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Dear Families,

Welcome to St. Francis Catholic School’s PreK program. I am so delighted you chose
us, and I am looking forward to meeting you all. Here is a bit of information about
myself.

I earned a Master’s Degree in Special Education from Portland State University and am
trained in the Orton-Gillingham approach, a multi-sensory, structured process to teach
literacy.  I taught for eight years in the Gresham-Barlow School District.  Before
returning back to work at St. Francis Catholic School in 2019-2020 school year, as a
PreK aide, I was fortunate to stay home with our three children for six years. My family
and I have been parishioners at St. Francis Catholic Church since 2012.

At St. Francis Catholic School’s PreK program, your child will grow in faith, knowledge,
and character.  They will be given the love, encouragement, and structure necessary to
help them learn and grow both inside and outside the classroom.

PreK students are eager, excited, and full of questions about the world around them. 
The curriculum we will be using is called Big Day for PreK. This curriculum
demonstrates the importance of teacher-student interactions, and the need for
social-emotional development instruction. Big Day for PreK is organized into eight
engaging and child-friendly themes that integrate instruction across all learning domains
and brings early learning to life.  Math, language arts, writing, religion, and science will
be incorporated throughout our daily activities.

Again, welcome and thank you for choosing St. Francis Catholic School.  I look forward
to working together to provide your child with a meaningful PreK experience.

Sincerely,
Sarah Cordell
PreK Teacher
scordell@sfsherwood.org

mailto:scordell@sfsherwood.org


Dear Families,

It is with pleasure that I welcome you to St. Francis Catholic School Early Education
Program (PreK).  As your principal, I look forward to the upcoming school year and the
opportunity to share in the social, emotional, spiritual, and academic growth of your
child.

Our goal is to provide a safe and loving environment where the children can learn and
play.  The children learn about kindness, patience, and friendship.  The children work
and learn through play, teacher planned activities, and in whole and small group
instruction.

St. Francis Catholic School PreK curriculum, Big Day for PreK, is based on years of
research that demonstrate the importance of teacher-student interactions, and the need
for social-emotional development instruction. Big Day for PreK is organized into eight
engaging and child- friendly themes that provides a robust collection of hands-on
preschool classroom materials that integrate instruction across all learning domains and
brings early learning to life. As the year progresses, the themes broaden, and the
children begin to understand more about math, language arts, writing, science, and the
world around them. Moreover, innovative technology merges home and classroom
interaction with a host of virtual learning activities.

The children will learn about Gold’s love and His word through conversations, prayer,
involvement in service projects, Bible lessons, and stories.  This Parent Handbook has
been prepared to help acquaint you in understanding the procedures and objectives of
the PreK’s program, policies, and to promote a healthy understanding between our
school and your family.

If you have any questions concerning information in this handbook, please feel free to
contact me at 503 625 0497 or by email at dgonzalez@sfsherwood.org.

Once again, welcome and thank you for choosing St. Francis Catholic PreK program to
begin your child’s education.  I look forward to working with you and your child.

Sincerely,
Denise Gonzalez

mailto:dgonzalez@sfsherwood.org
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MISSION STATEMENT

Spiritual, moral, and academic excellence under the patronage of St. Francis of Assisi.

PHILOSOPHY STATEMENT

St. Francis Catholic School exists as a living example of a Roman Catholic parish and
school community that instills the importance of service and outreach which extends to
the parish, community, and beyond.  We create and foster a safe and supportive
atmosphere for the spiritual, moral, and academic development of the whole child. All
members of the St. Francis Catholic School community share in the mission of the
school. Working together with parents, who are the primary educators
of our students, we provide a foundation for lifelong learning grounded in our Roman
Catholic identity.  Our Christ-centered community is strengthened through daily prayer
and worship. Students are inspired to live as faith- filled, compassionate, and healthy
individuals.

SCHOOLWIDE- LEARING EXPECTATIONS

A St. Francis Catholic School student…

...is a faith-filled person who demonstrates a strong sense of Gospel values.

