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ACADEMIC EXCELLENCE, CHRISTIAN COMMUNITY, 
GOSPEL OUTREACH 

 
 

INTRODUCTION 
 
This handbook is designed to familiarize students and parents with the philosophy and 
policies of St. Thomas the Apostle School and to assist in the overall growth of our students 
while they are members of our school community.  Students and parents selecting St. 
Thomas are expected to actively support and cooperate with the philosophy and policies of 
the school and are responsible for the information contained in this pamphlet. 
 
 

NON-DISCRIMINATION POLICY 
 
 "The Catholic Schools in the Archdiocese of San Francisco, mindful of their mission to be 
witnesses to the love of Christ for all, admit students of any race, color, and national and/or 
ethnic origin to all the rights, privileges, programs and activities generally accorded to or 
make available to students at the schools (or your specific school).  The Catholic Schools in 
the Archdiocese of San Francisco do not unlawfully discriminate on the basis of race, color, 
and national and/or ethnic origin, age, sex or disability in the administration of educational 
policies, admissions policies, scholarship and loan programs, and athletic and other school 
administered programs." 
 
 

RESPONSE TO COVID-19 
 
Due to COVID-19, events, procedures, and programs are subject to change or modification.  
STA follows the guidelines of the CDC, S.F. Health Department, and the Archdiocese of San 
Francisco. 
 
 
  



 

 
 

 
 
 

ST. THOMAS THE APOSTLE SCHOOL 
 
 
Dear Parent, 
 

Welcome to St. Thomas the Apostle!  We have a long tradition of success and a firm 
commitment to continue the tradition. 
 

This pamphlet has been prepared to provide you with helpful information about the 
school.  Please take time to read it carefully.  Its main purpose is to answer those questions 
that inevitably arise. 
 

We wish to make completely clear the values that STA stands for.  The standard we 
set is high but we believe our students deserve nothing less. 
 

If and when we fail to live up to these publicly stated values, we fully intend that you, 
our parents, will call us on it. 
 

We want your trust and we trust you to judge us if we fail to live up to our promises 
or your expectations.  Our parents are our most important judges.  Their trust in the 
credibility of our school is our most valuable asset.  We aim to earn your trust everyday. 
 

St. Thomas the Apostle exists solely to serve the students entrusted to it and their 
parents.  We believe our students have the right to receive a quality education that stresses 
hard work, thinking skills, healthy bodies, and religious and moral integrity in a safe, 
nurturing and stimulating environment. 
 

We shall provide a solid academic foundation in a Christian atmosphere and our 
highest priority is making classroom instruction stimulating and challenging.  High 
individual and classroom goals are set and clear expectations are known. 
 

We are dedicated to academic excellence, Christian community and Gospel outreach.  
Therefore, we shall provide the atmosphere, opportunities and encouragement for each 
student to become an integrated person, open to the truth and prepared, according to ability, 
to assume responsibilities with Christian values. 

 
 
 
 
 



 

 
 

 
 

Our academic program will be challenging and provide an opportunity to discover 
the joy of learning and the pleasure of intellectual, cultural and physical activities.  We 
respect the religious, racial, economic, social and geographic diversity within the student 
community. 
 

We are dedicated to providing the best possible education for every student.  The 
school program is exciting and challenging.  We welcome your involvement.  Your support of 
St. Thomas the Apostle is the essential part of its success.  We seek a partnership with each 
child's family and firmly believe that the family is always the primary teacher.  If a problem 
exists or you have a concern, it is incumbent upon you to speak to your child's teacher at 
your earliest convenience.  If the problem persists or your concern is not alleviated, I urge 
you to call me.  It is vital that those sharing the responsibility of educating your youngster 
act in concert.  
 

I look forward to seeing all of you. 
 
 
Sincerely, 
Gerry Maddalozzo 
Principal 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 

St. Thomas the Apostle Elementary School 2022-2023 Calendar 

 
 

 

January 23’ 20 

S M T W T F S  

1  3 4 5 6 7 2 - New Year’s Day Holiday; 3 - Classes Resume 

8 ▲ 10 11 12 13 14  

15  17 18 19 20 21 16 - Martin Luther King Jr. Holiday 

22 ▲ 24 25 26 27 28 23 - K-8 Educators Conference 

29 30 31      

        

February 23’ 19 

S M T W T F S  

   1 2 3 4  
5 ▲ 7 8 9 10 11 6-17 - STAR Testing Days 

12 ▲ 14 15 16 17 18 13 - K-8 Technology Day 

19  21 22 23 24 25 20 - Presidents' Day Holiday 

26 ▲ 28      
        

March 23’ 21 

S M T W T F S  

   1 2 3 4  

5 6 7 8 9  11 10 - K-8 Educators Conference (Student Holiday) 

12 ▲ 14 15 16  18 17 - Patron Saint Day Holiday 

19 20 21 22 23 24 25  

26 ▲ 28 29 30 31   

        

April 23’ 14 

S M T W T F S  

      1  

2 ▲ 4 5 ▲  8 7 - Good Friday Holiday 

9      15 10-14 - Easter Vacation 

16 17 18 19 20 21 22 17 - Classes Resume 

23 ▲ 25 26 27 28 29  

30        

May 23’ 22 

S M T W T F S  

 1 2 3 4 5 6 1-12 - STAR Testing Days 

7 ▲ 9 10 11 12 13  

14 15 16 17 18 19 20  

21 ▲ 23 24 25 26 27  

28  30 31    29 - Memorial Day Holiday 

        

June 23’ 6 

S M T W T F S  

    1 2 3 2 - 8th Grade Graduation/Last Day of School 

4 ▲ ▲ ▲ L8 9 10 5 - Kindergarten Graduation/Last Day of School 

11 12 13 14 15 16 17 8 - Last Day of School (11:00 AM Dismissal) 

18 19 20 21 22 23 24  

25 26 27 28 29 30   
 

        

August 22’ 10 

S M T W T F S  

 1 2 3 4 5 6  

7 8 9 10 11 12 13 16-17 - Faculty Professional Development 

14 15   F18 ▲ 20 18 - First Day of School (11:00 AM Dismissal) 

21 ▲ ▲ ▲ 25 26 27  

28 29 30 31     

        

September 22’ 19 

S M T W T F S  

    1  3 2 - K-8 Faith Formation Day (Student Holiday) 

4  6 7 8 9 10 5 - Labor Day Holiday  

11 ▲ 13 14 15 16 17 6-16 - STAR Testing Days 

18 19 20 21 22 23 24  
25 ▲ 27 28 29   30 - Faculty Retreat (Student Holiday) 

        

October 22’ 19 

S M T W T F S  

      1  

2 3 4 5 6  8 7 - K-8 Educators Conference (Student Holiday) 

9  11 12 13 14 15 10 - Indigenous People Day Holiday 

16 ▲ 18 19 20 21 22  

23 ▲ 25 26 27 28 29 24 - CSJ Faith Formation Day 

30 31       

November 22’ 18 

S M T W T F S  

  1 2 3 4 5 1-11 - STAR Testing Days 

6 ▲ ▲ ▲ ▲  12 7-10 - Parent-Teacher Conferences 

13 14 15 16 17 18 19 11 - Veterans Day Holiday 

20 21 ▲    26 23-25 - Thanksgiving Holidays 

27 ▲ 29 30     

        

December 22’ 12 

S M T W T F S  

    1 2 3  

4 ▲ 6 7 8 9 10  

11 12 13 14 15 ▲ 17  

18      24 19-30 - Christmas Vacation 

25      31  

        

  

 
TOTAL NUMBER OF SCHOOL DAYS:       180        (Min. 180 – Students)        6        (Min. 2 – Teachers) Teacher In-Service 
Days 
F = First Day of School - 11:00 AM Dismissal ▲= Minimum Day - 12:30 PM Dismissal 
L = Last Day of School - 11:00 AM Dismissal  = Holiday - No School 

 
1st Trimester Ends – November 11, 2022 
2nd Trimester Ends – March 10, 2023   
3rd Trimester Ends – June 9, 2023  

 
Report Card (RC) Dates: 
1st RC - November 11, 2022 
2nd RC – March 10, 2023 
3rd RC – June 9, 2023 (last day) 



 

 
 

 
HOLIDAYS AND MINIMUM DAYS, 2022-2023 

 
August 18    First Day of School-11:00 AM Dismissal 
August 19    Minimum Day 
August 22-24    Minimum Days 

 
September 2    Student Holiday-K-8 Faith Formation Day 
September 5    Holiday-Labor Day 
September 26    Minimum Day-Fourth Monday of the Month 
September 30    Faculty Retreat- Student Holiday 

 
October 3    Minimum Day- First Monday of the Month 
October 7    Student Holiday-Faculty/Staff Retreat 
October 10    Holiday-Indigenous People’s Day 
October 24    Minimum Day-Fourth Monday of the Month 

 
November 7-10    Minimum Days-Parent Teacher Conferences 
November 11    Holiday-Veterans' Day Observed 
November 22    Minimum Day-Fourth Monday of the Month 
November 28    Minimum Day 
November 23-25    Thanksgiving Holidays 

 
December 5    Minimum Day- First Monday of the Month 
December 16    Minimum Day 
December 19-30    Holiday-Christmas Vacation 
 
January 2    New Year’s Day Holiday 
January 9    Minimum Day  
January 16     Holiday-Martin Luther King Jr. Day 
January 23    Minimum Day-Fourth Monday of the Month 

  
February 6    Minimum Day- First Monday of the Month  
February 13    Minimum Day-Archdiocesan Professional Learning 
February 20    Holiday-Presidents' Day 
February 20    Minimum Day-Fourth Monday of the Month 
 
March 10     Student Holiday-Professional Learning Day 
March 17     Local Holiday-Patron Saint Day 
March 27     Minimum Day-Fourth Monday of the Month 

 
April 3     Minimum Day- First Monday of the Month 
April 6     Minimum Day 
April 7     Holiday-Good Friday 
April 10-14    Holiday-Easter Vacation 
April 24     Minimum Day-Fourth Monday of the Month 
 
May 8     Minimum Day- First Monday of the Month 
May 22     Minimum Day- Fourth Monday of the Month 
May 29     Holiday-Memorial Day 

 
June 5     Minimum Day- First Monday of the Month 
June 5-7     Minimum Days 

 June 8              Last Day of School-11:00 AM Dismissal 
 

Minimum Day - 12:30pm Dismissal 

 



 

 
 

This may change at special times during the school year 
SCHOOL PERSONNEL - 2022-2023 

 
 
Administrator     Fr. Andrew Spyrow 
 
Parochial Vicor:     Fr. Michael Rocha 
 
Pastoral Associate 
Director of Religious Education for the Parish Sr. Noreen O’Connor, CSJ 
 
Principal     Gerry Maddalozzo 

 
Vice Principal     Alicia Cabe-Reyes 

 Director of Academic Support 
 

Office Manager     Kathy Lewetzow  
  
Finance Manager     Dennis Mark 

 
First Grade     Amy Hester 

 
Second Grade     Sonia Pérez    

   
Third Grade     Christina Reichold 

 
Fourth Grade     Eldon Gee 

 
Fifth Grade     Mary Gee 

 
Sixth Grade     Danielle Bergez 

  
Seventh Grade     Alexis Johnson 
 
Eighth Grade     James Watrous 
 
Art and Spanish     Henry Blanco 
 
Drama and Music     Kid Stock, Inc.  

 
Librarian     Mary Gee 

 
P.E.      Rhythm & Moves 

 
Science      Lorraine Cathey (Grades 4-8) 
 
STEAM/Technology    Helen Gong 
  
Athletic Director     Brooke Bianco 

  



 

 
 

 
 

 
 
Afterschool Starz Club Program Director  Mary MacDonnell 

 
Afterschool Starz Club Program Aide  Nancy Yee 
 
Preschool Director    Jessie Men 
 
Preschool Teachers    Richel Garner 

Junxuan Hennige 
Ann Hu 

      Nadia Janelli 
      Roubina Kasparian 
      Denise Lopez 
      Ludmila Makarov 
      Sarah Parent 
      Gina Piano 
      Stephanie Wong 
      Liqun Wu 

 
Chinese School Teachers    Lianbao He 
      Cuimei Kuang 
      Xueying Liang 

Cai Yun Tan 
      Caixian Tan 
      

  



 

 
 

MISSION STATEMENT 
 
St. Thomas the Apostle School is dedicated to making Christ a vital part of the lives of its 
students by providing a strong Catholic/Christian community, a solid doctrinal foundation in 
the Catholic tradition, academic excellence, and an environment in which each child, 
respected and valued as a unique individual is encouraged to achieve his/her full potential.  In 
community with the parents, all school personnel respond to this challenge by providing a 
Christ-centered atmosphere and opportunities in which the dignity of each child is respectful 
and thoughtful of all. 
 
 

PHILOSOPHY STATEMENT 
 
St. Thomas the Apostle School community exists to serve its students and their parents.  The 
school provides a solid academic foundation in a Catholic/Christian atmosphere where the 
experienced staff responds to the individual needs of the students. We provide formal 
religious instruction in the Catholic tradition and a spirit of respect and service, to help form 
Christian attitudes in our students.  Parents are encouraged to join the faculty in building a 
school community in which children learn and grow. 
 
To provide a learning environment in which the needs of staff and students are respected, St. 
Thomas the Apostle School has established clearly stated rules and procedures.  We believe 
that teachers, as facilitators, have a right to teach and students have a right to learn in a 
pleasant, clean, and safe environment.  Teachers and students work cooperatively to follow 
the St. Thomas the Apostle standards of conduct.  
 
Each child is valued as a unique person with individual gifts and needs.  The staff encourages 
each student to develop a strong self-esteem, and to make an active contribution to the school 
and community.  Our challenging academic program provides an opportunity to discover the 
joy of learning and the pleasure of intellectual, cultural, and physical activities.  We 
appreciate and respect the religious, racial, economic, social, and cultural diversity within our 
student community. 
 
St. Thomas the Apostle School believes parents are the primary educators of their children. 
Therefore, we seek a partnership, based on mutual respect, trust, and open communication, 
with each child’s family.  
  



 

 
 

GOALS AND OBJECTIVES 
 

(1) RELIGIOUS EDUCATION GOALS: 
 
 The educated student will: 
 
 (a) have a solid foundation from which to make Christian and moral decisions in all  
   areas of life. 
 (b) have a solid foundation in the basic teachings of the Catholic Church, and a  
   growing love and appreciation of Scripture as the Living Word of God. 
 (c) develop a growing relationship with God and with a worshiping community  
   through varied experiences of liturgy and prayer (communal and individual). 
 (d) have many positive experiences in relating to Jesus so that he/she is open to  
   practicing a Christian/Catholic faith as an adult. 
 (e) have a deep appreciation of the value of others based on a knowledge of Christian  
   principles. 
 (f) have involvement in the life of his/her church community, whatever church it may  
   be, and become a contributor to its growth in the Spirit. 
 
