
St. Luke School Parent Handbook 

“With Catholic values and tradition, educate the whole

child to lead as Jesus leads.”
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St. Luke School Parent Handbook
August 2019 

Welcome to St. Luke School!  Please take time to read through this entire handbook with your child.  There is a wealth of 
information to help you understand the many programs, policies, and procedures of St. Luke School.  

Our curriculum is built on 3 main beliefs: 
● We believe that student learning is best done when it is authentic and relevant to the ‘real’ world; and

integrated with other subjects, where the learning is not confined within the boundaries of traditional subject
areas but is supported and enriched by them.

● We believe our curriculum includes all student activities for which the school takes responsibility; both academic
and non-academic as these all have an impact on student learning.

● We believe all students should be supported to participate in our curriculum to their fullest extent.

We define our curriculum as three interrelated components. In keeping with the commitment to inquiry (critical 
thinking), we express these as open ended questions, each one asking us to think deeply about our own practice with 
regard to student learning.  

● What do we want to learn? Our written curriculum.
● How best will we learn? Our taught curriculum. (The theory and applicator of effective classroom teaching and

learning practice)
● How will we know what we have learned? Our assessed curriculum.

To ensure a smooth transition for the start of the year, we ask that you familiarize yourself with this handbook which has 
been prepared for you, and to understand our written, taught and assessed curriculum. I am sure you will find our 
curriculum to be engaging, relevant, challenging and significant for all our students. 

Please discuss the information on our procedures with your children, which answers many of the ‘frequently asked 
questions’ about the practices of the St. Luke School.  

An information evening, ‘Back-To-School Night’, is scheduled for Tuesday, the 3rd of September at 6:30 PM. This evening 
is designed to give parents more information about the classroom program.

Additionally, two curriculum nights for the Primary Years (PYP) and Middle Years (MYP) students are scheduled.
● The PYP curriculum night is on Wednesday night, September 18th at 6:30 PM.
● The MYP curriculum night is on Wednesday night, September 25th at 6:30 PM. 

In the meantime, please do not hesitate to contact us if you need assistance with anything concerning St. Luke School.
The partnership between the home and the school is important to us, and we look forward to an enjoyable year.

I wish you all a positive school year.

Rick Boyle
Principal
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ADMISSIONS: POLICY OF NON-DISCRIMINATION 
St. Luke School admits students of any sex, race, color, national and ethnic origin to all the rights, privileges, programs, 
and activities generally accorded or made available to students at the school.  It does not discriminate on the basis of 
sex, race, and color, national and ethnic origin in administration of its educational policies, scholarship and loan 
programs, athletic, and other school-administered programs. 

ADMISSIONS: PRIORITIES FOR ACCEPTANCE 
On a basis of space availability, priorities for acceptance of new students are as follows: 

1. Parish families* with children in the school.
2. Parish families* who have graduated other children from the school.
3. Parish families* with children new to the school.
4. Non-parish Catholic families with children in the school.
5. Non-parish, Catholic families with children new to the school.
6. Non-parish, non-Catholic families with children in the school.
7. Non-parish, non-Catholic families new to the school.

* "Parish families" are defined as families who meet the following criteria:
1. One or both parents or guardians must be Roman Catholic.
2. The family must be registered in the parish office.
3. The parents must be active in the life of the parish, worshipping here regularly, involved in one of the many

parish ministries.
4. The parents must be regular contributors to the parish according to their means, through the Sunday offering

envelope, annually completing a sacrificial giving commitment card indicating planned giving amount for the
calendar year, and making a good faith effort to fulfill that commitment.
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ATTENDANCE 
State law requires that a phone call or written excuse be presented every time a student is absent, giving the reason for 
each absence.   If the school does not hear from you in the morning, an attendance volunteer will attempt to reach you 
to confirm the reason for the absence. 

Students excessively absent (e.g. 12 days per trimester) will be notified by letter and may not be eligible for credit.  A 
meeting with the Principal must take place, along with the classroom teacher(s), to create a plan for the student to make 
up missed work/instruction.  This matter will be taken very seriously, and acted on if no improvement is noted. 

School begins at 8:30am.  Parents should call the school before 8:30am if their child will be late in arriving or will not be 
attending that day.  Leave a message if necessary.  Chronically late children will be dealt with individually to assist in 
improving attendance.  

Parents should notify the office if the student is to be absent for an extended length of time.  EXTENDED ABSENCES 
SIGNIFICANTLY IMPACT STUDENT LEARNING.  The student is responsible for all schoolwork assigned during the period of 
absence.  Since it is very difficult to predict where a unit of study will be during the extended absence, advanced unit 
work will not be assigned.  Once the student returns, arrangements will be made for the student to get caught up and 
complete assignments.  

CARE OF SCHOOL PROPERTY 
The appearance of a school and the way it is kept has a great deal to do with the reputation of that school.  Care of 
school property portrays pride.  For this reason, all pupils will regard, with care, whatever school property is allowed for 
their use: desks, furniture, books, technology devices, and physical education equipment.  

Desks are the property of the school, and may be opened without the presence or permission of the students who use 
them. 

Fines equal to repair or replacement costs are imposed for loss or damage to school property resulting from 
carelessness, negligence, or disregard for school regulations.  Intentional damage to school materials or property may 
include suspension or expulsion from school.  

