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Mission 
 

As an expression of the Church’s mission, St. Thomas Episcopal School exists to be a 
Christian Community providing a life-changing experience for students and families. 
  
We seek to be focused on Christ to prepare the students to live for God and for others. 
 
St. Thomas Episcopal School seeks to foster personal excellence by educating students in 
a developmentally based program where they may grow spiritually, physically, socially, 
emotionally, aesthetically, and cognitively. 
 

Philosophy Statement 
 

The community of St. Thomas Episcopal School believes in teaching its children how to 
live lives of excellence.  Parents and faculty work closely to provide the experiences and 
the guidance students need in order to understand their world.  We believe all of our 
students possess individual strengths that make the collective group complete.  Above all, 
we seek to share with them God’s love and to develop life-long habits of praise to Him. 
 
St. Thomas teachers understand the need to develop the whole child.  We offer a 
challenging academic curriculum that prepares our students for success in later grades.  
The faculty stresses developmental readiness at every level.  We also teach organizational 
and study skills that set our students apart.  St. Thomas offers enrichment classes in 
Spanish, computer, art, music, Bible, and physical education that broaden the students’ 
experiences.  Our students also enjoy the benefits of learning outside the confines of the 
classroom by going on several field trips a year as well as by utilizing the school’s 
outdoor resources.  Students and parents alike have the opportunity to enroll in a variety 
of classes as part of the after school enrichment program.  In addition to the academic 
program, students also learn how to keep a daily planner, manage time, and study in ways 
that are effective for them.   
 
Besides academic training, the students of St. Thomas also gain spiritual awareness 
through daily chapel, Bible lessons, and service opportunities.  We adhere to the 
Episcopal Church’s tradition of seeking to understand others in order to live in harmony 
with them and demonstrate God’s love for them in a nonjudgmental manner. 
 
Part of the development program at St. Thomas includes helping our students understand 
their roles in the world around them.  We encourage planned giving opportunities through 
the Matthew 25 program as well as through other opportunities that may arise.  We teach 
the importance of showing simple acts of kindness, such as holding doors open or sharing 
the sidewalk, as a way of respecting others.  We expect our students to demonstrate 
excellent manners and to take pride in their school by keeping it clean. 
 
Living lives of excellence means we address the developmental needs of our students.  It 
also means we pay attention to the small details that set our students apart.  Above all, it 
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means we make every effort to help the children in our care know the love that their 
Savior has for them. 
 

Episcopal Identity, Chapel, and Religious Studies 
 
While Episcopal schools across the United States display considerable variation in their 
approaches, they are united by several core beliefs that offer the greatest opportunities for 
students that leave lasting impacts on their lives. 
Academic achievement — Episcopal schools have long been known for providing 
superior academic training in core classes and in enrichment classes, such as music, 
foreign language, and art. 
Spiritual development — A thorough understanding of spiritual matters and personal 
faith characterize students of Episcopal schools.  Meaningful worship opportunities and 
the study of biblical principles help students develop not only a deep understanding of 
who they are but also an ability to accept all individuals and nature as God’s creation. 
Moral compass — Through training in spiritual matters and ethical matters, students of 
Episcopal schools develop an innate ability to determine right from wrong and to make 
wise choices. 
Opportunity — Episcopal schools tend to emphasize giving every student a chance to 
participate in a range of activities.  The result shows in high student confidence that goes 
with students long after they have graduated from school. 
Physical development — Episcopal school students have plenty of opportunity for 
physical growth through organized and free play activities. 
 
Chapel 
 
Students will participate in chapel on a regular basis.  Preschool 4s through 5th grade 
students attend daily chapel.  Elementary students also participate in Eucharist on All 
Saints Day and Maundy Thursday.  Preschool 2s and 3s attend chapel from one to three 
times per week depending on how many days they attend class.  All students have 
opportunities to participate in chapel as crucifers and readers.  Starting in 1st grade, 
students may also write their own prayers and share them in chapel.  Chapel is directed 
by the Rector, Assistant Rector, Head of School, and other ministers from the church on a 
weekly rotating basis.  The school’s music teachers lead worship.  On occasion, other 
teachers and even older students may have the opportunity to lead chapel.  The preschool 
2s and 3s chapel is directed by the preschool music teacher. 
 
The Episcopal Church is open and accepting of people of all faiths and backgrounds.  
Their belief stems from the love and acceptance Christ shares with everyone.  In the same 
way, Episcopal schools welcome all families as God’s children.  Chapel at St. Thomas 
follows the commands Christ gave: love God and love others.  We encourage a personal 
relationship with Christ through teaching of Bible stories and church calendar.  Through 
the Matthew 25 program, we encourage students to experience the joy of serving others 
in need. 
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Religious Studies 
 
In addition to teaching in chapel, students have the opportunity to further their religious 
instruction with their classroom teacher according to grade level.  Fourth grade students 
receive instruction in Old Testament from the Head of School and the Assistant Rector 
for the church.  Fifth grade students study New Testament with the church’s education 
minister.  When circumstances allow, older students may also participate in off campus 
service projects.     
 

History of the School 
 
St. Thomas Episcopal School was founded as an outreach program of St. Thomas 
Episcopal Church. The church was founded at the corner of Loop 1604 and US Highway 
281 North in 1966, serving the north San Antonio area. In 1974, the school began as a 
Mother's Day Out program with 32 children ages three and four. Through the years, the 
school grew from its roots as a Mother's Day Out program to a Preschool and beyond. 
Today, St. Thomas Episcopal School serves students from age two through fifth grade. 
 

Non-Discriminatory Policy 
 

St. Thomas Episcopal School is open to all qualified students of any race, color, religion, 
nationality, or ethnic origin.  It does not discriminate on the basis of race, color, national 
or ethnic origin in the administration of educational policies, admission policies, or 
financial aid programs.   
 

Accreditation 
 
St.  Thomas Episcopal School is accredited by the Southwestern Association of Episcopal 
Schools (SAES).  This organization oversees Episcopal schools in Texas, Louisiana, 
Arkansas, Oklahoma, New Mexico, and Arizona.  SAES accreditation is recognized by 
the Texas Education Agency. 
 

