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The Emerald Heights Academy crest: 

• The candle and torch with the Bible both represent the witness of the Gospel 
through the light of Christ and is the symbol of Catholic education. The Bible and 
candle represent the intellectual and apostolic aspects of our formation. Emerald 
Heights Academy students seek to be the lights of truth in their community.  

• The cross within the crown represents the sacrificial life of fidelity to Christ 
transformed into the crown of victory (Heaven). This represents the spiritual 
dimension of formation.  

• The olive branches encircle the crest symbolizing the victory of formation 
achieved by Emerald Heights Academy graduates. 

• The heart represents the warm, loving environment we nurture in our school. It 
also represents the personal attention given to each student. It is what sets our 
school apart from the rest.  

• The cross centered in the heart represents Christ-centered people and future 
leaders. 
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Welcome to Emerald Heights Academy! 
 
On behalf of the entire faculty and staff, we would like to welcome you to Emerald 
Heights Academy! 
 
Emerald Heights Academy is a private, independent school, providing formation to 
students in Pre-K through 8th grade. The Academy is fully approved by the 
Washington State Board of Education. The Academy is also a member of the 
Washington Federation of Independent Schools (WFIS), National Association of 
Private Catholic and Independent Schools (NAPCIS), and the Institute for Catholic 
Liberal Education (ICLE). 
 
This handbook provides an explanation of the policies, procedures, and regulations 
that allow the school to operate smoothly and efficiently. Please take time to read it 
carefully (see also enrollment agreement). 
 
Both school and family need to work together to provide a proper learning structure.  
 
Accordingly, as we work together as family and school, let us not forget the serious 
responsibility we have as parents and educators. 
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Thy Kingdom Come! 
 
The Parent/Student Handbook is provided as a guide to maintaining a learning 
environment in accordance with Emerald Heights Academy’s mission and overall 
vision. The policies and guidelines of the Academy include, but are not limited to, 
those outlined in the following pages. Emerald Heights Academy reserves the right to 
evaluate situations that may arise throughout the school year and adapt a guideline that 
it deems appropriate. 
 
 
I. Philosophy of Emerald Heights Academy 
 
Mission Statement 
The mission of Emerald Heights Academy is to provide the highest quality education 
to its students and to contribute to their formation as Christian leaders. The Emerald 
Heights Academy student should be a young person of integrity and character who 
commands an appropriate wealth of knowledge of his faith, the humanities, and the 
sciences. The student should display critical discernment and possess a disposition 
toward service. 
 
Emerald Heights Academy seeks: 
 
 To teach each student by transmitting a body of knowledge appropriate to each 

grade level. 
 
 To educate each student to think critically, analyze effectively, and genuinely 

reflect upon lessons learned. 
 
 To form the character of each student as the foundation of all virtue and integrity. 
 
The Christian Foundation of Emerald Heights Academy 
Educational systems and methods are built upon an implicit understanding of the 
human person. Emerald Heights Academy is a private, independent school. Our 
method of education is built upon the Christian view of man, which affirms the 
inherent dignity of every person, created in the image and likeness of God and 
redeemed by the Lord Jesus.   
 
The religious character of the Academy pervades and vitalizes all its aspects through 
formal teaching, moral example, collective worship, and family support and 
involvement. Students are urged to become aware of the needs of others and to respond 
in service. Students are at the same time brought to acknowledge and refine their 
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academic abilities, so that they may be encouraged in pursuit of educational and career 
goals. As leaders of young people inside and outside the classroom, Emerald Heights 
Academy’s teachers strive to guide their students in the search for truth, the mastery 
of skills, and the development of critical thinking. 
 
Respect for the Catholic faith and high moral standards are essential for the success of 
the Academy’s mission. For the good of their children, parents are asked to live up to 
the moral standards of the Catholic faith and to seek guidance from God. 
 
This environment can only be achieved when parents, teachers, and administrators 
share a common vision. Thus, the spiritual formation of adults is an essential element 
of our mission. We strive to create a community in which Christ is known and loved 
in an atmosphere that fosters unity with the Pope and the local Bishop. 
 
Formation of Tomorrow’s Leaders 
Emerald Heights Academy (EHA) aims to influence the culture by preparing students 
to become true Christian leaders within every sphere of society. Success in forming 
leaders is largely a result of the personal attention paid to each individual. The goal 
of educators is to lead each individual to take responsibility for their own formation, 
helping them through motivation and encouragement to shed their weaknesses and 
attain their full potential. Our program of education focuses on forming every 
dimension of the human personality – intellectual, character, spiritual, and apostolic. 
 
 Intellectual formation seeks to develop a student’s intellectual capacities and 

inspire a love for learning and truth. The school sets high, yet attainable, academic 
expectations. The program of education supports intellectual formation by 
emphasizing the following:  

 
 High academic standards that prepare students for higher education and 

professional careers 
 Curriculum and teaching methods that facilitate achievement of above-

average results 
 Extensive study in core subjects 
 Effective study skills and habits 
 Critical thinking and reflection 
 Logical order of thought 
 Clarity of expression 
 Public speaking and writing skills 
 Technology to support learning objectives 
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 Character formation seeks to develop virtue and achieve maturity. This program 
of education emphasizes:  
 