• Understands, respects, and models Roman Catholic traditions
• Actively celebrates liturgies, sacraments, and prayer
• Serves the needs of all God’s creations

...is a life-long learner who demonstrates responsibility for his or her learning.

• Solves problems using critical and creative thinking skills
• Communicates effectively through written and oral language
• Works well independently as well as cooperatively
• Sets goals
• Reads for enjoyment and learning
• Participates in the arts
• Utilizes technology (and tools) ethically and effectively
• Is willing to risk making mistakes

...is a compassionate person who demonstrates responsibility for
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personal actions.

• Respects the rights, dignity and diversity of all people
• Fosters a spirit of cooperation and sharing
• Resolves conflicts peacefully and fairly
• Accepts guidance

...is a healthy person who demonstrates respect for mind, body and life.

• Displays growth towards self- confidence
• Makes healthy life choices
• Practices good sportsmanship
• Is physically active.

GENERAL INFORMATION

St. Francis Catholic School
15643 SW Oregon St.
Sherwood, OR 97140
Phone: 503.625. 0497
Website : www.StFrancisSherwoodSchool.org

Parish Pastor:
Fr. Amal
Email address:
framal@sfsherwood.org

Principal:
Ms. Denise Gonzalez
Email address:
dgonzalez@sfsherwood.org

Pre-School Director and Lead Teacher:
Mrs. Sarah Cordell
Email address:
scordell@sfsherwood.org

Office:
Mrs. Leslie Finnell
Email address:
lfinnell@sfsherwood.org
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SCHOOL OFFICE HOURS:

7:45 a.m. – 3:40 p.m. School and In-Service Days (Monday, Tuesday, Thursday, Friday)

7:45 a.m.– 2:45 p.m. on Wednesday (Early Dismissal for Faculty Meetings)

7:45 a.m.– 12:30 p.m. on Half- Days

SAFETY

St. Francis Catholic School’s top concern is a safe environment.  We have rules in the
classroom and on the playground to ensure your child’s safety.

PreK students participate in and practice Fire Drills, Earthquake Drills, and Emergency
Situations.

COMMUNICATION

Please find updates on the school’s website and under the Covid19 dropdown
regarding arrivals, departures, screening protocols, etc.

Our philosophy is that we are partners.  Please let us know if you have concerns or
questions by either stopping in to talk to the teacher, emailing, or calling.  If you think
your questions or concerns may be lengthy and will be best answered by a conference
or a telephone call, please let the teacher know and she will schedule a time to speak
with you.

After Covid-19, you are always welcome to visit and help in the classroom.  Sign-up
sheets for volunteers needed on an ongoing basis will be available at Orientation and
Back to School Night. Requests for volunteers for special projects will be communicated
in the weekly classroom newsletter.

The Oregon Department of Education Early Learning Division states that if volunteers
are not enrolled in the Central Background Registry, they may not have unsupervised
access to the children and that our policy needs to state this. Any adults working directly
with children, including volunteers,  are required to attend the C.A.S.E. class sponsored
by and held at the Parish.  Dates to attend will be listed in School Speak and in the Wolf
Post.

Pre-K sends home a weekly newsletter to inform parents what we are doing in the
classroom and reminders of important dates.  Additionally, the parents will receive a
school wide weekly Wolf Post from the school office and a monthly newsletter from the
principal with important information.  Please make sure you are reading all newsletters
thoroughly.
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CLASS SIZE/STAFF

The PreK class is a 10:1 ratio with one teacher and one or two teacher assistants
depending on enrollment. All teaching staff meet the qualifications for their position as
required by OCC licensure. All staff are registered in the CBR as required by OCC
licensure.

ENROLLMENT

Per state law, PreK students need to be four years-old by September 1 to be enrolled
and must be toilet trained.

As required by state and federal civil rights laws and the Americans with Disabilities Act
(ADA), St. Francis Pre-K will not discriminate against any child on the basis of race,
religion, color, national origin, gender, marital status of parent, or because of a need for
special care.  

SCHOOL YEAR

PreK students are in session from September through the middle of June.  The school
calendar is available on School Speak as a reference for school closures, early
dismissal, events, holidays, etc.