Program Overview 
 
Two-Year-Olds— 
The two-year-old program offers a developmentally appropriate learning environment 
that focuses on motor skill development, social awareness, and academic preparation.  
The program capitalizes on children’s growing awareness of their surroundings by 
providing a series of learning zones involving early literacy, music, art, and dramatic 
play.  Particular attention is given to effective transitioning from one activity to another.  
The school features a playground that is dedicated to the two-year-olds.  Located next to 
the 2’s classroom, the playground contains climbing structures, riding toys, an outdoor art 
area, and a music center.  
The 2’s program incorporates curriculum modified from the 3’s and 4’s programs to 
maintain a consistent approach through the entire preschool program.  In addition to 
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learning the alphabet, colors, shapes, and numbers, the two-year-olds participate in music 
classes, Spanish, and weekly chapel.   
Three-Year-Olds— 
The three-year-old program offers a valuable and fun introduction to school.  Students 
learn routines and expectations associated with school.  They learn about letters, 
numbers, shapes, colors, and name recognition.  They also study math and science 
concepts through a variety of opportunities.  Experiments in science include learning 
about the developmental stages in butterflies.  Math concepts are taught using a variety of 
manipulatives that encourage sorting and counting.  Measuring is introduced through 
cooking activities throughout the school year.  All learning activities encourage 
exploratory learning and creativity.  
Preschool students participate in library, Spanish, music and movement, and chapel.  
Special attention is also given to children’s physical development through classroom 
activities and through daily recess time on the school’s large, well shaded playground.  In 
the classroom, children regularly use play dough and scissors to improve motor skills.  
They also create special projects each month that demonstrate on-going motor skill 
development.     
Preschool aged children develop social skills such as sharing, playing with others, 
working in groups, taking turns, and cleaning up after themselves. 
Four-Year-Olds— 
The four-year-old program provides a comfortable and caring environment.  All teaching 
is implemented through a developmental, center based approach featuring purposeful 
play.  The program provides a wealth of materials and ideas to foster the social-
emotional, intellectual, and physical development of children.  Learning opportunities 
capitalize on the students’ natural curiosity and sense of self that serve as the basis for a 
lifetime of learning.  Children are taught readiness skills that prepare the foundation for 
reading, writing, math, social studies, and science.  
Students participate in library, music and movement, Spanish, daily chapel, and computer 
each week.  They also benefit from daily recess time on the school’s unique playground 
that is designed to promote gross motor skill development, social skill building, and 
imagination.   
Gift of Time— 
Gift of Time (GOT) is a bridge between preschool and kindergarten that provides 
children with an extra year of growth before starting kindergarten.  The class offers a 
developmentally appropriate program designed especially to enhance academic readiness 
skills, improve motor skills, encourage good work habits, and model acceptable social 
behavior needed for success in elementary school.  GOT blends elements of a preschool 
environment with those of the kindergarten classrooms.  Students enjoy centers and 
additional recess time on the playground.  They also use much of the kindergarten 
curriculum to promote literacy skills.  GOT students study a variety of science related 
topics, such as arachnids, marsupials, the ocean, and autumn.  GOT is a whole day class 
that incorporates a full range of enrichment classes where students can explore their 
interests and talents.  These classes include art, computer, music and movement, library, 
Spanish, and physical education.     
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Kindergarten— 
Kindergarten at St. Thomas offers a stimulating curriculum presented in a manner 
sensitive to the developmental needs of each student.  Students engage in activities that 
help them develop their oral language skills as they begin to read and write.  They learn 
to segment and identify the sounds in spoken words.  They name each letter of the 
alphabet, begin to associate spoken sounds with the letter or letters that represent them, 
and begin to use this knowledge to read words and simple stories.  They take part in 
language activities that extend their vocabulary and conceptual knowledge.  The 
kindergarten students learn to follow directions and express themselves in complete 
thoughts.  They listen to a wide variety of children’s literature, including selections from 
classic and contemporary works, learn to listen attentively, and to ask and respond to 
questions.  The students begin to use their knowledge of sounds and letters to write by 
themselves.   
In math, students start with the basic concepts of counting and number identification, 
sequencing, and patterning.  The students learn to count by 5’s and 10’s, addition and 
subtraction facts, coin identification, and telling time.   
In social studies, the students study current events that are appropriate to their maturity 
level.  In science the students study plants, animals, the earth, sky, movements, and 
observing objects. 
First Grade— 
In first grade, students continue to develop their oral language and communication skills 
and move toward becoming independent readers and writers.  They learn letter-sound 
correspondences and use the knowledge to help them decode written words.  First grade 
students regularly read in texts of appropriate difficulty with fluency and understanding.  
They demonstrate their comprehension by asking and answering questions, retelling 
stories, predicting outcomes, and making and explaining inferences.  First grade students 
become adept writers.  They use subjects and verbs and learn to write complete sentences 
using basic capitalization and punctuation.  They learn to organize their thoughts into 
complete stories.   
In math, students learn how to count and read numbers to 1,000, recognize ordinal 
numbers, read and write Roman numerals, add and subtract, count and combine coins, 
and add and subtract money.   
In science, the students learn about the life cycles of plants and animals and how to 
classify them.  They learn the basic properties of magnets, and soil and rocks.  They learn 
about the solar system and identify the planets. 
In social studies, the students learn how people work together and how to be good 
citizens.  They learn to identify different landforms, bodies of water, and natural 
resources. 
Second Grade— 
Second grade students at St. Thomas become independent readers.  They are able to 
decode all letter sound correspondences and read both regular and irregular words 
automatically.  They study a variety of literature.  Students use writing as a tool for 
research and to express feelings.   
Second grade students add and subtract whole numbers to solve problems.  They begin 
learning multiplication and division.  They are able to measure length, weight, capacity, 
and time.   
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In science, the second grade students are able to distinguish between living and nonliving 
objects, understand matter, light and color, and that some organisms can make them sick.   
In social studies, second grade students focus on characteristics of communities, how to 
use simple geographic tools that people use and how they modify their environments, the 
importance of work, the purpose of work, the purpose of governments, and the 
characteristics of a good citizen.  
Third Grade— 
Third grade is a “leap year” for students.  There is a focus on student responsibility.   
They are not so much learning to read, but rather reading to learn.  Emphasis is placed on 
cause and effect, critical thinking, vocabulary development, identifying story elements, 
identifying literary genres, reading for a variety of purposes, recognizing and using parts 
of speech, and writing compositions. 
Students master multiplication and division factors through the twelve fact families.  
Other major concepts learned are solving for unknowns, conversion, and story problems, 
using metric measurements, solving problems containing parentheses, using fraction 
terminology and mixed numbers, adding and subtracting fractions with common 
denominators, reducing fractions, and averaging numbers. 
In science, students study the stages in life cycles, how species differ, energy sources, 
how energy changes matter, effects of heat on matter, conservation, and effects of the 
earth and motion. 
In social studies, students are able to identify and locate the 50 states and their capitals on 
a map as well as understand geographic, economic, and geological differences in 
different regions of the country.  They also study current events, the government election 
process, compare ethnic and cultural groups, and study significant figures in U.S. history. 
Fourth and Fifth Grades— 
The fourth and fifth grade classes work closely together to provide a strong curricular 
sequence.  Block scheduling is used to maximize time and effectiveness of subject 
material.  Team teaching is also used to enhance each teacher’s strengths.  The language 
arts curriculum places a heavy emphasis on grammar so students can become competent 
writers.  The reading program encompasses a variety of methods used to teach 
comprehension strategies for overall understanding.  Novel studies are taught to help 
instill a love of reading. 
In math, the fourth and fifth grade curriculum integrates and distributes major concepts 
daily throughout the year.  This arrangement helps the students retain what they have 
learned.  The students study fractions, decimals, ratios and percentages, geometry, 
statistics, algebraic expressions, and problem solving.   
In order to promote inquiry-based learning, student driven activities are a priority in the 
fourth and fifth grade science classes.  Fourth grade students study Texas history in social 
studies and fifth grade students study United States history. 
 
Enrichment Classes 
 
Bible— 
In Bible class the students seek to dig beyond the surface of scripture to find deeper 
lessons in popular Bible stories. Younger students work through the Old Testament, 
focusing on the stories of Genesis that lay the foundations of Christian faith.  Older 
students, focus on the Gospel stories of the life and teachings of Jesus.  The overall goal 
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is to help students gain a deeper understanding of how to use the Bible as a foundation 
for their personal faith and decision making process. 
Spanish— 
Students study the cultures of Spanish speaking countries.  The goal is not only to teach 
Spanish as a second language but to provide experiences in the areas of culture, history, 
geographical regions, and religion.  Basic linguistics of vowels, sentence structure, 
conjugation, and tense are taught.  This course prepares students with the basics needed 
to fulfill scholastic requirements and expand the students’ vocabulary as they advance to 
higher education. 
Younger students are provided a foundation necessary to prepare them for advancement 
through the secondary language by teaching colors, names of animals, family 
relationships, numbers, and regional foods. 
Art— 
Art classes are always an exciting event.  Through learning, designing, creating, and 
critiquing, St. Thomas students receive a well-rounded experience in visual arts, 
including drawing, painting, sculpting, and ceramics.  Careful study and practice of the 
basic elements of art instill confidence in our GOT through fifth grade students.   Lines, 
shapes, value, color, and other concepts are introduced to each grade level, with 
increasing complexity for each group. 
Library— 
The library offers students an opportunity to explore different genres of literature. 
Students also conduct research projects using library resources. 
Computer— 
St. Thomas’ computer program is designed to develop proficiency in a developmentally 
appropriate manner.  Students learn how a computer works and the various parts of the 
computer along with age appropriate keyboarding and mouse skills.  Older students are 
introduced to Microsoft Word, Power Point, Excel, and Publisher.  They learn to 
incorporate clip art, sounds, and animation to presentations.  The lab is used in 
conjunction with regular classroom learning.  In addition to the computer lab, elementary 
students also have the opportunity to use smart boards in their classrooms. 
Music— 
Music reading preparation, rhythm exercises, ear training, movement improvisation, and 
playing instruments all lead to actually reading music and playing Orff instruments in an 
ensemble setting and playing chimes in a fifth grade Bell Choir.  Music and Movement 
classes for the younger children include steady beat exercises, acting out musical stories, 
choreographing interesting music and exploring dance concepts.  
Students have an opportunity to showcase their talents at performances throughout the 
year.  Preschool performances include Thanksgiving and Christmas programs and 
Creation Celebration in the spring. Elementary students perform the Christmas pageant in 
the winter and another musical in the spring.  
Physical Education— 
Physical Education’s goal is to present a curriculum that is enriching and motivating to 
all students at all fitness levels and all abilities. Our program is designed to foster a 
lifetime value for and commitment to physical fitness.  Students will enjoy learning about 
and participating in, sports, activities, and games that will prepare them for a lifetime of 
physical activity. Our goal is to help children find a variety of ways to participate in 
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activities that promote physical health, so they may enjoy all of the physical, emotional, 
intellectual, and social benefits that accompany a healthy lifestyle.  
Physical education is one component of the comprehensive curriculum at St. Thomas. 
Although Physical Education directly targets physical development, it also addresses the 
emotional, intellectual, and social needs of a child.  The main focus for each content unit 
will be:  1. Cognitive development in sports and games knowledge, fitness education, and 
how it relates to the sport.  2. Affective development in co-education classes and 
cooperative games, sportsmanship, and team work.  3. Psychomotor development through 
activities and skill development.  
 