CARPOOL RULES AND PROCEDURES 
The rules and procedure are laid out for the safety of your children.  Please follow the directions of teachers and safety 
patrol members who are directing pedestrian and automobile traffic.  The carpool lanes are for all traffic.  They are not 
restricted to those who are carpooling with other families. 

● Drivers should unload passengers in the carpool lane, not on the street, shoulders, or in front of the school.
● Pedestrians should cross only at the crosswalk with the assistance of the safety patrol, not in between cars.
● Collect your riders only if parked in the five lanes to the north of the crosswalk.  If you are between the

crosswalk and 175th, please wait until you can safely move forward to pick up your children.
● Do not encourage the students to pass beyond the crosswalk to the gymnasium during carpool to get into a car.
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BEFORE SCHOOL 
● Drop off time: 8:15-8:30am
● Cars should pull up as far forward as possible before allowing child to exit car.

Single lanes only, do not pass. 
● Have children exit the car from the right side when possible.
● Avoid prolonged stops.
● Children may not be dropped off in front of the school or gym.

AFTER SCHOOL 
● Try to time your arrival after 2:45pm.  Children are crossing driveways to and from classes until 2:50pm.

We realize this is difficult, but appreciate your effort. 
● Form five lanes; two lanes on the West will turn left, center lane will turn left or right, two lanes on the East will

turn right.
● Do not let small children in your car disembark to find “carpoolers”.
● Parking in the South end is for the following reasons:

*Parents who need to conduct business in the school.
*Parents who are picking up a student on Patrol Duty.
*Parents with students with special needs (e.g. wheelchair, broken leg).
*Parents who are handicapped.

● The parking area is not a safe place to pick up children.  You should escort your children to your car and make
sure they are inside the car.  There is quite a bit of activity going on that increases the possibility of child and car
related injury.  This causes poor visibility.  Children should not go to their car until after the first bell rings.

● Please do not allow dismissed children to run through parked cars if you are talking with a friend and unable to
be with them.  This is for your child's safety!

● YOU are responsible for your children after the bell rings.  When you have business in the office or a conference
with a teacher, PLEASE do not leave your children unattended, no matter what their age.

STUDENT CARPOOL EXPECTATIONS 
You may expect that we, the staff at St. Luke, will do our best to keep you safe if the rules are followed. 

● Stay behind rope and stop sign until whistle blows.
● Only go to your own car-do not stop and visit at other cars.
● Watch carefully as you walk to your car.
● Do not distract the safety patrol.
● Use of big toy is not supervised by school staff, therefore discouraged during carpool time. .
● Riding bikes on the playground is not permitted.
● Behavior that interferes with student safety is not allowed, i.e. hitting, teasing, keep away, ball throwing,

running, swinging backpacks, etc.
● Do not walk through parking area carpool lanes, play areas, or grassy areas.
● At 3:15pm when the rope is rolled up, if students do not have a ride, they must go to Extension.

Call home to verify transportation plans at Extension, not in the office.  Cell phones may be used after 3:15pm for this 
purpose only. 

The carpool lanes are for all automobile traffic.  This includes families who are carpooling with other families.  Please 
follow the directions of the teachers and safety patrol members who are directing pedestrians and automobile traffic. 
In the morning, please remember to drive all the way up to the carpool supervisor in a single lane to unload your 
riders.   We ask this of you; to help keep 175th Street from backing up with traffic. 

DO NOT PASS VEHICLES.  Drivers should unload and pick up passengers in the parking lot only, not on the shoulders or in 
front of the school. 
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Parking is for pre-K  pickup and drop off pick up exclusively. You may park if you have business in the 
building. All others are expected to go though carpool.  

In the afternoon drivers should use the two left lanes if they intend to turn North on Dayton, and the two right lanes if 
they intend to turn South on Dayton.  This helps us clear the lot much more quickly, and keep 175th Street clear of 
shoulder traffic.  When all 5 lanes are used, the center lane may turn either right or left at the direction of the carpool 
teacher.  Usually, this only will occur during the first drive through of carpool traffic.  When there are only 4 lanes of 
traffic, two lanes turn left and two lanes turn right.  If you have questions, ask the staff on carpool duty what to do. 

Remain with your car.  Abandoned cars hold up other drivers.  If your riders are not there, go through the lane, circle the 
school, and pass though carpool again. 

Pedestrians should only cross at crosswalks with the aid of the safety patrol.  Please wait for the whistle to blow before 
you walk through the parking area or between stopped cars. 

Please share these comments with your childcare providers, grandparents, or whoever is responsible for picking up 
your children. 

CLASS ASSIGNMENTS 
Every effort is made by the staff and the administration to establish a balanced mix of students in each classroom.  The 
teachers balance the classes academically and socially, with care given to gender and learning style distribution. 

The administration does not accept class placement requests by parents.  However, if there are exceptional concerns 
that parents want considered as the staff determines class assignments, the parents need to address them to the 
Principal in writing by May 15th.  The administration and staff will consider parental concerns, but do not guarantee 
class placements as requested by parents. 

The class assignments are published on the first day of school.  There will be no changes in class assignments when 
school begins, except in extraordinary cases and at the Principal's sole discretion. 

