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This Parent Handbook contains information for 

all parents of enrolled students. Please read it 

carefully and keep it handy. Within this booklet, 

all references to “the office” refer to all TIS 

reception areas - whichever is most convenient.                                                                             

No handbook can anticipate every circumstance or 

question. TIS may revise, supplement, or rescind any 

policies, notifying you through In The Know, the TIS parent 

bulletin. In The Know is always accessible with archives at 

intlschool.org/itk.

ABOUT THE SCHOOL

The International School opened in the fall of 1990 
with two Spanish teachers and nine students. 
Today the school is an authorized International 
Baccalaureate school with almost 500 students, 70 
staff, and full language and cultural immersion in 
Spanish, Japanese and Chinese. 

Mission 
The International School inspires children to 
become global citizens by providing a rigorous 
and comprehensive education within a nurturing, 
student-centered environment of full immersion in 
multiple languages and cultures.

Core Values & Guiding Principles
Honesty. Honesty forms the foundation of everyday 
behaviors.

Respect. We will strive to understand others so that 
we may treat them in a way acceptable to them.

Collaboration. We promote meaningful inclusion 
and participation in a team-oriented, student-
centered, and cooperative environment. We work 
together in genuine partnerships to find creative 
solutions to problems with the goal of achieving 
superior results.

Responsibility. We are accountable for our actions 
and their consequences.

Diversity. We honor the uniqueness of each 
individual and embrace diversity in peoples’ 
backgrounds, values, and points of view. We are 
aware of a wider world and have a sense of our 
own place in it as individuals and as a community.

Passion for Learning. We inspire enthusiasm 
for excellence, knowledge, and learning.            

Vision 
The International School will be recognized as a 
center of excellence in multicultural education. 
Graduates of the school are true global citizens 
who excel in a diverse and multicultural society. The 
International School fosters a culture that reflects 
its core values. Active and effective planning is the 
foundation on which the school achieves it success.

Our Faculty are passionate professionals and leaders 
in language immersion education who inspire our 
children and create a safe and nurturing environment 
for them to achieve excellence.

Our Students excel academically; are fluent in another 
language and versed in different cultures. They attain 
leadership skills that enhance their confidence and self 
esteem and represent cultural, ethnic, economic and 
social diversity.

Our Programs support academic excellence through 
small robust class sizes, year round enrichment 
programs, and international education.

Our Facilities are clean, safe and welcoming in the 
centrally located urban environment.

Our Finances provide long-term stability through non-
tuition endowments and other sources.

Our Leadership and Management demonstrate vision, 
transparency, and accountability.

Our TIS Culture values our intimate and unique 
environment, global and local partnerships, and 
service to the community.

Our Families and Alumni provide broad based support 
to the school through active volunteerism to sustain a 
positive learning environment.

2014-2015 Parent Handbook • About the School



  •  Page 4 

IB Learner Profile
Our goal is for all TIS community members to 
live and work according to the International 
Baccalaureate (IB) Learner Profile: 

Inquirers who develop their natural curiosity and 
actively enjoy learning;

Knowledgeable about concepts, ideas and 
issues that have local and global significance; 

Thinkers who show initiative in applying thinking 
skills and make reasoned, ethical decisions; 

Communicators regarding feelings about their 
own and others’ actions; 

Principled, acting with integrity, honesty and 
fairness;  

Open-minded in accepting the differences of 
others; 

Caring, showing empathy and respect toward 
their teachers and peers;

Risk-takers, approaching unfamiliar situations 
with courage and forethought;

Balanced about the intellectual, emotional and 
physical well-being of themselves and others;

Reflective, giving thoughtful consideration to 
their own learning and experience.

Essential Agreements
In addition, all TIS community members are 
expected to abide by the school’s Essential 
Agreements:
Be Fluent
Be Safe
Be Respectful
Be Responsible
Belong

Equal Opportunity
The International School is committed to 
providing equal treatment to all individuals 
without regard to race, color, religion, gender, 
national origin, age, disability, marital status, 
sexual orientation, or any other characteristic 
protected by law with regard to all the rights, 
privileges, programs, educational policies, 
admission policies, financial aid, athletics and 
activities generally made available at the 
school. 

About the School
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ACADEMIC MATTERS

Please attend Curriculum Night(s) in September 
to understand the year’s curriculum and the 
teacher’s expectations. Individual parent-
teacher conferences are held in October and 
March to discuss your child’s progress and 
performance. Homeroom, specialist and English 
teachers are all available for parent-teacher 
conferences. Please watch In The Know for     

online conference 
sign-ups two to 
four weeks ahead 
of time. 

If you have 
concerns at any 
time, do not 
hesitate to set 
up a meeting 
with your child’s 
teacher. Teachers 
are generally 
available to meet 
by appointment 
before or after 

school except Tuesdays and Fridays. Please 
note that teachers are not always available for 
immediate meetings. 

If you still have a concern after speaking with 
the teacher, please make an appointment with 
the School Principal (K- 5th Grade), Head of Early 
Childhood, or Head of School. 

Report Cards, Progress Reports
You will receive comprehensive report cards 
for your child in November, March and June. 
Report cards will be issued electronically, and 
are available at intlschool.org/portal. You will be 
notified via email when they are available. You 
will also receive a Progress Report in October 
and January only if the teacher feels that your 
child needs extra support. A follow-up meeting  
will be scheduled by the teacher.

Attendance
By enrolling your child at TIS, you are committing 
to regular and punctual attendance. Regular 
absences hinder the child’s learning and cause 
disruptions to the entire class. Students who have 
ongoing attendance problems may be required 

to repeat the grade or withdraw from school. We 
strongly suggest that parents not take students 
out for extended periods of time for family 
gatherings and trips. While we know that you 
sometimes do not have a choice in the matter, 
parents must ensure that students keep up with 
work during such absences. Any extra tutoring 
required will be at the family’s expense. 

Oregon law specifies attendance 
requirements for school-age children (please see 
the Operations and Compliance Manager or 
Head of School if you have questions about this). 

Student Support Services
TIS Student Support Services (SSS) provides 
support for students who, whether for academic, 
behavioral or medical reasons, need something 
different in their day to be successful. The group 
is made up of the school’s educational leaders 
along with the student’s teachers. Students 
normally enter SSS through a referral completed 
by the homeroom or English teacher.  The referral 
contains a description of the situation, recent 
academic progress, as well as any strategies 
already tried by the teacher.  Students who 
have been formally recognized by an outside 
specialist are also included.

The type of support offered is tailored to 
each student. The SSS group reviews each case 
and recommends strategies that will best help 
the student progress.  The group holds follow 
up meetings to determine the effectiveness 
of the strategies and, if necessary, to make 
adjustments and communicate with the parents. 
If the individual strategies are not successful, the 
group will meet again to design an intervention 
plan.  The purpose of the intervention plan is to 
tailor strategies specific to an individual student’s 
success.  With this plan, the strategies used within 
the homeroom will also be implemented across 
all school settings.