Tiger Connection Community Education 
 
St. Thomas provides an enrichment program for our students and the surrounding 
community.  St. Thomas students are given preference, but the program is available to the 
public. 
 
Programming consists of classes which take place on a semester basis.  Classes and 
activities such as piano, guitar, violin, voice, recorder, karate, gymnastics, ballet, tap, 
jazz, science, art, crafts, cake decorating, tutoring, phonemic awareness, sewing, quilting, 
CPR/First Aid and more are offered throughout the year. 
 
There are three catalogs per year.  Catalogs are sent home via backpack mail.  You may 
also request one through the school office. 
 

Admission 
 
Student Application Procedures and Guidelines 
 
All students must reregister annually.  Priority will be given to returning students only 
during specified re-registration dates.  After the close of the re-registration period, 
returning students will lose their priority status, unless during the re-registration dates, the 
school is advised in writing of extenuating circumstances and agrees to extend priority 
status.  Students will be processed in the following order: 
 

 Currently enrolled students 
 Siblings of currently enrolled students 
 Parishioners of St. Thomas Episcopal Church.  
 New applicants 
 

Re-registration begins in January. 
Information about tours and Admissions can be obtained by contacting the school office.  
 
Specific Admissions Requirements 
 
According to state law, the school must have these forms in hand before any child will be 
allowed to attend class: 
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 A completed medical emergency form 
 A health record form (preschool and Kindergarten) signed by a physician that 

includes a current vaccination and immunization record. 
 A copy of a birth certificate must be submitted for each new student. 
 

Students, who are four years of age and older, are required by state law to have vision 
and hearing screenings.  The school offers free vision and hearing screenings annually in 
the fall semester. 
 
In addition to state law requirements, St. Thomas Episcopal School requires: 
 

 Report cards from all previously attended schools. 
 Results from previously taken standardized tests. 
 Permission to contact previous teachers and administrators. 
 An evaluation to determine appropriate placement. 
 Personal interview and/or classroom visit. 
 

St. Thomas Episcopal School follows the Texas state school age requirements for 
admission to preschool and kindergarten.  September 1st is the cutoff date assigned by 
Texas law to determine eligibility for enrollment.   
 
Children in preschool 3s and 4s must be toilet trained as a requirement for admission.  
Parents of a student who demonstrates consistent problems will be asked to keep their 
child home until toilet training is completed. 
 
Admission Decisions 
 
The head of school will make the final decision for acceptance.  The St. Thomas 
educational program is designed for a diverse student population with respect to pace and 
style of learning.  Modifications in the presentation of curriculum are made in response to 
individual students’ readiness, overall maturation, and personal learning needs. 
While St. Thomas serves a diverse student population, we recognize that some students 
have learning and/or behavioral-guidance needs that may exceed the resources of the 
school.  For this reason, St. Thomas reserves the right to evaluate all new students prior 
to admission to determine their chances for success in the school. 
 
All students at St. Thomas are expected to exhibit age-appropriate respect toward adults, 
students, and the physical learning environment.  It is normal for students to err on 
occasion, and faculty and staff will handle such isolated incidents promptly and 
respectfully.  Students who exhibit  persistent patterns of disruptive or disrespectful 
behavior that are judged to be harmful to others or degrading to the learning atmosphere 
will not be allowed to remain at St. Thomas. 
 
The issuance of a student enrollment contract will signify admission.  Enrollment 
contracts must be signed and returned to the school office within 15 days of the issuance 
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date.  The tuition deposit must accompany the signed contract.  The tuition insurance (if 
tuition is paid monthly) is due with the first month’s tuition.   
 
Financial Aid 
 
Financial aid applications will not be considered as a factor in admission decisions.  
Applicants for financial aid must have already completed the application process and 
have paid the $75.00 nonrefundable application fee.  Applications are due May 1st.  
Please contact the school office for information, forms, and procedures regarding 
financial aid. 
 

Attendance 
 

Absences and Tardies 
 
Regular and punctual attendance is important for your child’s successful progress and 
growth.  Texas law requires elementary age children to attend school.  Parents are asked 
to notify the school office before 8:30 a.m. when their child must be absent. 
 
Upon returning from an absence, elementary students (Kindergarten – 5th grades) must 
bring a written statement, signed by a parent or guardian, explaining the reason for the 
absence or a medical note from the doctor in case of illness. 
 
Elementary students will have one school day for every day they were absent to make up 
work.   
 
Arrival and Departure  
 
School begins at 7:55 a.m.  Students may enter the building at 7:45 a.m.  Students 
dropped off in carpool will be brought into the building at that time.  Any student 
not in the building at 7:55 a.m. will be considered tardy.  Parents must bring students 
to the office to acquire a late pass and then proceed to walk their children to class.  
Students are considered tardy if they arrive after 7:55 a.m. and before 10:00 a.m. but still 
meet the criteria for being present at least ½ day.  Students who are tardy may miss 
important class work which may affect their grades.   
 
School ends for elementary school students at 3:00 p.m.  Preschool dismissal is at 
11:45 a.m. for ½ day students and 3:00 p.m. for full day students.   
 
Carpool Areas 
 
A carpool map is provided at the beginning of the school year.  Elementary carpool 
occurs on the drive in front of the playground.  Preschool 3s and 4s carpool occurs at the 
front entrance of the church.  Preschool 2s carpool occurs on the east side of the campus 
next to the 2s building.  Preschool 2s parents are required to walk their students to and 
from the classroom.  Preschool 3s through 5th grade students may be dropped off in the 
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designated areas where assistance will be offered by school personnel and safety patrol 
students.  They may also be walked in by their parents.   
 
Early Dismissal 
 
During the school year, early dismissal days will occur for holiday or school activities.  
Notification of such days may be found on the yearly school calendar, in the weekly 
school news letter, and in teachers’ newsletters.  Unless otherwise noted in one of these 
forms of communication, no childcare is provided on early dismissal days. 
 
Permit to Leave School 
 
Children are released only to their parents or other persons approved by their parents and 
listed on the release form in the office.  If your child will be picked up by someone not on 
your list, you must call the office or send a note to your child’s teacher.  School staff will 
ask for a photo I. D. for any person not previously on your pick up list.  If there are 
additions or deletions, please make changes in the school office.  Please notify the school 
office if your child needs to leave early.  Parents may pick up children in the school 
office.   
 
Extended Care 
 
Extended hours of care are available in the mornings from 7:00 a.m. – 8:00 a.m. and in 
the afternoon from 3:00 p.m. – 6:00 p.m. with availability Monday through Friday. If you 
are registered for Extended Care on a monthly basis your place is secured.  Early 
Childhood students have the option of extending their day.   If a student is registered for a 
morning class, additional time may be added from 12:00 noon – 3:00 p.m. 
 
All students arriving for care before 7:45 a.m. must be signed in by their parent. 
 
Monthly fee schedules are available through the business office. Students may be  
registered by having it added to their contract. All changes must be processed directly  
through the business office. 
 
Drop-ins are accepted on a space available basis. Please notify the office ahead of 
time.  
 
Drop-in fees: 7:00 a.m. – 8:00 a.m.  $5 
  12:00 noon – 3:00 p.m. $20 ($30 for preschool 2s) 
  3:00 p.m. – 6:00 p.m.  $20 ($30 for preschool 2s) 
 
Payment is due to the business office on the day the service is used. 
 
Late pick up: If parents arrive after 3:15 p.m., students will be in the Extended Care 
Program and the child must be signed out with the Extended Care teacher. Parents will be 
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assessed a drop-in fee for the afternoon. If parents arrive after 6:00 p.m., a fee of $1.00 
per minute will be assessed. 
 
Withdrawing from the School 
 
Parents who choose to withdraw their child from the school must adhere to the 
requirements outlined in the contract they sign prior to their child attending classes. 
 
Disenrollment from the School 
 
The school reserves the right to disenroll students at any time for behavioral and/or 
academic issues.  A student may also be disenrolled if his/her parent violate the parent 
code of conduct.   
 

Birthdays 
 

St. Thomas celebrates the life and birth of all students and staff during the school year 
with a special blessing in Chapel.  Arrangements may be made with the teacher about 
setting a date to celebrate the child’s summer birthday.  If you wish to provide a special 
birthday snack for your child’s class, please contact the teacher ahead of time.  For 
students in preschool, your child’s turn to bring snacks will fall on or close to his/her 
special day.   
 