 High standards of behavior 
 Mentoring 
 Athletic development, sportsmanship, and teamwork 
 Social graces 
 Virtue cultivation  
 After-school activities to develop particular virtues, gifts, and talents to 

a higher level 
 

 Spiritual formation fosters a deep and genuine love for Jesus Christ, Mary, the 
Church, the Pope, and the salvation of souls. The educational program supports 
spiritual formation by emphasizing the following: 
 

 A personal relationship with Christ so that students may come to know, 
love, and imitate Him 

 A deep understanding of the Catholic Faith through a solid program of 
religious instruction 

 Living a life of grace and participation in the sacramental life of the 
Church 

 Prayer as an integral part of school life 
 Participation in retreats  

 
 Apostolic formation seeks to form leadership skills and compassion of heart 

within each student so that as adults they will not live isolated in their own 
interests and ambitions but will be aware and reach out to the needs of society in 
service. The Academy strives to develop in its students: 

 
 An awareness of social issues, particularly suffering and injustice in the 

world 
 The qualities that aid apostolic action: leadership, teamwork, initiative, 

and perseverance 
 The desire to contribute to the well-being of the community 
 A focus on the individual whom one is helping 
 A practical understanding of service through participation in apostolic 

work projects 
 The conviction to live according to Christian ideals 
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It is our belief that Emerald Heights Academy assists the parents, who are the primary 
educators of their children. Therefore, we expect a high level of parental involvement 
in each child’s education and formation. 
 
 
II. Intellectual Formation 
 
Homework 
The purpose of homework in grades K-8 is to enrich the various school subjects 
through independent study, to master basic skills through practice, and to provide a 
link between home and school. Students are given homework to foster the 
development of individual responsibility and time management skills. Parents are 
strongly encouraged to create a neat and orderly environment at home that is 
conducive to study (e.g., a desk in a quiet, low traffic area without music or 
television noise).  
 
The amount of daily homework is geared to the average student but should 
generally fall within the following ranges: 
Kindergarten Average 15 minutes plus reading 
Grade 1/2   Average 20-30 minutes plus reading 
Grade 3/4  Average 45 minutes plus reading 
Grade 5/6  Average 60 minutes plus reading 
Grade 7/8  Average 60-90 minutes plus reading 
 
If a student consistently spends more time doing quality studying and completing 
homework (without television and other distractions) or consistently spends less 
time, the teacher should be notified so adjustments can be made. In grades 3-8, 
students are responsible for writing down their own homework in each class in a 
student planner provided by the school. In most cases, parents are asked to be a 
“consultant” for their children in regard to homework, not a “participant.” Parents 
should look at what their child is expected to do for homework each night, be 
available to clarify questions, and check homework when completed. Some teachers 
may assign homework to be completed over the weekends. Parents can help their 
children by verifying that assignments are completed and by assisting them as 
necessary.  
 
Students will be allowed one day for each day of absence due to illness to complete 
missed work. For example, a student who was absent three days should be given 
three school days to complete the missed work. Teachers for grades K-4 will reach 
out to parents via or place missed work in their homework folder/binder. Students 
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in grade 5th – 8th are responsible for obtaining missed homework assignments while 
absent. 
 
Tests 
Tests will be regularly administered to assess the students’ mastery of the curriculum. 
To foster responsibility, honesty, and a sense of justice in students, the school strictly 
prohibits copying or any sort of communication of information on exams. Students 
will fail any test on which they are found copying. If students feel the need to cheat, 
they should communicate with their teacher about how to master the material.  
 
The dates for the annual standardized test are listed in the school calendar.  Please 
refrain from scheduling absences, because EHA cannot guarantee adequate time to 
reschedule the test.  
 
Report Cards  
Report cards will be issued three times during the year, at the end of each trimester. 
There will be parent/teacher conferences scheduled twice during the school year (fall 
and spring). Any concerns about a student’s progress should be addressed to the 
teacher. If a parent is not satisfied with the teacher’s resolution of the problem, the 
principal should be contacted. 
 
Grading Scale 
 
Pre-K4 is evaluated using the following scale: 
 

M = Most of the Time 
S = Sometimes 
N = Not Yet 
N/A = Not Applicable 

 
Kindergarten and Grades 1 and 2 are evaluated using the following scale: 
 

E = Excellent 
VG = Very Good 
S = Satisfactory 
N = Needs Improvement 
U = Unsatisfactory 

 
Grades 3 through 8 are evaluated using the following scale: 

97 - 100 A+ 87 - 89 B+ 77 – 79 C+ 67 – 69 D+ 

93 - 96 A 83 - 86 B 73 – 76 C 63 – 66 D 
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Events 
Events not included in the school calendar will be announced by way of newsletters 
and flyers to parents. These may include: field trips, community events, and other 
events for which the dates and/or times are subject to change. 
 
Field Trips 
The school will schedule a number of field trips that are an extension and supplement 
to the class curriculum. Students should wear their school uniform on field trips 
unless parents are notified otherwise. In most cases, parents are welcome and 
encouraged to help in chaperoning students on these outings as part of their volunteer 
activities. Younger siblings are not allowed on field trips. Field trip drivers should 
not make any stops or purchase any items for students that are not part of the field 
trip itinerary.  
 
In order to be eligible to either drive or chaperone on a field-trip, all field trip drivers 
must have a current Field Trip Emergency Card on file in the school office and must 
carry a minimum of $100,000/$300,000 auto insurance. Field trip drivers should not 
show videos while students are in the vehicle. The students should not have their cell 
phone, MP3, iPod, or other technology while on the field trip. It is part of the school 
day and, as such, is a time for polite, moderated conversation or group prayer.  
 