Through SSS, students benefit from the 
collective experience and training of the SSS 
group and from personalized instructional 
strategies.  The group also ensures that a 
student’s history and successful strategies are 
passed from year to year. 

2014-2015 Parent Handbook • Academic Matters
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Repeating a Grade 
In very rare circumstances, a teacher may 
recommend to the Academic Leadership 
Team and/or Student Support Services that a 
student should either spend another year at 
a grade level or skip an entire grade. These 
recommendations are only initiated when 
all other academic interventions have been 
exhausted and student needs are still not 
being met. It is important to acknowledge 
that both options can have very long-lasting 
and potentially negative effects on a child’s 
academic career. The process for making 
recommendations for either retention or 
acceleration is based on a body of evidence 
about student learning that the teacher and/
or SSS team collect in order to make a decision. 
Without significant data to support the decision 
to retain or accelerate a student, no action will 
be taken. In some cases, previous teachers and 
outside consultants/specialists will be asked to 
contribute. All decisions about these placement 
options must be finalized prior to the end of the 
school year.

Enrollment Changes
PreK & LowK families: To make any schedule 
changes, please submit a Change of Enrollment 
Form to the Admissions Director (not to the 
teacher) at least one week before the desired 
change date. The Admissions Director will notify 
you and the teacher in writing if the request 
is approved, and will notify you of any tuition 
changes. Your child may not attend without the 
Admissions Director’s approval. 

Children may not attend school on 
unscheduled days to make up for time missed 
due to illness or any other reason.

Absence Notification
Please e-mail attendance@intlschool.org or 
call the receptionist before 8:00 (on the Main 
Campus) or 8:15 (on the Early Childhood 
Campus) on every day that your child is absent, 
unless you have notified us in advance. For 
security purposes, we will call to verify the 
absence if we have not heard from you;  it saves 
everyone a lot of time if you notify us first. Please 
let us know if your child has a communicable 
disease so we may alert other parents.

If your child is enrolled in SquareGator or in 
another after school program, please notify 
them directly in addition to notifying the school. 

Children may not attend school on 
unscheduled days to make up for time missed 
due to illness or any other reason.

Homework Policy
As a parent, your role in homework is to establish 
a quiet place for your child to work without 
distractions and, if needed, to help your child 
stay focused enough to complete the work. 
Even if you do not understand the language that 
your child is working in:  
• Ask about and talk with your child about 

the homework. Ask him to explain what he 
is doing.  Ask about the concepts and skills 
involved.  

• If your child asks, help brainstorm ideas 
or solutions, but let the student make the 
decisions about a project and let her do the 
work.  

• Your encouragement and positive attitude will 
make a difference!

Studies show that homework rates are generally 
higher in independent schools, and they are 
bound to be higher than the national PTA 
guidelines in a language immersion school such 
as ours.   

                                                                  

ACADEMIC MATTERS - CONTINUED
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Homework Policy (continued)
The outside limits for homework at TIS are:

• Grade 1: up to 30 minutes plus up to 15 
minutes of English reading with parents or 
alone

• Grade 2: up to 40 minutes plus up to 15 of 
English

• Grade 3: up to 45 minutes plus up to 15 of 
English

• Grade 4: up to 50 minutes plus up to 15 of 
English

• Grade 5: up to 60 minutes plus up to 15 of 
English

These are outside limits; there may not be this 
much homework every night. After this amount 
of time has elapsed, you should stop the child 
from working further and notify the teacher of 
what happened. If directions are not clear to the 
child or to you, notify the teacher. If you think the 
work is not productive or fruitful, calmly discuss 
with the teacher what you observed at home.

It is normal human nature to resist work at 
home after a day of work, but that does not 
mean we have to have big discussions or 
dramatic scenes with our children. Instead, we 
can assist them best by keeping them focused 

and moving forward, and reminding them that 
they will have time to spend on their preferred 
endeavors as soon as they finish.

Library Media Center &  
Technology Use
The TIS Library Media Center (LMC) is an 
important part of school life. .Students in 
grades K-5visit the library weekly for library and 
information literacy instruction and to check out 
materials to use at home. Teachers also make 
extensive use of library resources to teach many 
aspects of International Baccalaureate units of 
inquiry and concepts related to school life. 

The LMC adheres to the tenets of the Library 
Bill of Rights and does not restrict access to its 
collection by age or grade. It does, however, 
strive to provide age-appropriate materials 
and to place materials within the appropriate 
collection (Picture Books, General Fiction and 
Nonfiction, Professional Resources, etc.) and 
to recommend suitable materials to individual 
students.

Parents are the ultimate authority on what 
is or is not appropriate for their child and are 
encouraged to communicate directly with their 
child about any limitations they wish to place on 
his/her reading, and to ask the librarian for

ACADEMIC MATTERS - CONTINUED
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ACADEMIC MATTERS - CONTINUED

Library Media Center &  
Technology Use (continued)

recommended alternatives to materials they 
consider unsuitable for their child.

Parents have the option of restricting their 
child’s checkout privileges at the beginning of 
each school year  by contacting the Librarian.

Please note that school technology is for use 
at school only and may not be taken home 
without written permission and a release signed 
by the school and by the parent. Students 
may only use school technology for activities 
approved by the teacher. 

It is parents’ responsibility to pay for any 
borrowed library materials that their child may 
lose or damage exceeding normal use and 
wear. While TIS understands that students can 
accidentally, and within the bounds of good 
behavior, damage equipment, if students break 
equipment through flagrant, willful, malicious or 
repeated misbehavior, or through defiance of 
teachers’ instructions, parents will be responsible 
for repair or replacement. 

2014-2015 Parent Handbook • Academic Matters

Capstone Study Abroad
Capstone is a study abroad experience for 
our fifth grade students. The students travel 
to a native country of their language track, 
attend classes at a sister school and visit 
cultural and historical sites they have studied. 
Capstone trips also form the basis for the fifth 
grade IB Exhibition, for which students gather, 
analyze and report on data showing similarities 
and differences between Portland and their 
host country. The entire experience enriches 
the students’ language proficiency, cultural 
understanding and self-confidence. 

The staff Capstone Committee plans the trips 
in consultation with fifth grade parents. All 
aspects are approved by the Head of School. 
See intlschool.org/capstone for details.  
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CODE OF CONDUCT FOR STUDENTS

At TIS, agreements exist to protect us and to 
enhance our learning, not to trip us up or find us 
deficient. 

TIS Essential Agreements
Be Fluent
• Speak in the target language at all times 

when with the homeroom group. 
Be Safe
• Use equipment appropriately and as 

designed. Report damage or anything 
dangerous to a staff member.

• Ask a teacher for help to resolve conflicts.
Be Respectful
• Come to class prepared to learn and to help 

others. 
• Tell the truth and act truthfully.
• Do not use or take ANY school equipment 

except with prior permission from a staff 
member. This includes music equipment in the 
music room during before-care, after-care, 
after-school classes or meetings.

• Respect people and the property of others 
and of the school. Consider the safety, 
feelings, and needs of others.