We have a special St. Thomas tradition where a child donates a book to the school library 
on his/her birthday during Chapel.   
 
Birthday party invitations may be sent through backpack mail if all of the students 
in the class are being invited.  Birthday gifts and thank you cards may not be 
brought to school unless all of the students in the class were invited to the party.  All 
invitations must be given to the teacher for distribution. 
 

Cell Phones and Other Electronic Devices 
 

Students are not to use cell phones or other electronic devices while on school property 
during school hours (7:45-6:00) and on field trips without faculty permission. School 
personnel reserve the right to ban all such devices while on school trips. Students who 
violate this policy risk having their equipment confiscated.   
  

Change of Address, Phone, or Employment 
 

Notify the school office immediately of any changes to student address and/or phone 
number, parent employment address, and/or phone number, and cell phone number.  
Complete and current school records ensure that we are able to reach parents promptly 
should an emergency arise. 
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Communication 
 
Communication between school and families is vital to the success students will 
experience at St. Thomas; therefore, a clearly defined process for dealing with 
disagreements and concerns.   
 
The Teacher  
When an academic or social concern arises with your child, please call the teacher 
involved directly with the situation. Leave a message in the office or on the teacher's e-
mail, and the teacher will return your call. It is essential for the teacher to be contacted. 
Contacting someone other than the teacher only delays the problem solving which must 
start with the teacher. Be assured that most difficulties can be resolved at this level when 
parents and teachers communicate and work together for the benefit of the child.  
 
The Head of School 
In the event that resolution is not achieved with the teacher, the Head of School should be 
involved in the process.  The Head of School always welcomes the opportunity to meet with 
individual parents to discuss various school-related topics. Many such conversations have little or 
nothing to do with a particular child's specific academic or social development. When a specific 
situation is involved, however, the Headmaster expects the above process to be followed first. 
Circumventing the process is neither in the school's nor the child's best interest. This process 
works well when everyone is dedicated and committed to meeting the needs of our students in as 
professional and caring a way as possible. We remain convinced that as teachers, parents, and 
administrators work together as a team, the well-being of our students is improved and enhanced, 
no matter what the concern or problem may be.  

 
Office Hours 
The school office is open from 7:45a.m-6:00 p.m. (210)494-3509.  Messages may be left 
on the office voice mail (ext. 210 if office staff is on the other line or out of the office 
when you call.  You may also fax us at (210) 494-0678.  The school website is 
www.stthomaskids.com. 
 
Summer office hours are 9:00a.m-3:00pm. 
 
Inclement Weather/Emergencies 
 
Weather conditions or emergencies may occur which make it necessary for us to close the 
school.  Television stations in San Antonio will carry school closings or changes in 
starting and ending times.  St. Thomas typically follows Northeast (NEISD) school 
district for school closings. 
WOAI (Channel 4) NBC 
KENS (Channel 5) CBS 
KSAT (Channel 12) ABC 
 
As required by Texas law, St. Thomas adheres to all fire, safety and health school and 
building requirements and participates in fire and safety drills monthly. 
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Backpack Mail 
 
School papers, tuition envelopes, announcements, and notices are sent home in your 
child’s backpack or book bag.  Your child’s teacher will inform you of procedures at the 
beginning of the year.  Please check your child’s book bag or backpack daily.  All 
important documents will be mailed directly to the home address we have on file.  The 
school website will also offer important information about upcoming events and ways to 
contact your child’s teacher.  Newsletters and other announcements may be e-mailed 
from individual teachers and the school office. 
 
Classroom teachers may agree to send party invitations home via backpack mail 
only if every child in the class receives an invitation.     
 
Preschool students will be issued a St. Thomas school bag when they enter St. Thomas.  
The cost is $10.00.  Elementary students may bring their own backpacks. 
 
Conferences/Progress Reports 
 
Throughout the year, communication between home and school will be a part of building 
your child’s continuing success.  There will be one mandatory conference period in the 
fall and an optional one in the spring.  Progress reports for elementary students are sent 
midterm of each marking period as needed. 
 
Informal progress reports from teachers concerning academic, social, or any other area 
needing attention may be sent home at any time.  For preschoolers, formal reporting will 
be accomplished with a combination of parent/teacher conferences and a written report. 
 
Parents of preschool children will receive a written report at the end of the first nine 
weeks during the mandatory conference.  A second written report will be sent home at the 
end of the school year.  Parents are encouraged to request a conference as the need arises. 
 
Teachers of children in kindergarten will use a system of conferences and written 
evaluations.  At the end of the 1st nine weeks a conference and a written report will be the 
method of evaluation used.  A written report card, and possibly a conference, will be used 
for the remaining grading periods of the year. 
 
Children in first grade will receive narrative grades for academic and citizenship reports. 
 
Children in 2nd – 5th grades will receive a combination of narrative and numeric grades 
for academic reports as well as citizenship reports.  At the end of the 1st nine weeks a 
conference and a written report card will be the method of evaluation used.  A written 
report card, with the possibility of a conference will be used for the remaining grading 
periods of the year.  A conference may be indicated and called for by either the parent or 
teacher at any time. 
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If you have comments or questions about any aspect of your child’s day at St. Thomas, 
we encourage you to contact your child’s teacher to arrange a conference time.  The head 
of school is also available by appointment to discuss any unresolved issues or challenges. 
 

Computer and Internet Acceptable Use 
 
The internet provides increasingly important communications and research resources.  
Students have this resource available as part of the school’s educational program. 
 
As part of the learning process, St. Thomas teaches students the importance of 
responsible use of the internet.  They are held responsible for appropriate behavior when 
using the internet at school. 
 
Guidelines 
Acceptable and Unacceptable Internet Use 

 Must support education and research consistent with St. Thomas policies and 
goals. 

 Must be consistent with rules appropriate to any network being accessed. 
 Threatening, obscene, or other inappropriate material is prohibited. 
 Use for commercial activities is not acceptable. 
 Product advertisement or political lobbying is not allowed. 
 Unauthorized reading, modifying, or deleting any files belonging to other users is 

prohibited. 
 Use of websites or other internet activities not assigned by the teacher is 

prohibited. 
 Use of chat rooms and other forms of on-line communication not allowed by 

the teacher and approved by a student’s parents is prohibited.  In general, there 
will be no need to use on-line forms of communication. The constant addition of 
new educational websites could provide limited and strictly monitored on-line 
communications for specific assignments.  Before such communications are 
allowed at St. Thomas, parental permission will be requested. 

 Electronic communications between teachers and students is limited to specific 
educational assignments.  Texting and communicating through social media are 
not allowed.  E-mails are permissible as long as the Head of School is aware of 
the intention and students’ parents are aware of the communication.  Under no 
circumstances should teachers and students who are not related communicate 
about personal matters. 

 Using inappropriate language or other terminology is prohibited. 
 Damaging hardware and other computer equipment is not allowed. 
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Behavior Management 
 

St. Thomas Episcopal School is committed to providing educational excellence in a 
positive setting.  Appropriate behavior and a courteous attitude toward teachers, staff, 
parents, and other students are expected at all times.  If discipline for misbehavior 
becomes necessary, it will be handled in a fair and positive manner.  Disciplinary action 
will involve teaching students to use decision-making skills effectively and to accept 
ownership of their behavior.  Parents will be notified of their child’s behavior and the 
steps taken to correct it.   
 
Disciplinary Procedure 
 

 Most disciplinary procedures will be addressed by the teacher. 
 In the event that the undesired behavior does not cease, the teacher will contact 

the head of school.  A plan will then be developed to help the student recognize 
his/her behavioral issue and replace it with appropriate behavior. 

 Should the undesired behavior continue, a conference with the child, his/ her 
parents, the teacher, and the head of school will be held to determine further 
actions. 

 
Lunchroom Behavior 
 
Students are expected to keep their areas clean in the lunchroom.  Every student will be 
expected to throw away his/her own trash. 
 
School Sponsored Trips 
 
Students will have opportunities to represent St. Thomas on numerous school sponsored 
trips.  For this reason, they are expected to exhibit superb behavior.  Misconduct that 
occurs on such a trip will, upon the student’s return to school, result in disciplinary action 
above any steps taken to redirect the student while on the trip. 
 
Illegal Substance/Items Policy 
 
Students who bring illegal substances or illegal items such as, but not limited to guns, 
knives, needles, or other potential weapons, will be brought to the head of school for 
immediate disciplinary action.  Such action could include suspension or expulsion.   
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Grading Policy 
 

In order to be consistent in our grading, the following alpha/numeric/narrative codes are used.   
 