TUITION PAYMENTS

There are three options for tuition payments.  It may be paid in full by August 5th or by
payment plan installments (10 month or quarterly) under FACTS.  The FACTS
payments begin in July and extend through the middle of June depending on the
payment plan that was selected. A late fee of $50.00 per month will be assessed with a
five-day grace period.  An active credit card must be on file to charge late accounts past
the grace period.

ARRIVALS AND DEPARTURES – Please see school website regarding Covid-19
temporary protocols.

Arrival:

PreK students will enter the school building beginning at 8:00 A.M. until 8:15 A.M.
through the east parish doors located near the Pre-K classroom.  During COVID-19
parents are to stay in their car and a teacher will escort the child into the school after
screening protocol.

If a student arrives later than 8:15 A.M., the parent and student must enter the building
through the school office where the parent will need to sign in the child at the office.
The screening of the student will take place by office personnel.  The office
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administrative assistant will walk your child to the classroom. During COVID-19 parents
are not allowed in the school building until further notice.

Pick up for half day students is at 11:30 A.M. The teacher will be present to put your
child in his/her car seat.  ALL car seats need to be in the back seat on the passenger’s
side for safety of the children and others. Parents are to stay in their car.

Full-day students will be picked up at 3:10 P.M. on the east side of the building. Parents
DO NOT get out of their car for pick up. The teacher will be present to put your child
in his/her car seat.  ALL car seats need to be in the back seat on the passenger’s side
for safety of the children and others.

Please be prompt in picking up your child. If you must be late, please inform the school
(503.625.0497) so that we may explain to your child and ease his/her fears.

If you have arranged to have someone else pick up your child, the teacher MUST have
the name of the individual and his/her relationship to your child and identification must
be presented.

If you are unable to be at the school 10 minutes after the half-day program, your child
will be waiting in the school office and a phone call will be made.  If you are unable to
pick up your child after the full-day program, your child will be sent to extended care.

TIMES and DAYS

Half-Day PreK

∙ M-F
● 8:15–11:30

Full-Day PreK

∙ M, T, Th, F
● 8:15-3:15

Wednesdays
● 8:15-2:15

CLOSING and DELAYS

In the event of an emergency closing due to weather or unforeseen reasons, there will
be an announcement on the radio and television and/a webpage listed under private
schools.   St. Francis Catholic School WILL automatically follow the Sherwood Public
School’s decision. Additionally, an email will be sent to parents/guardians through
School Speak to notify them of any school delays or closures.

5



In the event of a two-hour delay full day PreK students will report to school at 10:15am
and will be dismissed at regular time Monday, Tuesday, Thursday, and Friday.  On
Wednesday’s dismissal is 2:15pm.

There will be NO morning care offered on a two-hour delay.

Half-day PreK WILL NOT have school if there is a two-hour delay. If it is necessary to
schedule make-up days, parents will be informed during the course of the year.

CURRICULUM

Big Day for Pre-K is a research- based curriculum that includes large motor skills, fine
motor skills, language development, math, science, and interactive technology units.

Religion is a strong part of St Francis Catholic School’s Pre-K program. The textbook
and adaptive program to be used will be God Made the World. Additionally, time will be
set aside to talk about God through daily prayers, stories, songs, and exploring the
world we live in.

SCHOOL SUPPLY LIST – No Shared Supplies

1-box of Crayola crayons 24 count (Crayola brand only please)
1-Crayola colored pencils, 24-count (Crayola brand only, please)
1-pair of child safety scissors
1-Elmer’s washable school glue, 4 oz.
2- large Elmer's glue sticks 
1- box of tissues
1-box of latex free Band- Aids
1- Standard size backpack
1-Two-Pocket Folder
1-Lunchbox (Full day students)
1-Aluminum water bottle – label with student’s first and last name
1-Set of change of clothes in labeled Ziplock bag (Top, bottoms, socks, underwear)
1-blanket or fitted sheet (24” x 48”) and stuffed animal for rest time (Full day students)

● A blanket (or sheet) is required by the State of Oregon. The children must
have one or the other.