CELL PHONES and ELECTRONIC DEVICES 
Cell phones may only be used before the start of school or after 3:15pm unless authorized by a teacher or staff member. 
Electronic devices are to be used only under the supervision of teacher or staff member after the Internet Acceptable 
Use Policy has been signed and on file in the main office. Misuse of either a cell phone or electronic device may be taken 
away and kept in the school office for a parent/guardian to retrieve.  Extension will have a separate policy for cell phone 
use. 

Respect Policy - HIB (Harassment, Intimidation, and Bullying) 

St. Luke Catholic School is committed to providing all students, staff and families with a safe and supportive school 

environment. Members of the school community are expected to treat each other with respect. The Policy of Respect 

applies to students, staff, and any visitors to the school campus. 

St. Luke School strives to maintain an environment where students will not be harassed because of their age, race, color, 

national origin, mental or physical disability, physical attributes such as clothing or other apparel, socioeconomic status, 

weight, gender, sexual orientation, religious, or political views. 
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CRISIS PREPARATION  
As part of our emergency preparedness, the school has a container filled with water and a snack for the student body for 
three days.  All families are asked to write a comfort note to their child that will be stored in their homeroom teacher’s 
“grab and go” backpack.  

CYO ATHLETIC PROGRAM 
The parish Athletic Association sponsors the CYO program for students enrolled in the school and for young people 
registered in the parish.  Practices and games take place outside of school hours.  Participation is governed by 
archdiocesan policy.  Further information can be obtained by contacting the CYO coordinators listed in the school 
calendar. 

DANCES 
Dances are offered to our 7th and 8th grade students by the North Seattle Regional Catholic Schools.  These Catholic 
Schools have standard policies regarding attendance, security, and behavior expectations. 

DIRECTORY 
Parents Club provides one school directory to each family.  Additional directories can be purchased in the office while 
supplies last.  Contact information is only for school use.  This information may not be used for any other purpose. 

EMERGENCY PLAN for FIRE, NATURAL DISASTER, AND SECURITY ISSUES 
St. Luke School has developed a specific plan in preparation for a possible natural disaster or security issues.  The 
purpose is to prepare, as much as possible, in advance for the safety and welfare of the students. 

EXTENSION K-8 
Extension is a before and after school daycare program for students enrolled in grades K-8.  It opens at 7:00am and 
closes at 6:00pm.  Parents may sign in students for either or both the morning and afternoon sessions.  Contact 
Extension Coordinator for necessary paperwork, expectations, and procedures. 

Students will not be able to wait unsupervised on the playground.  Any student arriving at school before 8:15am will be 
sent to Extension, regardless of age, and the parents will be charged accordingly. Likewise, any student not picked up 
within 15 minutes of the dismissal bell at the end of the day will be sent to Extension, and the parents charged 
accordingly. 

Extension follows school procedure.  If school is closed, Extension is closed.  Exception:  If school is on "late start" 
schedule, Extension will be open at regular time unless notified via the school communication system. 

EXTENSION 4-YEAR OLD 
The state licensed extension for the 4-year-old program occurs only after school until 6:00 PM.  It is only for students 
registered in the 4-year-old full day program and follows the same schedule as the school.  

FIELD TRIPS 

St. Luke School recognizes the importance and value of trips for educational field study, and approves of these visits to 
places of cultural or educational significance to further enrich the lessons of the classroom. 

        In the interest of safety, the following regulations must be met: 
1. The written consent of parents and/or legal guardians must be obtained for every student participating in field

trips.
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2. Permission slip must be signed and filed prior to departure.
3. Permission by phone is not acceptable in place of a signed form.
4. Field trips are privileged outings.  Students can be denied participation if they fail to meet academic or

behavioral requirements.
5. St. Luke School enforces the Washington State regulations regarding child restraint laws.

Please see field trip consent form for details. 

        Driver Requirements 
1. Drivers must fill out and have on file prior to trip a field trip Driver Information Sheet.
2. The driver must be 21 years of age or older.
3. The driver must have a valid, non-probationary driver's license.
4. The vehicle must have valid and current registration, and valid current license plates.
5. The vehicle must be insured for at least the following limits: $100,000 per person/$300,000 per occurrence.
6. Drivers will follow only approved itinerary.  No extra stops are allowed for refreshments or sightseeing.
7. Drivers will be responsible for making sure all children are securely seat-belted in the vehicle.
8. No child 12 or under are allowed to ride in the front passenger seat in vehicles.
9. Any adult per car must have successfully completed Safe Environment Training.

FIELD TRIP FORMS 
The Driver Information Sheet is located on the website under the Parent tab. The Field Trip Consent Forms are sent 
home by the classroom teacher. No student is allowed on a field trip without a Field Trip Consent Form signed by a 
parent and returned to the teacher.  

FINANCIAL  AID 
There is an automatic tuition reduction for parents or guardians with more than one student attending 
St. Luke School.  Additional financial aid is given on the basis of need in the form of Tuition Assistance Grants from 
the Fulcrum Foundation and/or St. Luke.  Factors such as yearly income, number of children attending  
St. Luke or other private schools, and special family circumstances are taken into account. 

In order to receive tuition assistance, applicants must complete the archdiocesan tuition assistance grant application 
booklet and submit it to the St. Luke School Business Manager in the school office by the deadline posted by the 
archdiocese. 

New applicants are notified as to the amount of aid received at the time of acceptance to St. Luke School. 