FIRST GRADE – FIFTH GRADE 
 

CODES NARRATIVE  SCALE POINT  ALPHA 
 
E =  Excellent   90 – 100   A  
G =  Good    80 – 89    B  
S =  Satisfactory   75 – 79    C 
N =  Needs Improvement  70 – 74     D  
U =   Unsatisfactory   Below 70   F 
  

KINDERGARTEN 
 
E = Excellent effort and achievement 
S = Satisfactory effort and achievement 
N = Needs more time 

Homework Policy 
 

Homework should be given on a regular basis in most of the subject areas.  Some 
approximate times for homework are: 
 
Kindergarten -   10 – 15 minutes a night 
1st Grade -   15 – 20 minutes a night 
2nd Grade -   20 – 30 minutes a night 
3rd Grade -   30 – 40 minutes a night 
4th Grade -   40 – 50 minutes a night 
5th Grade  50 – 60 minutes a night 

 
Homework typically is not given over weekends and major holidays, although some occasions 
may require it.  Homework given over weekends and major holidays must be approved by the 
Head of School.  In certain elementary grades, extended assignments will be assigned from time 
to time that will encompass major holidays.  One reason for such assignments is to teach students 
how to budget their time and to manage involved projects over a period of weeks or months.  
Students who do not manage their time wisely may have to devote weekends and holidays to 
completing such assignments. 
 
Make-up Work 
 
Students who have to miss school will be given one day for every day they miss to turn in make-
up work.  Teachers will make arrangements with parents and students to offer assistance as 
needed.   
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Standardized Testing 
 
Students in 1st through 5th grades are given the ITBS (Iowa Test of Basic Skills) each 
spring.  Students in 2nd and 4th grades are also given the CoGAT (Cognitive Abilities 
Test). 
 

Harassment  
 
St. Thomas Episcopal School is committed to providing a nurturing environment for 
students, parents, and faculty.  Relationships among these parties is an important part of 
the school environment as long as they are legal, ethical, and do not in any way hinder 
the educational process at the school. 
 
Harassment in general is defined as unwelcome advances, requests for sexual favors and 
other verbal or physical conduct producing feelings of harassment on the part of the 
injured party when: 

 Submission to such a conduct is made either explicitly or implicitly a term or 
condition of an individual’s award or evaluation of school performance; 

 Submission to or rejection of such conduct by an individual is used as the basis 
for employment decisions affecting such individual; 

 Such conduct has the purpose or effect of unreasonably interfering with an 
individual’s work performance or creating an intimidating, hostile, or offensive 
working environment. 

 
Examples of sexual harassment include but are not limited to sexually harmful or 
derogatory jokes, unwelcome flirtations, demeaning comments, and unwanted physical or 
verbal harassment.  
 
Any instances of harassment or possible harassment should be reported to the Head of 
School immediately.  Complaints will be investigated within five days of notification. 
 
All St. Thomas School and Church employees are required by the Diocese of West 
Texas to be trained in matters of harassment and abuse using “Safeguarding God’s 
Children.”  Certification is renewed every five years. 
 

Health  
 

St. Thomas Episcopal School is required by the Texas Department of Protective and 
Regulatory Services to have on file an updated health certificate, signed by the child’s 
physician, an emergency form, and current immunization record.  In the event that any of 
these forms is not on file in the school office, the student will not be allowed to 
participate in classroom and other school activities. 
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Fever/Illness 
 
Children who are ill may NOT be sent to school.  Children exhibiting a rash, vomiting, 
elevated (above 100 degrees) temperature, any signs of a contagious disease, or other 
symptoms must remain at home.  Children may not return to school until after they have 
been well for 24 hours or have a medical release from a doctor. If your child becomes ill 
with a communicable disease, please contact the school immediately so that we may 
notify other parents. 

 
Children at school are expected to follow the full program and outdoor play.  
 
Head Lice 
 
According to Texas law, a child must be sent home from school if live lice are found in 
his/her hair.  The child will be allowed to return to school after one FDA approved 
medicated treatment or if the child brings a note from a physician stating the child has 
been treated and cleared.  Children who may have nits, or lice eggs, even in the absence 
of live lice need to be kept home until a treatment has been completed or the child has a 
physician’s note clearing him/her to return to school. 
 
Guidelines for discouraging the spread of lice 
School 
Once head lice have been discovered in the school, the following actions will occur: 

 Parents will be notified of the discovery. 

 Infected children will be sent home for treatment. 

 Siblings will also be checked. 

 The school will provide information and treatment options to the parents.  

 Children will be inspected immediately upon their return to school and again 7 to 
9 days after the initial inspection. 

 The school reserves the right to require students to stay home for a prescribed 
period of time if school personnel deem that individual cases warrant such action. 

The following actions may also occur: 
 The school may educate and remind students about steps to discourage the spread 

of lice, including but not limited to braiding hair, wearing hair in pony tails or 
buns, using hairspray or hair gel, keeping appropriate distances from other 
students, and not allowing their hair to touch other students. 

 School personnel may conduct daily head checks early in the school day as long 
as is necessary to eliminate lice. 

 The school may spread student desks apart to discourage physical contact and 
take other steps deemed useful in limiting contact. 
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Parents 
Once lice have been discovered, parents of infected students must ensure the following 
actions: 

 Treat the student with an approved lice removal method or provide a physician’s 
note that the student has been treated. 

 Conduct follow up treatments at the appropriate times (7-9 days later) or provide 
a physician’s note that such treatment has been offered. 

 Be diligent about combing their student’s hair daily with metal toothed lice combs 
between treatments. 

 Take steps to reduce the likelihood of their student contracting lice, i.e. putting 
hair up in a bun, braids, using hair gel or spray, etc.  

Illnesses and Accidents Occurring at School 
 
If a child becomes ill while at school, he/she will be escorted to the school office where 
he/she will receive an initial inspection.  Parents will be called to discuss the matter.  The 
child may be sent home if a fever or other signs of illness are present.  A written form 
describing actions taken and medicines administered will be sent home. 
 
If a child is injured while at school or on a school sponsored field trip, he/she will receive 
an initial inspection by school personnel.  Appropriate action will be taken to help the 
child and return him/her to class if possible.  Parents may be called if school personnel 
determine that the injury warrants a call.  All school personnel are trained in CPR and 
First Aid.  
 
In the event of a serious injury, parents will be notified immediately, and school 
personnel will take the necessary steps to render aid including calling for ambulance 
service. 

  
Medications 
 
Medications will be administered to a child only under the following conditions: 
 

1. Medications must be in the original prescription bottle with the label intact.  
Pharmacies will provide extra bottles on request. 

2. Instructions must be written on school forms including the date and time to be 
administered and signed by the parent/guardian. 

3. Outdated medication will be disposed of if not claimed by parents. 
4. Parents must walk the medication in to the school nurse.  PLEASE DO NOT 

SEND ANY MEDICATIONS IN SCHOOL BAGS. 
5. We strongly encourage parents of children with allergies or asthma to leave 

Epipens, asthma treatment materials, and inhalers with the school personnel. 
6. Medications must be approved by the FDA and prescribed by a physician 

licensed to practice in the state of Texas. 
Student records for medications dispensed will be kept in student files. 
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Pesticides 
 
STES has a policy to provide guidelines for the application of pesticides in those areas 
where school children, parents, and faculty have access.  Adherence to these guidelines 
will preclude human exposure to the effects of pesticides.  Companies applying pesticides 
will only use pesticides approved by the Texas Department of Education and only trained 
personnel will apply pesticides.  Pesticides will be applied so that students will not be 
exposed to residual chemicals. 
 
Physical Education 
 
If a student must miss physical education activities, a note signed by a parent or guardian 
is required.  If the excuse is for more than 3 days, a statement from a medical doctor is 
required.   
 
Toilet Training 
 
Students in the two-year-old program do not have to be toilet trained.  Students in all 
other grade levels must be toilet trained before they are allowed to attend classes.  The 
school office and the child’s teacher must be informed of medical causes that might 
prevent the child from being toilet trained.  The school may require that the child be kept 
out of class until toilet training is complete. 
 
Vision and Hearing Screenings 
 
Chapter 36 of the Texas Health and Safety Code requires that all children enrolled for the 
first time in any public, private, parochial or denominational school, or Texas Department 
of Protective and Regulatory Services licensed childcare facility in Texas, or who meet 
certain grade criteria (specified below), must be screened or have a professional 
examination for possible vision and hearing problems.  In the latter case, proof of 
professional examination must be in our files. 
 
Vision and hearing screening is provided in the fall for all 4 year olds, kindergarten, 1st, 
3rd, and 5th grade students and any other first time entrants.   
 