● Fitted sheet is optional to cover their rest mat
 
Individual Student Emergency Kit Supplies:

● Gallon Ziploc bag labeled with student’s first and last name
● 16 oz. bottle of water labeled with child’s name
● Small pocket pack of Kleenex
● 5 - 10 individual wrapped hand wipes
● Small bottle hand sanitizer
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● Dollar Store rain poncho
● 4 Granola or protein bars
● Small family photo
● 2 Glow sticks

SCHOOL BACKPACK/PERSONAL ITEMS

Each child is asked to bring his/her own (large) school backpack well marked with
his/her name. The backpack will be brought each day in order that all items belonging to
your child get home to you.  This helps them to be responsible for their own things.

Please label personal items such as folders, lunch box, water bottle, coats, uniforms,
hats, and boots, etc. Children often forget which coat, sweater, etc., they wore to school
and have a difficult time identifying their belongings from those of others.

The Pre-K children are asked to bring linen for their mat at naptime. The linen will be
sent home with each child weekly to be laundered at home or as soiled.

The Pre-K children are also asked to bring an extra set of clothing at the beginning of
the year. If soiled, the clothes will be laundered at home and a new set will be sent to
the school on the next school day.

PERSONAL HYGIENE

All children must be completely toilet trained.  We understand that an occasional
accident might occur.  Parents/guardians will provide their children with a new set of
clothing at the beginning of the school year. The child will clean and change him/herself
by themselves in the bathroom.

New clothes will need to be sent back the next school day.  If accidents are occurring
frequently, we will ask to meet with parent/guardian to work on a solution.

For the protection and safety of the child and our staff, we will ask the parent/guardian
to pick up the child to be properly cleaned if he or she has had a bowel movement in
their clothes.

The children and staff are expected to wash their hands with soap and
water after toileting, blowing their nose, before snack, as well as after playing with
shaving cream or painting. Hair must be clean, neatly combed and must not interfere
with eyesight.
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DRESS CODE

Pre-K students do participate in the school’s uniform. See Appendix B pg. 20-21

Girls wearing dresses or skirts are encouraged to wear shorts underneath.  Please use
your best judgement when you send your child to school.

• Please dress your child for the weather, bring a warm coat when it is cold
Outside- label on coats with your child’s name

• Tennis shoes or rubber-soled shoes should be worn
• No flip flops or open-toed shoes are allowed
• Dress shoes that are slippery may cause accidents

SCHOOL PICTURES

Date to be determined! Before picture day, envelopes will be sent home with your
choice of picture packages.  The picture envelope, with the money, must be returned to
the school on picture day or you can order pictures online.

BEHAVIOR MANAGEMENT

We are solution focused.  When a problem arises, we will try to help the child/children
solve it by talking about it with those involved, helping them find a better way to resolve
their problem, and by removing the child from the situation if necessary.  If a problem
continues, the teacher will let the parents know, so we can problem solve together.

IMMUNIZATION REQUIREMENTS

We require the immunization history of each student on the County Health form and the
school is in accordance with Oregon State law regarding immunization.  Immunization
documentation is part of our registration process.

HEALTH POLICY – ILLNESS

If a child becomes ill at school: All students will be screened prior to entering the
building during COVID-19.

● The school will first try to reach the parent/guardian. If unable to reach the
parent/guardian, we will then call the emergency contact/s parents/guardian have
entered on School Speak.

● These contacts may take temporary care of the child in the event that the
parent/guardian are not available.

● Parent/guardian are to inform the teacher/school office of any known health
condition the child has that may require attention.
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● If your child gets a communicable disease: The school will inform other families
in the school making them aware of any possible exposure.