Middle School Enrichment Program 

The focus of the Middle School Enrichment Program will be on the formation of our 
students based on the four pillars: academic, human/character, apostolic, and spiritual 
formation. 
 

1) Program 
A detailed schedule for September through January is provided at the 
beginning of the school year. A detailed schedule for February through June 
is provided in January. 

 
2) Costs 

Emerald Heights Academy will offer these activities, either on or off-
campus, covered by enrichment fees. 

 
3) Chaperones and Carpools 

All off-campus activities must have a Middle School teacher present plus 
parent chaperones with field trip emergency packets from the office.  

 

90 - 92 A- 80 - 82 B- 70 – 72 C- 60 – 62 D- 
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4) Behavior Policy 
If the teacher deems that there is poor behavior by a student at one off-site 
activity, the student may lose participation in the next off-campus activity. 
 

5) Attendance and Academic Qualifications 
a. If a child does not attend an off-campus activity for any reason, then an 

on-campus study hall is available. 
b. There are no EHA minimum academic qualifications for participation 

in on-campus or off-campus activities. 
     
 
III.  Human and Social Formation 
 
Arrival and Departure 
School begins at 8:30 AM and dismisses at 3:15 PM. Parents may drop their children 
off as early as 8:15 AM and must pick up their children by 3:25 PM. Students should 
not enter the building before 8:15 AM as the teachers are busy preparing for the day. 
 
At the beginning and ending of each school day, cars should enter through the North 
entrance, circle around the lot, drop off/pick up their students at the main doors, and 
exit at the south entrance. 
 
For safety, children are to be properly supervised by a parent while the child is in the 
parking lot and playground areas. 
 
Attendance 
Regular and punctual attendance at school is essential to achieve its purpose. 
Notification of planned absences must be submitted in writing to the school office 
prior to the absence. All absences require an email from the parent or guardian 
to the office by 9:00 a.m. the morning of the absence. Upon returning to school after 
an unplanned absence, the student should arrive at school with a note from the parents 
explaining the reason for their absence. If a student is absent for more than twenty 
days in total, promotion or graduation may not be granted.  
 
Students who are absent due to illness have one day for each day of absence to make 
up missed assignments, quizzes, or tests. For example, a student who was absent three 
days would be given three school days to complete the missed work. 
 
Extended absence from school due to serious illness will be considered on an 
individual basis.   
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Tardiness 
A student, who is repeatedly tardy, twenty times in total, may not be invited back to 
Emerald Heights Academy the following school year.  
 
Elementary School (PreK-4) Tardies: 
Morning attendance is taken at 8:30 a.m. Children arriving after attendance is taken 
are marked tardy. 
 
Middle School (5 – 8) Tardies: 
Middle school students are expected to be on time to each class and prepared with 
necessary books and materials by the time the bell rings. The middle school students 
should be ready to begin the school day at 8:30 a.m. otherwise they will be marked 
tardy. 
 
All students should check in at the office when they arrive late.   
 
Daily Schedule 
Students are to arrive at 8:15 a.m. The school day begins at 8:30 a.m. Prior to 8:15 
a.m., teachers are preparing for the day’s instruction and should not be interrupted. 

 
Parents are asked to be prompt in picking up their children at 3:15 p.m. Students must 
be picked up by 3:25 p.m. 
 
Dismissal (end of day) 
Students will be released only to the parent, or those designated by the parent, on the 
Student Pick-Up Authorization form. If you plan to have a friend or relative pick up 
your child from school, please notify the office in advance by way of a written note, 
email, or phone call. To ensure the safety of our students, if someone other than a 
student’s parent will be picking a child up from school, they may be asked to provide 
picture identification.        
 
Early Dismissal / Late Arrival (Not due to tardiness) 
Parents requesting early dismissal or late arrival for their children on a given day 
should send a written note, email, or call the office. All parents must go to the office 
to sign-out or sign-in the child, stating the time and reason for early dismissal or late 
arrival.  
 
Vacations Taken During School Time 
Emerald Heights Academy STRONGLY encourages parents to refrain from taking 
family vacations while school is in session. Children miss important instruction as 
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well as the introduction of new class material. If a child is going to miss more than 
one, but less than fifteen school days, the following procedure should be followed: 
 
 Parents/Guardians are asked to notify the school of the planned absence at least 

one (1) week prior to the absence. 
 

Parents/Guardians will be responsible to see that all missed assignments are 
completed when the child returns to school. Each teacher will work with the absent 
family. All assignments should be turned in and all tests taken within one week of 
return. Grades will be submitted at that time. The teacher is not required to supply 
work ahead of the vacation time. The provision of assignments for a planned absence 
is at the discretion of the teacher; parents should realize that the provision of such 
assignments is not a right and, in some cases, may not be possible. If requesting 
assignments in advance of a planned absence, parents should contact the teacher no 
less than one week in advance of the absence. If a child is going to miss more than 
15 school days in a trimester due to an extended vacation or educational opportunity: 
 
 The parents will notify the school at least two weeks before the planned trip. 
 The teacher may give some assignments before the trip begins – but the parents 

must realize that some work cannot be made up i.e. class discussions, science 
experiments, current events, etc. This may have an adverse effect on the child 
when testing takes place upon return. This may result in a lower grade than the 
child may have earned if present the entire trimester.  

