cover midriff /waist area, but not exceed 4 inches below waist line ( logo optional)

·  STM tournament or diocesan championship shirts only

Sweatshirts, boys and girls:

· Solid plain neck grey, black or purple short or long sleeve, must cover midriff /waist area, but not exceed 4 inches below waist line ( logo optional)

Gym Shorts, boys and girls:

· Solid plain grey, black  or purple knit or sports mesh, no more than 2 inches above knee and no longer than knee length ( logo optional)

Sweatpants, boys and girls:

· Solid plain grey, black or purple ( logo optional)

Shoes and socks, boys and girls:

· Plain ankle cut tennis shoes in solid white or solid black with no skid soles available at Educational Outfitters in all sizes- adult and child

· Solid plain white gym socks ankle or calf length

******************
St. Thomas More School Discipline Policies
General Philosophy and Goals:  St. Thomas More School operates on a progressive discipline program that recognizes good behavior, emphasizes student personal responsibility and institutes immediate consequences for improper behavior.  The policy focuses on consistency, fairness and progressive consequences. The discipline policy was developed to ensure a productive educational environment for St. Thomas More School students and to protect student rights. Implementation of the policy is aimed at creating an atmosphere of credibility and mutual understanding among students, parents/guardians and school staff.
The policy is operational in grades 1 through 8.

Discipline Policy Grades 1 through 4
Procedures:

The policy is implemented in grades 1 through 4 using a “Broken Rule” warning system followed by a lunch time /recess detention program for frequent misbehavior.
Step 1: Green Slip: First Warning; parent/guardian signs and returns green behavior slip the next school day.
Step 2: Yellow Slip: Second Warning; parent/guardian signs and returns yellow behavior slip the next school day.
Step 3: Red Slip: Third Warning; parent/guardian signs and returns red behavior slip the next school day and the child receives a lunch/recess detention.
The Broken Rule Warning System begins as new at each grading period.

Should a situation arise where a child receives needs to receive a 4th Broken Rule Warning in one grade period, the child’s parent/guardian will be called to school for a behavior conference and appropriate disciplinary action will be decided by the school staff. All extra-curricular activities will be suspended for two weeks for any child receiving a 4th or 5th Broken Rule Warning slips.
Should chronic misbehavior persist, the child may be asked to leave St. Thomas More School 
By way of example, a student can receive a Broken Rule Notice and/or detention for violation of one or more of the following rules or procedures:
· Failure to follow school, classroom, lunchroom, playground rules;
· Being unprepared for class including incomplete homework, chronic tardiness;
· Inappropriate behavior and/or speech;

· Disrespect toward people or parish/school events;
· Damaging or defacing property;

· Stealing;

· Dress code violations;
Discipline Policy Grades 5 through 8
The policy is implemented in grade 5 through 8 the use of a warning system and a morning detention.  
First Offence:  Teacher/staff will warn the child about the behavior violation.

Second Offence: Student will be assigned a 30 minute morning detention beginning on the designed day at 7:45 AM. Detention rules will be established at the discretion of the detention proctor.
If a student misses an assigned detention without a legitimate excuse, an additional detention will be assigned.
By way of example, a student can receive a warning or a detention for violation of one or more of the following rules or procedures:

· Failure to follow school, classroom, lunchroom, playground rules;

· Being unprepared for class including incomplete homework, chronic tardiness;

· Inappropriate behavior and/or speech;

· Disrespect toward people or parish/school events;

· Damaging or defacing property;

· Stealing;

· Dress code violations;
· Gum chewing in The Center for Family Life and Education building and grounds;

· Failure to be responsible for personal belongings;
Should a situation arise where a child receives a 3rd or 4th detention  in one grade period, the child’s parent/guardian will be called to school for a behavior conference and appropriate disciplinary action will be decided by the school staff. All extra-curricular activities will be suspended for two weeks each occasion that a child receives 3 or more detentions in one grading period.

The following behaviors are not covered by the regular warning/detention program. The severity of the behaviors listed below is such that the consequences will be established by the school professional staff:

· Fighting;

· Vandalism;

· Theft;

· Cheating/plagiarism;

· Leaving school property without permission;

· Physical aggression;
· Physical or social bullying behavior.

Should chronic misbehavior persist and remain unresolved, the child may be asked to leave St. Thomas More School.
St. Thomas More School neither condones nor participates in any form of corporal punishment.
 St. Thomas More School reserves the right to amend policy and procedures without notice.  Notification of policy or procedural change will be provided to parents/guardians.
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