The school will be contacted if a student has been exposed to or has one of the
following diseases:

● Covid-19
● head lice
● chicken pox
● pink eye (conjunctivitis)
● ring worm
● impetigo
● scabies
● strep throat
● fifth disease
● hand foot and mouth disease
● whooping cough
● Scarlet fever
● mumps
● measles

Students and siblings that are ill must be kept at home during COVID-19:

In order to keep our school environment as healthy as possible, children with any of the
following symptom should be kept home from school:

1- If the child has had a fever within the last 24 hours (99 degrees and above)
2- If your child is sick during the night or before school, keep him/her home

If your child has any of the following:

● Covid19- Symptoms – School Website
● severe cold
● runny nose with yellow or green mucous
● a congested cough
● sore throat or earache
● red or discharge from the eyes
● vomiting or diarrhea the previous day or night
● skin eruptions, rash or inflammation
● head lice
● strep throat
● fifth disease
● hand, foot and mouth disease
● whooping cough
● measles
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If a child comes to school obviously ill or becomes ill while at school, the child will be
sent to the office and the parent will be notified to come and take their child home.

SAFETY INFORMATION

The health and well-being of our students is our priority. We, therefore, do everything in
our control to maintain a safe environment for them to play and learn.  Unfortunately,
accidents, injuries, and illnesses can still occur. Parent/guardian will be notified as soon
as possible if their student becomes injured or ill.

Visitors: Due to Covid-19 no volunteers allowed until further notice

After COVID-19 Procedures: Representatives of all agencies involved in certification
and custodial parents shall have immediate access to all parts of the center during the
hours of operation. OCC staff shall have the right to enter and inspect the center,
including access to all staff, records of children enrolled in the center, and all records
and reports related to the center operation regarding compliance with the OCC rules.

All visitors must report to the office, sign-in, and wear a visitor badge.

C.A.S.E:

Any adults working directly with children are required to attend the C.A.S.E. class
sponsored by and held at the Parish.

Background Checks:

All volunteers must have a cleared background check through the Archdiocesan of
Portland, Oregon.

No volunteer with be left unsupervised with children unless they are registered in the
CBR and complete the CASE training.

Employees:

All employees working with the preschool are subject to background checks and are
registered in the CBR.

There will be no off-campus field trips via vehicles for PreK students.

Facility Safety:

● All exterior doors to school are locked. The only entrance is through the
school office.

● Security cameras are located on school grounds
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● Speed limit on campus is 5 MPH.
● Annual coordination with Tualatin Valley Fire & Rescue and Sherwood Police

Department

In Case of Emergencies:

In emergencies, protected health or demographic information may be released to
appropriate persons if necessary, in the judgment of St. Francis School staff to protect
the health or safety of the student(s).

Emergency Information:

Parents are to update current information via School Speak profile
regarding who to contact for emergency care on an annual basis or when
any changes occur. Includes the following changes:

● Name, address, birthdate, and phone number
● Business address and phone numbers of parents/guardian and hours of work
● Cell phone numbers.
● Date of last tetanus immunization/booster
● Name, address, and phone number of family physician and dentist
● Health insurance company and identification numbers
● Special health conditions, allergies, and any medication
● Approval to send student to medical facility for emergency treatment
● Names of person(s) to whom the student may be released
● Signature of responsible parent(s)/guardian

Emergency Disclosure of Information:

School is required by law to disclose personally identifiable information from a student’s
education record to law enforcement, child protective services, health care
professionals, and other appropriate parties in the event of an emergency.

School Lockdown

Some situations may prove school lockdown is necessary.

Teachers are instructed to do this according to a pre- determined code
word that will be announced.

The following procedures will be implemented during lockdown:

● Doors will be locked
● No one will be permitted to enter or leave the building
● “All clear” from emergency personnel will signal end of lockdown
● Notice to parents will be distributed via School Speak text and email
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● Students practice lockdown procedure 2- 3 times per year

Earthquake drills are conducted two times per year

Fire drills are conducted monthly.

Exit maps are located in each room on the classroom door. The school is inspected at
least once per year by the Fire Marshal.

In September, 2019, the school began safety drills (e.g. active shooter) in
compliance with the Department of Catholic Schools and in conjunction with
ALICE (Alert- Lockdown- Inform- Counter- Evacuate)

Training Institute’s A.L.I.C.E. Certification.