FUNDRAISING EXPECTATIONS 
The cost to educate a student at St. Luke School is more than the tuition charged.  Tuition covers the expenses of salaries 
and benefits.  The operating costs of the school, such as textbooks, janitorial supplies, and repairs are paid for by 
fundraising and development efforts.  These activities collectively contribute in excess of $350,000 per year.   If the 
minimum fundraising obligation is not met throughout the school year, a statement of amount owed is sent home in the 
late Spring. 

All families are required to participate in the following fundraising and development activities: 
● Annual Fund (participation required) Every family is required to pledge according to their means each school

year.  All Annual Fund contributions are tax deductible.
● Auction ($300.00 per family contribution) Each family will need to procure items for the Spring Auction.

Smaller contributions can be packaged to make an attractive item.
● $crip  ($100.00 for $crip rebate) Shopping with $crip is a simple way to fulfill your combined fund-raising

requirement.  Purchase your $crip online via the link located on the school website, through the weekly Monday
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order, Friday mornings at school or after Mass on weekends.  Select the $crip (i.e. gift cards) from the many 
stores listed such as your favorite grocery store, movie theater or restaurant.  St. Luke school earns an average 
of 5% from each $crip purchase, at no additional cost to you.  Each time you purchase $crip, the percentage 
earned is credited to your fundraising requirement. 

● St. Luke-A-Thon (participation required)
● Magazine Sale (participation required)

GRADING 
The purpose of the grading scale is to communicate progress and achievements to students and their parents. 
Communication is provided through Powerschool,  a  Student Information System. (SIS)  

Information from several types of student’s performance may be included in the grades a student earns. 
These could include tests, written assignments, projects, homework, quizzes, daily work, and class participation. 
These all give an indication of the understanding and skill that a student is gaining in an academic subject.  The grade a 
student achieves in a subject will be determined by their performance on the items noted above. 

KINDERGARTEN - GRADE 4 GRADING SCALE 
3-Skill is exhibited with consistent accuracy and meets or exceeds grade level expectations.
2-Skill is showing steady progress and is on target toward meeting grade level expectations.
1-Skill is in beginning stage of development but has not yet attained grade level expectations.

GRADING SCALE FOR GRADES 5-8 

A 93.0 -  100 C- 70.0 - 73.9 
A- 90.0 - 92.9 D+ 67.0 - 69.9 
B+ 87.0 - 89.9 D 64.0 - 66.9 
B 83.0 - 86.9 D- 60.0 - 63.9 
B- 80.0 - 82.9 F 00.0 - 59.9 
C+ 77.0 - 79.9 S Satisfactory 
C 74.0 - 76.9 U Unsatisfactory 

Inc Incomplete 

GRIEVANCE PROCESS 
Conflicts and grievances are settled at the level of occurrence (i.e. classroom issues are discussed with teacher first).  
If the issues have not been resolved with a conference with the teacher, then the parent(s) may take the matter to the 
Principal.  If their issues are still unresolved after a conference with the Principal, then they may take the matter to the 
Pastor. 

HEALTH PROMOTION 
The school aims to promote the individual and collective health of its students.  Our health care program includes 
screening for vision and hearing, and up-to-date immunization records. 

The possession, sale, distribution, use of or state of being under the influence of illegal substances (i.e. tobacco, alcohol, 
or non-prescribed drugs) is forbidden on school grounds and at school sponsored activities (see also:  MEDICATIONS). 
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HOMEWORK 
Homework is considered to be an important part of developing strong study habits that reinforce learning that takes 
place in the classroom.  Home assignments provide opportunities for review, skill proficiency, and research. 
Assignments each evening will approximate the following lengths of time: 

● Kindergarten: 10-20 minutes
● 1st Grade: 20 minutes 
● 2nd Grade: 25 minutes 
● 3rd Grade: 35 minutes 
● 4th-5th Grade: 45-60 minutes
● 6th-8th Grade: 60-90 minutes

Your child's homework load may vary depending upon school evening events and holidays. If you are concerned, check 
with the teacher.  Homework procedures and grading are provided in the syllabus at “Back to School” Night and on the 
teacher website. 

INCLEMENT WEATHER/CLOSURE OF SCHOOL 
If inclement weather or other emergency causes St. Luke School to close, television and radio announcements will be 
made on stations KING, KOMO, and KIRO. Additionally, a message will be sent via the School Information System (SIS) to 
the email and phone number on file.  A message will also appear on the school webpage. The decision and notification 
will usually be made by 6:00am.  The school recognizes that hazards in getting St. Luke students to school are much 
greater than they are for public school students who ride buses.  Therefore, in such situations, all parents are asked to 
make an individual judgment as to the safety of driving children to school. 

Extension follows school procedure.  If school is closed, Extension is closed.  Exception:  If school is on "late start" 
schedule, Extension will be open at regular time unless notified via the  school communication system. 

INVITATIONS 
Students are permitted to distribute invitations to social functions through the school ONLY IF all students in the 
homeroom are invited.  If there will not be an invitation for each student, invitations are not to be sent through the 
school, but through the Postal Service.  

LIBRARY 
Students of all grades are encouraged to check out books from the library and utilize the library and librarian for 
research.  A fine is charged for all overdue books.  There is a book fair held in the fall and spring to raise funds for the 
library. 