Food at School 
 
Lunches 

 
Students may bring lunches from home or purchase them from the school lunch program.  
 
Menus will be sent home prior to the beginning of a new month.  You may make your 
selections at that time.  Milk coupons may be ordered using the menu form or through the 
office.  Because the school shares space with the church, we occasionally have to serve 
lunch in the classrooms.   
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Students who do not have a lunch will be given a peanut butter and jelly sandwich and 
the parents will be billed. 
 
Parents are welcome to join their children for lunch.  Tables will be set aside specifically 
for parents to eat with their child/children.  Other students need to remain with their class 
under the supervision of the teachers on duty. 
 
Snacks 
 
Elementary teachers prefer healthful snacks that are individually wrapped.  All children 
in preschool will take turns providing a daily snack.  Teachers will provide a monthly 
calendar in the newsletter indicating the child’s turn to bring snack.  The school will 
provide water for snack time.  Students are encouraged to keep sports bottles with water 
only on their desks.  During the extended care portion of our program (3:00-6:00) a 
nutritious snack is served around 4:00 p.m. 

 

Field Trips 
 
We make full use of the excellent educational, cultural, and scientific resources available 
in San Antonio as a way to enhance learning.  We bring in special guests such as Majik 
Theatre, Institute of Texan Cultures, Mobile Dairy, Fire Department, etc.  In addition, 
appropriate field trips may be planned for GOT and the elementary school.  Parents will 
be informed in advance of all field trips.  Parental permission is on file in the school 
office on the “Triple Release Form.”  There are some extra costs associated with field 
trips, but they generally do not exceed $10.  Teachers will send information regarding 
lunch plans and proper uniform for each field trip.  Siblings who are not enrolled at St. 
Thomas are not permitted to attend field trips.  Enrolled preschool aged siblings 
may be left in afternoon care at no charge for parent chaperones. 
 
Booster Seats 

 
Senate Bill 61 that went into effect September 1, 2009.  This bill requires children under 
the age of eight to ride in a booster seat, unless they are at least 4’9” tall.  While this law 
covers all occasions when children ride in vehicles, it does have an impact on the 
school’s field trip policy.   
 
Transporting children for school related field trips will be handled in one of two ways: 

 Parents must provide an appropriate booster seat for their own children when 
another parent is driving  OR   

 Parents must transport their own children to and from the field trip. 
 

Fundraising 
 
Tuition at St. Thomas funds approximately 95% of the total educational costs during the 
year.  Our annual fund allows us to provide even more enriching, exciting programs for 



 27

our children.  Participation in these events provides necessary funds for various budgeted 
items.  We have several ways to contribute to our annual fund. 
 

 Gala—Normally in the spring and features dinner, live and silent auctions, 
children’s classroom crafts, raffle, and so much more!  Don’t miss this evening of 
fun and fellowship!  Corporate sponsorships (tables) are encouraged, as well as 
donations of items or services for the auctions. 

 Annual Fund—Contributions are tax deductible.  The annual fund will take place 
in the fall.  Parents and friends of St. Thomas are invited to partner with us 
through financial contributions.  All annual fund supporters and volunteers are 
invited to special events throughout the year. 

 Others—Book Fairs, magazine sales, yearbook pages…all of these fundraisers 
enhance the programs at St. Thomas.  

 

Library 
 
If a library book is not returned, the librarian will send a note home that will include the 
book’s title and replacement cost.  All books must be returned and fees paid before the 
end of the school or the release of transcript. 
 

Lost and Found 
 
Lost and found items may be claimed in the school office.  Clothing items are located in a 
large container outside the school office.  Valuable items such as cell phones, jewelry, 
and car keys may be claimed in the office.  Items not claimed after 30 days may be 
removed from the campus. 
 

Parent/Teacher Fellowship 
 
One of the St. Thomas Episcopal School’s major strengths is the great interest the parents 
have in the success of their children’s learning experiences and ultimately, the success of 
the school.  The Parent teacher Fellowship (PTF) is an organization made up of St. 
Thomas parents and teachers.  These parents mobilize to staff fundraisers, work in the 
library, serve as homeroom parents, organize special events, work in the school office, 
and so much more.  PTF meetings occur monthly and are announced in the school 
newsletter. 
 
All parents are encouraged to choose several activities throughout the year that would 
interest them and help the school accomplish important goals.  Volunteer positions are 
available on a one time only, daily, weekly, monthly, or seasonal basis.  There is truly 
something for everyone. 
 
Homeroom parents contact each family at the beginning of the year to determine which 
areas parents are willing to commit to volunteer hours.  Virtually all St. Thomas events 
are staffed by and organized by parent volunteers and school staff. 
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Parent Code of Conduct 
 
Much of the success St. Thomas students experience is due to parental involvement.  
Because parents have opportunities to become personally acquainted with the school, its 
policies, operations, employees, other parents, and students, they need to recognize the 
importance of maintaining confidentiality and modeling appropriate actions and 
conversations with every other member of the school community.  The Parent Code of 
Conduct is designed to promote healthy relationships within the school and to offer an 
effective means to resolve conflict.   

a. Conflicts that arise between students or with a classroom policy or 
decision should be addressed directly with the teacher first.  If successful 
resolution is not reached in a reasonable amount of time, the Head of 
School should be notified either by the parent or the teacher. 

b. At no point may a parent demean or degrade a teacher either verbally or in 
writing.   

c. Under no circumstances may a parent approach another child in the 
absence of that child’s parent with the intention of discussing behavioral 
concerns.  

d. Parents and teachers alike should maintain confidentiality regarding 
information about another parent’s child.  Any concerns should be 
directed to the teacher and/or child’s parents and the Head of School if 
necessary. 

e. Parents, students, and teachers should adhere to the school’s social internet 
media policy as described in Addendum 1 of this manual.  

Failure to respond to these policies may lead to action as deemed appropriate by the Head 
of School, including but not limited to suspending the parent’s right to be on the school 
campus or dismissal of the parent’s child from the school. 
 

Pictures 
 

Individual and class pictures are taken in the fall.  
 

Playground/Recess Time 
 

Every student at St. Thomas will have the opportunity to participate in playground time.  
Exceptions include inclement weather, excessive heat, possibly shortened instructional 
days, and special programs.  On occasion, a student may miss playground time to make 
up work or prepare for voluntary musical offerings in chapel.  Individual students may 
also miss occasional recess time for misbehavior or failure to complete in-class 
assignments. 
 
Students will not be required to miss playground time as a punishment for the 
misbehavior of other students.  They also will not miss playground time regularly for 
failure to complete in-class assignments. 
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Rest Time/Naps 
 
Preschool students who stay for afternoon enrichment will have a rest time.  The students 
may bring a small beach towel or blanket for rest time.  Gift of Time and Kindergarten 
students will have a quiet rest time each afternoon.  Please label everything. 
   

Safety Patrol 
 
Students in the 3rd through 5th grades who exhibit qualities of good leadership and 
reliability will be invited to serve as members of the Safety Patrol.  Traditionally, these 
students are used at car pool times during the morning arrival time and the afternoon 
dismissal to assist younger students getting in and out of cars. 
 

School Board Policies 
 

The school board meets at 6:00pm seven times during the calendar year plus once for a 
planning retreat.  Any member of the St. Thomas community is welcome to attend open 
sessions.  From time to time, the board must go into executive session to discuss sensitive 
issues.  These sessions are not open to any guests. 
 
School board members serve three-year terms.  Recruitment for new members occurs 
during the spring semester with the final board and Vestry approval occurring by April. 

 
The school board for St. Thomas welcomes guests and encourages input from all 
members of the school community.  To ensure that guests who wish to offer their 
thoughts can be heard, the board will adhere to the following policy: 
 

 Individuals who wish to speak at a regularly scheduled board meeting must notify 
the board chair of the head of school by noon of the Wednesday prior to the 
meeting.  Such a notification will make sure these individuals will be placed on 
the agenda. 

 The board chair will set the amount of speaking time for each individual.  Guests 
will be heard when the board chair calls on them. 

 In the event that a large group of individuals who share the same concerns appears 
at the meeting, the board president may ask for a representative to speak for the 
group. 

 Further discussion from guests who are not on the agenda or who have used their 
allotted time will be discouraged unless the board chair decides to allow their 
input. 

 Input received from guests will be considered informational only.  The school 
board will certainly note concerns and ideas of its guests, but it reserves the right 
to make decisions based on the information as it deems best. 

 The board chairman reserves the right to cancel remaining speaking time of any 
individual whose comments become personal or otherwise unproductive. 
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 The board may go into executive session at any time to discuss sensitive matters 
including personnel issues, security devices, matters pertaining to students and/or 
families, issues that require legal counsel, donations or gifts to the school, and 
property needs. 