• Use appropriate language, manners, and 
indoor voices.

Be Responsible
• Arrive on time and attend all classes (unless 

excused in advance). Ask the teacher before 
leaving the class or playground for any reason.

• Keep our buildings and campus clean.
• Do not play in the bathroom. Wash hands 

after using the bathroom.
Belong
• Participate actively in class and in whole 

school activities! 

Playground Agreements
Be fluent
• Use words to resolve conflicts
Be respectful
• Take turns and use equipment as designed
Be safe
• Stay below the monkey bars
• Sit on swings facing forward
• Slide down only, one at a time

Be responsible
• Children may be in the playground only with 

an adult
• Children may leave the fenced area only with 

an adult
• Adults: please watch the children in your care
Belong
• Tell an adult of anything dangerous
• Share equipment and help others

Behavior Management
Just as we attempt to instill our Essetial 
Agreements within our students, we believe that 
we can effectively teach appropriate behavior 
to all children. In practice, this philosophical 
approach centers on the establishment of 
clear and consistent behavioral expectations. 

TIS expects students to make positive behavior 
choices that promote their safety, the safety of 
others, and a productive learning environment. 
The explicit teaching of those expectations is 
done via various settings/contexts  (e.g. the 
playground, the music room, the classroom, 
etc.), positive reinforcement of target 
behaviors, and the use of data/research to 
support behavioral interventions and natural 
consequences. In addition, our expectations 
connect directly the elements of the IB Learner 
Profile, which we continue to explore as a school 
community. 
       While we believe that most students strive to 
consistently meet our school’s expectations for 
behavior, we also recognize that there are times 
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when students may make a mistake or negative 
choice.  When this occurs, our primary goal is 
to present an opportunity to learn and to make 
better choices in the future. More specifically, TIS 
has a fully articulated discipline system based on 
three levels of behavioral infractions.

For low-level infractions such as failure to 
follow directions or name calling, the teacher 
or other staff member will talk to the child. If two 
students have a conflict, the staff member may 
mediate a discussion between them. The adult’s 
role is to help students understand and reflect 
on their own actions and reactions. Such a 
meeting can end with resolutions or goals. If the 
staff member finds it appropriate, there may be 
a consequence such as loss of play time, sitting 
to the side to reflect on our actions, writing a 
self-reflection, or doing something positive for the 
classroom or for others. 

For major infractions such as theft or fighting, 
the student is referred to an administrator and 
the parents are contacted. If the administration 
believes that the student’s misdeeds have 
become too repetitive or that actions are 
beyond his/her control, the administration may 
recommend professional assessment. The school 
will work with troubled students and their families, 

but if behavior does not change, the school may 
require that the student withdraw and seek a 
more appropriate environment. 

  Finally, if the student commits an illegal 
infraction such as hitting a teacher, seriously 
injuring another, stealing, or being involved in 
any way with illegal or dangerous substances, 
he/she will be immediately referred to the Head 
of School and possibly removed from school. 

If you are a TIS parent who has an issue with 
another student, please communicate with 
that student’s teacher. Never discipline another 
student in any way. Please work the issue 
through the school rather than contacting the 
other child’s parent.  

When a child makes mistakes, behavioral or 
academic, the best part a parent can play is to 
let the child take the responsibily for the mistake. 
If a parent responds emotionally, then the parent 
owns the incident, and the child becomes a 
bystander to the parent’s meltdown. Instead, 
a parent should ask, “Do you understand what 
happened? Are you happy with the result? Do 
you feel you did your best? Is there anything you 
would do differently next time?” A child should 
never be made to feel that s/he is a bad person 
or has done irreparable harm. 

PARENT INVOLVEMENT

Overall Expectations of Parents
We encourage parents, grandparents and 
special friends to be involved in the school 
for the benefit of students and the rest of the 
community. At a minimum, please:
• Keep up to date on your child’s class 

and school-wide activities; participate as 
requested. 

• Keep up to date on your child’s individual 
schoolwork, homework and progress; 
participate as needed or requested by the 
teacher. 

All adults in the TIS community to model TIS Core 
Values as reflected in the IB Learner Profile and 
TIS Essential Agreements. Please:
• Be respectful, principled, open-minded 

communicators. 

• Respect the school’s responsibility to do 
what is best for the entire community while 
recognizing individual needs.

• Familiarize yourself with and support the 
school’s policies and procedures.

CODE OF CONDUCT FOR STUDENTS - CONTINUED
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• Provide a home environment that supports 
positive learning attitudes and habits.

• Involve yourself in school life as your time 
permits.

• Actively supervise your children when on 
campus outside of school hours, including on 
the playground. Please follow the playground 
rules at all times.

• Share with the school any religious, cultural, 
medical, or personal information that may 
help best serve your child.

• Seek to resolve problems and secure 
information by talking to staff members.

• Maintain a positive, constructive tone in the 
face of challenges.

• Acknowledge that tuition payment is not an 
investment in school ownership with related 
controls, but rather an investment in your 
child’s educational process.

Sometimes when asking questions or discussing 
topics with other parents, we inadvertently start 
a chain of rumors. Rumors are a negative for any 
community and are best avoided by going to 
the source - to a staff member or other person 
who would have the information. With this in 
mind, please do not, for example, start an all 
class email polling other parents about policy, 
homework, or classroom management. Instead, 
address concerns directly with the teacher or 
other staff member. 

If a parent or guardian’s behavior is disruptive 
to the school, injurious to members of the school 
community, or discredits the school (including 
but not limited to on-line comments), his/her 
child may be asked to leave school or may not 
be retained for the following year. 

Communication
The goal for all TIS communication - to and 
from parents, staff, students & other community 
members - is to be: 
• • Respectful:  Our school is made up of 

people from a diverse array of cultures and 
backgrounds. Our community members 
acknowledge that each person contributes 
to the success of our school in his or her own 
way.

• • Direct: The person who has the information 
provides it to the person/people who need(s) 
the information

• • Regular: Information is delivered consistently 
so people know what to expect and when

• • Accessible : Information is easy to find and 
refer to

• • Contextual: Messages and reports provide 
background & explanation for those who are 
new to any particular issue

• • Appropriate: Information Is delivered in a 
way that make sense for the audience (formal 
vs informal) and type of communications (i.e. 
in person, web, e-mail, US mail)

• • Interactive: TIS community members 
encourage communications to be multi-
directional, and welcome people to ask 
questions, make comments, etc.

• • Timely: Information is provided in a 
convenient and relevant manner, and all 
parties respond to each other’s needs within 
an appropriate time frame.

• It falls to each TIS community member to 
apply these principles to all communications. 

In general, you will communicate frequently with:
• Your child’s teachers 

about your child’s 
performance, 
behavior and class 
activities.

• Administrative 
staff about class 
activities, policies, 
long-range and 
strategic issues, 
facilities, admissions, marketing, billing and 
financials, fundraising, and school events.

You may also communicate periodically:
• With the board through the Head of School or 

board committees regarding long-range and 
strategic issues.

• With prospective and applicant families, 
donors, and prospective donors about your TIS 
experience.