 
(2) INTELLECTUAL GOALS: 
 
 The educated student will: 
 
 (a) have a mastery of academic content and basic skills, and an understanding of  
   personal strengths and weaknesses in various subject areas in order to grow  
   towards the fulfillment of his/her potential. 
 (b) be aware of moral issues in today's society. 
 (c) be a person who is able to apply numerous strategies in solving academic and life  

 problems in order to meet the many challenges he/she will encounter in the 
 future. 

 (d) develop good study and organizational skills. 
 (e) have general curiosity and enthusiasm.  
  



 

 
 

(3) SOCIAL GOALS: 
 
 The educated student will be able to: 
 
 (a) have an appreciation for the effect he/she has on the world in which he/she lives. 
 (b) have understanding, respect, and appreciation of cultural and individual  
   differences. 
 (c) exercise a sensitivity and empathy, both locally and in the community at large, for  
   those who are hurt, suffering, or are in need. 
 (d) respect the property and rights of others; and he/she will follow school  
             regulations with a sense of ownership and cooperation. 

(e) have communication skills to express self and listen actively to others. 
(f) be able to willingly serve the student community and the community-at-large by  

   sharing his/her talents. 
 (g) be aware of the environmental need of the society in which he/she lives. 
 (h) be proud of what he/she has received at STA and continue to take an interest in  
   STA after graduation. 
 (i) be able to work with others toward a common goal. 
 (j) have a good knowledge of family life and feel comfortable in social situations. 
 
 
(4) PSYCHOLOGICAL GOALS: 
 
 The educated student will: 
 
 (a) be a person with an appreciation of his/her intellectual, spiritual, physical, and  
   social skills. 
 (b) be a person who is inner directed and sees life as limitless in its number of  
   options. 
 (c) have a positive self-image and will support the self-worth of others. 
 (d) feel secure in making decisions for himself/herself and know when it is appropriate  
   and necessary to seek assistance. 
 (e) develop self-discipline and realize that there are consequences for his/her  
             behavior. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 

 
 
(5) PHYSICAL GOALS: 
 
 The educated student will: 
 
 (a) regard his/her body as special and unique, deserving of good care and respect. 
 (b) acquire basic motor skills in order to integrate thinking skills with physical  
   development. 
 (c) value daily exercise and balanced nutrition as important components of good  
   physical care. 
 (d) learn the basic rules of common team sports so that he/she will be able to  
   participate as a team player, experiencing the camaraderie as well as the  
   responsibility involved in team effort. 

(e) understand the need for good sportsmanship and a gracious attitude both in 
     victory and in defeat. 
(f) be encouraged to fully explore his/her physical and athletic potential in order  
   to be in harmony with his/her own body. 

 (g) know the enjoyment and satisfaction of a game well played or a race well run. 
 (h) have a basic orientation to the risks and ill effects of drugs, tobacco, and alcohol. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 

 
 
 
 

St. Thomas the Apostle School 
 

STUDENT LEARNING EXPECTATIONS 
 
STA Students are: 
 
1. Active Christians who 

A. have a solid foundation in the basic teachings of the Catholic Church and 
Scripture as the living word of God; 

B. are able to make Christian and moral decisions that affect themselves, and 
demonstrate respect for the value of others; 

C. develop a growing relationship with God and with a worshipping community 
through individual prayer, communal liturgy, and involvement in their church 
communities; 

D. have positive experiences in relating to Jesus so that they may be open to 
practicing a Christian/Catholic faith as adults. 

 
2. Life-Long Learners who 

A. are proficient in academic content and basic skills; 
B. are aware of moral issues in today's society; 
C. are able to apply numerous strategies in solving academic and life problems 

and are able to think critically; 
D. develop good study and organizational skills, and are able to think critically; 
E. have general curiosity and enthusiasm; 
F. can work independently and cooperatively; 
G. regard their bodies as special and unique, deserving of good care and respect. 

 
3. Globally Aware Citizens who 

A. are aware of their stewardship of the global environment; 
B. understand and respect cultural and individual differences; 
C. exercise sensitivity, empathy, and responsibility for those who are hurt, 

suffering or in need. 
 
4. Self-Evaluators who 

A. acknowledge their intellectual, spiritual, physical and social skills; 
B. are able to identify individual strengths and weaknesses; 
C. make decisions for themselves and seek assistance when necessary; 
D. develop self-discipline and understand that there are consequences for their 

behaviors. 
 
5. Effective Communicators who 

A. speak publicly with confidence and poise; 
B. express their ideas in writing clearly, creatively and effectively; 
C. listen to others respectfully; 



 

 
 

D. are able to utilize technology; 
E. express their ideas through the arts and other media. 

 
 
 

APPLICATION PROCESS 
 

APPLICATION FOR PRESCHOOL AND  
PRE-KINDERGARTEN LEARNING CENTER 

 
The school is Play-based, emphasizing academic development programs through play 
experiences with child and teacher-centered curriculum.  The program offers part and full 
time hours.  Please call the school for further information. 
 
 

APPLICATION FOR KINDERGARTEN 
 
The kindergarten program receives more applicants than can be accepted.  Siblings and 
Catholic children have first priority.  To ensure a place for your child, early application is 
recommended.  Applications for kindergarten are accepted in the beginning of October. 
 
The Principal reviews each kindergarten applicant on an individual basis. This screening is 
informal.  We observe the child to assess maturity, language proficiency and readiness for a 
developmental kindergarten program. 
 
Screening is done on an individual appointment basis.  Families are notified of their 
acceptance immediately after screening. 

 
APPLICATION FOR GRADES K-8 

 
All students are tested to assess their academic achievement.  Students are tested in reading, 
math, and writing proficiency.  Copies of a recent report card and test scores are requested.  
If necessary, we accept students on the condition that they receive additional help from a 
tutor or the school's learning specialist.  Some students are accepted on a probationary basis.  
The non-refundable fee of $695.00 is due two weeks after acceptance.  An interview with 
the parents and the student is a part of the application process for all new students.  
Notification of the applicant's status is making known to the parent or guardian as soon as 
possible after the evaluation is complete. 
 
The following materials must be completed before the student's file is considered active: 

 Application/registration fee of $95.00 (non-refundable) 
 Medical records 
 Emergency cards 
 Baptismal certificate (for Catholic students) 
 Proof of age (birth certificate) 
 Report cards and test scores 

 
  



 

 
 

 
PROBATIONARY STATUS 

 
Probationary status is in effect for one quarter.  This status is given when a student's 
academic or conduct behavior has caused the School to reasonably doubt the appropriateness 
of the student's placement at St. Thomas the Apostle.  In some circumstances, new students 
may be accepted on a probationary basis.  A student placed on probation will be provided 
with weekly information from the School regarding improvement or lack of it. At the end of 
the period of probation, the student is either free of probationary status or shall be no longer 
enrolled. 
 
Suspension or dismissal, used only in extreme circumstances, is at the sole discretion of the 
principal or principal designee. 
 

SUMMARY OF CHARGES 
 

2022-2023 

The following is a summary of the charges for attending St. Thomas the Apostle School for 
the 2022-2023 school year.  This is a non-profit organization; the total charges represent only 
a partial cost to educate a child at our school.  Please honor your commitment promptly. 
 

REGISTRATION FEE 

A non-refundable $95.00 application/registration fee per child is due at the time of 
application to the school.  All continuing parents pay this fee in March to reserve their child's 
space for the following year. 
 

GENERAL FEE 

The non-refundable fee of $695.00 per child is added with your tuition for those families who 
will be returning for the next school year.  If new child is admitted, it is due two weeks after 
acceptance.  This fee includes the following expenses: 

   Archdiocese Fee   $  70.00 
   Re-registration Fee  $  95.00 

Textbook Rental Fee  $  75.00 
   Consumable Books  $125.00 
   Materials    $  95.00 
   Computer Instruction  $155.00   
   Cultural Enrichment   $  55.00 
   Student Insurance  $  25.00             

---------------------------            ------------- 
   Total General Fee             $695.00 
 

 



 

 
 

TUITION FEE 
 

Number of Children      Catholic Rate          Non-Catholic Rate 
  
One child     $  9,169.00 per year   $ 10,180.00 per year 
Two children    $16,487.00 per year  $ 18,318.00 per year 
Three children    $21,057.00 per year  $ 23,395.00 per year 
Four children    $21,057.00 per year  $ 23,395.00 per year 
 
 

BUILDING FUND 

The St. Thomas the Apostle Building Fund of $275.00 per family per year is a tax-deductible 
contribution deposited into an account that may be used for capital improvements and 
building repairs. 
 

 AFTERSCHOOL STARZ CLUB FEE (formerly known as Extended Day Program) 

Children who enroll in the afterschool Starz Club shall pay a registration fee of $27.00 per 
child.  The cost is $144.00-$349.00 a month depending on the number of days attended per 
week.  The program begins after school and closes at 6:00 p.m. The 5-Day Rate is $349.00 
per month, 4-Day Rate is $282.00 per month, 3-Day Rate is $212.00 per month, and the       
2-Day Rate is $144.00 per month.  After 6:00 p.m., parents will be charged an additional fee 
of $1.00 per minute.  On an emergency basis, drop-ins are accepted and the rate is $18.00 per 
day. 
 

FAST AUTOMATED CASH TRANSFER SYSTEM (FACTS) 
 
You may choose quarterly, semi-annually or monthly payments over a twelve month period 
from July to June to be collected by FACTS. 
 

 
SPANISH FEE 

 
Spanish Fee is $80.00 per student.  Spanish class takes place on Monday, Tuesday, 
Wednesday and Friday. 
 
 

PTG DUES 
 

The $75.00 fee per family per year enables the Parent Teacher Group (PTG) to provide 
financial resources for parent activities during the year.  The PTG may choose to provide 
financial assistance to families or purchase items for the school. 
 



 

 
 

SERVICE HOURS 

Each family must contribute 30 hours per year or 3 hours per month of service.  Single 
parents must contribute 15 hours per year. 
 
 

LATE CHARGE 

A late charge of $25.00 will be assessed if any payment is not received within 5 days from 
the payment due date. 
 
 

DISHONORED PAYMENT 

A bounced check fee of $25.00 per check will be assessed for any checks returned by the 
bank.  Returned checks will not be redeposited.  After two returned checks, families must pay 
by cashier's check, money order or cash. 
 
 

SPORTS FEE 
 

Students in Grades 3 through 8 who choose to join an after school CYO Sports Program 
sponsored by the Sports Committee will be charged a participation fee for each sport. 
 
 

MISCELLANEOUS FEES 

Parents will be asked to pay for activities such as the Eighth Grade Retreat, Graduation, and 
some special study trips.  These expenses are determined yearly.  
 
 

FUND RAISING PROGRAMS 

Tuition and fees DO NOT fully cover the cost to educate your child.  Fund raising activities 
are a very important part of school life.  Every family is expected to fully participate in the 
fund raising activities.  These activities are in the Fall and Spring for the students.  PTG 
fundraisers are held throughout the year.  In addition, the Sports Committee sponsors fund 
raising events. 
 
  



 

 
 

FINANCIAL ASSISTANCE 
 
Financial assistance is available from three sources.  The Archdiocese offers some financial 
assistance to school families in need.  The Basic Fund offers Bay Area scholarships for inner 
city students.  The school also offers financial assistance to families in need.  There is an 
application process for each of the sources.  Please ask the Principal for more information. 
 
 

DISMISSAL (PICK-UP) FROM SCHOOL SPONSORED ACTIVITIES 
 
A fee of $25.00 per quarter hour will be charged for each student not picked up on time after 
ANY school activity, e.g., pageant, drama presentations, retreat, sports practices and games 
at Presidio gym, etc. 
 

DISMISSAL AND MISCELLANEOUS FEE SCHEDULE 
 
Because we are concerned for the safety of our children; any student in Grades K-2 who are 
not picked up by 3:15 p.m. will be placed in afterschool Starz Club and $18.00 per day will 
be charged for this service for each child.  On rainy days this will apply to ANY student not 
picked up by 3:15 p.m.  Please read below for the school schedule.  
 

SCHOOL SCHEDULE COMMENCES DISMISSAL 
 

Regular Schedule Grades K-8     8:00 A.M.    3:00 P.M. 
Early Dismissal on First Monday*    8:00 A.M.   12:30 P.M. 
Minimum Day on Fourth Monday**    8:00 A.M.   12:30 P.M. 

 
*   On the first Monday of the month, the faculty has a planning meeting. 
** On the fourth Monday of the month, the teachers attend in-service meetings. 
  (This may change at special times during the school year) 
 
The minimum day schedule is for all students in grades 1 through 8.  Please pick up your 
children promptly on these days.  Minimum day schedule also occurs on the days prior to 
Thanksgiving, Christmas, Easter and summer vacation. 
 



 

 
 

FINANCIAL AID AND ST. THOMAS THE APOSTLE'S 
POLICY REGARDING TUITION ASSISTANCE 

 
 
Tuition assistance is provided to families in need from the following sources. 
 
 
1.  ARCHDIOCESE OF SAN FRANCISCO FAMILY GRANTS PROGRAM 
 

This fund provides family grants each year.  Families are notified in May that they will 
receive a grant for the following school year.  You must go online on www.tads.com to 
apply. 

 
 
 
2.  BAY AREA SCHOLARSHIP FOR INNER-CITY CHILDREN (BASIC) 
 

1. The BASIC Fund provides tuition assistance for students in grades 1-8. 
2. Applications are available online and at the school office. 

 
 
 
3.  ST. THOMAS THE APOSTLE TUITION ASSISTANCE PROGRAM 
 
     Tuition assistance is available to qualifying parents who have submitted the tuition 

assistance application with the following policies and assumptions. 
1. There is a budgeted amount allotted for tuition assistance each year.   
2. Tuition assistance is to help all families with a short-term financial need.  We would 

want to help a family in need of short-term financial assistance.. 
3. The school seeks partnership with the family in offering financial aid. 
4. The school offers small amounts of assistance to many families rather than providing 

large amounts of assistance to only a few families. 
5. The administration and pastor have developed an application form.  They will keep 

this process personal and confidential. 
6. Financial aid is available only to continuing students. 

 
  

 

 

 

 

 

 

 



 

 
 

 
 

SCHOLARSHIP FUND 
 

 
SCHOLARSHIP FUND FOR STUDENTS AT  

ST. THOMAS THE APOSTLE SCHOOL 
 

 1. The annual recipient or recipients must be a current student in good standing, 
achieving a B grade average or better in grades 3 through 8 and reflect the Christian 
values of STA. 

2. If a recipient discontinues enrollment prior to the end of the school year, the 
scholarship will be pro-rated. 

3. The Principal will decide who and how many will receive the scholarship. 
4. The Fund will be open to anyone who wishes to make additional contributions so that 

more children can be affected. 
5. Parents wishing their child(ren) to be considered should inform the school in writing 

when notified to do so in the weekly bulletin. 
 

Our benefactors also request that the grants be limited to no more than $500.00 per 
student. 
 

 
DAILY SCHEDULE 

 
 

Students should report to the yard upon arrival at school. The 39th Avenue gate opens at  
7:45 a.m.  THERE IS NO YARD SUPERVISION BEFORE 7:45 a.m. 
 

