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Parent/Student Handbook 

SIGNATURE PAGE 

We have read and agree to be governed by this 
handbook.  We understand that LFS reserves the right 
to refuse continued enrollment to students 
demonstrating repeated violations of school rules.  Lack 
of involvement, support and/or lack of cooperation of 
the parents in dealing with school matters may also 
result in the refusal of continued enrollment. 
    

_______________________  ____________ 
Parent/Guardian’s Signature  Date 
 

________________________            ____________ 

Student(s) Signature   Grade  

 

________________________            ____________ 

Student(s) Signature   Grade  

 

________________________            ____________ 

Student(s) Signature   Grade  

 

________________________            ____________ 

Student(s) Signature   Grade  

 

________________________            ____________ 

Student(s) Signature   Grade  

 

Please remove, sign and return this form to school by 

September 8,
 
2009.  
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MISSION STATEMENT 

Little Flower School, in partnership with the family, is a 

Roman Catholic community devoted to the growth of the whole 

child.  We accept the uniqueness of each child and strive to 

provide students with the opportunity to realize their spiritual 

and academic potential in a diverse and changing world. 

PHILOSOPHY 

Our actions, in fulfilling our duties, are guided by Jesus 

Christ, the Master Teacher.  Little Flower School implements 

the educational policies of the Archdiocese of Washington, D.C.  

We recognize that the parents are the primary educators of the 

child.  Parents, faculty, students and staff must work in a 

collaborative spirit to reach common goals.  Inspired by the 

example of St. Therese, “The Little Flower”, we entrust 

ourselves to Christ and the message of the Gospel.  

NON-DISCRIMINATORY STATEMENT 

Little Flower School does not discriminate on the basis 

of race, color, sex, national/ethnic origin or disability in the 

admission of students. 

ACCREDITATION 

Little Flower School is fully accredited by the Middle 

States Association of Schools and Colleges.   Little Flower 

School’s accreditation is valid until 2014. 
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SCHEDULE 

School Day         7:45 a.m. - Prayer 

  2:55 p.m. - Dismissal 

School Office  Hours    7:30 a.m. - 4:00 p.m. 

 

Students will not be permitted in the building before 

7:30 a.m.  Students are required to attend a daily prayer service 

beginning at 7:45 a.m.  Parents are welcome to attend.  Students 

arriving after 7:45 a.m. will be marked tardy.  Tardy students 

must be signed in by a parent and must receive a late slip from 

the receptionist before going to their classrooms.   

           Visitors are not allowed past the reception desk without a 

previously scheduled appointment. Dismissal is promptly at 

2:55 p.m. (12:45 p.m. on early dismissal days). No student is 

permitted in the building after 3:00 p.m. except for students 

attending extracurricular activities. Students who are not picked 

up by 3:15 p.m. (1:00 p.m. on early dismissal days) will be sent 

to the Extended Care Program (ECP).  Parents must sign their 

child out, as well as pay their bill ($1.00 for every minute).  

Parents leaving their child after 3:15 p.m. more than 2 times 

will be required to enroll in our Extended Care Program in order 

to have their child continue to attend LFS.  Supervision is not 

available after 3:15 p.m., except in the ECP and specifically 

scheduled activities.  

ADMISSIONS 

Little Flower School does give preference in admissions 

to siblings of students previously enrolled in the school; 

secondly, to Catholic students registered at one of our four 

designated parishes: Holy Face, Immaculate Heart of Mary,  St. 

George and St. Nicholas; thirdly, to Catholic students living 

outside of designated parish boundaries; fourthly, to students 
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who are not Catholic. Registration forms can be found on our 

website at www.littleflowercatholic.org.  

Registration does not guarantee acceptance.  All students 

must meet the following requirements for admission: 

 A child must be 4 years of age by September 1, 2009, 

for the PreK program. 

 A child must be 5 years of age by September 1, 2009, 

for the Kindergarten program.  

 A birth certificate and up-to-date record of 

immunizations must be presented for all children. 

 A Parish Support Agreement Form is required to receive 

in-parish rates. 

 The most recent report card, standardized testing results 

and school records must be presented for all students 

transferring into LFS from other schools or who were 

home-schooled prior to the first day of attendance.   