 
Code of Conduct (see Code of Conduct policy) 
Students are expected to conduct themselves in a respectful manner in their 
interactions with others. In particular, students should respect the person and the 
personal property of others. Students are to address teachers, staff, and other adults 
on campus by their proper title, “Mrs. Jones, Mr. Smith.” Slang vocabulary, 
derogatory comments, name calling, and inappropriate language are not permitted. 
 
Students must maintain a well-groomed and clean appearance demonstrating self-
respect and charity for others. Order is expected with regard to the student’s desk, 
schoolwork, homework, and general demeanor during assemblies and during class 
time. 
 
Other virtues that Emerald Heights Academy encourages are apostolic zeal, 
friendship, gratitude, honesty, humility, obedience, self-discipline, sincerity, spirit of 
sacrifice, and unity. 
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Discipline 
The teachers and staff at Emerald Heights Academy depend on the support of the 
parents in matters of discipline, conduct, and morals. The parents are expected to 
fully cooperate with the teachers and the school staff. The school staff will do their 
best to cooperate with parents in a similar manner. 
 
Discipline is essential to attain the Academy’s formation goals, since little can be 
accomplished without a supervised atmosphere of order and respect. Discipline 
requires the presence of a teacher whom students respect who helps them behave as 
they ought in a spontaneous and constructive way. Educators use the opportunity 
their role gives them to get to know their students personally and as a group, and to 
take advantage of every opportunity to help them in their growth: conversing one-on-
one or in small groups, cheering them on in games, handling individual problems, 
etc. Positive motivation, appeal to character, and constant appropriate supervision are 
utilized.  
 
Emerald Heights Academy endorses the method of preventive and motivated 
discipline. Students are motivated, according to their age and maturity, to live the 
disciplinary rules of the school. Preventive discipline requires that the educators 
define explicitly what is expected of the student. Throughout the year, the whole 
school will have various virtue campaigns in order to promote human and spiritual 
virtues that will support them in living this motivated discipline. Disciplinary 
measures will be taken if students break the discipline code.   
 
Students, motivated by personal conviction, should observe disciplinary norms 
concerning the values entailed in these norms, which should help the students achieve 
the ideal of becoming well-rounded persons. 
 
Disciplinary norms are as follows: 
 
 Out of courtesy and to maintain discipline in class, students should not eat or drink 

in class or between classes (except during those times set aside for lunch, snack, 
parties, etc.) or chew gum, and they should not bring magazines, newspapers, 
electronic games, toy weapons, or other objects to school that could distract them 
during their school activities.  

 All books, notebooks, and binders should be kept in good condition.  
 Students should observe appropriate, modest postures at all times. 
 Students are only permitted in the classroom when there is adult supervision.  
 Students are only permitted outside when there is adult supervision.  
 Students should not write with pens and markers on their hands, arms, legs, etc. 

and should have no visible tattoos. 
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 Cell phones are not allowed unless they remain off, and in their backpack, the 
entire school day. Telephone use is permitted under exceptional circumstances 
with permission from the teacher.   

 All other smart electronic devices that text, record, take pictures, and/or 
connect to the internet are not allowed at school. 

 In order to reinforce students’ positive disciplinary conduct and attitude, the 
school gives positive reports to students in the following cases: 

 
 When their conduct grade notably improves 
 When they obtain outstanding results in disciplinary contests 
 When they worthily represent the school in a formative or athletic 

activity 
 When they practice the virtue of the month in an outstanding way 
 When they respond in an outstanding way to spiritual and sacramental 

life campaigns at the school 
 When their attitude in any activity merits such recognition 

 
 Disciplinary actions will be taken when one of the following occurs: 
 

 Incomplete uniform or poor personal presentation 
 A lack of order and discipline  
 Inappropriate behavior  
 Excessive tardiness 
 Improper conversations 
 Vulgar language 
 Hypocrisy and lying 
 A lack of group discipline 
 Mistreatment of school property 
 Plagiarism and/or use of AI on assignments and tests 

 

 
For these actions, a student may receive a disciplinary report and/or suspension. 
Students are to bring the report back to the teacher the next school day, signed by one 
of the parents. 
 

For middle school students, detention may be given for: 

 Five uniform infractions 

 Five tardies (between class periods) 

 Inappropriate behavior (see list above) 
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Detention will take place during lunch and recess in the office. For every three 
detentions the student will lose the privilege to participate in one enrichment activity.  
This will be reset each trimester.  

 
The following are considered to be grave faults and may merit a suspension or 
expulsion report. The principal may give a suspension and/or expulsion reports under 
additional circumstances. 
 
Repeated threatening language  

 Proven stealing 
 A lack of respect for faculty, staff, or students 
 Repeated disregard for school or classroom policies 
 Departure from the school during class time without permission 
 Smoking on school grounds/vaping 
 Falsification of school documents 
 Falsification of permissions 
 Introduction, consumption, or trafficking of drugs 
 Introduction or consumption of alcohol 
 Immoral sexual behavior 
 Introduction to or handling of pornography 
 Fighting/ Aggressive violent physical actions towards others  
 Bringing a weapon  
 Grave mistreatment of furniture or destruction of property 

 
Emergency Preparedness 
Routine practice for preparing and evacuating the school in the event of an emergency 
will be held in accordance with the recommendations of the City of Bellevue. Each 
child is required to have an emergency preparedness kit on campus. If you are on 
campus during an emergency, please remain calm and follow the instructions of 
school faculty. Do not attempt to run out of the building or give conflicting directions 
to students.  
 