LICE POLICY 
St. Luke School has a no nit policy.  Children will be checked on an as needed basis.  A child must be free of nits before 
being allowed to return to school.  If an outbreak occurs, parents will be notified. Further information will be published 
in the Thursday packet.  For additional information or extenuating circumstances, contact our Office Manager 
(206.542.1133). 

LUNCH SCHEDULE 
Lunch begins at: 
       11:00-11:25am for grades k,1,2 
       11:30-11:55am for grades 6,7,8 
       12:00-12:25pm for grades 3,4,5 
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Milk is available for children's lunches.  Ordering is done on an annual basis.  Forms are available at the office 
throughout the year. 

Hot Lunch menus are posted monthly on the school website.  Families may pay for hotlunches via the front office by 
loading lunch cards that will be distributed to students by their classroom teacher.  Hot lunch prices will be $5.50.  

MEDIA POLICY 
Only age appropriate media are shared with students.  Any exception to this policy will require written parent 
permission. 

MEDICATION AT SCHOOL 
The teacher will not keep child medications in the classroom and medications may not be in the student’s 
possession.  All over the counter and prescription medicines are kept in the office.  Students must have an 
Archdiocesan Authorization Form with clearly written instructions and signature from the health care provider, and 
signed authorization from the parents.  Children will take all medications in the office and a record will be kept of the 
dosage.  A copy of the Medications Authorization form can be found on the website. 

MONEY AND VALUABLES 
Money and other valuables are to be brought to school only when there is a real need for them.  They should not be left 
in the student's desk or in the coat closet.  St. Luke School is not responsible for the loss of money or valuables. 

PARENT-TEACHER-STUDENT CONFERENCES 
Parent-teacher-student conferences are scheduled in the fall and spring.   Further conferences may be scheduled as the 
need arises.  Parents are urged to meet their child's teacher and to work closely with him or her for the child's greater 
success and adjustment in school.  For the convenience of all concerned, we ask that parents make an appointment for 
conferences.  

PARTIES AND EVENTS 
St. Luke School does not sponsor parties outside of the school.  On special occasions a classroom party may be arranged 
through consultation with the teacher and room parent.  If a parent chooses to have a private party, written or oral 
invitations must not be given out in school unless everyone in a classroom is invited.  There are no exceptions.  Hurt 
feelings result when it is obvious that some children are not included. 

PARENTS' CLUB 
The purposes of St. Luke Parents’ Club are to facilitate communications between home and school; to provide a vehicle 
through which parents can provide service and to promote a sense of community by providing opportunities for social 
interaction through club activities. All parents of St. Luke School students automatically belong to the Parent's Club. 

The Parents' Club Membership meets regularly; these meetings are open to all parents.  In order to maintain a vibrant 
community, all parents' support and participation is necessary.  The Principal will be available at each meeting to present 
a report and to meet with parents. 

PERSONAL SAFETY 
The safety patrol is organized for the purpose of preventing accidents and saving lives.  Members are on duty daily 
between 8:10 and 8:30 each morning, and for approximately 10 minutes following dismissal in the afternoon.  Parents 
who pick up children at school are asked to cooperate with the patrol members on duty.  Also, due to the safety of our 
children and the potential harm that may occur with pets, please keep all pets inside a vehicle.   Please refer to the 
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carpool map and learn and follow the carpool flow chart located at the end of the Parent Handbook and on the web page 
under the Parent tab. 

Riding of bicycles and skateboards on the school grounds is prohibited.   Students who ride their bicycles to school 
must walk them from the street to the bike racks by the gym. 

PROGRESS REPORTS  
Progress reports will be available for everyone online at the mid-trimester point.  

Academic Probation 
It is the goal of St. Luke School to maintain high academic standards and utilize good study skill habits. 
Occasionally, students have difficulty in achieving this goal. A student will be placed on academic probation if 
two F’s or three or more grades of D or below are given per trimester. The student will need to meet with the 
Principal and set up a contract that will allow for improvement in these areas. The term of probation will be 
from progress report time to the end of the trimester. 

RELEASE 
St. Luke School maintains a closed campus.  No child will be sent home without proper parental notification.  When early 
release is necessary (e.g. illness, discipline, etc.), the school office makes every effort to contact one of the student's 
legal guardians.  For this reason, it is imperative that your home and work telephone numbers contained in our files are 
accurate and current.  Parents should notify the school immediately with changes.  No child will be released from school 
except to a parent or to those officially authorized by a parent in writing.  Parents are to go directly to the office and 
request the release of their child. The child will be called to the office for pick up. 

RELIGIOUS INSTRUCTION AND FAITH FORMATION 
The mission of St. Luke School is to Form Catholic Christian Leaders.  It is essential that teachers and parents work 
together in the religious instruction and faith formation of the students.  Non-Catholic students participate in classes 
and liturgies with the student body. 

POLICY OF RESPECT- HIB (Harassment, Intimidation, and Bullying) 

St. Luke School is committed to providing all students, staff and families with a safe and supportive school environment. 

Members of the school community are expected to treat each other with respect. The Policy of Respect applies to 

students, staff, and any visitors to the school campus. 

St. Luke School strives to maintain an environment where students will not be harassed because of their age, race, color, 

national origin, mental or physical disability, physical attributes such as clothing or other apparel, socioeconomic status, 

weight, gender, sexual orientation, religious, or political views. 