• With students when helping with class 
activities.

PARENT INVOLVEMENT - CONTINUED
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If you have a question, concern or idea for the 
school, please bring it up! The end of the parent 
handbook provides a list of staff roles to help 
determine who to contact. 

For any child-specific issue, please talk to your 
child’s teacher first. You may send the teacher 
e-mail (see intlschool.org/contact), or leave a 
message at the office for the teacher to call you. 
(Teachers will not be interrupted or taken from 
their classes except for emergencies.) Teachers 
will respond to messages (phone or e-mail) by 
the end of the next school day. 

If any issue is not resolved after talking to your 
child’s teacher, please communicate with the 
Head of Early Childhood (PK, LK), Elementary 
School Principal (K-5) and/or Head of School. 

If you ever have a concern, don’t dismiss it. 
Discuss it respectfully and directly with those 
involved. 

To help you keep you up to date, the school 
communicates mostly in person or by e-mail. 
Please ensure that we have your current e-mail 
address - you may check and update it at 
intlschool.org/portal. Please read and respond 
promptly to:  

• Homeroom and English teachers’ weekly 
e-mails about learning, class activities, and 
requests for parent help. 

• In The Know (ITK), the weekly parent news 
bulletin with information from staff and 
volunteers. ITK will tell you about parent/
teacher conferences, events, volunteer 
opportunities, fundraising, and more. It is 
published Mondays by e-mail to all parents 
and at intlschool.org/itk. (When Monday is a 
holiday, ITK is published Tuesday.) If you would 
like a nanny or grandparent to receive ITK 
and other all-school e-mails, please contact 
ITKEditor@intlschool.org. You are welcome to 
submit ITK articles to ITKEditor@intlschool.org. 
Submissions sent by Thursday at midnight will 
appear in the following Monday’s ITK.

• Other periodic e-mails from the Head of 
School, School Principal, Head of Early 
Childhood, Board President, or staff members 
with specific announcements, news, or child-
specific information.

All-Parent Password
Each year all enrolled parents will receive one 
common password to access on-line resources 
including live-streams of TIS events, conference 
sign-ups, and more. If you encounter a page 
that requires a password, try the All-Parent 
Password! For 2014-15, it is: COMMUNICATE

Parent Portal
At intlschool.org/portal you can update your 
family contact information, edit emergency 
and authorized pick-up contacts, see report 
cards, and more. For the portal you will receive 
a personal username and a password that 
you can change. Usernames are usually 
FirstInitialLastName; type in your username to 
have your password emailed to you. If you don’t 
know your username, ask any receptionist to 
have it sent to you.

Online Resources
The TIS web site at intlschool.org has an entire 
menu specially designed for parents of enrolled 
students (including school calendar, parent 
portal login, lunch options, In The Know archives, 
after school activities, fundraisers, TIS Store, and 
more). At library.intlschool.org you’ll find the 
TIS Library Media Center site with parent and 
student resources related to units of inquiry, the 
library catalog, and more. 

Visiting School
Visitors are welcome at TIS. For security reasons, 
all parents and other visitors must report to a 
receptionist upon arrival to sign-in and pick up a 
badge (except for regular drop-off and pick-up - 
adults with a TIS-issued pick-up card do not need 
to check in but do need to sign their child out.) 

PARENT INVOLVEMENT - CONTINUED
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To minimize class disruption, visitors (including 
parents) may not go to a classroom during 
school hours unless by prior arrangement with 
the teacher. If you need to bring something for 
your child, please leave it with the receptionist. 
Please do not use the library as a waiting area as 
it disturbs classes.

Pets
Pets are not allowed on school grounds due 
to State Childcare Division regulations and 
health reasons (including allergies). For special 
circumstances, you may seek prior approval 
from teachers and school administration to bring 
pets to school. Animals are not allowed in the 
playground at any time.

Graduate Visit Program
We encourage TIS graduates to visit when we 
have school and they do not. Graduates must 
sign-up in advance with Maria Abad for PreK/
LowK (MariaA@Intlschool.org) or Ron Young for 
K-5th Grade (RonY@intlschool.org). They will be 
assigned a position at an event or as a Teacher’s 
Assistant to help a specific class in their language 
track. A limited number of slots are available, 
and they will be filled on a first-come, first-served 
basis. 

Expense Reimbursement
Although we discourage parents from spending 
personal funds on class supplies and activities 
other than normal child-specific purchases, 
we recognize the occasional convenience 
for parents to pay certain costs up front. The 
reimbursement policy is:
• BEFORE any funds are spent, the teacher must 

complete a Purchase Order, and the Head 
of School or Head of Early Childhood must 
approve it. 

• After the funds are spent, the spender must 
complete a Reimbursement Form, attach 
a receipt, have it approved by the Head of 
School or Head of Early Childhood, and then 
forward it to the Rob Timmons, TIS Business 
Manager (RobT@intlschool.org).

Forms are available from any receptionist. 
Approved reimbursements are paid within 

approximately 15 days of when the Business 
Manager receives the form. 

Please be aware that the school has 
relationships and extended payment terms with 
many suppliers. Please contact Rob Timmons, 
TIS Business Manager, about preferred supplier 
relationships.

Volunteer Requirement
Like most schools, TIS relies heavily on parent 
volunteers for assistance with class activities, 
fundraising and other school projects. In 
addition, research shows that children benefit 
in many ways when their parents volunteer at 
school. 

We ask every family (regardless of number 
of children or number of parents/guardians) 
to provide at least 25 volunteer hours each 
school year. We appreciate that many families 
devote well above 25 hours - thank you! We 
also know that volunteer time is difficult for 
some families. There are 
volunteer opportunities 
to accommodate many 
interests and schedules. If 
you attend a class or school 
meeting, volunteer as a 
room parent, chaperone a 
field trip, help in the office, 
or work on a fundraiser, all 
those hours count. See In 
The Know every week for upcoming needs. 

TIS requires volunteers who work with children 
at school to complete the Oregon state 
background check, available at intlschool.
org/background. See more details below 
in the “Volunteer and field trip chaperone 
requirements” section.

Please record your volunteer hours on-line at 
intlschool.org/volunteer. When you record your 
hours, we can properly thank you and represent 
your contributions in grant applications.  

Please see information on Room Parents 
in the “Classroom Matters” section on 
page 16.

PARENT INVOLVEMENT - CONTINUED
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Field Trips
Field trips are an important part of International 
Baccalaureate learning. Teachers will arrange 
field trips to align with the program of inquiry. 
As part of the enrollment process, all parents 
are asked to give permission allowing their 
child to go on all class field trips for the year. 
Before any field trip, parents will be notified via 
e-mail of the destination, time of day, purpose, 
and transportation options. Children without 
permission to attend the trip will stay with 
another class or in the office during the field trip. 

For field trips please:
• Dress your child in a blue TIS t-shirt or 

sweatshirt. Each student will receive one 
school t-shirt per year. If your child is not 
wearing his/her shirt on field trip day, she/
he may be able to borrow one from the 
receptionist. You may buy a replacement shirt 
at the Stearns Hall office for $8. 