Fire Drills 
Routine practice for preparing and evacuating the school in the event of a fire will be 
held in accordance with the regulations of the local Fire Marshall. 
The procedure for fire alarms is as follows: 
 

1. Walk. DO NOT RUN. 
2. Maintain silence. 
3. Do not take books or other items. 
4. Follow the route posted in classrooms. 
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5. Should an alarm occur during lunch or between classes, please walk to the 
designated area with your teacher. 

6. Classroom groups should stay together. Do not mingle with other groups so 
that roll may be checked after the building is evacuated. 

 
If you are on campus during a fire, please remain calm and follow the instructions of 
school staff. Do not attempt to give conflicting directions to students.     
 
Lunch 
In each classroom before lunch, Grace before meals is prayed. Children must bring 
their own lunch daily (no microwavable lunches for PK-4th grade). Please avoid 
sending candy or nuts as a snack. Food may be eaten only at lunch time and at 
designated snack times. Eating outside of meal/snack time is not permitted (e.g., 
recess, line-up before or after school, etc.). No pop is allowed. Microwave allowed 
in grades 5-8 but should not be an everyday occurance. 
 
Physical Education  
The Academy fosters athletics among the student body as a means for students’ 
formation in order to: 
 

 Learn to work in a team 
 Compete in a healthy way 
 Acquire the habit of diligence, willpower, strength of character, and 

control of their emotions and sentiments 
 
When participating in athletics, students are expected: 
 

 To show enthusiasm and actively participate in the game, charity and 
interest should be the characteristics of all athletic encounters 

 To accept willingly without protest the decisions of referees 
 To be honest at every moment 
 To keep their special event uniforms clean and distinguished 

 
Recess 
All students are expected to participate in outside recess unless medically excused. 
Please dress your child appropriately for the weather. During inclement weather, the 
children will be given activities suitable for indoors. 
 
Uniform  
Emerald Heights Academy requires its students to present themselves in a neat and 
clean manner at all times. Students should arrive to school each day in a proper, clean, 
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pressed, and well-mended uniform. Students who arrive to school without the proper 
uniform may be sent home. Clothing should be clearly marked with each student’s 
name. Appropriate personal presentation is both a sign of respect and unity as well 
as an important element of human formation.   
 
For more details on school uniforms and grooming requirements, please refer to the 
Uniform Requirements chart, which can be found on SchoolSpeak.  
 
Virtue Campaigns  
During the school year monthly virtue campaigns will take place. Human virtue (e.g. 
self-control, perseverance, the habit of reflection, etc.) is the foundation for 
advancement in the spiritual life. Likewise, the acquisition of knowledge and its 
effective use depend on human virtue (e.g. constancy, diligence, orderliness, etc.). 
The mission of transforming society through the formation of our youth, to a 
significant degree, relies on the practice of virtue. Parents are encouraged to read the 
virtue campaign material sent home each month and help their children recognize 
and practice the virtues proposed in the program.    
 
Birthday Celebrations 
Student birthdays may be celebrated at school by parents sending in a small 
individual treat such as cupcakes, cookies, candy, or doughnuts, although providing 
birthday treats for your child’s class is optional. Students with summer birthdays are 
encouraged to schedule their treat on their “half” birthday. 
 
If you choose to send treats for the class, please notify your child’s teacher ahead 
of time and only send in nut free treats. Please only send enough treats for the 
students in your child’s classroom and the staff. The classroom teacher will determine 
what time of day treats may be distributed so as not to disrupt the learning. 
 
Special note: To avoid any hurt feelings, invitations to birthday or home parties are 
not to be passed out at school unless everyone in the class is invited. If everyone in 
the class is not invited, please remind your child not to discuss the party on school 
premises. If students are carpooling to a party, please depart for the party from a 
different location than school.  

 

IV.  Spiritual Formation 
 
Mass  
In order to give students the opportunity to participate in the sacrifice of the Mass 
and help them understand and live this mystery fruitfully, the Kindergarten through 
8th grade classes attend Mass as a community each Friday morning at 9:00 a.m. at 
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St. Madeleine Sophie Parish in Bellevue unless otherwise announced. All students 
are required to attend Mass and sit together by class in the pews assigned to 
them. Students are required to arrive at the church at 8:50 a.m. to prepare for Mass 
but are encouraged to arrive to the church 20 minutes early to participate in the 
praying of the Rosary. We anticipate Mass to end around 9:45 AM. 
   
Parents are encouraged to attend and are responsible for their children's 
transportation to school after Mass has ended. Parents who are unable to stay for 
Mass must arrange for the transportation of their children from Mass to school.  
 
Prayer 
Prayer is a regular part of our school day. These are special moments in which we 
cultivate our relationship with God, drawing near to Him and orienting our heart, 
mind, and soul to our Creator. We thank Him for His gifts, offer Him our work, and 
ask Him for His guidance and assistance in all we do. Among our most frequent daily 
prayers are the Our Father, Hail Mary, Glory Be, Come Holy Spirit, Angelus, Grace 
before Meals, and the Guardian Angel Prayer. 
               
Retreats  
In order that students may have a special personal encounter with God, several times 
each year the school organizes a spiritual retreat for students during school hours. 
The retreats assist students in living more fully the seasons of the liturgical year (Lent, 
Advent, etc.).   
 