Defining Harassment, Intimidation, and/or Bullying (HIB) 

Saint Luke School defines HIB as actions that: 

● Are repeated (or have the potential to be repeated)

● Involve a real or perceived imbalance of power

● Have the intent to cause physical or emotional harm

● Have a significant impact on the bullied student

Harassment, intimidation, or bullying may include an intentional electronic, written, verbal, auditory or physical act. 

Examples of HIB could include the following:  
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● Hurting someone physically by hitting, kicking, tripping or pushing

● Stealing or damaging another person’s things

● Targeting

● Teasing someone in a hurtful way, or name calling

● Using put-downs, such as insulting someone’s race or making fun of someone for being a boy or a girl

● Touching or showing private body parts

● Inappropriate language or behavior

● Spreading malicious rumors or untruths about someone

● Leaving someone out on purpose, or trying to get other kids not to play with someone

● Threatening

● Any of the above behaviors using electronic devices

Statement of Scope for Harassment, Intimidation, and/or Bullying (HIB) 

St. Luke School- consequences for HIB apply when it happens:  

On school grounds: Immediately before or after school hours, during school hours, or at any other time when the school 

is being used by a school group 

Off school grounds: At a school activity, function, or event 

When traveling: To or from school or a school activity, function, or event 

Using property or equipment: Provided by the school 

On or off school grounds: When it has caused significant disruption to the learning environment or interfered with an 

individual’s ability to learn 

Reporting Harassment, Intimidation, and/or Bullying (HIB) 

It is St. Luke School’s expectation that all HIB incidents be reported.  

1. Teachers witnessing or who become aware of a HIB situation should address it immediately. Many times the

situation can be rectified before it requires complicated interventions.

2. If a situation cannot be resolved by the teacher, a referral to the Student Life Director may be necessary.

3. If a situation cannot be resolved by the teacher or the Student Life Director, a referral to the administration (or

designated staff member) may be necessary.

*Extreme cases of HIB will go directly to administration (or designated staff member) and could result in suspension or

expulsion.

Investigating and Responding to Harassment, Intimidation, and/or Bullying (HIB) 

In general, teachers and staff will:  

● Closely supervise students in all areas of the school and playground

● Watch for signs of harassment, intimidation, and/or bullying and intervene appropriately

● Respond quickly and sensitively to HIB reports to ensure the safety of all students involved

● Look into all reported HIB incidents

● Assign consequences for harassment, intimidation, and/or bullying based on our school’s discipline code (see

our school’s Hierarchy of Consequences)

● Provide immediate consequences for those who retaliate against students who report harassment, intimidation,

and/or bullying

Students who knowingly make false accusations of harassment, intimidation, and/or bullying will be subject to 

disciplinary action  
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Once a HIB report is received, St. Luke School administration will conduct an investigation in a timely manner. If it is 

determined that harassment, intimidation, and/or bullying has occurred, administration will:  

● Take appropriate disciplinary action (see St. Luke School’s Hierarchy of Consequences)

● Notify student’s teacher(s)

● Notify the family of the student who was the victim of harassment, intimidation, and/or bullying

● Notify the family of the student who did the harassment, intimidation, and/or bullying

● Create a Safety Plan for the victim

● Create a Behavior-Change Plan for the student who harassed, intimidated, and/or bullied

Written Records of Harassment, Intimidation, and/or Bullying (HIB) 

In general, written records of all HIB incidents and their resolution will be maintained using the following forms:  

Form Action

Student Classroom Behavior Reflection 

Form(s) 

Given to student by teacher/staff member 

Incident Report Form 

(located in the Front Office and Learning 

Resource Center) 

Filled out (often anonymously) and turned into staff 
member or designated drop-off spot and reviewed daily 
by designated staff member 

Bullying Report Form 

(created by the Committee for Children 

for the 

Second Step Bullying Prevention Unit) 

Filled out by student and designated staff member 

Student Safety Plan 

(created by the Committee for Children 

for the  

Second Step Bullying Prevention Unit) 

Filled out by student and designated administrator for 
the safety of the victim of HIB 

Student Behavior-Change Plan 

(created by the Committee for Children 

for the  

Second Step Bullying Prevention Unit) 

Filled out by student and designated administrator for 
the student who did the HIB 

In addition, written records of communication between St. Luke School and involved parties may be required.  

Sample forms are available in the Student Handbook appendix.  

Communication Plan for Harassment, Intimidation, and/or Bullying (HIB) 

HIB prevention information is communicated via:  
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● Student Classroom Behavior Reflection Form(s), Incident Report Form, Bullying Report Form, Student Safety

Plan, and/or Student Behavior-Change Plan

● Bullying Prevention Unit Online Training

● Staff Meetings

● Teachers to their students

● Bullying Prevention Unit lessons

● Bullying Prevention Unit posters placed in every classroom

● The Student Handbook

● Our school’s website for families and the wider community

● Emails to families

Sanctions (Consequences) for Harassment, Intimidation, and/or Bullying (HIB) 

There will be consequences and appropriate remedial action for those involved in harassment, intimidation, and/or 

bullying. The developmental maturity levels of the parties, the levels of harm, the reasons surrounding the incident, the 

nature of the behaviors, the context in which the alleged incidents occurred, and the past history of the parties involved 

should be considered when posing consequences.  