8:00  Assembly Bell-students assemble on yard for morning assembly 
8:05  Class Begins 
10:15  Recess (10am on Thursdays) 
10:35  Morning Classes Continue (10:20 on Thursdays) 
12:05-12:45 Lunch for Grades 1-4 (11:50 -12:30 on Thursdays) 
12:15-12:55 Lunch for Grades 5-8 (12:00-12:40 on Thursdays) 
3:00  Dismissal for all grades 
---------------------------------------------------------------------------------------------------------------- 
12:30  Dismissal on minimum day  
 
 
  



 

 
 

SCHOOL HOURS 
 
School begins at 8:00 a.m. and ends at 3:00 p.m.  A student is not to report to school 
before 7:45 a.m.  Teachers are not on duty until 7:45 a.m.  This means that students who 
arrive before 7:45 a.m. are unsupervised.  Students are not allowed to return to the school 
building to pick up missing books or assignments once they have been dismissed.  
Parents are asked not to ask the janitor or teacher to open the classroom door or retrieve 
something from the locker.  
 
If a student is to be checked out of school because of an emergency, the parent must report to 
the office to sign the student out.  To repeatedly sign your child out of school early is a 
violation of the state attendance law. 

 
DAILY SCHEDULE 

 
MINIMUM DAY SCHEDULE: Dismissal is at 12:30 p.m. for all students on the first and 
fourth Monday each month.  In addition, MINIMUM DAYS are taken during the first and 
last week of school, during Parent-Teacher Conference Week, the day before Thanksgiving 
vacation, Christmas vacation, Easter vacation, and during the last week of school.  On 
MINIMUM DAYS, those students who attend after school Starz Club must bring their own 
lunch or order hot lunch. 
 
DISMISSAL PROCEDURE: At 12:30 p.m. or 3:00 p.m., students being picked up in cars 
are dismissed from the 39th Avenue gate.  If you are picking up your child in a car, please be 
on the school side of the street with your identification placard displayed and visible on the 
passenger side of the dashboard.  Students will not be allowed to cross in the middle of the 
street to get to your car.  PLEASE DO NOT DOUBLE PARK YOUR CAR.  DO NOT 
LEAVE YOUR CAR TO FIND YOUR CHILD.  Please be prepared to circle the block if 
your child is not ready to be picked up.  Jaywalking is prohibited. Students who walk or take 
the bus are dismissed from the 39th Avenue gate also. 
 
 

TELEPHONE USE 
 
Our school phone is a business phone.  Please handle all pick-up or other arrangements with 
your child before he/she comes to school.  Please do not call the school office and ask for a 
message to be relayed to a student unless it is of extreme importance.  Telephone use by 
students must be approved by the principal, teacher or secretary.  There will be no calling for 
homework. 
 

STUDENT USE OF PHONE 
 

The school phone is for business purposes.  Students may use the phone for emergencies 
only.  
 
With the upgrade of technology/security, each classroom has a telephone intercom system.  It 
is not for student use. 

 



 

 
 

 
ATTENDANCE 

 
In the event of student illness, a parent should call the school office before 9:00 a.m. Upon 
the student's return to school, a note must be sent specifying the reason for the absence 
and the number of days absent. 
 

In the event that a student becomes ill during school hours, the office will telephone a parent 
at home or work.  It is very important to know where to reach parents or guardians during 
school hours.  You will be asked to pick up your child as soon as possible.  No students may 
leave the school during school hours without the accompaniment of an adult. 
 
Vacation absences are not advisable; however, if they are taken, a written note should be 
presented to the teacher one week prior to the trip.  Students must talk to teachers about 
make-up/missing work upon their return.  All work must be completed within one week after 
their return or the grades will be affected. 
  
When a child is absent from school on the day of a scheduled game, he/she is not 
permitted to participate in that activity.   
 
*If your child is absent due to illness, homework arrangements can be made with the teacher. 
Please ask your child's teacher how homework arrangements are to be handled.  All 
assignments must be made up within one week of the absence or work will not be accepted 
and grades will be affected.  It is the responsibility of the student to check with the teacher to 
make sure all work is completed.  Extended illnesses are treated on an individual basis. 
 
 

EARLY DISMISSAL 
 
At no time will a child be allowed to sign out and go home alone.  When a child is ill, a 
parent, guardian, or the emergency contact person must report to the school office and sign 
the child out.  If a child must be checked out early for any other reason, a note must be sent 
to the teacher stating when and why the child will leave.  Again, we emphasize the fact that 
no student is to be checked out unless there is an emergency. 
 
A request to have a student excused from class early should be sent with the student on the 
morning of the dismissal. The time and reason for leaving should be included. When 
possible, medical and dental appointments should be made outside of school hours.  
 
The student will remain in the classroom until the teacher is notified by the office to release 
the student. The parent or authorized individual must report to the office and sign the child 
out.  No child will be sent home without adult supervision. 
 
 
 

  
MEDICAL APPOINTMENTS 

 



 

 
 

Medical appointments should be scheduled on the two minimum days each month or after 
school.  If it is necessary to take your child out of school, please write a note prior to the 
appointment.  The parent or authorized individual must report to the office and sign the child 
out.  No student may leave the school during school hours without being accompanied 
by an adult.  When the child returns to school, he/she should bring verification of the 
appointment from the medical office.  This will ensure the absence is counted as a medical 
excused absence. 
 
 

TARDINESS 
 

Students who arrive at school after 8:00 a.m. are tardy.  All students who come onto campus 
after 8:00 a.m. are tardy and must check in with the vice principal.  Students who enter the 
building after morning assembly are tardy and must check in at the school office. If your 
child arrives after assembly, he/she must enter through the Balboa Street entrance to the 
school building.  Habitual tardiness is of serious concern to the school and six tardies in a 
month will affect the child's behavioral expectations. 
 
 

HOMEWORK CLUB AND PEER TUTORING 
 
Homework Club is available for grades 4-8 every Tuesday, Wednesday and Thursday from 
3:00 p.m. to 4:00 p.m.  Peer Tutoring is available for grades 1-3 on Tuesday and Thursday, 
weather permitting.  Teachers and volunteer eighth graders help students strengthen their 
reading and math skills, and provide help with homework assignments.  The cost of the 
homework club program is $250.00 and peer tutoring program is $200.00 for the year.  
Students must have permission from their classroom teacher or vice principal to participate.  
 

 
AFTER SCHOOL STARZ CLUB PROGRAM  

 
The afterschool Starz Club Program provides a quality after-school program for students on 
school days until 6:00 p.m.  Implemented by the Director, the program provides a variety of 
activities including outside play, art, games, tutoring, homework time, and quiet time.  A 
separate contract and registration fee are required for participation.  
 

 
 
 
 
 
 
 

 
STUDENT TRANSFER 

 

If a student transfers to another school, parents should notify the teacher and/or principal at 
least two weeks in advance. Library books and textbooks MUST be returned before leaving. 



 

 
 

 
 

STUDENT INFORMATION AND EMERGENCY CARD 
 
At the beginning of the school year, a student information and emergency card will be sent 
home for completion and return.  This document will be used in case of an emergency, please 
ensure that all telephone numbers are accurately and clearly written.   
 
 

ACADEMIC REGIMEN 
 

Kindergarten through fourth grade students are taught in self-contained classes.  Fifth, sixth, 
seventh and eighth grade classes are departmentalized for social studies, literature and 
mathematics.  All other subject matter is taught by the homeroom teacher.  Formal religious 
instruction in the Catholic tradition is an integral part of the curriculum.   
 
The School has a fully equipped library.  Specialists offer Art in Action, STEAM, Drama, 
Music, Physical Education, Science, Spanish, and STEAM instruction in all classes. 
 
 

TESTING PROGRAM 
 

The Department of Catholic Schools is implementing Renaissance Learning Benchmark 
Testing (STAR) four times a year to assess students’ progress in math and literacy. 
 
Results will be shared with parents. 
 
  



 

 
 

 
HOMEWORK 

 
Homework is assigned on a consistent basis for the purpose of reinforcing materials taught in 
class and to foster habits of independent study.  Students should have a designated place and 
time for school-related work.  We are grateful to parents who regulate television viewing, 
technology usage, reasonable bedtime hours, and offer some supervision of the homework. 
All homework must be completed and turned in on time.  Reading is as important as 
written assignments and is not included in the time allotments. 
 
The following is an approximate guide for written homework per night.  
 
Grades   Kindergarten       15   minutes 
   1 & 2   30-45   minutes        
   3 & 4   45-60   minutes 
   5 & 6   60-90   minutes 
   7 & 8   90-120 minutes 
 
If your child continually spends more time than is noted above, it is incumbent on you to 
relate this information to the involved teacher. 
 
 

REPORT CARDS AND INTERIM REPORT 
 

Report cards are distributed to students each trimester.  Parent-teacher conferences are 
scheduled at the end of the first trimester and your attendance is required.  Additional 
conferences with the teacher may be requested as needed.  Please write a note or e-mail the 
teacher requesting a conference.  Conferences are arranged at a time convenient for both 
parties. 
 
In addition to trimester report cards and progress reports, you will receive a large weekly 
envelope containing examples of your child’s work from the previous week.  Progress 
Reports are issued mid-trimester. 
    

 
 
 
 
 
 
 
 
 
 
 
 



 

 
 

ACHIEVEMENT RECOGNITION 
 

HONOR ROLL 
 
Honor roll status is granted at the end of each trimester to students in grades 3 through 8 who 
have earned a grade point average of 87% or better.  A grade point average of 87%-90% 
earns Second Honors and 91% and above earns First Honors.  The following classes are 
considered when computing averages for honor roll status: English, Math, Reading, 
Literature, Religion, Science, Social Studies, and Spelling.  There should be no check 
mark next to homework.   
 

ACADEMIC GRADING KEY SYSTEM 
 
BEHAVIORAL EXPECTATIONS/LEARNING SKILLS CODE FOR K-8: 
1 = Exceeds expectations 
2 = Meets expectations 
3 = Improvement needed 
4 = Unsatisfactory 
 
Co-Curricular Subjects for Art, Music, Physical Education, Spanish, and Technology for K-8: 1 
P    = Participates 
NP = Does not participate 
1Co-Curricular subjects may be graded using the standard marking code or P/NP at the school’s 
discretion. 
 
COMMENT CODE FOR K-8    MARKING CODE FOR K-2 
            + = Area of strength      E = Exceeds standard 
No Mark = Meets expectations    M = Meets standard 
             = Needs improvement    W = Working toward standard 
        N = Not at grade level standard 

No Mark = Standard not addressed during current      
marking period 

 
GRADES 3-8      
A 96 - 100       
A-    93 - 95       
B+ 91 - 92     ACADEMIC POINTS FOR 3-8 
B 87 - 90       A   4 points    
B- 84 - 86       B   3 points  
C+ 81 - 83       C   2 points  
C 74 - 80      D   1 point 
C- 70 - 73 
D+ 67 - 69 
D 63 - 66 
D- 60 - 62 
F 59 - below 

 
An asterisk (*) next to the subject title indicates that the student also receives a Supplemental Report 
for Interventions. 
 



 

 
 

Signed report cards must be returned within one week or a $20 processing fee will be added 
to your account. 
 
a)  A grade of "A" means a student must do superior work in class.  Students must 
 comprehend quickly and work independently, show initiative, be thorough and 
 efficient, do all assigned work on time, do an additional amount of extra work of 
 consistently excellent quality.  An "A" student will seldom be absent from classes and 
 will normally return to the class with the completed assignments for the classes 
 missed.   
 
 
b)  A grade of "B" is a very good grade.  The "B" student is above average, comprehends 
 readily, is self-reliant, shows initiative, and is thorough and efficient. The "B" student 
 has done all the assigned work.  The student's academic work is consistently good. 
 
 
c)  The mark of "C" is the average grade.  Such a grade shows the student has met the 
 minimum requirements of the course, both qualitatively and quantitatively, and 
 without undue persuasion on the part of the teacher.  All work missed because of 
 absence, regardless of the reason, must be made up. 
 
 
d)  The grade "D" indicates the student's work is below average.  The student may have 
 done work of less than average quality but has accomplished enough not to be 
 counted as a failure. A "D" grade is usually an indication that the individual is 
 dependent on others, does not follow instructions, wastes time, may be lacking in 
 fundamental skills, and does not complete class assignments on time. 
 
 
e)  A grade of "F" indicates the student has failed to fulfill the quantitative or qualitative 
 requirements of the course.  Failure may occur because of poor attendance, inability 
 to meet the routine requirements of the course, poor work and study habits, lack of 
 responsibility, or poor fundamental learning skills. 
 
 
f)  A grade of "W" indicates the student is working to the best of ability but below grade 
 level. 
 
 
g)  A mark of “NR” indicates that the student has been absent for more than 15 days in a   
 grading period.  Therefore, no grade will be given for the quarter.  Summer school 
 may be required. 

 
 
 
 
 

 



 

 
 

STUDENT OF THE WEEK 
 

Each week a student from each grade is chosen as Student of the Week.  The criteria for the 
honor includes, but is not limited to, the following: 
 
1. CITIZENSHIP 
 
The student is courteous, recognizes the need for order when large numbers of people gather, 
is respectful of the rights of all and takes responsibility for self and for own role in school 
setting. 
 
2. PARTICIPATION  
 
The student demonstrates leadership and group skills, is helpful on campus, enthusiastic and 
involved in activities outside the classroom, and looks for positive solutions for student and 
school concerns. 
 
3. SCHOLARSHIP 
 
The student works to ability, and always tries to do well in class. 
 
Recipients are given recognition during assemblies; a letter is sent home notifying parents of 
the honor, and a group picture is posted in the school. 

 
AWARDS 

 
Recognition for achievement is an important function of the school.  Awards are garnered for 
both scholastic and athletic endeavors as well as citizenship.  The criteria for the academic 
award in grades 1 and 2 is that the student follows the classroom rules determined by the 
teacher.  The student should not have any check marks on their report cards under Behavioral 
Expectations and Learning Skills.  The student cannot have six tardies in a month as this will 
affect their behavior grade as well.  There is an honors assembly each quarter and parents are 
invited to come.  An academic awards night is held at the end of the school year. 

 
ACADEMIC AWARDS NIGHT 

 
Academic Awards Night is held in May to honor our students who have shown academic 
excellence consistently throughout the year.  St. Thomas the Apostle School proudly presents 
the Honor Award to students in grades 1 and 2 who have successfully met the required 
academic and behavioral standards for each trimester without indication of needed 
improvement.  The SCHOLARSHIP AWARD is given to students in Grades 3 - 8 who 
have earned a 91% GPA for the first two trimesters, as well as a 2 or better in effort, 
conduct, and home study.  An EFFORT / IMPROVEMENT AWARD is given to students 
who have shown tremendous effort or improvement throughout the year.  The President's 
Education Awards are also presented on this night. 
 
 

THE PRESIDENT’S EDUCATION AWARDS 



 

 
 

 
The President’s Award for Educational Excellence recognizes academic success in the 
classroom.  Students in Grade 5 and Grade 8 earning a 95% GPA for all three report card 
periods and the fourth progress report are eligible for this award.  Students must score an 
average of 85 percentile or higher on STAR testing, in math or reading.  Students should 
have a 2 or better in effort, conduct and no check in home study. 
 