 

Tuition 
 
Tuition is due and payable at the beginning of each month.  Following the initial contract 
payment, envelopes labeled with your child’s name will be sent home with your child.  
At the beginning of the next month, simply return the tuition payment in that envelope.  
After the 10th of the month, a late fee of $20 will be charged with an additional $20 per 
week for each week the tuition remains in arrears.  
 
In the event there is a failure to pay the required tuition according to the previously 
agreed upon payment schedule, the following actions will be taken to collect funds: 
 

1. When an account is 30 calendar days past due, parents will be required to 
meet with the Head of School to discuss available options for balancing the 
account. 

2. After 60 calendar days, the school will pursue options for collecting funds 
including but not limited to removing the student from the classroom and all 
school activities until the account is balanced and pursuing available legal 
options to claim unpaid tuition. 

 

Visitors 
 
Visitors are welcome to visit the campus at any time.  All visitors must check in at the 
school office to receive a Visitor’s Name Tag.  While on campus, visitors need to silence 
personal communication devices in order to promote the optimum learning environment.  
Visitors can also help maintain the proper learning environment by not congregating in 
hallways outside classrooms.  Younger siblings are not permitted to attend elementary 
siblings’ class functions due to the technology in the rooms and limited room size.   
 
Non-Custodial Parent Visits 
 
In divorce situations, the Head of School and the child’s teacher need to be made aware 
of custodial arrangements.  The Head of School may request a copy of court orders that 
will be kept in a secure location.  The school reserves the right to restrict and deny non-
custodial parent visits on the school campus. 
 

Volunteers 
 
According to the canon law for the Diocese of West Texas, all volunteers who come in 
direct contact with students during school sponsored activities including field trips, may 
be required to attend the abuse seminar, “Safeguarding God’s Children.” 
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Dress Code 
 

Preschool 
 
Preschool students must wear clothes appropriate for a busy day.  They must wear close 
toed and heeled shoes.  For student safety, footwear such as sandals, flip flops, and crocs 
are not allowed. 
 
Students in grades K-5 are required to wear uniforms. 
 
Free Dress Day 
 
The first Wednesday of each month is a free dress day for students who adhere to the 
uniform policy.  Students may wear street clothes that are appropriate for a Christian 
school.  They may not wear tops with spaghetti straps, show midriffs, or wear too 
short bottoms.  They must have tennis shoes for P. E. and playground. 
 
Friday Spirit Day 
 
All K-5 students may wear Tiger tale or other St. Thomas t-shirt and nice blue denim or 
khaki colored bottoms. 
 
Uniforms 
 
Uniforms may be purchased from Dennis Uniforms on 431 Isom Rd, #101.   
 
Boys  
Daily Uniform—Navy pants or shorts, red polo, white undershirt (optional) plain black belt, 
white crew socks (mid-calf length) all white tennis shoes* 
Dress Uniform—Navy pants, white dress shirt, navy and red striped tie (from Dennis only) with 
school logo, plain black belt, black shoes from Dennis, navy crew socks (mid-calf length) 
 
Girls 
Daily Uniform—Navy skort or pants, white tights with the skort for cold weather, plain black 
belt, midi blouse with tie, white ankle socks, all white tennis shoes* 
Dress Uniform—Dress skirt, midi blouse with tie, knee high socks or white tights, navy and white 
saddle oxford shoes 
 
Dress uniforms will be worn every Tuesday in conjunction with the weekly flag ceremony, on 
appropriate school trips, on days when the Holy Eucharist is observed, on picture days, and on 
other days that may be deemed appropriate. 
 
Cold Weather Options 
Outerwear—A variety is available with the supplier and must have the embroidered school logo.  
 A white turtleneck may be worn under the uniform shirt.  
 
*Daily uniform shoes may be purchased from Dennis or from another source, but must be 100% 
white including logos, trim, and laces. 
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ADDENDUM 1 
 

ST. THOMAS EPISCOPAL SCHOOL SOCIAL MEDIA POLICY 
 
PURPOSE 
 
St. Thomas Episcopal School understands the importance of teachers, students and 
parents engaging, collaborating, learning, and sharing in the fast-moving world of the 
Internet and “social media” – such services as “Facebook”, “Twitter”, “Shutterfly”, 
Wikipedia, “blogs”, and many other online tools through which people connect and share 
information.  With this in mind, St. Thomas Episcopal School has developed the 
following guidelines to provide direction for instructional employees, students, and the 
school community when participating in online social media activities. Whether or not an 
employee chooses to participate in a blog, wikipedia, discussion forum, online social 
network, or any other form of online publishing or discussion, it is his or her own 
decision. However, to the extent that employees, faculty, parents and members of the 
school community represent St. Thomas Episcopal School to each other and to the wider 
community, participation in such social media should be done responsibly with a mind 
toward how both the location where one chooses to participate and the content one posts 
reflect on that person individually and on the School.  Moreover, issues concerning the 
proper respect for the privacy of our students, confidentiality of sensitive information, 
and respect for copyrights and trademarks are all important to understand before 
participating in an online social environment.   
 
The St. Thomas Episcopal School social media guidelines encourage employees and 
students to participate in social computing and strive to create an atmosphere of trust and 
individual accountability, keeping in mind that information produced by St. Thomas 
Episcopal School, our faculty, staff, students, and their parents is a reflection on the entire 
School community and is subject to our Acceptable Use Policy, the School’s Mission and 
the obligation to protect the children entrusted to us.  By accessing, creating, or 
contributing to Facebook, Twitter, blogs, discussion fora, wikis, podcasts, or other social 
media for classroom or school use, you agree to abide by these guidelines. Please read 
them carefully before making use of such social media.  If you have any doubts or 
concerns about how these guidelines apply to you or your situation, or how they might 
apply to some new form of social media in the future, please err on the side of caution 
and direct your questions and concerns to the Director the School before you make use of 
such media.  In the online world, an ounce of prevention is worth far more than a pound 
of cure. 
 
GENERAL GUIDELINES 

Consult the employee manual and/or parent and student handbook. Be aware that all 
existing policies and behavior guidelines extend to School-related activities in the online 
environment as well as on School premises. 
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Use good judgment. Think about the type of image that you want to convey on behalf of 
the School when you’re posting to social networks and social media sites. Remember that 
what you post will be viewed and archived permanently online once you hit the “publish” 
button. On sites where you publicize your professional affiliation, make sure that your 
profile adheres to established criteria. 

Provide value. Think about what you have to offer the community, whether it’s 
thoughtful, relevant blog posts, newsy tweets, or homework help, and focus on providing 
that consistently. Look for opportunities on these social sites to offer recommendations or 
services to engage patrons and provide value to your community.  Don’t be an Internet 
“troll” by posting or passing along mass email forwards and urban legends (funny stories, 
videos, non-school photos and other “SPAM”). 

Accept responsibility. If you’re wrong about something, admit it and move on. It’s not 
the end of the world to have made a mistake, and in the long run it’s better to be honest 
about it and apologize than to deny it or cover it up.  People on the Internet are still 
people. 

Copyright and Fair Use 

 Respect copyright and fair use guidelines.  See 
http://www.copyright.gov/fls/fl102.html 

 Hyperlinking to outside sources is recommended.  Be sure not to plagiarize and 
give credit where it is due.  If you are re-posting photos, videos, poems, music, 
text, artwork or other copyrightable material, take the extra step of identifying the 
creator of the materials to the extent reasonably possible.   

 When hyperlinking to other sites and media, be sure that the content to which you 
are hyperlinking is appropriate and consistent with these guidelines. 

 Be aware that photographs taken by professional photographers cannot be 
scanned and used on the internet without the photographer’s permission – even if 
they are photos of you and for which you paid.  Most photographers will charge a 
little extra for “digital rights” to photos. 

Profiles and Identity 

 Remember your association and responsibility with St. Thomas Episcopal School 
in online social environments. If you identify yourself as a School employee, 
ensure your profile and related content is consistent with how you wish to present 
yourself with colleagues, parents, and students and consistent with the image, 
purpose and Mission of the School.  Remember how you represent yourself online 
should be comparable to how you represent yourself in person. 

 No identifying personal information, such as full names addresses or phone 
numbers should appear on blogs or wikis or other social media. 

 Be cautious how you setup your profile, bio, avatar, etc.  The same guidelines 
apply to this information as well as the substantive content you post. 
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 When uploading digital pictures or avatars that represent yourself make sure you 
select a school appropriate image. Also remember not to utilize protected images.   