St. Luke Hierarchy of Consequences 

In general and at the discretion of the teacher and/or principal, the following are sample consequences for harassment, 

intimidation, and/or bullying that has gone beyond what can be directly addressed immediately by the classroom 

teacher.  

First Report Second Report Third Report Fourth Report 

Harassment, 
Intimidation, 
and/or 
Bullying 
Behaviors 
including via 
electronic 
device 

● Student
Classroom
Behavior
Reflection
Form/Incident
Report Form/
Bullying Report
Form

● Conference with
teacher,
designated staff
member, or
principal

● Re-teach
behavioral
expectations,
rules, and social
skills

● Student
Classroom
Behavior
Reflection
Form/Incident
Report
Form/Bullying
Report Form

● Conference with
teacher,
designated staff
member, or
principal

● Behavior Change
Plan (Student
Safety Plan)

● Increase check-ins

● Student
Classroom
Behavior
Reflection
Form/Incident
Report
Form/Bullying
Report Form

● Conference with
teacher,
designated staff
member, or
principal

● Principal modifies
Behavior Change
Plan and
one-on-one or
small group
intervention

● Student
Classroom
Behavior
Reflection
Form/Incident
Report
Form/Bullying
Report Form

● Conference with
teacher,
designated staff
member, or
principal

● Principal modifies
Behavior Change
Plan and
one-on-one or
small group
intervention
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● Class behavior
chart

● Weekly check-ins

● Make amends

● For property
damage: repair,
clean, and/or
replace

● Structured recess

● Loss of privileges
(no recess, eat
lunch in office,
etc.)

● Restrict in-school
use of electronic
devices

● Loss of recess

● Extend restriction
of  in-school use
of electronic
devices

● Comply with
archdiocese
protocol,
depending on the
severity of the
bullying

sessions (Student 
Safety Plan) 

● Increase check-ins

● Extend restriction
of  in-school use
of electronic
devices

● Conference/phon
e call with
principal,
guardian, and
student

● Comply with
archdiocese
protocol,
depending on the
severity of the
bullying

● In-school
suspension

sessions (Student 
Safety Plan) 

● Increase check-ins

● Extend restriction
of  in-school use
of electronic
devices

● Conference/phon
e call with
principal,
guardian, and
student

● Comply with
archdiocese
protocol,
depending on the
severity of the
bullying

● In-school or
out-of-school
suspension plus
one-on-one or
small group
intervention
sessions

● If behavior does
not improve the
student’s
enrollment at the
school may result
in expulsion.

*Some wording adapted from the Second Step Bullying Prevention Unit, © Committee for Children.

Training and Prevention Education for Harassment, Intimidation, and/or Bullying (HIB) 

St. Luke School takes a proactive approach to dealing with HIB by providing the following training and prevention 

education for our students and staff: 

● Social skills are a regular part of the curriculum at St. Luke School. The Second Step program and its Bullying

Prevention Unit are taught in all grade levels.

● It is the intent that all staff go through the Bullying Prevention Unit Online Training on recognizing and

responding to bullying effectively.
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● Staff members are trained and given resources to help create a positive school climate to minimize the

likelihood that HIB will occur.

Parent Education and Helpful Websites 

1. Pierce Co: Harassment, Intimidation and Bullying (HIB)

2. Committee for Children Website - Makers of the Second Step Program and Second Step Bullying Prevention Unit

RETURNED CHECKS 
If a check is returned by your bank, our policy is to collect repayment in cash or a cashier’s check only.  Frequent NSF 
checks will restrict all future payments to cash or cashier’s check.  The bank charges a fee each time a check is returned, 
and that fee will be added to any balance due. 

SAFE ENVIRONMENT POLICY 
St. Luke School is required to follow Archdiocesan policy regarding safe environment for our students.  Any adult who 
wishes to drive on field trips or be in the classroom with students at any time during the year should make sure they 
have the required paperwork on file in the office well in advance.  All required forms are available at the school website 
under the PARENTS tab and then under the Safety First drop down selection.  

In order to work one on one with students or to drive on a field trip, the following must be completed: 
● A background check, current within the last three years
● Proof of current car insurance (for field trip drivers)
● A certificate showing that you are current on your safe environment training
● A signed statement that you have read the Archdiocesan policies on prevention and response to sexual abuse,

misconduct and harassment; the code of professional conduct for church personnel; and reporting suspected
abuse or neglect of minors and vulnerable adults.

SCHEDULED ACTIVITIES 
Many events are scheduled in the Spring for publication in the school calendar in the fall.  All activities are to be 
approved by administration and scheduled on the master calendar in the school office.  Additional events and changes 
are published in the Principal Notes, the Parents' Club Newsletter, and other communications.  

SCHOOL COMMISSION 
The purpose of the School Commission is to formulate and to recommend decisions, advisory in nature, to the Pastor 
and Principal on policies, strategies, planning, and priorities affecting the overall direction, ongoing development, 
religious identity, and academic excellence of St. Luke School. 

The Commission is accountable to the Pastor and the Parish Pastoral Council, and functions as an advisory body to the 
school Principal.  It is not the Commission's function to become involved in the administration, daily operation, or 
programming of the school.  The Commission accomplishes its purpose in dialogue with the Finance Commission and 
other parish leadership groups as needed. 