The President's Award for Educational Achievement is given to recognize students that 
show outstanding educational growth, improvement, commitment to or intellectual 
development in their academic subjects.  This is awarded to students in Grades 5 and 8 to 
encourage and reward students who work hard and give their best effort in school, often in 
the face of special obstacles to learning. 

 
 
  



 

 
 

STUDENT ACTIVITIES 
 

 

All students participating in extra-curricular activities must maintain a grade point average of 
74% or better in academic subjects. 
 
 

STUDENT COUNCIL 
 

Sixth through eighth grade students serve for the year long offices of President,  
Vice-President, Secretary, Treasurer, Commissioners of Religious Activities, Spirit, and 
Sergeant-at-Arms/Traffic.  Meetings with the faculty advisors are held as needed.  Activities 
include planning assemblies and school activities, providing community service and 
collecting funds for the needy.  Additional activities are planned to get more students 
involved in programs that are good for building school spirit and forming a caring 
community. 

 

 
YEARBOOK CLUB 

 
The Yearbook Club is open to middle school students.  Participants will vote on the theme, 
take pictures throughout the school year of events, students, faculty, etc. and create the 
yearbook online for publication in May. 
 

 
HOMEWORK CLUB AND PEER TUTORING 

 
Homework Club is available for grades 4-8 every Tuesday, Wednesday and Thursday from 
3:00 p.m. to 4:00 p.m.  Peer Tutoring is available for grades 1-3 on Tuesday and Thursday, 
weather permitting.  Teachers and volunteer junior high students help younger students 
strengthen their reading and math skills, and provide help with homework assignments.  The 
cost of the homework club program is $250.00 and peer tutoring program is $200.00 for the 
year.  Students must have permission from their classroom teacher or vice principal to 
participate. 
  



 

 
 

 
 

SPORTS PROGRAM*  
 

The Sports Committee organizes special athletic activities throughout the year for students in 
the third through the eighth grades.  Students, who choose to play a sport sponsored by CYO, 
will be charged a participation fee for each sport.  Girls play basketball in the Spring, soccer 
in the Winter, and volleyball in the Fall.  Boys play baseball in late Spring, basketball in the 
Winter, soccer in the Fall, and volleyball in the Spring. A student who participates 
consistently in an after-school CYO sport each year that he/she is eligible will be awarded a 
special medallion in eighth grade.  Participation is defined as dedicated, physical 
participation in all practices and games during the entire season.  A participant who misses 
weekly practices may be benched for that week's game.  A participant who misses over 25% 
of practices or games is subject to removal from the team.  Parents are encouraged to go to 
the games.  Parents are required to provide transportation to and from all games for their 
child.  Parents may drive other children only if they have at least $500,000 of comprehensive 
general liability insurance of the vehicle, preferably $1,000,000. 
 

The Presidio Middle School gym is open to our students for practices on Thursday evenings.  
Parents must be responsible for picking up their children promptly when the gym closes.  The 
gym closes at different times depending on when the last game of the evening is played.  
THE GYM TAKES NO RESPONSIBILITY FOR CHILDREN WHO ARE LEFT AFTER 
CLOSING TIME WITHOUT A RIDE.  There will be a $25.00 fee for each student not 
picked up on time.  There is no telephone at the gym, so transportation plans must be made 
prior to going to the gym.  Children should not leave the gym because only the indoor gym 
area is supervised. 
 

Students who do not follow these rules will lose the privilege of being able to participate in 
this activity. 
 

When a child is absent from school on the day of a scheduled game, he/she is not 
allowed to participate in the game. 
 
Academically, students are expected to maintain a 74% in order to participate on a sports 
team.  If this criteria is not met, a student's eligibility to play in a given game or remain on 
the team becomes questionable.  The final decision rests with the principal. 
 

The Sports Committee sponsors several fund-raisers to support their program.  The annual 
Jog-a-thon and Pizza Bingo Night help raise funds for the program.  We encourage all 
coaches and athletes to attend Pizza Bingo Night.  
 
See pages 67-74 for the Sports Program Handbook. 
 
*These activities are contingent on the protocols issued by the Archdiocese regarding health 
and safety during Covid.  Choir, drama, music, and after school sports may be cancelled until 
a later date.  Also, our ability to rent gym space at Presidio Middle School is dependent on 
SFUSD protocols regarding health and safety during Covid.   

MUSIC AND DRAMA PROGRAM 



 

 
 

 
The Music and Theatre Program* offers unique opportunities in Music and Theatre to all 
students throughout the year at St. Thomas the Apostle School.  Every student receives 
Music and Theatre instruction once a week for thirty-five minutes from our specialist.  
Students learn proper vocal techniques and performance etiquette, music history studying the 
classics and the composers of different eras, opera, classical music, symphonies, ballet, world 
and cultural music, jazz, and Broadway musicals.  As part of our Fine Arts curriculum, 
students learn about storytelling, improvisation, readers’ theatre, acting and playwriting.   
 
There are three musical performances during the year: a November Musical for all grades, a 
February Musical for lower school grades kindergarten through fourth, and a May Musical 
for upper school grades fifth through eighth.   
 
The St. Thomas the Apostle Choir*, students in fourth and fifth grade may participate in 
the school choir.  The students are directed in choral singing to bring a sense of community, 
discipline, and fun.  In the Winter, the choir prepares to sing for the Archdiocesan Choral 
Festival that takes place in March.  
 
*These activities are contingent on the protocols issued by the Archdiocese regarding health 
and safety during Covid.  Choir, drama, music, and after school sports may be cancelled until 
a later date.  
 

STUDY TRIPS 
 
Each class takes study trips several times a year.  Students either may walk or may take 
MUNI when trips are taken within the city.  Study trips that take place outside the city limits 
require the use of a hired bus paid for by fees collected from students.  Parents are 
encouraged to volunteer as chaperones on these trips with the class.  Parents will be assigned 
a group of students to supervise, which may not include their own child.  Parents are asked 
to limit the amount of spending money.  For each study trip the school requires a written 
permission slip signed by a parent.  Teachers will give parents specific instructions 
regarding the expectations for the day. 
 

LIBRARY 
 
Each class has one library period per week.  The librarian works with the students and 
students are allowed to check out books for one week.  If a book is overdue, the fine is $0.25 
per week. 
 
Students are responsible for the library book(s) they check out.  Lost or damaged books must 
be paid for at their current replacement price plus processing.  Students with overdue books, 
lost books, or outstanding billing fees need to clear these accounts with the librarian before 
the end of each report card period. 
 
The library is also used for the practice of library and research skills with the classroom 
teacher.  In addition, the library is used for research on special projects. 
 
 



 

 
 

JR. GREAT BOOKS AND LITERATURE PROGRAM 
 
Students in grades two through five are chosen to participate in the Jr. Great Books Program.  
A facilitator works with a group of students who have prepared for discussion after reading a 
selection from their books that they have purchased for this program.  The classroom teacher 
provides a similar reading experience for the rest of the class.   
 

 
 

PARTIES 
 

Parents may bring healthy treats to the front office for their child’s classroom.  Please let the 
teacher know ahead of time.  
 

 
 

INVITATIONS 
 

If your child is going to bring invitations to school for a party at home or elsewhere, please 
make sure that all children in the class are invited.  All invitations are to be given to the 
teacher who will pass them out to the entire class.  Otherwise, please make other 
arrangements to distribute invitations off the school premises. 
 
 
 

PRIVATELY SPONSORED EVENTS 
 

Privately Sponsored Activities attended by STA families (sports team events, parties, etc.) 
may not use the school’s name or parent contact list.  The school is not liable for such 
activities that are not sanctioned by the school or parish. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

SERVICE ACTIVITIES 
 



 

 
 

 
SAFETY PATROL 

 
Students in the fifth, sixth, seventh, and eighth grades may serve on the Safety Patrol.  This is 
a service-oriented program supervised by a faculty member. Students who fulfill this 
commitment responsibility are eligible to participate in an end of the year activity in 
appreciation of their service. 

 
 

ALTAR SERVER AND CROSS BEARER 
 
The service ministry of altar server and cross bearer are for Catholic and Non-Catholic 
students who are interested in adding to the beauty of our liturgies by serving in the sanctuary 
and assisting the presider in the celebration of the Eucharist.  Servers and Cross Bearers are 
scheduled at least once a month on Saturday or Sunday, and during school liturgies.  Students 
in grades four through eight are eligible to sign up and be trained and serve as a Cross 
Bearer.  Students in grades five through eight must have served as a Cross Bearer in order to 
be trained as an Altar Server.  It is the student’s responsibility to attend all assigned mass 
times, or call a substitute.  All faithful Servers and Cross Bearers, who show up for the 
assigned mass and sign in, will participate in an ‘End of the Year’ activity in appreciation for 
their generosity. 
 
 

 
GUIDELINES FOR BEHAVIOR 

 
Discipline in Catholic schools is considered an aspect of moral guidance and not a form of 
punishment.  The purpose of discipline is to promote a school environment that supports the 
learning process, promotes character development, and increases respect for authority and 
peers.  Character development implies that we do not judge and sentence, but we realize that 
the child can grow and develop in positive ways.  Judging on incident alone and ignoring the 
possibility of personal growth denies that a child can improve and encourages the child not to 
improve. 
 

Students are expected to: 
1.  respect school property, including the building itself, bathrooms, classrooms, desks,  

textbooks, library books, lockers, and all instructional materials. Gum chewing is not  
allowed on school premises at any time. 

2.  follow the school and P.E. uniform and grooming regulations. 
3.  behave in an orderly manner in all classroom situations. 
4.  support teachers, classmates, and school. 

 
 
 
 

5.  behave courteously toward all adults and students. 
6.  use spoken expressions of consideration toward others such as please, thank you,  



 

 
 

excuse me. 
7.  be mindful that they represent and reflect our school while wearing their uniform. 
8.  complete homework on time unless a valid written excuse from a parent is presented   

to the teacher. 
9.  be on the playground by 8:00 a.m. for the assembly bell. 
10. keep your hands to yourself at all times. 

 
The school encourages all students to exhibit cooperative behavior and a Christian attitude 
toward everyone in school.  Teacher judgment is always a factor in determining 
consequences in disciplinary matters. 
 

 
ACADEMIC INTEGRITY 

 
Cheating, such as copying during tests, plagiarism (submitting someone else’s work as one’s 
own without giving appropriate credit) or having someone else do a homework assignment 
will result in an F grade for the assignment or test in question.  A repeated offense will result 
in an F grade for the quarter in the specific subject and academic probation or suspension. 
 
 

DISCIPLINARY PROCEDURES 
 
When a student is repeatedly disruptive of others, the school staff must consider factors such 
as the student’s physical and emotional well-being, the student’s learning style and needs, 
his/her home environment, and the classroom environment including the relationship 
between the teacher and student, between the student and other class members, and the 
teacher’s presentation and teaching style. 
 

1. APPROVED DISCIPLINARY MEASURES AND SANCTIONS. Following are 
some approved disciplinary measures:  

 
 conference with student 
 conference with parents 
 assignment of community service 
 denial of privileges 
 detention 
 probation 
 suspension 
 expulsion 

 
 
 
 
 
 
 
A.  DETENTION 
 



 

 
 

A student may be detained after the daily school session for violation of various class and 
school regulations according to the school’s detention policy. 
 
B.  PROBATION 
 
A student may be placed on probation for a relatively serious offense or for continued 
misconduct after a warning, when the misconduct does not require more serious action. 
 
C.  SUSPENSION 
 
A student may be placed on suspension for serious misconduct, on campus or off campus 
during school related activities, or for continued misconduct after having been placed on 
probation. 
 
D.  EXPULSION FOR DISCIPLINARY REASONS 
 
A student may be expelled from school for misconduct of a very serious nature calling for 
immediate dismissal without suspension, or for a repetition of conduct for which the student 
has been suspended one or more times. Expulsion, the permanent termination of a student’s 
enrollment, is a sanction that should be invoked rarely, as a last resort for clear and serious 
causes. 
 
E.  GROUNDS FOR EXPULSION 
 
Grounds for expulsion are not to be applied automatically. There are, nevertheless, acts 
which constitute good cause for suspension or expulsion from school when the conduct is 
committed by a student while under the jurisdiction of the school or when the conduct is 
directly related to school activity or school attendance.  Among these offenses are the 
following: 
 

 Actions gravely detrimental to the moral and spiritual welfare of other students; 
 Incorrigible or disruptive behavior which impedes the progress of the rest of the  

              class. 
 
 

STUDENT SUCCESS TEAM (SST) 
 
Student-Success-Team (SST) meets to develop strategies and create a plan to help a student 
having academic and/or behavioral difficulties, after less formal interventions have failed. An 
SST meeting can be requested by the teacher or parent. The team usually consists of a parent, 
homeroom teacher, academic support teacher, principal, and sometimes other grade level 
teachers, and the student depending on their age. The SST meeting enables everyone to share 
information about the student’s strengths, as well as, areas of concern, review resources and 
strategies available, and develop a plan to support the student’s success. A follow up is 
included to determine whether the strategies recommended at the SST meeting are working. 
 
 



 

 
 

DRESS CODE 
 

It is essential that students dress properly.  This dress code is in effect TO and FROM 
school as well as during school hours.  Special activities such as concerts, outdoor events, 
and free dress days will require proper dress for the occasion.  The following items are not 
permissible: 
 
 
Boys and Girls: 
 

 Extreme or fad hair styles i.e. tails, shaving of any part of hair, etc. 
 Hair in the eyes, excessive plumping/feathering/moussing  
 Hair coloring of any description 
 Jackets, sweatshirts, or shoes with Logos 
 Low cut sport socks. 
 

Girls: 
 

 Extreme jewelry, dangling earrings, ankle bracelets, multiple earrings per ear, more than one 
ring per hand, or multiple bracelets 

 Miniskirts or mini dresses 
 Shorts more than 3 inches above the knee 
 Make-up (including tinted lip gloss) and nail polish 
 Visible biker shorts under skirts 
 Platform shoes and shoes with heels thicker than 1 inch. 

 
Boys: 
 

 Boys hair below the collar 
 Earrings. 

 

OTHER FORMS OF INAPPROPRIATE DRESS MAY BE DESIGNATED AS NEEDED. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

UNIFORM 



 

 
 

 
Uniforms are to be worn at all times unless the principal has announced a free dress day.  
Free dress does not mean “dress down”; attire should be reasonable and proper for school 
wear and/or the occasion permitting a free dress day.  ANYONE NOT IN COMPLETE 
UNIFORM, WHICH INCLUDES THE PROPER SHOES, MUST HAVE A NOTE 
FROM HOME.  Please label all articles of clothing including jackets.  Extreme or fad 
hairstyles, excessive jewelry, nail polish, or make-up are not permitted.  The appropriate P.E. 
uniform must be worn on the two P.E. days each week. 
 
Girls: 
 

 Uniform skirt/pants 
 Uniform white blouse 
 Uniform “lipstick red” cardigan sweater 
 Uniform “lipstick red” or white knee socks or tights 
 Black, brown, navy shoes with non-skid soles; no boot styles, no platform soles or heels in 

excess of 1 inch 
 Shoe tops do not come above ankle 
 Barrettes, clips, headbands must be worn to keep hair out of eyes.  