• Provide a car seat clearly labeled with your 
child’s name for children under 60 lbs and for 
any other children requiring a car seat. (Please 
do not use curbside drop-off or pick-up if 

you need to transfer a car seat into or out of 
school.) 

We rely on parent volunteers to chaperone 
and sometimes to drive for field trips. Please 
see the Volunteer and Field Trip Chaperone 
Requirements below (and at intslchool.org/
field-trips). If you want to volunteer at school, 
chaperone field trips, or drive for your child’s 
class field trips, please submit the following 
with your enrollment paperwork. You may also 
bring it to a TIS receptionist, or email scans to 
operations@intlschool.org:

• (To volunteer in any capacity around children 
at TIS) background check (every 2 years, form 
at intlschool.org/background)

• (To drive on a field trip, all grades) A copy of 
your driver’s license (non-expired) 

• (To drive on a field trip, all grades) A copy of 
your car insurance card (non-expired) 

• (To drive on a field trip, all grades) Authorize 
TIS to check your driving record (on the 
enrollment agreement).

• (To drive on a field trip, PreK & LowK only) First 
Aid certification card.
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Volunteer & Field Trip Chaperone               
Requirements
These requirements are state law monitored by the 
Oregon Child Care Division, and compliance is 
mandatory. TIS cannot make discretionary decisions 
about waiving these requirements.

Pre-K and Low-K 
DRIVERS- (this applies only if you will drive children 
other than your own child.)
• Oregon Child Care Division (CCD) Central 

Background Registration. See intlschool.org/ccd 
for instructions & the link to apply on-line. There is a 
$3.00 fee and it is good for 2 years.*

• First Aid training- certificate on file with the 
school. There are many online options such as 
www.aclscertification.com , cprandfirstaid.net, 
Heartsaver

• Drivers License and current auto insurance card 
on file with the school (email scans to operations@
intlschool.org)

• TIS will request a copy of your driving record from 
the DMV.



  •  Page 15 

CHAPERONES- (attends class field trips but will 
not drive children other than their own child.)
• Oregon Department of Education 

background check on file with the school: 
form at intlschool.org/background

VOLUNTEERS- (helper in the classroom)
• Oregon Department of Education 

background check on file with the school: 
intlschool.org/background

ATTENDEE- (for on-campus parties, 
performances, etc)
•  No requirements

If you have another child in grades K-5, please 
follow these requirements. PreK and LowK 
requirements are more extensive and will cover 
all that you need for your older child.

* If you live in Washington state or have lived in 
Oregon less than 18 months: CCD will send you a 
letter requesting that you complete and return a 
fingerprinting card and an additional $62.00 fee. 
If you are unable to complete this requirement 
you will NOT be able to drive any children other 
than your own child for your class field trips. You 
will be able to chaperone and volunteer as long 
as you complete the Department of Education 
background check, which does not require any 
extra steps for Washington residents.

Kindergarten - 5th grade 
DRIVERS- this applies only if you will drive children 
other than your own child.
• Oregon Department of Education 

background check on file with the school:  for 
at intlschool.org/background*

• Drivers License and current auto Insurance 
card on file with the school (email scans to 
elir@intlschool.org)

• TIS will request a copy of your driving record 
from DMV

CHAPERONES- attend class field trips but will not 
drive children other than their own child.
• Oregon Department of Education 

background check on file with the school: 
form at intlschool.org/background*

VOLUNTEERS- helper in the classroom
• Oregon Department of Education 

background check on file with the school: 
form at intlschool.org/background*

ATTENDEE- for class parties and performances
• No requirements

Return DOE background check form to any 
receptionist or operations@intlschool.org.

*If you currently have an Oregon Child Care 
Division (CCD) background check on file you 
may use this to meet requirements for the upper 
grades until it expires. Please do not renew 
your background check through CCD unless 
you still have a child in the preschool. To avoid 
gaps please apply for your new Department 
of Education background check no later than 
one month prior to your background check 
expiration date.
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CLASSROOM MATTERS

Teacher & Room Assignments
When a language track has more than one 
class for a grade, the Admissions Director, 
Head of School, School Principal, and 
Head of Early Childhood assign students to 
classes. Assignments are made based on 
recommendations from the prior year’s teachers 
and, if possible, gender split. If there are specific 
educational considerations that the school 
should take into account in assigning the student 
to a class, please share them with the Admissions 
Director. We cannot accept parent requests for 
specific teachers. 

Classes are assigned to rooms primarily based 
on the number of students in each class and the 
size of available classrooms. We know that some 
rooms are nicer than others and try to account 
for that in year-to-year room assignments, but it 
is not always possible. We cannot accept parent 
requests for specific rooms.

Student Dress
Students are encouraged to dress comfortably 
and cleanly. Boys and girls are required to wear 
clothes appropriate for running, jumping, and 

playing on the playground. Shorts or pants and 
t-shirt should be worn for all PE classes. If a child 
wears dress shoes to school, please send shoes 
appropriate for PE and outdoor play.  Younger 
children must have a complete change of 
clothes at school at all times. All children must 
have a raincoat and boots at school at all times. 
Wheeled shoes are not permitted at TIS for safety 
reasons. 

Room Parents
Each class will have at least one volunteer 
room parent to help the teacher coordinate 
and communicate about field trips, class 
parties, festivals, and special class activities. 
Find room parent responsibilities and resources 
at intlschool.org/room-parents/. Room parent 
communication to the class parents should be 
primarily through the teacher’s weekly e-mail. 

For field trips, it is the teacher’s responsibility 
to plan the destination, educational value and 
timing. Room parents may assist in booking 
the trip, notifying parents and securing parent 
chaperones and drivers. 
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CLASSROOM MATTERS - CONTINUED

Room parents do not handle 
concerns or complaints. These should 
be addressed to the teacher and then 
if need be to the Elementary School 
Prinicpal or Head of Early Childhood. 
Room parents do not collect or 
manage class funds or budgets (see 
Class Budgets below). 

To become a room parent or to get 
a copy of the room parent handbook, 
please sign up with your child’s 
teacher and with the Parent Network 
(parentnetwork@intlschool.org).

Class Budgets
Each teacher manages budgets 
for class-specific needs such as 
consumable school supplies, festival 
costumes (if necessary), class parties (2 
per year), field trips (6 trips/year, roughly 
$5 per student per trip), and miscellaneous 
purchases for learning. In addition, each grade 
level teaching team has a budget for durable 
teaching resources. 

There are no class “funds” or bank accounts 
and parents should not be asked to contribute 
for any of the above items. Room parents 
may only ask parents to contribute to a gift 
for the teacher or for a memory book - such 
contributions must be voluntary. Students may 
also occasionally do fundraising or other drives 
for people in need. Contributions to these are 
also voluntary. 

Birthdays & Class Parties
If you would like to celebrate your child’s 
birthday at school, please contact the teacher 
in advance. This allows the teacher to arrange 
an appropriate time, and to contact parents of 
children with food sensitivities in case they want 
to send alternate food. 