Decisions made by the commission, a consultative body, are in accord with Canonical and Diocesan regulations. 

With regard to religious formation, the Commission bears responsibility for policy recommendation on all religious 
instruction in the school, except policy for the sacraments of First Penance and First Eucharist, which is developed and 
recommended by the Commission in dialogue with the Christian Formation Commission. 

SCHOOL ORGANIZATION 
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The Archbishop 
The Most Reverend Peter Sartain is the official teacher of the Archdiocese.  
Administration and supervision of Catholic Education are under his jurisdiction. 

Superintendent of Schools for the Archdiocese of Seattle 
The Interim Superintendent of Schools is Kristin Dixon.  
Appointed by the Archbishop, she represents the Archbishop in educational matters, and provides the necessary 
leadership and development of administration of the schools. 

Pastor 
The Pastor of St. Luke Parish, is the administrative head of the parish and is directly responsible for the religious 
instruction of all children in the parish.  The Pastor works with the Principal, who holds executive authority for 
the school. 

Principal 
The Principal holds executive authority for the school.  He administers, supervises, and coordinates activities in 
cooperation with the Superintendent and the Catholic Schools Office, the Pastor, the School Commission, and 
Parents' Club. 

Faculty and Staff 
The faculty and staff of St. Luke are a highly qualified, certified, and professional team of educators who work 
together for the educational needs of our students. 

SICKNESS 
When a teacher decides that a child is sick, the following procedure will take place.  The child, accompanied by another 
student, will go to the office, and an adult will contact the parent or emergency contact.  After being informed, the 
parent or contact will make arrangements to pick the child up as soon as possible.  A child must stay home at least 24 
hours after having a fever, vomiting, or after starting a course of antibiotics. 

TARDINESS 
Students arriving after the final bell at 8:30am should go directly to the office for a tardy slip.  Parents are notified when 
tardiness is excessive.  

THURSDAY PACKET 
Each Thursday, a communication packet is sent to parents/guardians via email.  A printed version is available only upon 
request at the school office.   The packet is the primary means of communication to the home from the School, Parents 
Club, and other organizations. 

TUITION 
St. Luke School is a Catholic school, grades PreK-8, operated by St. Luke Parish.  The cost to educate students at 
St. Luke School is borne by parent tuition and fees, the Parish subsidy, the Annual School Appeal, Additional fundraising 
events, the Auction, $crip, and private donations.  While every effort is made to keep tuition costs at a reasonable level, 
tuition is subject to periodic increase. 

The Parish subsidizes the school on a per-child and per-family basis, if the family is an active contributing family. 
To qualify for the parish tuition rate, the following conditions must be met: 

● One or both parents or guardians must be Roman Catholic or enrolled in the RCIA program at St. Luke.
● The family must be registered in the parish office.
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● The parents must be active in the life of the parish, worshipping here regularly, and involved in one of the many
Parish ministries.

● The parents must be regular contributors to the parish according to their means, through the Sunday offering
envelope, annually completing a sacrificial giving commitment card indication planned giving amount for the
calendar year, and making a good faith effort to fulfill that commitment.

UNIFORMS/FREE DRESS 
The uniform identifies an individual as a student of St. Luke School.  Its appearance and the student's conduct when 
wearing it, reflect either credit or discredit on the school.  In emergencies, when a student comes to school not in 
uniform, a parent must send a note giving a valid reason for the students not wearing any part of the school uniform. 
Boy Scouts, Girl Scouts, Camp Fire, and members of like organizations are allowed to wear the uniform of their group on 
meeting days.  Please refer to the Student Handbook for a complete dress code for uniforms and free dress. 

Free dress passes may be used on designated Free Dress days. 

The uniform is to be worn daily.  An attempt should be made to come to school in a clean, laundered uniform.  
On Free Dress days, students may wear dress attire of their own choosing, but in keeping with suitable dress for school. 
Teachers may permit "free dress" for field trips.  All students should wear the formal uniform (school vest, non-hooded 
school sweatshirt, or school cardigan sweater) when attending church services.  Free Dress is not allowed on scheduled 
church days.  Uniforms should be worn with shirts tucked in. The last Friday of each month is designated "Free Dress 
Day", unless otherwise noted by the school. 

VISITORS TO SCHOOL AND CLASSROOMS 
For the safety of the students, all visitors to school must register at the school office before entering a classroom, and 
check out upon leaving the building.  Upon check in, all visitors and volunteers will be issued an identification badge to 
indicate they are an authorized visitor or volunteer to the school.  In this way, students can identify visitors or volunteers 
as safe persons in the school. 

Note regarding non-custodial parents:  
It is the intention of St. Luke School to abide by the provisions of the state law with respect to the rights of the 
non-custodial parent.  In the absence of a court order to the contrary, a school will provide the non-custodial 
parent with access to the academic records, and to other school- related information regarding the child.  St. 
Luke School abides by all parenting plans set up by the court.  It is the custodial parent's responsibility to provide 
a copy of the family plan to the school.  It is the intention of the school to carry out the laws of the court.  If the 
court decrees a restraining order, a picture of the person with the no contact order should be placed in their 
student file.  This information will be given to teachers and specialists on a need to know basis. 
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