 
V.  Apostolic Formation 
 
Service Projects 
The importance of the social dimension of the human person is the reason we stress 
that our students develop a sense of social responsibility. God has called man to live 
in communion with God, himself, and his fellow man. No one can reach his full and 
authentic development if he is focused only on himself and his own improvement.    
 
The many gifts that God has given His children must yield fruits. It is not right to 
hoard these gifts, using them only for selfish gain. We educate our students in such a 
way that they will be ready and willing to place all that has been given them at the 
service of society and the Church. Our educators help our students during their 
formative years to gain a deeper understanding of the demands of social justice, so 
that they can effectively contribute towards building the civilization of justice and 
love in their adult years. 
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Therefore, throughout the school year service projects are organized for the students 
to give them the opportunity to grow in their apostolic formation. The service projects 
are organized by age groups and are mandatory for all students. Only with permission 
of the principal will a student be excused from participation.   
 
 
VI.  Administrative Norms 
 
Admission 
Emerald Heights Academy admits students of any 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 race, 
color, national and ethnic origin in administration of its educational policies, 
admissions policies, scholarship and loan programs, and athletic and other school-
administered programs.   
 
Change of Address 
If your address, e-mail, or telephone number changes during the school year, please 
notify the school office of your new contact information. This ensures that the school 
will be able to send out correspondence and be able to reach you in the event of an 
emergency. 
 
Board of Directors 
Emerald Heights Academy’s Board of Directors is made up of business leaders who 
possess expertise in a variety of fields. The Academy is a non-profit corporation and 
as such is governed by a board of directors who have specific fiduciary duties. The 
Board hires administrators to run the day-to-day operations of the school, while the 
Board retains a high-level form of oversight. The Board is involved in issues of 
ownership, strategy, financing, and capital planning. Meetings of the Board of 
Directors are by necessity generally closed for the purpose of conducting the business 
of the board. A board of directors is a different entity from a school board which is 
an elected council that helps determine educational policy in a small regional area.  
Meetings of such groups are open forums. School boards are usually found in public 
school systems rather than private, independent schools. 
 
Communication  
Teachers, parents and administrators need to communicate openly on a regular basis 
regarding individual student progress. Newsletters, conferences, telephone calls, and 
notices are all part of the effort to provide productive communication. 
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 Parent/Teacher Conferences are encouraged and may be arranged by 
appointment through the office. It is important that parents become acquainted 
with their child’s teacher and work closely with him/her. It is not necessary to wait 
for a parent/teacher conference day, or for the teacher to initiate contact. Please 
email your child’s teacher directly to set up a conference.  

 As regards to the Board of Directors, all operational issues should follow an 
escalation process within the operational staff of the school. Issues that cannot be 
resolved by discussion with the principal may then be elevated to the Board of 
Directors. In that event, a letter may be written to the board president and sent to 
the principal for delivery to the appropriate board members. Your cooperation with 
this process will ensure the most effective and timely resolution.  

 As regards to other aspects of the school, please contact the principal at 425-
643-1671 or jthomas@emeraldheights.org. 

 Written communication from the school: Please note that some communication 
from the school may require a parent’s signature and must be returned to the 
school. Some items requiring a parent’s signature are: 

 Notes regarding disciplinary problems or actions 
 Requests for parent/teacher conferences 
 Permission slips for school activities 
 Parent/Student handbook 
 Code of Conduct 

 
 
Dismissal of Students 
Emerald Heights Academy reserves the right to dismiss a student for any reason it 
deems appropriate, including but not limited to disciplinary reasons, lack of parental 
support for the school’s educational or formative mission, family behavior or values 
that are inconsistent with the religious values, or any other aspect of the school’s 
mission, or lack of charity in word or action on the part of the student, parents or 
guardians. 
 
Emergency Information Card and Contact 
It is extremely important that the school have an accurate home phone number, 
and reliable alternate phone numbers. Please notify the school immediately if there 
is a change during the year. In the event of an emergency, the school will first and 
foremost contact the parents. In the event that parents cannot be reached, the school 
will contact the person(s) authorized on the emergency information card and/or the 
admission forms. 
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Lost and Found 
Lost articles are taken to the office and placed in a lost and found bin, where they 
may be claimed. At the end of the school year, items remaining will be donated to 
charity. Please mark all sweaters, headbands, etc. clearly with the student’s name for 
identification. 
 
Medical Information 

Illness 
A child with a 100.4 degree temperature, or one who shows signs of upper 
respiratory infection, including having been ill (vomiting) the night before, 
should not be sent to school. When the symptoms are gone, the child is free to 
return to school.  
 
Parents are to report to the school office communicable diseases or health 
problems their child has contracted.  Re-admission policies differ according to 
certain illnesses. Any student, who has vomited, gone home with a 
temperature greater than 100.4, and/or has been prescribed antibiotics, 
must be without fever and on antibiotics for 24 hours before returning to 
school. 
 
If your child is ill, please email the school in the morning between 8:00 a.m. 
and 9:00 a.m. to inform the staff that he/she will be absent. If your child is 
absent from school for reasons other than illness or a family emergency, please 
follow the guidelines set forth in the Attendance section of this Handbook.   
  
When a child is absent from school due to illness, parents should not request 
the child’s homework if he/she is too ill to do it, or if he/she will return to school 
the next day. If the child feels well enough to do homework, and will be absent 
for more than one day, parents may email the school. Teachers may not be able 
to prepare homework until the end of the school day. Medical and dental 
appointments should be scheduled outside of school hours. Refer to the 
“Homework” section of the handbook for more information.  
 