 All students must participate in religion class, school 

liturgy and prayer; however, only Catholic students may 

receive the sacraments of Reconciliation, Eucharist and 

Confirmation.  

 All new students accepted to Little Flower School are 

placed on a probationary status for their first year of 

enrollment. 

TUITION AND FEES 

Tuition rates and fees for the current school year may be 

obtained by contacting the school at 301-994-0404 or on our 

website.  Our finance office can provide information regarding 

tuition assistance and payment plans through the FACTS 

System.  

All tuition payments and fees must be paid prior to re-

registration. Student records or report cards will not be released 

unless all of the family’s financial obligations to the school are 

met. 

http://www.littleflowercatholic.org/
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WEATHER INFORMATION 

In case of emergency cancellations or closures, all staff 

and the student body will be contacted via a computerized 

message.  In addition, LFS encourages all families to register 

with www.schoolsout.com. Schoolsout.com will contact the 

families via email of all cancellations or closures within the St. 

Mary’s County Public School System.  LFS follows the St. 

Mary’s County Public School System’s policy for inclement 

weather. The only exception to this rule would be when 

inclement weather delays the opening of school on a scheduled 

half day; LFS will extend to a full day of school. Please listen to 

local radio and television stations and check our website at 

www.littleflowercatholic.org.  When inclement weather causes 

school to close early, please instruct your child regarding 

procedures they are to follow.  All after-school activities, 

including Extended Care, are cancelled if school is cancelled 

or closes early. 

EMERGENCY INFORMATION 

Emergency forms will be sent home in the August letter.  

Parents must complete the LFS authorization form and return it 

prior to the student’s first day of attendance. Only authorized 

emergency contacts listed on the form will be permitted to pick 

up your child; ID will be required for pickup. Notification of 

change of address, telephone number or other emergency 

information is required in writing or via email 

(LFSOffice@adwschool.org) to the school office immediately 

upon a change. It is with the safety of your child in mind that 

we require parents/guardians to provide a current address, 

home, cell and work phone numbers.  

 If the person designated on the emergency form cannot 

be contacted in case of a serious emergency, the student will be 

taken to the hospital at the discretion of school personnel. 

http://www.schoolsout.com/
http://www.littleflowercatholic.org/
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VOLUNTEER PROGRAM 

In addition to their financial obligation to the school, 

including bingo participation and EZ Money Raffle, 

parents/guardians of LFS students are required to participate in 

the Parent Volunteer Program by volunteering their time to 

various school events throughout the school year.  Parents’ 

attendance at school-related meetings will count as volunteer 

hours.  Each family is required to complete 25 volunteer hours, 

including a minimum of 10 hours for bingo.  Hours must be 

completed by an adult member of the family. Parents are 

responsible for recording worked hours.  The last day for 

completing volunteer hours is May 15.   

FUNDRAISING 

Families are required to generate $150.00 profit from 

the various fundraisers throughout the year.  This is in addition 

to the EZ Money Raffle.  Families who do not meet the required 

fundraising obligation will be billed their outstanding balance at 

the end of the year. 

PARENTAL INVOLVEMENT 

The parent is the primary educator.  In this regard, 

parents are expected to model and practice their faith. The 

faculty shares this responsibility by modeling prayer, reflection 

and charity in the classroom.  Cooperative efforts between  

parents and faculty presents opportunities for students to reach 

their full development regarding positive attitudes toward God, 

others and themselves. 

The success of every child is dependent upon the 

cooperation of the school and the family.  Through this 

cooperation, the child learns the value of education and working 

together. As the school and family work together, the child is 

nurtured in a way that allows for positive growth in intellect as 
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well as physical, social, emotional, moral and spiritual 

development. In order to foster such success, the family is 

expected to provide an environment which encourages good 

habits.  As such, the administration expects parents to… 

 be models of the faith in church-home practices 

 inspire an interest in learning through family activities 

and reading   

 promote positive reinforcement 

 support the administration, faculty and staff and support 

the policies and procedures of the school 

 educate themselves and their child on the policies of the 

school 

 bring any concerns to the teacher as they occur 

 provide their child with all the materials and supplies 

needed 

 label all clothing, backpacks, lunch bags, etc. 

 read all communication from the school, responding 

to all requests by the stated due dates 

 check Edline on a weekly basis (Grades 4-8) 

 attend Home and School Association meetings and other 

school events  

COMMUNICATION 

Information is sent home in the Wednesday folder with 

the youngest child. School information is also posted on our 

website: www.littleflowercatholic.org. You can view pictures of 

school events and check the calendar. Our website is up-dated 

on a regular basis.  Website suggestions or questions should be 

addressed to lfscomputer@adwschool.org.  