MEDICAL INFORMATION

Parents should notify the school immediately if their child has come into contact with or
has any signs/symptoms of contagious disease or illness.

The school will notify the parents if students have been exposed to Covid-19, chicken
pox, meningococcal disease, measles, mumps, rubella, tuberculosis, whooping cough,
or other diseases as determined by health department.

Chicken pox, hepatitis A, impetigo, meningococcal disease, tuberculosis, and whooping
cough require a notice to return to school from the student’s doctor.

Immunizations:

Students entering Archdiocesan schools must provide a signed Certificate of
Immunization Status form documenting either evidence of immunization
or a religious and/or medical exemption prior to initial attendance.

Medication Policy:

Students are allowed to take medication to school, on a temporary or permanent basis,
under school supervision. Medical forms must be completed prior to disturbing
medication to the student.  All medication must be in the original bottle/container with
doctor’s name, dosage amount, date, and student’s name on the label.

All medications must be contained in the school office.

This policy shall not prohibit the administration of first aid to students by school
personnel in accordance with established state law.
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INJURY AND CONCUSSION POLICY

● A child who is injured at school will be sent to the office where common-sense
judgment will be made as to the severity of the injury. In most cases, except in
extremely minor ones, the parent or guardian will be contacted.

● If the parent/guardian cannot be reached, a message will be left. In cases of
serious injury or illness, emergency medical personnel will be contacted by the
school for evaluation. Every attempt will be made to contact the parent as soon
as possible but attending to the wellbeing of the student is our first priority.

● If the parent/guardian cannot be reached, then the emergency contacts as
designated by the parent will be contacted.

● All students with any impact to the head (regardless of the mechanism of action)
will be sent to the office for symptom documentation (see Appendix A of this
handbook).

● A parent/guardian will be contacted by the school for all head injuries.

● If any signs or symptoms of a concussion are present or become evident while
the student is at school, a parent/ guardian will be asked to pick up their child.

● A copy of the incident/symptom documentation will be sent home with the
student to provide information should additional medical attention be required, as
well as parent/ guardian concussion education information.

● If there are emergent questions concerning the injury after hours, a school
representative can be reached by calling 503.625.0497 and following the
emergency contact prompts.

● If your child is diagnosed with a concussion by a health care provider or develops
symptoms of a concussion from either an injury at school or in extracurricular
activities, please notify school administration and your child’s teacher to discuss
plans for return to classroom and modifications that may need to be made.

MAINTENANCE POLICY

● Toilet rooms will be cleaned when soiled and at least daily.
● Door knobs and cabinet pulls in toilet rooms will be sanitized daily.
● All clean linen and mats will be stored in each student’s individual cubby.
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● Soiled bed linen and clothing will not be stored in food preparation or food
storage areas, and will be inaccessible to children

● Floors, walls, ceilings, and fixtures of all rooms will be kept clean and in good
repair;

● All food storage areas will be kept clean and free of food particles, dust, dirt and
other materials;

● Mats will be sanitized with a sanitizing solution at least once a week and upon
change of occupant.  If visibly soiled, items must be cleaned prior to sanitizing;

● Bedding will be cleaned when soiled, upon change of occupant and at least once
a week;

● (Water tables and toys used in water tables will be emptied and sanitized daily;
● The isolation area will be thoroughly cleaned after each use and all bedding

laundered before its used again;
● When a chemical, such as chlorine, is used for sanitizing, a test kit that measures

the parts per million concentration of the solution will be used to ensure the
proper concentration; and

● Cloths, both single use and multiple use, used for wiping food spills on utensils
and food-contact surfaces will be kept clean and used for no other purposes. 
Cloths that are reused will be stored in a sanitizing solution between uses.

● Additional Covid-19 cleaning will be required

NUTRITION/SNACKS

St. Francis Catholic School does not offer daily hot lunch or snack. Students will bring a
healthy snack and lunch from home daily. All snacks and lunches must be
non-perishable and non-refrigerated. Student will bring one water bottle filled with water
only to drink throughout the day. During Covid-19, no outside deliveries for milk are
allowed.