  
Boys:   

 Uniform navy blue twill school boy brand pants, hemmed properly, no sagging  
 Uniform white short sleeved shirt 
 Uniform navy or white socks 
 Dark belt to be worn at all times (boys in K-3 may wear suspenders) 
 Navy uniform pullover sweater or cardigans 
 Black, brown or navy blue leather shoes, no boot styles, shoe tops do not come above ankle. 

 

Loafers for both boys and girls are acceptable and preferred. 
Black solid low cut, tight laced or velcro tennis shoes for both boys and girls.  Uniform skirts, pants, 
shirts, blouses, sweaters, and girls’ cable knit knee socks must be purchased at Classic Designs as 
they have the school’s requirements on record.         

 

 

 

 

 

 

 

 

 

 



 

 
 

FREE DRESS CODE 
 
Free Dress is occasionally allowed as a special reward.  Although it is called free dress, there 
are certain guidelines that must be followed. 
 

 Any T-shirt that is worn must not have any inappropriate writing or pictures and must be an 
appropriate length 

 Please Note: No Jeans may be worn 
 Tops must have sleeves 
 No shorts 
 Flip-flop, platform shoes, sandals or open-toe shoes may not be worn 

 
STA students are a reflection of STA and all that it represents.  We ask that our students take 
pride in their appearance.  We ask that their uniform be clean, ironed and well kept.  Rips or 
tears should be promptly repaired. 

 
PHYSICAL EDUCATION UNIFORM  

 
All students are expected to wear the correct P.E. uniform during P.E.  The uniform is the 
same for both boys and girls.  Navy blue P.E. shorts may be worn under the new navy blue 
sweatpants with the logo.  The white or blue T-shirt with the logo and tennis shoes are also 
required.  It is expected that students will wear the uniform with pride.  Students will be 
allowed to wear the uniform to and from school without changing; if their appearance is kept 
neat and presentable.  This policy will be reviewed and is subject to change.  The school 
hoodie sweatshirt is not to be worn in place of the P.E. uniform sweatshirt. (Sport socks can 
be worn with P.E. uniform only.) 
 

MECHANICAL DEVICES POLICY 
 

Mechanical devices such as iPads, iPods, Tablets, fad toys, etc., are not allowed on campus. 
 
 

CELL PHONE POLICY 
 
Cell phones may be brought to school under the following conditions: 
 

1. Cell phones must be kept off and stored in their backpack. 
2. Cell phones may be used after school to contact parents. 
3. St. Thomas the Apostle will not accept any responsibility for lost, damaged, or stolen 

cell phones. 
4. Any student who is seen using a cell phone on school grounds will need to turn it 

over to the school administration and parents will be called to pick it up. 
 
 
 
 
 

TECHNOLOGY ACCEPTABLE USE POLICY 



 

 
 

 
This policy applies to all technology systems and services owned, operated or used by St. Thomas the 
Apostle School (STA).  It includes, but is not limited to, email, chat, internet service, educational 
programs, remote and local storage services.  STA has a zero-tolerance policy regarding cyber 
bullying/cyber stalking.  Inappropriate social media activities, even off campus may result in 
disciplinary action. 
 

Account Activation/Termination 
 

Access at STA is controlled through individual accounts and passwords.  It is the responsibility of 
each user to protect the confidentiality of their account and password information. 
 

All students at STA will receive a Microsoft Office account.  Additionally, the school will, at its 
discretion, enroll students in other services such as MathSeeds, ALEKS, Lexia, Flip Grid, CodeHS, 
Scratch, TinkerCAD, etc. 
 

Access will be terminated when the account holder terminates his or her association with STA, unless 
other arrangements are made.  This contract shall remain in effect so long as user is enrolled at STA 
and/or is otherwise provided access to an information service accessed through STA. 
 

Disclaimer 
 

STA makes no warranties of any kind, whether expressed or implied, for the service it is providing, 
nor will it be responsible for any damages suffered while on this system.  These damages include loss 
of data as a result of delays, non-deliveries, mis-deliveries, or service interruptions caused by the 
system or your errors or omissions.  Users are solely responsible for the content they disseminate.  
Use of any information obtained via the information system is at your own risk.  STA specifically 
denies any responsibility for the accuracy of information obtained through internet electronic 
information services. 
 

User Responsibilities 
 

Users are expected to remember that messages sent from the STA’s accounts reflects on STA.  Please 
comply with normal standards of professional and personal courtesy and conduct. 
 

Users are expected to report any misuse of the computers or related equipment to the adult in charge.  
Misuse can come in many forms and includes vandalism, theft and any message(s) sent or received 
that indicate or suggest pornography, unethical or illegal solicitation, racism, sexism, or inappropriate 
language. 
 

Users are expected to abide by the generally accepted rules of network etiquette.  These rules include 
(but are not limited to) the following 
 

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

 numbers or those of students or colleagues. 
 

Individuals at STA are encouraged to use the school services to further the educational goals and 
objectives of STA.  Acceptable use of STA systems includes: 
 

 Communication with fellow students as well as faculty, staff and other outside parties  
 within the context of an individual’s assigned responsibilities 

 Acquisition or sharing of only the information necessary or related to the performance of  
 an individual’s assigned responsibilities 

 Participation in educational or professional development activities 



 

 
 

Inappropriate Use 
 

STA’s systems and services are not to be used for purposes that could be reasonably expected to 
strain storage or bandwidth (e.g., e-mailing large attachments instead of pointing to a location on a 
shared drive).  Individual use shall not interfere with others’ use and enjoyment of STA’s systems and 
services.  Use of technology services at STA shall comply with all applicable laws, all STA policies, 
and all STA contracts. 
 

It is NOT ACCEPTABLE to: 
 

 Use services for illegal or unlawful purposes, including copyright infringement, obscenity, 
libel, slander, fraud, defamation, plagiarism, harassment, intimidation, forgery, 
impersonation, soliciting for illegal pyramid schemes, and computer tampering (e.g., 
spreading of computer viruses) 

 View, copy, alter, or delete accounts or files belonging to STA or another individual without 
authorization 

 Open e-mail attachments from unknown or unsigned sources 
 Share account passwords with another person or attempt to obtain another person’s account 

password 
 Use the information services for commercial activities for profit or product advertising 
 Engage in activity which degrades or disrupts equipment or system performance 
 Vandalize the data of another user or any other agencies or networks that are connected to the 

system 
 Wastefully use finite resources 
 Gain unauthorized access to resources or entities 
 Invade the privacy of individuals 
 Use an account owned by another user without authorization 
 Post personal communications without the author’s consent 
 Post anonymous messages 
 Place unlawful information on a system 
 Use abusive or otherwise objectionable language 
 Create or use offensive avatars/screen names/backgrounds 
 Post offensive comments/images/videos/recordings 

 

Any other use which would violate the policies of St. Thomas the Apostle School concerning proper 
student conduct and/or which would violate the teaching of the Roman Catholic Church is not 
acceptable.  Any user who is uncertain as to whether a particular proposed use is inappropriate shall 
make prior inquiry with the System Administrator. 
 

Reporting Misuse 
 

Any allegations of misuse should be promptly reported to the administrative person responsible for 
operating the STA e-mail systems by sending an e-mail to: administrator@sfsta.org.  If you receive 
an offensive e-mail, do not forward, delete, or reply to the message.  Instead, report it directly to the 
individual designated above. 
 

Monitoring and Confidentiality 
 

The systems and services used at STA are owned by the STA and are therefore its property.  This 
gives STA the right to monitor all traffic passing through its systems.  This monitoring may include, 
but is not limited to, inadvertent reading by IT staff during the normal course of managing the 
systems, review by the legal team during the e-mail discovery phase of litigation, and observation by 
management in cases of suspected abuse. 
 



 

 
 

Data Retention 
 
In addition, archival and backup copies of messages and files may exist, despite end-user deletion, in 
compliance with STA’s various records retention policies.  The goals of these backup and archiving 
procedures are to ensure system reliability, prevent business data loss, meet regulatory and litigation 
needs, and to provide business intelligence. 
 
Backup copies exist primarily to restore service in case of failure.  Archival copies are designed for 
quick and accurate access by STA and the Archdiocese of San Francisco for a variety of management 
and legal needs.  Both backups and archives are governed by the STA’s document retention policies.  
These policies indicate that in some cases e-mail must be kept for up to 7 years. 
 
Data Retrieval 
 
If STA discovers or has good reason to suspect activities that do not comply with applicable laws or 
this policy, records may be retrieved and used to document the activity in accordance with due 
process.  All reasonable efforts will be made to notify an account holder if his or her records are to be 
reviewed.  Notification may not be possible, however, if the account holder cannot be contacted, as in 
the case of employee absence due to vacation. 
 
Content Sensitivity and Disclosure 
 
Use extreme caution when communicating confidential or sensitive information.  Keep in mind that 
all messages sent outside of STA become the property of the receiver.  A good rule is to not 
communicate anything that you wouldn’t feel comfortable being made public. Demonstrate particular 
care when using the “Reply” command during e-mail correspondence to ensure the resulting message 
is not delivered to unintended recipients. 
 
Failure to Comply 
 
St. Thomas the Apostle School has a behavior code for all students that details appropriate school 
behavior, outlines rights and sets expectations for students.  Because electronic resources are used as 
part of a school activity, the school’s discipline policy applies to network activities as well.  
Therefore, the Technology Acceptable Use Policy is an extension of the school’s behavior code. 
 
The use of the information system is a privilege and not a right.  Inappropriate use may result in 
cancellation of those privileges.  The administration of St. Thomas the Apostle School may require 
that the System Administrator deny, revoke or suspend use to students who have violated these 
privileges.  The school administration will decide what is appropriate use and their decision is final.  
Unacceptable conduct and/or illegal interaction with the information service is strictly prohibited. 
 
Simplified Summary 
 
Simply stated, this policy means be responsible and use good judgment when using your STA 
services and accounts.  Be polite and/or professional, don’t lie, don’t steal and don’t cheat using these 
accounts.  Use these tools for communication, to further your own academic achievement and STA’s 
goals to provide all students and staff with the best tools, technology and opportunities for growth and 
productivity.  Don’t use your accounts to do anything that could embarrass you or STA if others find 
out.  The Microsoft account comes with many privileges including the use of the full suite of 
Microsoft Office 365 software and (cloud) storage and collaboration features.  STA is excited about 
the positive potential uses of this new technology addition to our school and are happy to provide 
them to all the students and faculty/staff, and in turn, must be used responsibly. 

 



 

 
 

 
 

PERSONAL POSSESSIONS 
 

Label your child’s possessions so that lost items may be returned.  Do not write the phone 
number or name where it is visible on the personal possessions for safety reasons.  The 
school is not responsible for lost or damaged items. 
 
 

TEXTBOOKS AND SCHOOL EQUIPMENT 
 

Each student is loaned school-owned textbooks.  They must be covered by the second week 
of school.  Students are responsible for any damage, loss, or excessive wear of textbooks.  
Book bills will be issued.  Please put name in books.  A textbook rental fee is included in the 
General Fee each school year. Backpack should be of an appropriate size to fit easily into 
locker that is 13 inches deep x 6.5 inches wide. 
 
 

LOCKERS 
 

Each student in grades 4, 6, 7, and 8 shares a locker with another student.  Students are 
expected to keep their lockers neat, and are not to leave perishable food or soiled clothing in 
their lockers overnight.  Lockers are not to be decorated. 
 
 

 
HEALTH AND SAFETY 

 
Parents are requested to keep the school informed of any serious health problems a child 
might have.  For the safety of your child, teachers need to be alerted to conditions such as 
rheumatic heart, epilepsy, allergies, asthma, hearing or visual impairment, etc.  Please 
indicate these conditions on the Emergency Form.  
 
The following immunizations are required upon entry to St. Thomas the Apostle School: 
 

1.  Polio Immunization 
2.  Diphtheria, Tetanus, and Pertussis Immunization 
3.  Measles, Mumps, Rubella (MMR) Immunization 
4.  Hepatitis B Immunization  
5.  Varicella Immunization  

5. Recent Tuberculin Skin Test Result  
7.  Tdap Booster for Incoming 7th Graders 
 

 

6. The immunization form is available in the school office.  Health records will be kept in the 
student's cumulative file.  Parents are urged to inform the school if their child has contracted 
head lice, chickenpox or strep throat.  Parents, in turn, will be notified if their child has been 
exposed to any infectious disease or infection.  No child will be given medication at school 



 

 
 

without written permission from the parent and the physician.  If any child is receiving 
medication during the day, the medication must be kept in the school office.  A note should 
be sent to the child's teacher advising the necessity for taking medication during school hours. 
 

First Aid treatment is limited to treating minor conditions such as small cuts and bruises.  
Band-aids and cold packs are the only treatments used at school.  Aspirin is not given to 
students at any time.  Parents and guardians are notified immediately of serious illness or 
injury.  Parents are called when a child is too sick to be in school so that the child may be 
taken home as soon as possible.  Please do not send your child to school with a fever or 
any condition considered to be infectious or contagious. 

 

In the event of an accident, or your child hurts him/herself at school, the injury will be 
attended to.  The parent will be notified by phone and documented if a more serious injury 
occurs. 
 

If your child is injured at school, Student Insurance claim forms are available in the school 
office.  The cost for this insurance is included in the General Fee. 
 

 
CHILD ABUSE AND NEGLECT 

 
It is a felony for school officials to fail to report suspected child abuse and neglect to the 
proper authorities.  Our school will report suspected child abuse and neglect as well. 
 

 
SCHOOL VISITORS 

 
In accordance with state law and for the safety of your children, all visitors must report to the 
office and sign in when they arrive.  A name tag will be issued.  No one is permitted in the 
classrooms or at any fences during the school hours without prior approval of the principal.  
Any communication with a student must be through the office. 

 
 

MEDICATION 
 

Prescription or over-the-counter medicine is never to be sent to school with a student.  
Parents must fill out a special form issued by the school and completed by the child’s doctor 
for medicine to be administered at school. 
 
 
 
 

DRIVER SAFETY 
 

Since the school is located at a busy intersection, parents are urged to exercise extra caution.  
Please do not double park or leave your car to locate your child.  Please be prepared to 
circle the block until your child is ready to be picked up.  Always have your identification 
placard in your car displayed and visible on the passenger side of the dashboard.  For safety 



 

 
 

sake, children are not permitted to cross at the middle of the street to meet you; nor should 
you jaywalk your child to your car.  On rainy days, please use additional caution and 
follow the directions of the adults and Traffic Patrol members on duty. 

 
 

LIABILITY INSURANCE FOR DRIVERS 
 

In accordance with Archdiocesan guidelines, please follow the guidelines listed below if you 
drive children other than your own to or from school sponsored events.  This policy pertains 
in particular to the Sports Program. 
 