Parents can contact the child's teacher via email at 

www.littleflowercatholic.org to discuss any pertinent school 

matters. You should receive a response from the teacher within 

two business days. Conferences are scheduled for all students in 

November. However, parents or teachers can request a 

http://www.littleflowercatholic.org/
mailto:lfscomputer@adwschool.org
http://www.littleflowercatholic.org/
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conference anytime during the school year to discuss a student’s 

progress.  

It is in the best interest of the students for the school and 

the parents to have a positive working relationship.  The 

following protocol is required: talk with 1) teacher, 2) principal, 

3) pastor.   

CHILD PROTECTION 

The Archdiocese of Washington, D.C. has implemented 

a new Child Protection Policy for the safety of the children in 

our schools and parishes.  The Archdiocese policy mandates 

that all volunteers (i.e. coaches, volunteers, room moms, field 

trip chaperones, etc.) be fingerprinted through the Archdiocese 

of Washington, receive clearance on FBI background and state 

background checks, complete a volunteer application and attend 

a training workshop entitled “Protecting God’s Children”.   The 

phone number to schedule a fingerprinting appointment is 301-

853-5363.  To register, along with times and location of the 

current workshops available, please visit www.virtus.org.  By 

law, any instance of known or suspected child abuse must be 

reported to civil and Archdiocese authorities. 

MEDICAL 

Maryland State Law requires all students to provide 

proof of immunizations prior to the first day of school.  

Religious objection is no longer allowed while attending a 

school within the Archdiocese/Maryland.   

 Complete physical examinations are required prior to 

entrance into school by all new students.  Additionally, any 

student participating in extracurricular athletic activities must 

provide a completed sports physical form, completed annually.  

These forms are available at the school office. 

http://www.virtus.org/
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Children will be sent home if any of the following 

conditions exist; thus, keep your child at home if he/she 

exhibits… 

 diarrhea or vomiting 

 severe cough 

 yellowish, watery or red eyes 

 difficult or rapid breathing 

 abnormal body temperature or fever below 97 degrees or 

above 100 degrees 

Once parents of ill students are contacted by the school 

office, immediate pick-up is necessary.   

For cases of strep infection, ringworm, impetigo, 

conjunctivitis (“pink eye”) and infectious conditions, a child 

must be on medication for 24-48 hours prior to returning to 

school.  A doctor’s note is required in order to return.  A child’s 

temperature must be within a normal range for at least 24 hours 

before returning to school.  Your child should be free of nausea, 

diarrhea and vomiting for 24 hours before returning to school. 

In accordance with Maryland law and St. Mary’s County 

Health Department, students in PreK, Kindergarten, first grade, 

eighth grade, new students and referrals from teachers or 

parents receive vision and hearing screening. Please contact   

Ms. Layman at lfsnurse@adwschool.org with any questions.  

Upon notification from parents, children will be excused 

from active participation in physical education classes. If a 

student is unable to participate in class for more than 3 days, a 

doctor’s note is necessary.   

Medication In School 

A Maryland State School Medication Administration 

Authorization Form, signed by both the physician and the 

parent/guardian, must accompany any medication to be 

administered at school.  This includes over-the-counter 

medications, as well as prescription medications.  This consent 

mailto:lfsnurse@adwschool.org
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form should be dated and the medication, in its original 

package, brought to the school by the parent/guardian.  

If your child requires an application of sunscreen on a 

field trip, the parent must send a permission slip to school along 

with the sunscreen. Please note that teachers and other 

chaperones are not permitted to apply sunscreen to any child 

other than their own.  Children must apply the sunscreen 

themselves. 

Medication may not be transported by the student.  
No student may have in his/her possession any medication 

during the school day.  All medication must be kept in and 

distributed in the health room.  This is in keeping with state 

health regulations and is for the safety of the student.  Also, 

parents must inform the school of any health problems or 

allergies their child might have. 