 Social Bookmarking  

 Be aware that others can view the sites that you bookmark. 
 Be aware of words used to tag or describe the bookmark. 
 Be aware of URL shortening services and verify the landing site they point to 

before submitting a link as a bookmark. 
 Attempt to link directly to a page or resource if possible as you do not control 

what appears on landing pages in the future. 

FACULTY AND STAFF GUIDELINES 

Blogs, Wikis, Podcasts, Digital Images & Video 

Personal Responsibility 

 St. Thomas Episcopal School employees are personally responsible for the 
content they publish online. Be mindful that what you publish will be public for a 
long time—protect your privacy and that of the school, our students and their 
families.  Once materials have been published online, they may be out of your 
control. 

 Your online behavior should reflect the same standards of honesty, respect, and 
consideration that you use face-to-face and should be carried out consistent with 
the standards applied on school premises and in furtherance of the School’s 
Mission. 

 When posting to a blog, discussion forum, or Twitter or Facebook account, be 
sure you make it clear that the information is representative of your views and 
opinions and not necessarily the views and opinions of St. Thomas Episcopal 
School.  Remember that blogs, wikis, discussion groups, and podcasts are an 
extension of your classroom.  What is inappropriate in your classroom should be 
deemed inappropriate online. 

 The lines between public and private, personal and professional are blurred in the 
online world. By virtue of identifying yourself online as affiliated with St. 
Thomas Episcopal School, you are now connected to colleagues, students, parents 
and the School community. You should ensure that content associated with you is 
consistent with your work at the School and School’s Mission. 

 Don’t participate in spreading false or unsubstantiated rumors or false 
information.  Strive to speak the truth - and when you don’t know, sometimes 
saying nothing is the best choice. 

 Teachers may not communicate with students through social media sites.  The 
potential liability concerns make such communication dangerous for the teacher 
and the school. 

 When contributing online do not post confidential student information.   
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 Before posting videos and photographs of students to any online forum, including 
Facebook, Shutterfly, a blog or any other media, notify the Director in advance of 
posting them, letting him or her know the content of what you intend to post, 
where you intend to post it, and the identity of any St. Thomas staff, faculty or 
students depicted in the media.  Photographs, videos and other digital content 
identifying St. Thomas students or their families should not be posted online 
without prior approval from the Director.   

 Such materials should ONLY be posted to social media that provides reasonable 
protection against general public access and has tools in place to limit access only 
to identified or invited persons. 

 Use of student time for social media should have an articulated and defined 
instructional purpose consistent with the School’s Mission. 

 Disclaimers 

 St. Thomas Episcopal School employees must include disclaimers within their 
personal blogs and other media in which they either identify themselves or are 
likely to be identified as affiliated with the School that the views are their own 
and do not reflect on St. Thomas Episcopal School.  For example, "The postings 
on this site are my own and don't necessarily represent St. Thomas Episcopal 
School positions, strategies, or opinions."  

 This standard disclaimer does not by itself exempt St. Thomas Episcopal School 
employees from a special or personal responsibility when posting online. 

 Where online media are open to content and participation (such as comments) 
from students and parents, teachers are encouraged to carefully review and 
moderate such comments or disable their use.   

 Instant Messaging  

 School employees are required to get authorization to have instant messaging 
programs downloaded on their school computers. 

 School employees also recognize this same authorization is required for access to 
instant messaging programs that are available through web interfaces with no 
download 

 Avatar images and profile information should follow the same guidelines as the 
above Profiles and Identity section 

 A written request must be submitted to the Director for approval. 
 When submitting a request to the Director please provide a statement identifying 

the program and explaining your instructional purposes for using the program. 

Requests for Social Media Sites 

St. Thomas Episcopal School understands that technology is constantly changing and that 
many sites have pedagogical significance for teacher and student use. 
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 If you would like to request that another online site be accessible to use for 
teaching and learning, please submit a request to the Director for review, 
indentifying the online tools you wish you use and your instructional purpose in 
using them. 

 Requests will be reviewed by the Director and the School Board if necessary and 
these social media guidelines will be updated periodically throughout the school 
year as needed to keep up with emerging technologies and challenges in the 
online environment. 

 A description should be provided of the intended use of the site and what tools on 
the site match your needed criteria. 

 A link to the sites privacy policy should be included if possible, and printed and 
attached to your request if reasonably feasible.  

STUDENT GUIDELINES 

 Due to the wealth of new social media tools available to students, student products and 
documents have the potential to reach audiences far beyond the classroom. This translates 
into a greater level of responsibility and accountability for everyone. Below are 
guidelines students in St. Thomas Episcopal School should adhere to when using Web 
tools in the classroom or in any way related to classroom or School activities. 

Also understand that as a St. Thomas student you represent the School even when you are 
not posting to social media during class time, and you should follow these guidelines 
anytime you post material that could identify you or your relationship to the School. 

1. Be aware of what you post online.  Social media venues are very public.  What 
you contribute leaves a digital footprint for all to see.  Do not post anything you 
wouldn't want friends, enemies, parents, teachers, or a future employer to see.  

2. Follow the school's code of conduct when writing online.  It is acceptable to 
disagree with someone else's opinions, however, do it in a respectful way.  Make 
sure that criticism is constructive and not hurtful.  What is inappropriate in the 
classroom is inappropriate online.  

3. Be safe online.  Never give out personal information, including, but not limited to, 
last names, phone numbers, addresses, exact birthdates, and pictures.  Do not 
share your password with anyone besides your teachers and parents 

4. Linking to other websites to support your thoughts and ideas is recommended.  
However, be sure to read the entire article prior to linking to ensure that all 
information is appropriate for a school setting. 

5. Do your own work!  Do not use other people's intellectual property without their 
permission.  Be aware that it is a violation of copyright law to copy and paste 
other's thoughts. It is good practice to hyperlink to your sources. 

6. Be aware that pictures, videos, songs, and audio clips may also be protected under 
copyright laws.  Verify you have permission to use the images, videos, songs or 
other clips. 

7. How you represent yourself online is an extension of yourself.  Do not 
misrepresent yourself by using someone else's identity. 
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8. Blog and wiki posts should be well written.  Follow writing conventions including 
proper grammar, capitalization, and punctuation.  If you edit someone else's work 
be sure it is in the spirit of improving the writing. 

9. If you run across inappropriate material that makes you feel uncomfortable, or is 
not respectful, tell your teacher right away. 

10. Students do not need to use social media sites to communicate with teachers for 
any reason. 

11. Students who do not abide by these terms and conditions may lose their 
opportunity to take part in the project and/or access to future use of online tools. 

PARENT GUIDELINES 

Classroom blogs and other social media are powerful tools that open up communication 
between students, parents, and teachers. This kind of communication and collaboration 
can have a huge impact on learning. St. Thomas Episcopal School encourages parents to 
participate in such projects when appropriate, but requests that Parents act responsibly 
and respectfully at all times, understanding that their conduct not only reflects on the 
School community, but will be a model for our students as well.  

 Parents should adhere to the following guidelines: 

 Parents should expect communication from teachers prior to their child’s involvement in 
any project using online social media applications, i.e., blogs, wikis, podcast, discussion 
forums, etc. 

1. Parents will be asked to sign a release form for students when teachers set up 
social media activities for classroom use. 

2. Parents will not attempt to destroy or harm any information online.   
3. Parents will not use classroom social media sites for any illegal activity, including 

violation of data privacy laws. 
4. Parents are highly encouraged to read and/or participate in social media projects. 
5. Parents should not distribute any information that might be deemed personal 

about other students participating in the social media project. 
6. Parents should not upload or include any information that does not also meet the 

student guidelines above. 
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ADDENDUM 2 

Lunchroom Policies 

Student Lunchroom Rules 
 

Eat only your own food.  No trading! 
Raise your hand to get out of your seat. 
Use voices that can only be heard at your table. 
Use positive helpful words only. 
Eat with appropriate table manners. 
Keep your space clean! (Pick up and throw away trash on tables and floor.) 
 
Lunch Visitor Rules 
 
Visitor lunch procedures are intended to create an efficient and enjoyable lunch 
environment for everyone.   
Be sure to check in at the school office or the kitchen in Parish Hall. 
When you enter the lunchroom, please let the teacher know you are here and that you will 
be having lunch with your child. 
Take your child (and your child only) to the parent table for lunch.  Due to space 
limitations, parents and visitors are asked not to sit at the student tables. 
It is your responsibility to make sure your child continues to follow the student 
lunchroom rules posted on the wall.  Please do not allow your child to leave his/her seat 
without permission or wander around the lunchroom. 
Thank you for your support, and enjoy your lunch! 
 

 

 

 

 

 

 

 