We strongly encourage you not to bring candy for 
classroom parties. 

Due to Oregon Childcare Division regulations, 
for PK and LK all food must be store-bought. We 
cannot serve any food that has been prepared at 
home except in grades K-5.

Lost and Found
Please label all clothing and lunch bags. Every 
year we give hundreds of dollars of unlabeled 
items to charity. The Lost and Found bins are 
near the reception areas. Unclaimed items will 
be donated to charity monthly. 

Telephones and Toys
Toys, cell phones and electronics of any kind 
are not permitted at school unless approved in 
advance by a teacher for a specific learning 
occasion. This is to avoid the inevitable 
disagreements, breakage and loss. Even if the 
object is brought for an approved lesson, the 
school and school staff bear no responsibility for 
lost or stolen personal property. 

If the child is using the object in school (other 
than during the approved lesson) or in the 
waiting room, it will be taken away. Trading 
cards, silly bandz, electronic games, and guns 
and knives of any kind (even if they’re toys: cap, 
water, plastic or other) are not allowed at school 
at any time (including before and after school).  

Students may use school telephones only for 
emergencies. 
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HEALTH & MEDICATION

What is “Too Sick for School”?
Please keep your child at home if she/her is not 
feeling well. This will allow him/her to recover 
and prevent the spread of illness. We know that 
keeping children home can be inconvenient for 
working parents, but it is very important. A good 
day of rest and fluids can often prevent more 
sick days for everyone. As per State of Oregon 
administrative rules, children should stay out of 
school if they have shown any of the following 
symptoms within 24 hours:
• Active cold symptoms or severe cough 
• Nausea or vomiting
• Fever 
• Diarrhea (more than one abnormally loose, 

runny, or bloody stool per day)
• Unusual yellow color to skin or eyes
• Skin or eye lesions or rashes that are severe, 

weeping, or pus filled
• Stiff neck or headache with one or more of 

the listed symptoms
• Complaints of severe pain
• Difficult breathing or abnormal wheezing

In addition:
• If you feel your child has an illness that would 

require her to stay inside for recess or not 
participate in gym, please keep her at home. 

• If your child has a communicable disease, a 
report from the doctor is necessary before she 
returns to school. 

• Children with bacterial infections (i.e., strep 
throat, pink eye, impetigo) must be on 
antibiotics for at least 24 hours and be feeling 
well enough to participate in all activities 
before returning to school. 

• If conjunctivitis is viral, please prevent the virus’ 
spread and help your child heal by keeping 
her home until symptoms calm.

We do have an 
Emergency Medical 
Technician (EMT) for 
most of the school 
day but we do not 
have an on-staff 
nurse. 

New Illness / 
Accidents
If your child becomes ill during the school day, 
we will always call the parent(s) first. If a parent 
cannot be reached, we will contact others from 
the child’s emergency contact list (update your 
list at intlschool.org/portal). It is helpful to have at 
least five contact options. 

If we are unable to contact anyone on your 
list, we may contact your family doctor.  In 
the event of an emergency, we will call an 
ambulance. A staff member will accompany 
your child to OHSU Emergency Care. 

Medication
Parents must fill out a Medication Administration 
Form to give the school permission and 
instructions on administering medicine brought 
from home. Please - never give a child’s 
medicine to the teacher or leave it in the 
classroom.  ALL medication MUST BE BROUGHT 
TO THE OFFICE BY AN ADULT and will be held and 
administered by the office.

To minimize the danger of accidents, all 
medication must be in the original container 
with original labeling. No medication provided 
by parents or caregivers, whether prescription 
or over-the-counter, will be given to any student 
without written instructions from the child’s 
physician or parent. This includes commonly 
used medications such as pain relievers, 
antihistamines, decongestants, etc. A general 
permission in the Parent Portal allows the school 
to administer over-the-counter medicines such 
as Tylenol. When unplanned over-the-counter 
medication is administered, a Medication Notice 
will be sent home.
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Head Lice
Head lice are small insects that live on the 
human head and feed on blood.  They are 
about the size of a sesame seed and can be 
either gray/white or brown.  Lice often lay eggs 
in the hair. The eggs are called nits and are 
yellowish in color. Lice and nits are most easily 
detectable in the hair around the neckline and 
behind the ears.  Lice can sometimes cause the 
head to itch. Lice cannot fly or jump. They are 
only spread through head-to-head contact or 
by sharing a hat, comb, towel, or other item that 
has come in contact with the hair of someone 
who has lice.

It is not uncommon for children to get lice in 
any school setting. When head lice is suspected: 
• A staff member does a discrete but thorough 

head check outside the classroom. We let 
students know that it happens routinely and is 
easily remedied. 

• We call the parents to pick up the student and 
to begin treatment to eliminate the lice from 
the child’s hair, from their home and possibly 
from other family members. 

• A staff member will screen all the students in 
the class. We ask all students in the class to 
take home coats, hats, blankets or stuffed 
animals to be washed in hot water. We clean 
the classroom thoroughly.

• We notify all parents in that class and 
encourage them to check their child for lice 
at home. This check should be done at least 
daily for several days. 

After treatment procedures are followed 
thoroughly at home, the child can return to 
school. Parents should bring the child to the 
office first and wait while a staff member checks 
for lice. If live lice are still present, we will ask the 
student to return home. Parents should check 
their child at home before coming to school 
every day for several days. Many practitioners 
recommend treatment again on the seventh 
day to avoid re-infestation.

Indoor Air Quality (IAQ) &  
Healthy Schools
TIS participates in the Environmental Protection 
Agency’s (EPA) Indoor Air Quality for Schools and 

Healthy School Environment programs. We use 
the EPA School Environmental Assessment Tool 
(SEAT) to ensure that we are providing a healthy 
and toxin free school environment.

Immunizations & Health Forms
Oregon law requires schools to have a 
completed Oregon Certificate of Immunization 
Status (CIS) form on file for every student from 
the beginning of the school year. The form must 
show all the required vaccinations or medical or 
religious exemption. The CIS is the form that the 
state recognizes, thus it cannot be substituted 
with doctors’ or other medical records. Oregon 
law requires schools to exclude children who 
do not meet the requirements. Please contact 
the school office or your health care provider 
if you would like information on the benefits of 
vaccination.

Children entering PreK and LowK must have the 
following shots:
• 4 Diphtheria/Tetanus/Pertussis (DTaP)
• 1 Varicella (chickenpox)
• 1 Measles/Mumps/Rubella (MMR)
• 3 Hepatitis B
• 2 Hepatitis A
• 3 or 4 Hib
• 3 Polio

Children entering Kindergarten and Grades 1-4 
must have the following shots:
• 5 Diphtheria/Tetanus/Pertussis (DTaP)
• 4 Polio
• 1 Varicella (chickenpox)
• 2 Measles
• 1 Mumps
• 1 Rubella
• 3 Hepatitis B
• 2 Hepatitis A

Students entering Grade 5 must have the 
following shots:
• 5 Diphtheria/Tetanus/Pertussis (DTaP)
• 4 Polio
• 1 Varicella (chickenpox)
• 2 Measles
• 1 Mumps
• 1 Rubella
• 3 Hepatitis B
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FOOD AT SCHOOL

Food Allergy Policy
The International School is a “No Nut Zone” to 
protect our many students with diagnosed nut 
allergies. Please do not send any products with 
nuts listed in the ingredients. If a product has 
been processed in a facility where nuts may be 
present, that is ok. The class teachers will do their 
best to monitor food brought into the classroom.