Under no circumstances may a child leave school unless his/her parent or 
guardian reports to the office first. 
 
Immunization Requirements 
Under the terms and requirements of Law RCW28A.210.080, the attendance of 
every child shall be conditioned upon the presentation before or on each child's 
first day of attendance proof of either (a) full immunization, (b) the initiation of 
and compliance with a schedule of immunization, as required by rules of the 
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state board of health, or (c) a certificate of exemption as provided for in RCW 
28A.210.090. Children who have not provided this required information may 
not attend the first day of school.  The following are the minimum requirements 
for school attendance:  
 

 PK 4 K – 6th 7th – 8th 
Hepatitis B 3 doses 3 doses 3 doses 
Dephtheria, Tetanus, 
and Pertussis 
(DTap/DT/Td/Tdap) 

5 doses 5 doses 5 doses DTap 
AND 1 dose Tdap 

Polio (IVP or OPV) 4 doses 4 doses 4 doses 
Measles, Mumps, and 
Rubella (MMR) 

2 doses 2 doses 2 doses 

Varicella 
(Chickenpox) 

2 doses or 
Healthcare provider 

verified child had 
disease 

2 doses or 
Healthcare provider 

verified child had 
disease 

2 doses or 
Healthcare provider 

verified child had 
disease 

Hib (Haemophilus  
influenzae type B) 

3 or 4 doses (not 
required for age >5) 

Not required Not required 

PCV (Pneumococcal 
Conjugate) 

4 doses (not 
required for age >5) 

Not required Not required 

 
Medication 
Only medication that is necessary for a child to remain in school will be 
administered during school hours.  
 
Only medication prescribed by a licensed physician or dentist and dispensed 
by a registered pharmacist will be administered during school hours by the 
office staff or occasionally by a designate filling in for the office staff. The 
student’s parent must give the first dose of any prescribed medication. 
 
The school office must be provided with an individual container of prescribed 
medication. If medication is needed both at home and at school, please request 
the pharmacist to divide a prescribed amount into two containers.  
 
Over-the-counter (OTC) medications (acetaminophen, cough and cold syrups, 
eye drops, ointment, etc.) are not allowed at school and will not be given unless 
prescribed by a licensed physician or dentist. If such medication is prescribed, 
the student can give an administrator the OTC medication with a physician-
ordered pharmacist label or a signed written doctor’s order giving specific 
instructions for administration. 
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Only properly labeled medication with a signed permission form from the 
parent or legal guardian will be administered.  
 
If a student has any medication in his possession during school hours it must 
be kept in the school office and will be dispensed by the office staff. 
 
With the exception of pre-kindergarten and kindergarten-aged students, each 
student is responsible for coming to the office to ask for his medication. 
 
At the end of the school year, all medications that are not collected by the 
parent or legal guardian will be destroyed.  
 
Return to School Policies - Communicable Diseases  
(Subject to change under advisory of Department of Health) 
Contagious Health Conditions  

 
 Parents are to report to the school office communicable diseases or 

health problems their child has contracted.  Re-admission policies differ 
according to certain illnesses. Any student, who has vomited, gone 
home with a temperature greater than 100.4, and/or has been 
prescribed antibiotics, must be without fever and on antibiotics for 
24 hours before returning to school. Students should be able to 
participate in all activities including recess.  
 

Health Guidelines for Student Recovery  
  

 Listed below are several examples of when a student will not be allowed 
to attend school for his own benefit, and that of his classmates. 

 
1) Temperature of 100.4 degrees or higher 
2) Vomiting, nausea, or severe abdominal pain 
3) Marked drowsiness or malaise 
4) Sore throat, acute cold, or persistent cough  
5) Red, inflamed, or discharging eyes 
6) Acute skin rashes or eruptions 
7) Swollen glands around jaws, ears, and neck 
8) Suspected scabies or impetigo 
9) Any skin lesion in the weeping stage unless protected and 

diagnosed as non-infectious 
10) Earache 
11) Pediculosis (head lice) 
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12) Other symptoms which are suggestive of acute illness 
 
Office Hours 
The school office is open from 8:00 a.m. to 3:30 p.m. each school day. Summer office 
hours are variable due to reduced schedules and vacation periods. During the school 
year, the entrance to the parking lot will normally be open during arrival and 
dismissal times. 
 
Parents’ Association 
The primary mission of the Emerald Heights Academy Parents’ Association 
(EHAPA) is to support the school, faculty, administration, and students in carrying 
out the plans and goals set by the school by helping to provide for their needs. The 
Association is a structure consisting of various committees that operate under the 
direction of the school. The purpose of these committees is to develop and implement 
plans to action approved by the school, which will help meet a certain goal. 
 
The secondary mission of the EHAPA is to bring Emerald Heights Academy’s 
families closer together in a Catholic environment through social, educational, and 
spiritual programs within the school and events outside the school. The EHAPA 
should foster unity and true Gospel charity in imitation of Christ and Mary, our 
Mother, in the spirit of working in service to God and to each other. 
 
Parent Commitments 
Tuition and fees cover only a portion of the cost to educate each child. Fundraising 
efforts are utilized to make up the remaining cost. Participation in the following is 
required of each Emerald Heights Academy family to help make up that difference: 
the Gala Auction and Annual Fund. These are all major and important means of 
funding the operating needs of the school not covered by tuition. Each family’s 
participation in each fundraiser helps to bridge the gap between the tuition that is 
charged and the actual cost of educating your children.   
 