Volunteer drivers: 
 
1. must always be over 21 and preferably over 25 years of age. 
2. must have a valid, unrestricted driver’s license and a clean driving record for the past  
    three years; no tickets for speeding, reckless driving, driving under the influence, etc. 
3. must carry at least $500,000 of comprehensive general liability insurance of the vehicle,     
    preferably $1,000,000. 
4. must have one seat belt per passenger and these seat belts must be used. 
5. must use a car or van with no more than nine seats-different laws apply to larger     
    vehicles. 
 
In addition: 
 
1. No one may ride in the back of a pick up truck. 
2. Coaches and teachers may NOT provide transportation for students. 
  



 

 
 

CLASSROOM EMERGENCY PLAN 
QUICK GUIDE TO EMERGENCY SITUATIONS 

 
FOR ANY EMERGENCY SITUATION: 
1.  Report to the school administration. 
2.  Call 9-1-1, if necessary. 
3.  Account for all students in your presence.  Remain with students at all times. 
4.  Follow instructions from administrators and/or public safety personnel. 
5.  Ensure the safety of the students and your own. 
6.  Use the security lock on your door when necessary. 
 
 
SPECIFIC EMERGENCIES: 

 BOMB THREAT 
1.  Evacuate building.  Refer to evacuation routes posted in room. 
2.  Return to classroom when all is clear OR go to a safe area as instructed by the administration or a public 
safety officer. 
3.  Remain with students if second stage evacuation is necessary until all students have been accounted for 
and/or are returned to classrooms. 
 

 DEATH OR INJURY ON CAMPUS 
1.  Administer first aid or ask someone with training to do so until emergency personnel arrive.  
2.  Keep students calm.  Provide them with accurate information from the principal, public safety personnel, or 
other authorized information officer. 
3.  Remain with students in classroom (if applicable).  If you have a free period, please assist the administration 
as necessary.  Maintain order in your classroom and on campus as needed. 
4.  Meet after school hours with administration for updates on the situation. 
 

 EARTHQUAKE 
1.  Instruct all students to DUCK, COVER AND HOLD ON.  If outside, do the same in an open area. 
2.  Remain in classroom until instructed by the administration and/or public safety personnel. 
 

 FIRE 
1.  Evacuate as per the escape plan posted in classrooms.  Close doors behind you. 
2.  If a second-stage evacuation is needed, listen for directions from administration or the public safety 
personnel and lead students to the designated staging area.  
3.  Return to classroom when instructed to do so. 
 

 FLOOD 
1.  Remain in classrooms with students until directed by administration about how and where to evacuate safely. 
 

 GUNFIRE ON CAMPUS 
IF STUDENTS ARE IN CLASSROOMS AT THE TIME OF EMERGENCY: 
1.  Lock classroom doors. 
2.  Explain to students that there is an emergency and ask them to follow your instructions. 
3.  Tell students to get down as low as possible and to take cover under desks and tables. 
4.  Close blinds and take any precaution to protect students from broken glass. 
5.  Keep students in classroom until advised by the administration and/or a public safety officer.  
IF STUDENTS ARE NOT IN CLASSROOMS AT THE TIME OF EMERGENCY: 
1.  Assist in moving students into the nearest building. 
2.  Lock doors if possible. 
3.  Maintain order. 
4.  Do Steps 2 through 5 above. 



 

 
 

 
 

 HAZARDOUS MATERIALS 
1.  For gas leaks, hazardous material spills and other chemical contamination in your presence, call 911 if 
necessary.  Direct students away from immediate area. 
2.  All other classes remain on standby in classrooms until further directions from the administration. 
 

 INTRUDER ON CAMPUS 
1.  Lock classroom doors. 
2.  Close blinds and take any precautions to protect students from possible broken glass. 
3.  Explain to students there is an emergency. 
IF STUDENTS ARE NOT IN CLASS AT THE TIME OF EMERGENCY: 
1.  Assist administration in moving students into the nearest safe building available. 
2.  Lock doors of rooms, if possible. 
3.  Maintain order. 
4.  Keep students in class until advised personally by the administration or public safety personnel. 
 

 POWER OUTAGES 
1.  Teachers should listen for instructions given by school administrators, teachers or other school staff.  
Instructions can be shared in a staff meeting or by bull-horn, or P.A. system to the whole school. 
2.  Evacuate building as instructed OR remain in classrooms for further instruction. 
 
 
Developed by the Tamalpais High Emergency Task Force (Marin County), the American Red Cross Marin and 

the Marin County Office of Education 
Updated: March, 2001 

 
 
St. Thomas the Apostle School has implemented a new Emergency Operations Plan.  A copy 
of this all-inclusive plan is available in the office for your review. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 



 

 
 

 
CODE OF CHRISTIAN CONDUCT COVERING STUDENTS 

AND PARENTS/GUARDIANS 
 

The students’ interest in receiving a quality, morally based education can be served if 
students, parents and school officials work together. Normally, differences between these 
individuals can be resolved. In some rare instances, however, the school may find it 
necessary, in its discretion, to require parents/guardians to withdraw their child.  
 
It shall be an express condition of enrollment that the student behaves in a manner, both on 
and off campus that is consistent with the Christian principles of the school as determined by 
the school in its discretion. These principles include, but are not limited to, any policies, 
principles or procedures set forth in any student/parent handbook of the school. 
 
It shall be an express condition of enrollment that the parents/guardians of a student 
shall also conform themselves to standards of conduct that are consistent with the 
Christian principles of the school, as determined by the school in its discretion. These 
principles include, but are not limited to any policies, principles or procedures set forth 
in any student/parent handbook of the school.  
 
These Christian principles further include, but are not limited to, the following: 
 
1. Parents/guardians are expected to work courteously and cooperatively with the 
 school to assist the student in meeting the academic, moral and behavioral 
 expectations of the school.  
2. Students and parent/guardians may respectfully express their concerns about the 
 school operation and its personnel. However, they may not do so in a manner that 
 is discourteous, scandalous, rumor driven, disruptive, threatening, hostile, or 
 divisive. 
3. These expectations for students and parents/guardians include, but are not limited to, 
 all school-sponsored programs and events (e.g., extended day, athletics, field trips, 
 etc.) 
 
The school reserves the right to determine, in its discretion, which actions fall short of 
meeting the Christian principles of the school. Failure to follow these principles will 
normally result in a verbal or written warning to the student and/or parent/guardian and 
normally will first result in disciplinary action short of a requirement to withdraw from the 
school (e.g., suspension of student or suspension of parent/guardian’s privilege to come on 
the campus grounds and/or participate in parish/school activities, volunteer work, etc.) 
 
The school reserves the right to determine, in its discretion, when conduct is of such a severe 
nature as to warrant immediate action without a warning and/or without an intermediate step 
short of withdrawal.  

 
 
 
 
 



 

 
 

PARENT PARTICIPATION AND SERVICE HOURS 
 

As the school philosophy states, we believe that the parent is the primary teacher of the 
student.  We seek a partnership with each child's family.  Parents are encouraged to take an 
active interest in the progress of their children and school events.  Each family is required to 
contribute 30 hours per year to the school (15 hours are required of single parents).  Parent 
participation helps to keep the school costs down, and it shows the children that the parents 
are interested in their school. Family members may contribute these hours.  Office work, 
weekend events, fundraisers, being a room parent, providing transportation for children to 
games, helping in a classroom, and serving lunches are a few examples of how parents 
contribute to the school. 

 
CLASS MEETINGS 

 
A class meeting is held on Back-to-School Night to acquaint each parent with the school and 
the individual class program.  Attendance is required.  Each parent is encouraged to ask 
questions and participate in the meeting. 
 

 
PARENT-TEACHER CONFERENCES 

 
Parent-Teacher conferences are held at the end of the first quarter.  Parents are required to 
attend.  Conferences are scheduled in the afternoon over a period of five minimum days.  
Parents will be informed of their conference time several weeks prior to the conference so 
that arrangements can be made to attend.  Additional conferences may be requested 
anytime during the year by the parent or the school. 
 
 

PARENT TEACHER GROUP (PTG) 
 

The PTG Board is an advisory group comprised of parents, a teacher, and a parishioner who 
meet on the second Tuesday evening of the month.  The principal and pastor are ex officio 
members.  This group advises the administration in designated areas of responsibility such as 
planning, finances, public relations, marketing of the school, fundraising, providing good 
communication between the school and parents, and evaluation of the PTG's effectiveness.  
Parents are urged to have a willingness to attend regular meetings, become an officer of the 
group, attend an in-service, and have a commitment to understand and support the mission of 
the school.  A more detailed description of this group is available in the school office. 
 

ROOM PARENTS 
 

Each class has one or two room parents selected by the teacher.  Service provided by room 
parents differs from class to class under the direction of the teacher.  Room parents 
welcome new families to the school, provide communication among parents via letters, e-
mail, or telephone, and help implement classroom events. 
 
 



 

 
 

FAMILY ENVELOPES 
 

Each Tuesday an envelope is sent home with the oldest child in the family.  The contents of 
this envelope will be different each week.  The weekly newsletter, order slips, and enclosures 
can be expected each week. Often, there is a request for you to return something promptly.  
Please be sure to ask your child for the envelope every Tuesday.  Please return the envelope 
by Thursday.  

 
 

MONTHLY CALENDARS 
 

You will receive a calendar each month in the weekly family envelope.  Please keep this 
calendar handy.  It will inform you of MINIMUM DAYS, holidays, and other events.  
Sometimes the calendar needs to be changed.  Please read the weekly newsletter, which will 
keep you informed of changes or events to be added to the calendar. 
 

 
WEEKLY WORK 

 
In order to keep parents fully abreast of their children’s progress, each week parents 
will receive examples of their children’s work from the previous week. 
 
In this way, parents know almost immediately successes and problems that occur regarding 
their children’s curricular growth.  
 
As always, any concern parents may have can be noted in the folder or can be addressed by 
calling the teacher.  
 
 

 
SUPPLY LISTS 

 
Before each school year ends, you will receive a letter that will include a Supply List for your 
child.  Please be sure your child has all the items on the list for the first week of school.  
Please continue to keep your child supplied with necessary materials.  The supply list has 
been posted on the website. 
 

 
 
 



 

 
 

RELIGIOUS EDUCATION 
 

All classes receive daily religious instruction.  Students take time for community prayer each 
day.  In addition, students attend Mass on the first Friday of each month and on Holy Days.  
Students participate in prayer services throughout the year.  All students participate in all 
school religious activities. 
 
 

SACRAMENTS OF RECONCILIATION AND FIRST EUCHARIST 
 

The second grade teacher of St. Thomas the Apostle prepares and coordinates Catholic 
second graders who desire and their families for the reception of Reconciliation (Confession) 
and first Communion.  Preparation encourages weekly worship and direct family 
involvement in the preparation of each child.  Scheduled family meetings enhance this 
preparation and give direction to families. 
 
 

SACRAMENT OF CONFIRMATION 
 

Confirmation leads those baptized to full participation in Eucharist.  In fact, the adult 
R.C.I.A. Confirmation is received before first Eucharist.  This reflects the proper order of the 
Sacraments of Initiation: Baptism, Confirmation, and Eucharist.  The eighth grade teacher of 
St. Thomas the Apostle leads in this preparation.  Candidates for Confirmation prepare for 
full participation in the Eucharist by not only worshiping at STA but by participating in 
liturgical ministries as lectors, ushers, servers, or greeters and participate in a retreat.  Our 
preparation for this Sacrament also involves the entire family.  Scheduled family meetings 
enhance student preparation and give direction to families.  Preparation for Confirmation is 
open to eighth graders who desire to be confirmed and are supported in their choice by their 
families. 
 
 

EIGHTH GRADE RETREAT 
 

Eighth graders participate in a mandatory three-day retreat, which is organized and directed 
by members of the faculty at the beginning of their eighth grade year.  The principal and the 
pastor each participate with the students during one of the retreat days. There is a separate fee 
for this required activity.  Parents are needed to chaperone each night.  

 
 

INTERESTED IN BECOMING A CATHOLIC? 
 

We have the privilege here at St. Thomas Apostle of welcoming many guests, visitors and 
new parishioners. We especially welcome those of you who are thinking about becoming 
Catholic. If you feel attracted to the Catholic faith, we want you to know about a parish 
program that begins every fall.  The Rite of Christian Initiation of Adults (R.C.I.A.) is the 
process for: 
 
1. Adults (high school age and older) desiring full initiation into the Church through Baptism, 



 

 
 

Confirmation and Eucharist. 
2.   Baptized Catholics who wish to complete initiation through Confirmation and Eucharist. 
3.   Christians from other denominations seeking membership in the Catholic Church. 
4.  Catholics wishing to return to the Church or update their knowledge of Christ and His 

Church. 
 
We also welcome older students in our school who wish to become Catholic.  A special 
parish program just for them, The Rite of Christian Initiation of Children (R.C.I.C.), also 
begins each fall.  These programs continue through Lent to Easter or Pentecost.  For further 
information, please contact the parish office at (415) 387-5545. 

 
  



 

 
 

 

HARASSMENT POLICY 
 

ARCHDIOCESE OF SAN FRANCISCO POLICY AGAINST HARASSMENT 
 

The accompanying policy on harassment is necessary today for the guidance of pastors, 
teachers and other persons in responsible positions in the Archdiocese.  
 
These matters are difficult to deal with because they involve the reputation and good name of 
the alleged perpetrator and because they involve often grave and enduring trauma to the 
alleged victim.  Consequently, it is difficult to articulate policies, which will conform to legal 
requirements and expectations and which at the same time have a pastoral dimension. 
 
The pastoral dimension of Christ-like concerns both for the alleged victim and the alleged 
perpetrator must characterize our response.  Yet the response to such allegations must 
conform to the requirements of the law and to the need for appropriate objectivity.  As the 
policies themselves indicate, you have many sources of help when such a problem arises.  
Please use these resources wisely. 
 
I would ask you then, in a spirit of Christian concern, to become familiar with this policy and 
to disseminate it (i.e. to employees, volunteers and others who may inquire) accordingly.  Let 
us pray that the Church, and those who serve on its behalf, will stand out as beacons of love 
and respect for human dignity in both word and deed. 
 
  A. PURPOSE 
 
In order to provide a productive and pleasant working environment, it is important that we 
who serve on behalf of the many Archdiocesan parishes, schools and agencies maintain a 
Gospel inspired atmosphere characterized by mutual respect.  Accordingly, the kind of 
conduct characterized as harassment below cannot and will not be tolerated.  In addition, the 
Archdiocese will endeavor to protect employees, to  the extent possible, from reported 
harassment by non-employees in the workplace. 

 
1. In general, ethnic or racial slurs and other verbal, visual or physical conduct 

relating to a person's race, color, religion, national origin or handicap constitute 
harassment when they unreasonably interfere with a person's work performance 
or create an intimidating, offensive or hostile work environment. 

 
2. Sexual harassment has been defined by federal and state regulations as a form of 

sex discrimination.  It can consist of unwelcome sexual advances, requests for 
sexual favors, the display of derogatory posters, cartoons or drawings, or other 
physical, verbal or visual conduct of a sexual nature by supervisors or others in 
connection with employment.  
 