Please complete and return the appropriate forms 

during the first week of school. 

Emergency/Medical Forms 

Forms are sent home with the August letter for parents 

to complete with emergency phone numbers and medical 

information as appropriate.  IT IS EXTREMELY 

IMPORTANT THAT THESE FORMS BE RETURNED 

PROMPTLY AND KEPT UP TO DATE THROUGHOUT 

THE YEAR.   Parents will also be asked to provide contact 

information and dismissal directions in the event of an 

emergency school closing.  Parents should have another contact 

besides themselves on the emergency form. Children will not 

be released to anyone not listed in writing on the emergency 

form. 

If the temperature is below 32
o
F, students are not 

permitted to go outside for recess.  Students who do not have 

sweatshirts, jackets or a coat on cold weather days will be kept 

inside from recess.  This decision will be at the school 

personnel’s discretion.  
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HOME/SCHOOL ASSOCIATION (HSA) 

The purpose of the Little Flower Home/School 

Association (HSA) is to promote and facilitate communication 

between the faculty and parents. The membership of the HSA 

consists of all parents/guardians of students enrolled in LFS, the 

school principal, all clergy and religious personnel from the 

parishes that LFS serves and all faculty members.  Please note 

that your attendance at HSA meetings will count as volunteer 

hours.  Please be sure to sign the sign-in sheet at each meeting 

you attend in order to confirm your volunteer hours. 

ADVISORY BOARD 

The Advisory Board provides advice and assistance to 

the school administrative team, pastor and principal, in the 

development of policy at the school. The Advisory Board is 

comprised of the school administrator, co-sponsoring pastors, 

principal, appointed officers, HSA President, parish 

representatives, out-of-parish representative and a non-parent 

representative.  

The Board fulfills its purpose and exercises its functions 

in accord with the mission and goals of the parishes and with 

the goals, policies and regulations of the Archdiocese of 

Washington. 

GRADING POLICIES 

Grading takes into consideration student mastery of 

objectives as demonstrated through daily class participation, 

home and daily classroom assignments, projects, reports, 

quizzes, tests and other types of authentic assessments.  The 

religion grade reflects the student’s knowledge of test material.  

It is not a reflection of the student’s spirituality.   
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GRADING SYSTEM 

PreK and Kindergarten 

Reporting is a combination of appropriate skills mastery 

and individual teacher observations. PreK and Kindergarten 

receive reports three times a year.   

 

Grades 1 – 3 

A progress report is issued quarterly which assesses the 

student’s academic performance, as well as social skills.   

 

Grades 4 – 8 (major subjects) 

A = 93-100  - Excellent  

B = 85-92 - Above average 

C = 77-84 - Average   

D = 70-76 - Below average  

F = Below 70  - Unsatisfactory  

 

Minor Subjects (Art, Computer/Library, Music, and Physical 

Education) 

E = Excellent 

G = Good 

S = Satisfactory 

 I = In need of improvement 

U = Unsatisfactory 

 

Report cards are issued on a quarterly basis in grades 

1-8. Interims are sent mid-marking period in grades 1–8.   

 

Weight of Grades  

 Teachers of students in grade 4 through grade 8 will use 

the following criteria when calculating the weight of grades: 

 Tests  40% 

 Quizzes 20% 

 Classwork 15% 

 Homework 15% 

 Preparation/Participation 10% 
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Edline 
 Teachers of students in grade 4 through grade 8 will 

record student grades online in Edline.  In addition to posting 

students’ grades weekly, teachers also post daily homework 

assignments on Edline.  Parents will receive information about 

their Edline account at the beginning of the school year. It is 

recommended that parents review their students’ grades at least 

once a week.   

 

Honor Roll 

  

Each quarter, honors will be awarded to students in 

grades 4-8 for academic accomplishments. 

 1
st
 Honors - "A" in every major subject; no less than a 

"G" in any minor subject 

 2
nd

 Honors - "A" or "B" in every major subject; no less 

than an "S" in any minor subject  

 

Promotion/Retention 

 

Parents will be notified at the end of the second quarter 

if there is a possibility of retention, failure or dismissal of a 

student for academic reasons.  Little Flower School follows 

Archdiocesan guidelines in terms of failure and retention. 