 Each family donates or procures (by asking organizations or individuals to 

donate items) a minimum of $300 worth of goods and services for the annual 
Gala Auction. To make the event a success, each family is strongly encouraged 
to fill one table of 10 with family members, friends, co-workers, and neighbors.   
 

 The Annual Fund is a direct mail fundraiser to all families and friends of Emerald 
Heights Academy.  Each family is requested to contribute a minimum of $300.  
100% family participation allows for our school to demonstrate family 
commitment to potential outside funding sources. 
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Emerald Heights Academy is a 501(c)3 nonprofit and contributions to our 
fundraisers are tax deductible to the extent of the law.   
 
 Volunteer forty hours annually in the school in any capacity. Single parent 

households are required to contribute 20 hours. The volunteer should foster unity 
and true Gospel charity in imitation of Christ and Mary, our Mother, in the spirit 
of working in service to God and to each other. Parents are to submit their hours 
electronically via SchoolSpeak throughout the school year. Volunteer hours not 
fulfilled by the end of the school year are billed to the family at a rate of 
$30.00 per hour. 

 
Some of the activities available for volunteering are: the auction gala, jog-a-thon, 
open houses, in-class special interest teaching, room parent, promotion of various 
events, construction/repair, field trips, school play costume development, various 
committees, mailings, and other recurring and one-time projects.   

 
Parent Involvement 
There are a wide variety of events during the academic year that depend heavily on 
the involvement of parents to ensure success. Every parent has unique talents. Parents 
are urged to contribute some portion of time and talent to help the school achieve its 
goals. Help is needed with field trips, hospitality, fundraising, etc. Please be generous 
in contributing to our students’ education and their spiritual and human formation, 
which is for eternity. 
 
Parents who volunteer on campus are asked to dress in a manner appropriate to the 
volunteer work they will be doing. Volunteers are asked to follow the same guidelines 
as the employed faculty and staff when interacting with children. In particular, if an 
adult must be alone with a child in an enclosed room, the door should remain open at 
all times.   
 
Registration 
Registration will take place in February of each year for the upcoming school year. 
A student must be five years old by September 1st to enter kindergarten. All 
kindergarten and new first grade students are required to present a birth certificate 
and a medical/immunization record as part of admissions. A complete package of 
forms and admission policies will be sent out to parents in early January. 
 
Transfer/Withdrawal 
Students transferring or withdrawing from Emerald Heights Academy are asked to 
comply with the following procedures: 
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Parents should meet with the principal before proceeding with the withdrawal 
process. The withdrawal process begins by obtaining the proper forms from the 
school office. 
 
All financial obligations should be fulfilled before any grades or transcripts are 
released. Requests for forwarding transcripts must be made in writing. An official 
request for transfer of records must come from the institution to which the student is 
transferring. 
 
Tuition Payment Options 
Monthly tuition payments are made using the TADS program. Tuition may be paid  
monthly, quarterly, bi-annually, or annual.    
 
If you should need to change your payment plan during the year, please contact the 
principal. See your enrollment contract and your acceptance letter with the tuition 
and fee worksheet for specific start and end dates of tuition payments.  
 
If you become past due (your payment is received late by TADS) a past due 
notice will be sent to you, which will include a late fee.   
 
Emergencies and School Closure Information 
In the event of weather or other emergencies, the school subscribes to FlashAlert.net. 
You will find information about Emerald Heights Academy closures and delays on 
your local news stations (KOMO, KING, KIRO and Q13FOX) and their respective 
websites. You can also subscribe to FlashAlert Messenger to receive email 
notifications or push notifications (like a text) directly to your cell phone. Please do 
not call the principal, teachers or staff at home for information.   
 
If an emergency occurs that makes the building unsafe for occupancy as determined 
by Calvary Chapel Eastside, then every effort will be made to stay on campus in the 
parking lot for as long as it is safe to do so.  
 
In the event of an emergency in which students are evacuated from the building, 
students will not be released in the typical manner. Our procedure will be to ask all 
parents, family members, and friends noted on the Student Pick-Up Authorization 
form to show picture identification. Please have your ID ready. We appreciate your 
support as Emerald Heights Academy strives to follow government recommended 
guidelines. 
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Visitors 
It is requested that an appointment be made prior to all visits. Appointments for 
classroom visits, up to one hour, should be made one week in advance. All visitors 
to the school must come to the school office first to check in. The administrator 
reserves the right to approve or deny any request to visit the school. No parent or 
visitor may go directly to the classroom for any reason. Shadow visits will not be 
granted without an application. 
 
Media and Privacy 
EHA complies with the Family Educational Rights and Privacy Act (FERPA) and 
related state laws that protect student privacy. Note that EHA uses social media (e.g., 
Facebook, Instagram, etc.) to reach prospective families and share news with current 
families. EHA’s guiding principle is the safety and well-being of students, faculty, 
and staff. As such, EHA will not tag photos or videos of students that could identify 
them personally. Social media content will focus primarily on classroom learning, 
school events such as the Christmas play, and the work the students do – art projects, 
virtue campaign projects, science fair projects, etc. Student privacy and anonymity 
will always be a priority when determining what type of content EHA shares. 
 
 

“We thank God for our families, faculty, staff and benefactors, and hope they 
receive many blessings throughout the year.”       
       