(a) Sexual harassment exists when: 
 
  (1) Supervisors or managers make submission to such conduct either 
  an explicit or implicit term or condition of employment (including  



 

 
 

  hiring, compensation, promotion or retention); or 
 
  (2) Submission to or rejection of such conduct is used by supervisors 
  or managers as a basis for employment decision. 
 
(b) Sexual harassment may also exist when such conduct by any other employee 
unreasonable interferes with an employee's work performance, or creates and 
intimidating, offensive or hostile work environment.  
 

 
B. PROCEDURES 
 
An employee or employment applicant who feels that he or she has been harassed as defined 
above, (or a non-direct victim with a complaint), is strongly encouraged, without fear of 
retaliation, to bring the subject to the immediate attention of the appropriate supervisor or to 
the Archdiocesan Personnel Administrator.  Employees need not raise the issue with their 
supervisor if the supervisor is the subject of the allegation.  Additionally, in the case of 
sexual harassment allegations, employees are free to raise the issue with another, same sex, 
and supervisor if they prefer to do so.  Depending on the particular circumstances, the 
supervisor will then be in contact with the Archdiocesan Personnel Administrator or other 
appropriate impartial employee.  (Due to the particular seriousness and sensitivity of some 
types of harassment charges, the Archdiocese may invoke special Ad Hoc procedures for 
investigation and resolution of the matter.) 
In any event, inquiries and/or complains will be investigated immediately.  Any investigation 
will be conducted in as confidential a manner as is compatible with a thorough investigation 
of the complaint.  
Any Clergyman, Religious or Lay employee determined by impartial investigation to have 
harassed another employee or applicant for employment will be subject to appropriate 
disciplinary procedures up to and including termination or appropriate canonical punishment 
of action. 
 
A non-employee who subjects an employee to sexual harassment in the workplace will be 
informed of the harassment policy by the employee's supervisor or manager; other action 
may be taken as appropriate. 
 
C. HARASSMENT OF THIRD PARTIES 
 
It goes without saying that these principles pertaining to relationships among employees 
would apply also with respect to Clergy, Religious and Lay Employees in their relationships 
with parishioners, counselors, students, parents, etc.  That is, harassment (including any form 
of sexual misconduct or abuse of one's position) is clearly not a part of one's ministry or 
employment and will not be condoned. Allegations of this nature will be addressed in a 
fashion similar to that outlined above.  (A copy of the Archdiocese of San Francisco's more 
specific statement, policies and procedures on the subject of child abuse is attached.  This too 
should be reviewed carefully and appropriately distributed.) 
 
 
D. FINAL NOTE 
 



 

 
 

The Gospel message calls for the pastoral concern for both the alleged victim and the alleged 
perpetrator when investigating and handling allegations of harassment.  This pastoral concern 
may dictate the need for the Church to respond to the alleged victim in particularly unique 
ways (e.g. offers of spiritual and/or psychological counseling) but this pastoral concern 
should not be mistaken as an admission of responsibility or legal liability.  Furthermore, in 
the eyes of the Church there are legitimate legal and ecclesiastical interests in maintaining 
appropriate levels of confidentiality so as to protect and encourage the direct, core 
relationship between the individual person and God.  In order to assist the Archdiocesan 
attorney in carrying out his responsibilities in these areas he will, as circumstances dictate, 
seek the assistance of qualified individuals such as psychologists, canon lawyers, social 
welfare experts, Archdiocesan representative, etc.  This group will sometimes be referred to 
as the "Sensitive Claim Team."  Those policies and procedures therefore, are not prepared as 
a precise legal yardstick by which third parties are to measure conduct, but rather as a visible 
sign of the Archdiocese's genuine moral commitment to serve as responsible stewards of 
Christ's Church. 
 
 
 
 
 
 
 
 



 

 
 

THE ARCHDIOCESE OF SAN FRANCISCO 
 

STUDENT-TO-STUDENT HARASSMENT 
POLICY AND PROCEDURES 

 
I. STUDENT-TO-STUDENT HARASSMENT  

 
A. INTRODUCTION 
 
This document is designed to serve as a policy and teaching tool for the students in 
Archdiocesan schools. It serves as a tangible witness to the Catholic commitment to live, 
love, and respect as Jesus did.  
 
As indicated below, student-to-student harassment can take many forms. To the extent it 
involves child abuse, as defined by law, the Archdiocesan Child Abuse Policy and 
Procedures, including the requirement to report the abuse to civil authorities, shall be 
followed.  
 
B. HARASSMENT IN GENERAL  
 
Catholic teaching and practice affirm the Christian dignity of every person. Harassment is 
unacceptable conduct that is severe, pervasive, and deliberate. Harassment occurs when an 
individual is subjected to treatment in a school environment which is hostile, offensive, or 
intimidating because of the individual's race, religion, creed, color, age, national origin, 
ancestry, physical or mental disability, medical condition, or sex. Harassment of a student by 
any other student is prohibited and will not be tolerated. It is the policy of the Archdiocese to 
provide an educational environment in which all students are treated with respect and dignity.  
 
C. SEXUAL HARASSMENT  
 
Sexual harassment includes, but is not limited to, unwelcome sexual advances, requests for 
sexual favors, and other verbal or physical conduct of a sexual nature. Sexual harassment can 
be directed toward a student under conditions such as the following:  
   
Verbal Harassment: Sexually demeaning comments, sexual statements, questions, 

slurs, jokes, anecdotes, or epithets.  
 
Written Harassment:  Suggestive or obscene letters, notes, or invitations.  
 
 
 
 
 
 
 
 



 

 
 

 
 
Physical Harassment: Unkind, immoral and/or unlawful physical touching, contact, 

assault, deliberate impeding or blocking movements, or any 
intimidating interference with normal study or movement.  

 
Visual Harassment: Leering, gesture, display of sexually suggestive objects or 

pictures, cartoons, or posters.  
 
D. DISCIPLINARY ACTION  
 

1. This policy prohibits student-to-student harassment whenever it is related to school 
activity or attendance, and occurs at any time including, but not limited to, any of the 
following:  
 

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

 
      2. Any student who engages in the harassment of another student is subject to 

disciplinary action up to and including verbal and/or written warnings and 
reprimands, counseling, suspension, and expulsion.

  

 

NOTE: Should substantiated conduct outside the school environment come to 
the attention of the school, this too many serve as grounds for 
discipline, as students of Archdiocesan schools are expected to 
conform their lives to Christian principles at all times. 

E. STUDENT'S RESPONSIBILITY  
 
It is the student's responsibility to conduct himself or herself in a manner which contributes 
to a positive school environment. Students will not commit acts which tend to injure, 
degrade, disgrace, or threaten the safety, privacy, and respect of other students, teachers, or 
staff members.  
 
F. ADMINISTRATION'S RESPONSIBILITY  
 
To promote an environment free of harassment, the Principal shall take appropriate actions 
such as removing vulgar or offending graffiti, establishing site rules, and providing staff  
in-service or student instruction and counseling. Teachers shall discuss this policy with their 
students in age-appropriate ways and shall assure them that they need not endure any form of 
harassment. The school will treat allegations of harassment seriously and will review and 
investigate such allegations of harassment in a prompt, professional, and thorough manner. 
 
 



 

 
 

II. STUDENT HARASSMENT 
ADMINISTRATIVE PROCEDURES 

 
 
A. DISSEMINATION OF POLICY  
 
In order to ensure that all students and employees have knowledge of this policy and 
administrative procedures, a copy of the policy:  
 
1. will be posted in a prominent location in the administrative building on each campus; 
 
2. shall be provided to all faculty members, administrative staff, and support staff at the  
    beginning of each school year or at the time that a new employee is hired; and 
 
3. a summary of the policy shall appear in the parent and student handbooks at each local     
    site. 
 
 
B. COMPLAINT PROCEDURE  
 

 Students who feel aggrieved because of conduct that may constitute harassment may, 
depending on the severity of the conduct, directly inform the person engaging in such 
conduct that such conduct is offensive and must stop. In many circumstances, it may 
be better to directly contact an adult, such as those listed below.  

 
 If students do not feel comfortable doing this or are unable to do so, they shall direct 

their verbal complaint to their parents or to a school counselor, principal, or assistant 
principal. If a claim of sexual harassment is involved and students are uncomfortable 
speaking to administrators who are of the opposite sex, then they may request that a 
same-sex teacher also be present. These persons have been designated to assist in 
resolving harassment complaints and are bound by the highest degree of sensitivity, 
concern, and professionalism. 
 

 The designee receiving the complaint will follow the school's disciplinary plan and 
will act in a prompt and timely manner to ensure that the matter is investigated and 
responded to in accordance with legal and Archdiocesan requirements. Any 
investigation will be conducted in as confidential a manner as is consistent with these 
requirements and a thorough investigation of the complaint. 

 
 
 
 
 
 
 
 
 
 



 

 
 

 
III. GENERAL GUIDELINES 

FOR PRINCIPALS, TEACHERS AND COUNSELORS DESIGNATED 
TO INVESTIGATE  

STUDENT HARASSMENT COMPLAINTS 
 

STEPS TO TAKE ONCE ANYONE REPORTS 
 
A. FIRST RESPONSE  
 

1. Take the report seriously. 
 

2. Be sensitive and set the tone.  
 

3. Gather facts.  
 
B. GENERAL INVESTIGATION GUIDELINES  
 

1. Determine who should conduct the investigation. 
 

2. Create a general investigation plan.  
 

3. Conduct a thorough investigation immediately (within 24 hours, if possible).  
 

4. Exercise confidentiality to an extent consistent with legal and Archdiocesan 
requirements.  

 
5. Document the results.  

 
6. Select appropriate locations for interviews.  

 
7. If complaint is for sexual harassment, ensure that a person of the same gender as the 

person being interviewed be present to conduct the interview (unless the student 
requests otherwise).  

 
C. INTERVIEWING COMPLAINANT  
 

1. Predetermine initial questions (what, who, when, where, to whom, witnesses, any 
touching, etc.).  

 
2. Be non-judgmental - do not ask leading questions (i.e., questions that suggest the 

desired "answers").  
 

3. Clarify context of the events.  Seek effect on complainant (psychological, emotional, 
financial, etc.). 
 

4. Seek information about others subjected to same or similar treatment.  
 



 

 
 

5. Probe timing of complaint. 
 

6. Find out what the complainant (and/or parents) wants.  
 

7. Explain that there will be no retaliation.  
 

8. Provide copies of appropriate Archdiocesan policies.  
 

9. As appropriate, ask the complainant (or depending on the circumstances, a parent) to 
prepare a formal, written complaint (be ready if the complainant does not want to 
make a formal complaint).   

 

D. INTERVIEWING ALLEGED HARASSER  

1. Explain purpose of interview and outline accusations. Be objective - do not ask 
leading questions.  

 
2. Observe reaction.  

 
3. Expect denial and probe further.  

 
4. Identify relationship between complainant and alleged harasser.  

 
5. Explore prior "consensual" relationships.  

 
6. Discover authority of alleged harasser over complainant.  

 
7. Provide copies of appropriate Archdiocesan policies.  

 
8. Emphasize rules about communicating with complainant and remind the alleged 

harasser that no retaliation will be tolerated.  
 

9. Interview alleged harasser even if complainant's allegations appear true or are 
corroborated.  

 
10. Take immediate disciplinary action, if warranted.  

 
 
E. INTERVIEWING WITNESSES  
 

1. Use open-ended questions to get information. 
 

2. Do not provide information from other sources. 



 

 
 

  
CHILDREN WITH DISABILITIES RELEASE FORM 

 
 
 
1.  Children with Disabilities: 
 
Please Note:  The School is not able to accept students with disabilities unless this release is 
given. 
 

I understand that the school is not legally obligated to accept children with disabilities 
nor does it have the same level of funding for personnel, equipment, and other resources that 
may be available to private and/or government supported institutions to care for individuals 
with disabilities.  I understand and agree that the School will try, but in fact may fail in its 
attempt, to adhere to the special needs and circumstances pertaining to my child, and I 
specifically agree to assume the risk that the school may fail in its attempts to provide proper 
supervision and/or to prevent classroom/playground bumps, falls, and other incidental 
contact and/or any related cuts, scrapes, or other things.  I also understand that any special 
accommodations or programs that may be made for my child or other children may be 
discontinued in the discretion of the School Administration 
 

If I have indicated above that my child has a disability, in consideration of my child’s 
enrollment in the school I authorize the school to perform whatever tasks and to impose 
whatever conditions the school deems in the best interests and safety of my child, including 
limitations on activities, or provision of special activities or supervision, and I authorize the 
school personnel and administration to gather, use and disseminate to other school personnel 
information concerning my child’s disability as is reasonably necessary to further the 
education of my child and the efficient operation of the school community.   
 

I hereby release and discharge The Roman Catholic Archbishop of San 
Francisco, a Corporation Sole (Archdiocese) and its constituent organizations, 
including but not limited to the School, and their officers, agents and employees from 
any and all claims for personal injuries or property damage that I or my child may 
suffer while my child is enrolled at the school which arise out of or relate to my child's 
physical condition and the school's oversight of that condition, whether or not such 
injuries or damage are caused by the negligence (whether active or passive) of 
Archdiocese, excepting only such injuries or damage resulting from Archdiocese's 
willful misconduct.   

 
 
INITIALS OF PARENT/GUARDIAN: _________ 
 
 
 
 
 
 
 

ARCHDIOCESE OF SAN FRANCISCO APPLICATION FORM FOR 



 

 
 

PERSONS VOLUNTEERING TO WORK WITH CHILDREN AND YOUTH 

Parish: __________________________________________ 
 
Please print clearly and complete the entire document. Once completed return it to the Parish Office. This form must 
be completed before you begin your work with children. All information will remain confidential except as set forth 
herein. 
 
Name _________________________________________________ Home Phone _____________________________  
Home Address___________________________________________ Work Phone ____________________________  
(On a separate page, list all addresses at which you resided over the past five years)  
City __________________________________________________ Zip Code ________________________________  
Social Security #_____________________________________________(Confirmed with photo ID)______________  
Date of Birth #_____________________________________________(Confirmed with photo ID)_______________ 
(Additional/Optional) Driver’s License Number #___________________(Confirmed with photo ID)______________ 
Mailing Address if different from above ______________________________________________________________ 
______________________________________________________________________________________________ 
List other names you use or are by which you are known ________________________________________________ 
Volunteer ministry you wish to perform ______________________________________________________________  
Hours available __________________ Day of the week available _________________________________________ 
Present Occupation ______________________________________________________________________________ 
Employer/Business Name __________________________________________ Years employed _________________ 
Employer/Business Address _______________________________________________________________________ 
Education completed _____________________________________________________________________________ 
Certificates/Special Training _______________________________________________________________________ 
Previous experience working with children/youth in organizations, schools, parishes (Please list activity and name of 
organization, school, parish.)  
Professionally __________________________________________________________________________________  
As a volunteer __________________________________________________________________________________ 
Membership in organizations (Please list) ____________________________________________________________ 
______________________________________________________________________________________________  
What other experiences have you had which would assist you in doing your ministry? (Please list) References: Please 
list two references. Your references should be people who know your work and personal character.  
 