Retention in the primary grades is dependent upon 

developmental maturity, as well as mathematics and language 

arts skills.  

Retention in grades 4-8 is normally dependent on 

achievement in academic subject areas.  Failure in two of the 

academic areas is basis for retention.  
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Extracurricular Activity Eligibility 

 

Students in grades 4-8 are eligible to participate in 

extracurricular activities. Participation in extracurricular 

activities is a privilege not a right.  A student must have earned 

a cumulative "C" average or better (with no “F’s”) on their 

interim/report card in major academic subjects and have no less 

than an "S" in each minor subject to be eligible for 

extracurricular activities. Eligibility will be determined at the 

issuance of interims/report cards. Students whose grades are 

below the minimum requirements will be placed on academic 

probation.  

All students are expected to demonstrate responsible 

behavior.  Students who are involved in any action or conduct, 

whether inside or outside of the school, which is detrimental to 

the good name of Little Flower School are ineligible for 

extracurricular activities.  Ineligibility is determined by the 

administration and becomes effective immediately. 

Reinstatement will be based on the discretion of the 

administration. 

 

Homework 

 

Homework is assigned to aid in the reinforcement of 

skills taught in the classroom, as well as to acquaint the parents 

with the skills being learned at school.  It is the responsibility of 

the parents to supervise the homework and guide the student to 

select a quiet, well-equipped place for study. As the child 

becomes older, the responsibility should begin to shift to the 

child. Yet, even with older children, some parental supervision 

is appropriate.  

Most teachers require homework daily. Specific 

guidelines are explained at the beginning of the year by 

individual teachers.  Outside reading is required in every grade. 

Homework assignments should always be neat, complete and 

turned in on time. 
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Late Work 

 Work is considered late if it is not been turned in during 

class on the day the assignment is due.  A student will lose ten 

points per day (from the grade the assignment would have 

earned) for each day the work is overdue.  

CONDUCT AND DISCIPLINE 

LFS has an obligation to maintain a safe and orderly 

learning environment. Students are expected to acknowledge 

responsibility for their actions and accept the consequences.  

Parents are expected to support the policies of LFS.  The 

principal is the final recourse in all discipline matters.  Our goal 

at Little Flower School is to nurture the child to develop self-

discipline and Christian values and to assist the parents in the 

moral and ethical development of their child. Maintaining a safe 

environment, a sense of order and standards of acceptable 

behavior is essential to attaining this goal. The Code of Conduct 

should help our children understand what behaviors are 

expected of them.  To ensure that all parties are aware of the 

policy and regulations, students and parents are required to sign 

the acknowledgement of the discipline policy and the Student 

Code of Conduct located at the front of this handbook.  Please 

sign and remove the acknowledgement form from this 

handbook and return the form to school.  

Written records will be maintained of all significant 

disciplinary action taken with the student for the duration of 

his/her enrollment in the school. Parents will be informed in 

writing of all major disciplinary actions taken with their child.   

These are not part of the permanent record. 

Students who demonstrate a pattern of repeated 

violations of school rules and/or an unwillingness to change 

behavior or lack of involvement and/or cooperation by the 

parents in dealing with school matters will result in the student 

not being invited to enroll the following year.  
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CODE OF CONDUCT  

As students of Little Flower School, we acknowledge 

that our Catholic school education is an opportunity to grow in 

love and knowledge of our God, our world and ourselves. 

Whether on the school grounds, on the buses, at games or on 

field trips, Little Flower students represent their school and their 

families and are expected to set a good example for all. To do 

this we will… 

 demonstrate Christian values in speech and actions 

 follow the directions of our priests, principal, teachers, 

school staff, bus drivers and parent volunteers who help 

us learn 

 treat everyone with respect and courtesy 

 take care of our learning materials, our school and our 

church property 

 take responsibility for our own actions and practice self-

control 

 

The goal of our Code of Conduct is to unify our school 

with regard to expected behaviors involving shared space.  

Some areas affected would be… 

 school buses and bus stops 

 playground  

 lunch room  

 bathrooms 

 hallways 

 field trips  

 basketball games  

 school sponsored activities  

 liturgies  
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DISCIPLINE PROCEDURES 

 

Minor infractions will result in a written warning, exclusion 

from certain privileges, additional assignments and/or a phone 

call to parents.  Such infractions include, but are not limited 

to… 

 chewing gum  

 not in compliance with dress code 

 behavior which interferes with instruction 

 tardiness in the morning or at change of classes  

 other minor violations of school rules as determined by 

principal  

Major infractions will result in detention/suspension. 