Students may not share their snack/lunch/water with others. Each lunch shall meet
USDA guidelines and shall include as least one serving from the following food groups:

● fluid milk; breads and grains; meat, fish, poultry or meat alternative (e.g.,
dried beans, peanut butter, yogurt or cheese), and two servings of fruits
and vegetables

No liquids other than milk and 100% fruit juice shall be counted as part of the daily
nutrition.

Each snack shall meet USDA guidelines and consist of food or beverage from at least
two of the following food groups: fluid milk; bread and grains; meat, fish, poultry or meat
alternatives; fruits and vegetables.

A snack shall not consist of only two beverages.
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Each child’s food will be monitored daily to ensure that the food meets nutritional
requirements.

In the event that a student’s lunch or snack habitually does not meet the USDA
guidelines, parent/guardian will be notified.

CLASS PARTIES- Canceled until further notice

We celebrate holidays and other events throughout the year.  Notices will be sent home
of the upcoming event and ways parents/guardians can help.  Class parents are
encouraged to help organize and help during that day. Sign-up sheets to help and to
bring certain items will be outside the classroom.

BIRTHDAYS-Canceled until further notice

We celebrate each child’s birthday and make their day special.  If a parent/guardian
would like to send a birthday treat, they need to notify the teacher.  For children with
summer birthdays, we celebrate at the end of the school year.

Birthdays are celebrated during our regularly scheduled snack time.
Cookies or donut holes are appropriate birthday snacks. All snacks MUST be store-
bought, no homemade items are allowed.  We ask parents/guardians to be mindful of
students that may be allergic to dairy, nuts, or that have food allergies.

If a party is planned outside of class time and the parent/guardian want to invite their
child’s classmates we do not hand out invitations in school unless the parents/guardians
invite all of the children in the class.  We want to prevent any child’s hurt feelings.
We discourage sending clowns, singing telegrams, or overly sugary treats, etc. as these
surprises cause distraction for the students.

NAPS (Full Day Students Only)

Children will be required to have a period of quiet time.  It is very important that young
children get time to rest their bodies and minds. Nap mats will be provided by the
school. During naptime the mats will be placed 6 feet apart if the children are placed
head to toe or 3 feet apart if otherwise. NO mats will be shared with other children nor
stored with one another .

Parent/guardians are responsible for sending a small blanket and pillow or stuff animal
to stay at school. Their child’s belongings will be sent home weekly and as needed to be
washed and returned the next school day.

SHARING/SHOW-AND-TELL

Show-and-Tell is exciting for the children and it will be implemented into our class
schedule. The parent/guardian will be informed of their child’s sharing day.  They may
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bring a toy, a book, or a picture or maybe something special to them that they found, i.e.
a shell, rock, etc.

Any items that resemble weapons are not allowed. For example, no play swords or
guns.

Children will not be allowed to bring toys to school unless it is their Show-and-Tell day.

We regret that we cannot be responsible for lost or broken toys.
All Show-and-Tell items should be labeled.  Specific details regarding Show-and-Tell
can be discussed with the child’s teacher.

AFTER SCHOOL CARE

Hours:

Monday, Tuesday, Thursday, Friday 3:30-6:00
Wednesday 2:30-6:00

Students will be escorted to the designated waiting area after school by their teacher
and will be led to the designated classroom (TBA). They will be picked up by their
parents or an approved adult.

Snacks:

Children will bring their own snacks to after school programs.

Playground:

If the school age children use the playground, the gate will be closed.

Restroom Policy:

Students will not be in the restroom facilities with adults. The after-school teacher will
watch the children walk to the bathroom. Students will knock on the bathroom door and
make sure no one is in the bathroom.  Once clear, students will enter.  If the bathroom is
not empty the child will not enter.

If a PreK student is in the cafeteria area and needs to use the restroom all students will
go to the PreK room until child is done.  PreK students will always be within sight of and
sound of a qualified teacher.
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APPENDIX A:

Concussion Symptom Documentation:

Parents:  This document is intended for informational purposes only.  Please consult
your primary care physician for further assessment of your child’s symptoms and
condition.