NAME MAILING ADDRESS PHONE  
1. ____________________________________________________________________________________________  
2. ____________________________________________________________________________________________  
1. Are you addicted to alcohol, drugs or any illegal substance? _____Yes _____No 
2. Have you ever been convicted of a crime? (other than minor traffic violations?) ___Yes _____No  
3. Have you ever been convicted of child neglect, abuse or sexual misconduct? _____Yes _____No  
4. Have you ever been suspended, dismissed or asked to resign a paid or volunteer position involving children? 
_____Yes _____No 
If you answered “yes” to any of the above questions please explain:  
Would you agree to undergo finger-printing if this were considered necessary? _____Yes _____No 
I understand that the information I have provided may be verified, and used to evaluate my suitability for volunteer 
work, by contacting the persons, parishes or organizations named in this application, as well as, any agency (e.g. 
Department of Justice Child Molester Registry Program) authorized by law to provide criminal records or information 
to the Archdiocese. I hereby release and agree to hold harmless from liability any person, parish or organization that 
provides information. I also agree to hold harmless the parish, the Roman Catholic Archbishop of San Francisco, the 
Archdiocese, and the officers, directors, employees and volunteers thereof. I affirm the foregoing is true and correct to 
the best of my knowledge.  
__________________________________________________ 
Signature of Applicant Date 
 
__________________________________________________ 
Print Name of Director/Supervisor of Program /Activity  
 
__________________________________________________ 
Signature of Director/Supervisor of Program/Activity Date 



 

 
 

 

St. Thomas the Apostle School Sports Program Handbook 
 

Dear Players, Parents and Coaches, 

Welcome to the St. Thomas Apostle (STA) Sports Program.  The purpose of this handbook is 
to acquaint you with the goals and expectations of the STA Sports Program. 

We encourage all players, their parents, and our coaches to read this handbook carefully.  
Your familiarity with its content will help us work together to create a productive, enjoyable, 
and fair environment for all participants.  Our ability to rent gym space at Presidio Middle 
School is dependent on SFUSD protocols regarding health and safety during Covid. 

St. Thomas Apostle Sports Program 

Mission Statement 

The STA Sports Program is dedicated to enhancing and enriching the academic program at 
St. Thomas Apostle School by providing students with an opportunity to expand their 
physical and spiritual potential through participation in competitive team sports.  In addition 
to ongoing skill development, the STA Sports Program strives to build on the school’s 
philosophy and Christian values, with emphasis on a working understanding of teamwork 
and sportsmanship.  STA participates with Catholic Youth Organization (CYO), which is 
design to parallel the school philosophy. 

Available Sports 

For Kindergarten through 2nd Grade, some sports are being offered to our students but led 
and run by the parents.  Any STA parent interested in coaching and forming a K-2nd team 
must obtain permission from the Principal and adhere to the guidelines of STA.   

The STA Sports Program at St. Thomas Apostle begins in 3rd Grade and is lead by our 
Athletic Director. 

Girls may play 

CYO Basketball March – May 
CYO Soccer December – February 
CYO Volleyball September – November  

Boys may play 

CYO Baseball March – May 
CYO Basketball December – February  
CYO Soccer September – November 
CYO Volleyball February – March 

 



 

 
 

Signups and Team Formation 

All students in grades three through eight are welcome to participate in the Sports Program.  
Signups take place in the classroom and via email to our Athletic Director prior to each 
season.  A student who wishes to play must return a signed permission slip to his/her 
classroom teacher.  To form a team we must have a sufficient number of signups in a grade 
and an available, competent coach. 

Any STA parent interested in forming and or coaching a team in grades 3-8 should 
immediately inquire with the school’s Athletic Director. 

Playing on a Team 

Being a member of a competitive team at STA is a serious responsibility for both player and 
parent.  Most teams practice twice a week, once in our schoolyard and once at Presidio 
Middle School gym (29th Avenue between Geary and Clement) in the evening.  In addition, 
during the season there is usually one scheduled league game per week. 

Practice time represents an investment on the part of the players, coaches and parents.  The 
return on that investment is gradual skill development, healthy exercise, plenty of 
camaraderie, and growing confidence and self-esteem. All practices take place after school 
hours. 

All student athletes must attend practice regularly, must be prepared to take instruction, and 
must work hard during team exercises and scrimmages.  This is all a learning experience for 
the players, while reinforcing the concept of teamwork, as well as preparing the team for 
competition in various leagues and tournaments. Each league game although competitive, 
will help reinforce all the coaching they’ve learned throughout the season.   

While victory is always the goal, it will not always be the outcome.  The more significant 
goals are doing our best at all times, never giving up, and never making a mockery of the 
contest.  Little by little players learn that success takes hard work, cooperation, and 
commitment.  Real winners play by the rules, value fairness, and show respect for their 
teammates, their opponents, and the officials. 

Each player’s commitment to their team is vital because (1) team members are learning to 
depend on each other on and off the court, and because (2) review and new instruction take 
place at every practice.  The player who shows up for games and skips practices is not 
supporting his team, nor is he/she continuously developing the skills needed to contribute to 
a genuine team effort.  Being on STA team, athletes will be provided with healthy growth 
and development through games, practices, and the life lessons that sports teach. 
 
 

We highly recommend parents evaluate their child’s’ STA athletic commitment (team 
practices and season games), with their personal (piano lessons, etc.), family (birthday 
parties, scheduled family trips) and/or academic commitments (debate team, academic 
competitions) PRIOR to signing up.  Overwhelming a student with extra-curriculum 
activities can become stressful and counter-productive for both the student and the parent. 

The STA Sports Program uses the three-strike rule.  If a player misses any combination of 



 

 
 

three practices and games without a reasonable excuse, such as illness, family emergency or 
a major family commitment, that player may be dropped from the team at the discretion of 
the coach.  Any player who misses a practice during the week without a reasonable excuse 
may be benched for that week’s game at the discretion of the coach.  

As with all rules, there are, of course, exceptions that can be discussed with the individual 
coach(s).   

A teacher may also bench a participant either temporarily or permanently for failure to be 
responsible for schoolwork. 
 
Cost 

The fee for participation in each sport at STA is currently $130 for all indoor sports and $55 
for all outdoor sports. 

The STA Sports Program is funded primarily from sports fees paid by the participants and by 
fundraising.  The major fundraisers are Jogathon and Pizza Bingo Night.  School-wide 
participation in these events enables our program to pay for the Presidio Middle School gym 
rental, it covers CYO and tournament entry fees, compensate our coaches, provides 
necessary uniforms and equipment, and funds the end of year Sports Awards Night.  This is 
possible because almost the entire student body takes part in the Jogathon.  Participants in the 
STA Sports Program should make a special effort to solicit pledges for this event. 

Largest Expense 

The largest expense of the STA Sports Program is the rental of Presidio Middle School Gym 
and CYO team entries. 

The STA Sports Program makes every effort to maintain the sports fee at a minimum level.  
(Any family whose child wishes to participate and for whom the fee is a financial burden 
should speak to the principal.)   

Presidio Middle School Gym 

Presidio Middle School is located on 29th Avenue between Geary and Clement.  Parking in 
the schoolyard is not available.  Please find street parking. 

Our use permit for Presidio Middle School gym begins at 6:15pm.  It is not safe to drop off 
your child before that time. 

Only children with a scheduled practice should be at the gym.  No food is allowed.  Only 
water in a resealable bottle is permitted. 

Your child is safe as long as he/she remains inside the gym.  There is no supervision in the 
schoolyard, which anyone may enter from the street. 

The gym closes after the last practice or game of the evening.  This time varies.  Parents are 
responsible for picking up their children on time, particularly if they have the final game or 
practice of the evening.  When a child phones for a ride after the gym is closed, someone 
must wait in the yard until that parent arrives.  Please be thoughtful! 

Additional Information 



 

 
 

Attire 

For practices: 

Shorts or sweats and a loose t-shirt are best.  Good athletic shoes, preferably with 
some ankle support, are recommended. 

For athletes: 

Hair should be pulled off the face.  No jewelry (including pierce earrings) and no hair 
clips.  Shin guards are mandatory for soccer.  Kneepads are mandatory for volleyball. 

For games: 

STA uniform shorts and jersey are provided.  CYO forbids jewelry, hard hair clips, 
and any kind of watches, fitbits, and fitness bands. 

Attendance 

Punctuality is vital since our practice time is very limited.  Players should be present and 
ready to practice at the time designated by the coach. 

For scheduled games, players should be present in the designated gym at least 20 minutes 
before the scheduled game time or at the time designated by the coach. 

If for any reason your child is going to be late or absent for a game, the coach should be 
informed ahead of time so that he/she may plan accordingly.  

Game Schedule 

Game schedules are available on the CYO website at http://athletics.cccyo.org.  Prior to each 
season, the Athletic Director will send a team email with the final schedule.  So please make 
sure to check your email or junk/spam folder.  Keep email address up to date. 

Behavior 

The coach has a right to expect each child to bring 100% effort and a positive attitude to 
every practice and game.  Negative behavior harms the team and may result in disciplinary 
action at the coach’s discretion. 

Participation in Games 

All coaches follow the CYO participation rules which insure that each player is guaranteed 
an allotted amount of playing time in each game: continuous rotation in volleyball and one 
full quarter in each half in basketball. 

No child may play in a game if he/she has been absent from school on the game day. 

 

 

Concerns and Complaints 



 

 
 

Any concerns, questions, or complaints regarding your child should first be directly 
addressed to the team’s coach for explanation and resolution.  Email our Athletic Director 
with any concerns with regards to opponents, officials, and crowd behavior. 
 

Parental Responsibilities 

Driving 

Parents are responsible for their child’s transportation to and from games and practices.  Our 
parents are very generous about car-pooling.  Keep an open communication with parent 
drivers.  Make sure to exchange current phone numbers. 

Coaches and others directly associated with the school and the Sports Program are expressly 
forbidden to drive players. 

The Archdiocese has some guidelines for those who drive children other than their own: 

• Driver must be 21, preferably over 25 years of age. 

• Driver must have a valid, unrestricted license and a clean driving record for the past 
three years. 

• Driver must carry at least $500,000 of comprehensive general liability insurance of 
the vehicle, preferably $1,000,000.  

• Driver must provide one seat belt per passenger, and the seat belts must be used. 

• Driver muse use a car or van with no more than nine seats. 

Conduct at Games 

STA parents are, for the most part, admirable for their courtesy and restraint at games, so we 
offer just a few obvious reminders. 

1.  Be a role model of sportsmanship and respect for your child. 

2.  Let your child know that doing his/her best is more important than winning.  It is not just 
about the final score. 

3.  Show respect for the officials, whether you agree with them or not, so your child will do    
the same.  Life is not always fair. 

4.  Support the whole team at games, not just your child. 

5. Avoid unpleasant criticism of the opponents.  You never know whose parents may be   
sitting next to you. 

 

 

Sports Award Night 



 

 
 

Participation Medallions 

Any boy or girl who participates for a complete season on a CYO or any other K-2nd 
organized team that does not win a trophy in its division will receive a medallion on Sports 
Awards Night.  K-2nd coaches must email roster to the Athletic Director at the end of every 
season for the team and coaches to be recognized at Sports Awards Night. 

If a child is injured during the season in the course of a practice, practice game, or league 
game, and the injury prevents him/her from continuing to play that season, he/she will still be 
eligible for a participation medallion. 

If a child is injured during the season outside of the above team activities and is unable to 
complete the season, he/she will not be eligible for a participation medallion. 

Eighth Grade Medallion 

Any 8th grader who has participated continuously in the same sport for every year he/she was 
eligible (3rd grade through 8th grade) will receive an 8th grade medallion on STA Sports 
Award Night.   

Students participating in at least one sport from 3rd grade to 8th grade will receive a 
medallion.  Those participating continuously in two sports from 3rd grade through 8th grade 
will receive a second medallion. Students transferring to STA from a different school are 
eligible; however, confirmation of continued athletic participation from previous school will 
be made by the Athletic Director. 
 



 

 
 

Dear Parents, 
 

Because the STA Sports Committee wishes to ensure the safety of the children who come to 
Presidio Middle School gym, either to participate in or to watch or to practice for CYO 
games, we ask that you read carefully the enclosed Information Sheet.  Then, if your 
child(ren) will be at Presidio Middle School gym for any reason during this school year, we 
ask that you sign the permission slip below and return it to school in your family envelope as 
soon as possible. 

Many thanks for your cooperation! 

The STA Sports Committee 

Information Sheet for Presidio Middle School Gym 

St. Thomas Apostle Parish has a permit from the San Francisco Unified School District for 
the use of the two gymnasiums of Presidio Middle School, 29th Avenue and Geary 
Boulevard, on Thursday and Friday evening from 6:15pm – 9:30pm during the 2022-2023 
school year. 

The gym opens on Thursday evenings at 6:15pm for practices and on Friday evenings at 
6:15pm for CYO games.  The gym closes on these evenings at the conclusion of the last 
game or practice. 

Both Presidio Middle School gyms are supervised; however, once a child leaves the building, 
no further supervision is available.  Presidio is a huge campus with two schoolyards on 
different levels spanning an entire square block with entrances on both 29th and 30th Avenues.  
After nightfall most areas of these yards are extremely dark, very isolated, and readily 
accessible from the street. 

There is no telephone at Presidio gym.  No food is available or permitted on the premises.  
Only water in a resealable plastic bottle is allowed in the gym.  Any open soda or juice 
containers will be confiscated. 

Parking in the schoolyard is not available.  Please find street parking. 

For the safety of all the children coming to Presidio gym, whether as players or spectators, 
we wish to emphasize these guidelines. 

1.  Parents should not leave their children unsupervised in Presidio schoolyard before the 
gym is open unless a coach or another adult is present.  The gym entrance is not visible from 
the street. 

 
2.  Parents should emphasize to their children that they must remain inside the gym where 
supervision is available.  The Sport Program cannot be responsible for children, whether 
participants or spectators, who leave the gym premises during the evening. 
 
3.  Parents should be sure their children have a safe, prearranged means of transportation to 
and from games and practices.  Our coaches and gym directors are expressly forbidden to 
drive players or spectators.  Carpools should be arranged beforehand, with pickup at the time 
the game or practice is scheduled to end.  Please, no cell phone calls for a ride after the gym 



 

 
 

closes.  If parents are not punctual in picking up their children a coach or the gym director is 
forced to remain in the yard until they arrive. 
 
Updated information regarding the activities and schedule at Presidio Middle School gym 
will appear when appropriate from the coach. 

Presidio Middle School Gym Permission Slip, 2022-2023 

I have read the information Sheet regarding Presidio Middle School gym, specifically the 
days and hours the gym is open, the area which is supervised, and the guidelines for parents 
regarding transportation. 

I hereby give permission for my child(ren) named below to participate in activities at 
Presidio Middle School gym, which are sponsored by the Sports Committee of St. Thomas 
Apostle School, and I have instructed them to abide by the safety guidelines set forth in the 
Information Sheet. 

Activity                    St. Thomas Apostle Sports Program at Presidio Middle School Gym 

Child(ren)’s Name   Grade   

   Grade   

   Grade   

   Grade   

Address   

   

Phone #   

 
     
                Date                                Signature of Parent or Guardian 