If a child brings a food allergen into the 
classroom, she will need to eat it outside of the 
room and ensure that she carries no traces of 
the allergen back into the classroom.

If a child has a severe, diagnosed allergy 
to something other than nuts, the school may 
require that child’s classroom to be free of that 
allergen. In such a case, we will notify all families 
with children in that class and do our best to 
monitor food brought into that classroom for the 
allergen.

If your child has a severe allergy, please fill 
out an Emergency Care Plan and submit it to 
any receptionist as soon as possible. Forms are 
available at the office and at intlschool.org/
portal.

If your child has been prescribed an epi-pen, 
please fill out a Medication Authorization form 
(available at the office), and bring a spare 
epi-pen to keep at school (please make sure 

it has not expired). We will store the epi-pen in 
accordance with health regulations.

Meals & Snacks
The school provides morning and afternoon 
snacks for PK, LK & kindergarten. If your child has 
any dietary restriction(s), please send snacks 
from home and tell your child’s teacher and the 
school office. First through fifth grade students 
should bring snacks from home, keeping in mind 
the school’s “no nut” policy. We encourage all 
parents to send healthy, no-waste lunches and 
snacks – please do not send candy or sugary 
items.

Each classroom has access to a microwave 
oven, which can be used to heat (but not 
cook) lunches. Teachers use the microwave for 
younger children. Please do not send pre-made 
soup containers that require hot water, or other 
meals that require preparation or assistance. 
Please send containers that are easy to open 
and food that is not highly perishable, as lunches 
cannot be refrigerated. 

On-site lunch programs are available – please 
see intlschool.org/lunch-supplies. 

citizens.
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EMERGENCY SCHOOL CLOSURES

Emergency contact procedure
If school must be closed with short notice due to 
weather or other emergencies, we will use the TIS 
emergency contact procedure to notify parents. This 
procedure includes all of the following, as long as 
technology allows:
• Phone calls to every contact number that we 

have on file for parents (cell, home phone, work 
phone). 

• E-mail to all parents (with the same list as the 
weekly ITK).

• A notice posted to intlschool.org/closures (which 
links to http://flashalert.net/news.html?id=938), 
which will also be broadcasted by National Public 
Radio, KATU and other local news sources.

Inclement Weather 
In the event of snow, ice, or other difficult travel 
conditions, The International School closures will 
be announced through our emergency contact 
procedure (see above). For all day closures we will 
announce status not later than 6am. “No news” 
means that school is open for regular operating 
hours. On a delayed school day, there will be no 
early care. At times, the school may be open but 
travel in your neighborhood may be dangerous. 
Please make safety your first priority. TIS allocates 
two “snow make-up days” on the school calendar, 
generally President’s Day and Martin Luther King 
Day. These days will be used only if there are more 
than two days of emergency closures. Otherwise 
they will be vacation days.

Other emergency closures: TIS-Main Campus
If it becomes necessary to close the school 
after students have arrived, or if students must 
be evacuated from the school because of an 
earthquake, fire, or bomb threat, parents will be 
notified through our emergency contact procedure 
(above). 

If students must leave the building, they will be 
moved to the Boy Scouts of America Cascade 
Council Building, across Naito Parkway from the 
TIS main campus: Boy Scouts, 2145 SW Naito Pkwy, 
Portland, OR 97201, (503) 243-5022. If the Boy Scouts 
Building is not viable, students will be kept in the field 
north of the campus. If weather is inclement, the 
administration will seek the nearest viable shelter 
and notify parents. 

If telecommunications are down, our 
whereabouts will be indicated on the TIS sign on 
Naito Parkway. A school representative will also be 
on duty at the sign to direct parents to their students. 
Parents may also check with patrolling police cars; 
we will no doubt have notified police of our status, 
by traveling to Portland Police Bureau on foot if 
necessary.   

Other emergency closures: Early Childhood Campus
LowK and PreK students will be sheltered in the tent 
in front of the school if it is viable (i.e. not a fire, not 
a bomb threat). If weather is too inclement or if it is 
a fire or bomb threat closure, students will be taken 
to the Water Tower Building across Boundary Street. 
Parents will be contacted through the emergency 
contact procedure (above).  In the event students 
are moved away, a staff member will be stationed 
at school to direct parents to the temporary 
location. 

FEMA Emergency Preparedness
TIS participates in the Federal Emergency 
Management Agency’s (FEMA) emergency 
preparedness and Incident Command System 
for schools. We have multiple staff members who 
have earned FEMA certification in emergency 
preparedness and Incident Command.
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FUNDRAISING

TIS depends on the philanthropic support of our 
community to provide exceptional educational 
resources and experiences above and beyond 
what tuition can cover. So many of the programs 
that make TIS special are the result of generous 
support from our community, both past and 
present.

Each year we ask parents, faculty and staff, 
and the Board of Trustees to make a financial 
contribution to either our Annual Fund and/or 
Auction Special Appeal. We encourage each 
family to participate at a level that is comfortable 
for them. 

Your gifts demonstrate your belief in the 
importance of helping children become world 
citizens. 100% participation in these funds 
also shows outside donors and grant-making 
foundations that we have robust internal support 
for our organization and are worthy of their aid.  
Thus, your donation can inspire further support for 
our students and teachers.

Donations to TIS, a 501c3 non-profit organization, 
are tax-exempt to the extent allowed by law (Tax 
ID # 94-3126167)

For more information on our fundraisers and 
other ways to give, visit intlschool.org/giving.

For questions on our fundraisers or to get 
involved as a volunteer, please contact the 
Development Office at dev@intlschool.org.

TIS appreciates your gift - no matter how big or 
small! Thank you for your support! 

TIS Giving Opportunities - 
At a Glance
Annual Fund- open from July 2014-June 2015, with 
a week campaign occuring in February 2015
An ongoing fundraising effort that helps our school 
operate at its best. The Annual Fund provides 
crucial resources to supplement our operating 
budget, and directly benefits our students and 
teachers. With the TIS Family of Funds, you can 
support our students and teachers through Tuition 
Assistance, Educational Resources, Professional 
Development, or the Area of Greatest Need. Gifts 
made to the Annual Fund are tax-deductible and 
count towards the 100% participation goal.

TIS Auction- Saturday, November 22, 2014 
The school’s largest fundraiser and a fun social 
evening that includes a silent and live auction, 
a full sit-down dinner and time to socialize with 
friends.  The Auction Special Appeal, a paddle 
raise during the live auction, funds priorities 
designated by the Head of School. Past Special 
Appeals have funded new technology, learning 
resources, and professional development 
opportunities. Gifts made to the Special Appeal 
are tax-deductible and count towards the 100% 
participation goal.