Student: ___________________________________________________
Date of incident: __________________________________ ___________
Parent notified:   _____ Yes    ____ No    Time notified: _______________

Observations:
Documentation completed by: ___________________________________

Who witnessed the incident: _____________________________________

Details of the incident:
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________

Did loss of consciousness occur?  _____  Yes     _____ No If yes, call 911
If yes, duration of LOC ________________________

Were seizures observed?  ____ Yes     ____ No If yes, call 911
If yes, duration of seizure _______________________

Was vomiting observed?  ____ Yes   ____ No If yes, call 911

Are you unable to keep child awake or is extremely drowsy?
___ Yes  ___ No   If yes, call 911

Injury description  ____  Fall   _____ hit head on the ground or object
_____Struck by object

Location of impact:  On the Head:
____ left front; ____ left back;  ____right front; _____ right back

Other Location:   _____ neck        _______ indirect force

Child’s last memory before impact:
______________________________________________________________________
______________________________________________________________________
________________________________________
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Duration of time between memory and impact:
______________________________________________________________________
__________________________________________________

Child’s first memory after impact:
______________________________________________________________________
______________________________________________________________________
________________________________________

Duration of time between memory and impact:
______________________________________________________________________
______________________________________________________________________
________________________________________
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Appendix B

School Uniform Guidelines

Uniform Vendors:

Dennis Uniform
www.dennisuniform.com
School Code:  29900
105 SW Hawthorne Blvd.
Portland, OR  97214

Lands’ End
www.landsend.com

General dress guidelines for students:

a) The new St. Francis Logo is recommended to be on all shirts, sweaters, and
sweatshirts.

b) Shirts need to be tucked in before entering the Church for any activity
c) Capris, cargo pants, or shirts with ruffles are not allowed
d) Students must have designated, non-marring shoes for P.E
e) Shoes must be closed toes with a solid sole and a back.  Boots or shoes that

light up are not permitted.

Boys Uniform PreK - 8:

a) Pants/shorts:  solid navy and khaki twill pants/shorts
b) Belts:  solid in color
c) Shirts:  Polos or long sleeve shirts.  Must be white, evergreen or navy.  A white,

evergreen, or navy turtleneck or long undershirt can be worn under the shirt.
Undershirts do not need a logo.

d) Sweater:  Evergreen cotton crew with the St. Francis log. Evergreen zip-front
cotton cardigan with the St. Francis logo.

e) Sweatshirt:  Evergreen crew sweatshirt with the St. Francis logo
f) Vest:  evergreen fleece vest with the St. Francis logo
g) 8th grade may wear the 8th grade sweatshirt purchased through the office
h) All students may wear the auction sweatshirt purchased through the office
i) Socks must be worn at all times:  colors – solid white, black, evergreen, or navy
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Girls Uniform PreK - 8:

a) Pants/shorts:  solid navy and khaki twill pants/shorts
b) Belts:  solid in color
c) Jumper:  Christopher plaid.  Shorts or leggings must be worn under jumpers
d) Skirt/Skort:  Christopher plaid.  Navy A-line skirt of pleated skirt in Christopher

plaid.  Skirts/Skorts must not be more than three inches above the knee.  Navy
bike shorts must be won under skirts.

e) Shirts:  Polos or long sleeve shirts.  Must be white, evergreen or navy.  A white,
evergreen, or navy turtleneck or long undershirt can be worn under the shirt.
Undershirts do not need a logo.

f) Sweater:  Evergreen cotton crew with the St. Francis log. Evergreen zip-front
cotton cardigan with the St. Francis logo.

g) Sweatshirt:  Evergreen crew sweatshirt with the St. Francis logo
h) Vest:  evergreen fleece vest with the St. Francis logo
i) Socks:  Solid black, white, navy or evergreen socks, knee-highs or footed tights,

solid black, navy or evergreen leggings may be worn under jumpers, skirts, or
skorts

Free dress guidelines:  See school handbook on School Speak
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