Run for the Arts - September 23 and 24, 2014 
Occuring at both TIS campus sites, this fun jog-
a-thon encourages students to secure pledges, 
win prizes and raise funds for our amazing art and 
music programs! Gifts made to Run For the Arts are 
tracked through Young Audiences of Oregon and 
SW Washington.

Wine Tasting - Spring 2015, date TBD  
An annual event to celebrate the community 
and raise money for the TIS Library Media Center. 
Socialize, sample local wines, and contribute to a 
growing library with books and educational apps in 
four languages.
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ROLES & RESPONSIBILITIES

Administrative Staff 
Head of School: Robert Woods 
RobertW@intlschool.org, 503-226-2496 x105
Ultimately responsible to the board for the 
school’s performance. Contact Robert for 
general information about the school, strategy, 
future planning. Questions about the TIS mission, 
vision, program, facilities, staffing, contributing to 
TIS, working with the Board of Trustees. 

When the Head of School is absent, school 
authority rests with: 
Maria Abad –Head of Early Childhood: 503-226-
2496 x109    
Ron Young – K-5 Principal 503-226-2496 x 101 

Kindergarten-5th Grade Principal: Ron Young 
RonY@intlschool.org, 503-226-2496 x101
For Grades K-5, contact Ron with questions 
or concerns about your child, teacher or the 
program (for class issues, please speak with the 
teacher first), child development referrals, safety 
concerns, morning drop-off or afternoon pick-
up.

Head of Early Childhood (PK, LK): Maria Abad 
MariaA@intlschool.org, 503-226-2496 x100 
The EC educational leader, responsible for 
day-to-day operations and adherence to the 
school mission in all activities. For PreK and LowK, 
contact Maria with questions or concerns about 
your child, teacher or the program (for class 
issues, please speak with the teacher first), child 
development referrals, safety concerns, morning 
drop-off or afternoon pick-up.

International Baccalaureate (IB) Coordinator:  
Abigail Verri, AbbyV@intlschool.org,  x 106
Contact the IB Coordinator for the IB program 
and how children learn through the IB, questions 
about your child’s experience with the IB 
program in the classroom & outside of school. For 
teachers: school supply purchases.

Student Support Services Coordinator: Meg 
Guerreiro, MegG@intlschool.org x112
Individualized student needs and support 
(intervention plans, Student Support Services, 

TAG, special education); measurement and 
assessment.

Admissions Director: Jan Williams 
JanW@intlschool.org, x110
Manages enrollment for new and returning 
families. Liaison to prospective parents, feeder 
schools and other organizations.  

Business Manager: Rob Timmons 
RobT@intlschool.org, x108
Manages the school’s financial operation 
including all matters of billing and collections.

Marketing & Communications Director:  
Katharine Simons KatS@intlschool.org x109
Manages all school marketing & communication. 

Operations and Compliance Manager: Eli Rosa
EliR@intlschool.org, x114 
Manages school operations & compliance.

Development Director: Lauren Riegelnegg 
LaurenR@intlschool.org, x117
General fundraising programs, TIS Auction 
Gala & Annual Fund, donor relations & events, 
fundraising reports including Annual Report, 
community events, volunteer coordination

Development Coordinator: Laura Hippensteel 
LauraH@intlschool.org, x116
Run for The Arts, TIS Auction Gala, Wine Tasting, 
donor relations, volunteer coordinating, 
community events, staff news bulletin: “The 
Loop”.

2014-2015 Parent Handbook • Administrative Staff



  •  Page 24 

ROLES & RESPONSIBILITIES  - CONTINUED

Technology Coordinator: Mark Usher
MarkU@intlschool.org x111
Sets up, manages and maintains TIS technology.

Human Resources Generalist: Casey Ford  
CaseyF@intlschool.org,  x107
Manages HR functions including recruitment/
hiring, new employee orientation, employee 
handbook and policies, employee benefits 
administration, and payroll.

Summer Camp Director, Capstone Coordinator & 
Transportation Coordinator: Ida Lombardazzi 
IdaL@intlschool.org, x118
Manages the school’s summer camp, 
transportation, and Capstone trips.

Health & Safety Coordinator: Sonya Alexander  
SonyaA@intlschool.org  x 199                             
Contact Sonya if your child has a medical 
condition that the school should know about, if 
you have a question about an accident report, 
or about other health-related circumstances

Facilities Manager: Frank Bojanowski 
FrankB@intlschool.org,  x113
Manages all aspects of school facilities.

Maintenance Specialist: Eros Minera 
Repairs and maintains physical plant. For 
maintenance-related issues, please contact the 
receptionist of the building in need.

Custodian: Lupe Martinez
For custodial-related issues, please contact the 
receptionist of the building in need.

Front Office Administrative Staff
Assists students, parents and other staff with a 
wide variety of issues as they arise. They manage 
the reception areas and tend to many details 
that make school life run smoothly. 

Stearns Hall Receptionist, Summer Camp 
Registrar & Head’s Administrative Assistant: 
Angela Tran, AngelaT@intlschool.org, 503-226-
2496 x121

Hilltop Building Receptionist & Assistant to K-5 
Principal: Maria Xiong, MariaX@intlschool.org, 
503-226-2496 x101

 Early Childhood Receptionist & Assistant to Head 
of Early Childhood: Meredith Fleming MeredithF@
intlschool.org, 503-226-2496 x100

Board of Trustees

Board of Trustees, board@intlschool.org
See a complete list of Trustees and other 
information at intlschool.org/board/. The board:
• Hires and oversees the Head of School.
• Establishes and safeguards the school’s 

mission, ensures that the founding vision lives 
on, keeps the school’s educational vision 
current and viable for the future. 

• Focuses on the big picture to enable the 
school to pursue its mission effectively today 
and in the future. Work includes short and 
long-term planning for financial resources, 
facilities, policies and related tasks.

• The Board’s work does not include, for 
instance, textbooks and curriculum, classroom 
matters, or staff employment matters. The 
Board does not hear complaints, sit as a court 
of appeals, or overturn the Head’s decisions.

All community members are welcome to attend 
Board meetings - see details on the school 
calendar at intlschool.org/calendar/. 
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Early Childhood Campus
5210 SW Corbett Ave

Portland, Oregon 97239

The International School inspires children to become global citizens 
by providing a rigorous and comprehensive education 

within a nurturing, student-centered environment 
of full immersion in multiple languages and cultures.

THANK YOU for being part of The 
International School community. 

Please use this handbook and the 
school directory (which will be 

distributed by late September) to 
make contacts, and do not hesitate 
to ask any staff member when you 

have a question or concern.

Main Campus & Mailing Address
025 SW Sherman Street

Portland, OR 97201

THE INTERNATIONAL SCHOOL
www.intlschool.org

503-226-2496, info@intlschool.org