Parents will be notified promptly. Students exhibiting these 

types of behavior will be ineligible for basketball, cheerleading, 

field trips, Student Council and/or other school sponsored 

activities for a minimum of two weeks.  Such infractions 

include, but are not limited to… 

 repetition of minor infractions   

 disrespect for administration, faculty or staff  

 use of obscene, profane or abusive gestures or language, 

either spoken or written  

 questionable books or pictures 

 disrespect toward other students  

 disruptive behavior 

 any action which endangers the health or safety of others  

 stealing, cheating, lying or plagiarism 

 leaving class or school grounds without permission  

 refusal to obey class or school rules or regulations  

 threatening or intimidating another student with physical 

harm  

 sexual harassment  

 fighting and other acts of violent behavior  

 willful destruction of personal, school or church 

property - restitution will be required  
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 truancy  

 possession of anything that can be construed as a 

weapon, whether on the school bus, inside or outside of 

the school  

 use of pagers, cell phones, laser lights, palm pilots, CD 

players, iPods or MP3 players, radios or toys or 

anything else that will detract from the learning 

environment  

 possession of matches, lighter or other dangerous 

substances whether on the school bus, inside or outside 

of the school  

 any action or conduct whether on the school bus, inside 

or outside of the school which is a detriment to the good 

name of Little Flower School 

 serious violations of school rules as determined by the 

principal  

The severity of the major infraction and the student's history 

of infractions will determine whether the student receives a 

detention or suspension. The principal is the final recourse in all 

discipline matters. 

The administration of Little Flower School reserves the 

right to discipline its students for off-campus behavior that is 

not in line with the behavior expectations of its students during 

the course of the school day.  

The following disciplinary action regarding referrals will 

apply to students in grades 4-8: 

 

Disciplinary Action 

 

The following steps will be taken when disciplinary action 

is warranted: 

1. Email or call home 

2. Referral 

3. Conference with principal 
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Plagiarism 

 

PLAGIARISM OF ANY TYPE, INCLUDING COPYING 

OF ANOTHER STUDENT'S HOMEWORK OR THE 

AIDING IN PLAGIARISM, WILL NOT BE TOLERATED 

AT LITTLE FLOWER SCHOOL. 

Plagiarism can be defined as presenting someone else's 

ideas or work as your own. Plagiarism of any type is 

unacceptable in any educational community. In addition, it is 

morally wrong to present someone else's work as your own. 

In this time of easy access to information, children must 

be taught that using the ideas, writings and works of another is 

only acceptable when it does not violate copyright laws and 

proper credit is given to the original source. 

 

Bullying/Harassment 

 

The administration of Little Flower School strongly 

believes that each child deserves to be treated with dignity and 

respect as they work, play and interact in our school 

environment each day. 

We maintain a firm policy that prohibits all forms of 

bullying behaviors.  We define bullying as any deliberate, 

hurtful act or statement toward another person that physically or 

emotionally hurts, frightens, or threatens them.   

Bullying behaviors include, but are not limited to, the 

following examples:  name-calling, teasing, deliberate exclusion 

from group activities, embarrassing or humiliating remarks, put-

downs, physical or verbal sexual harassment, intimidation, or 

deliberate damage to another person’s property. Students are 

instructed to report bullying issues to their teachers 

immediately.  Teachers and administrators will respond with 

appropriate action. 

Harassment of any type, including in jest, is not 

tolerated.  The administration investigates all complaints of 
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harassment.  Students involved in harassing behavior face 

detention, suspension, and/or expulsion. 

 

Internet Use 

 

In order to use the Internet service at Little Flower 

School, every student and parent will attend a presentation by 

the Sheriff’s Department on Internet Safety.  Students and 

parents will be required to sign an agreement that stipulates 

their willingness to follow acceptable guidelines for appropriate 

use of the school Internet service. This agreement was written 

by the Catholic Schools Office of the Archdiocese of 

Washington for all students in diocesan schools.  Without this 

signed agreement on file, a student will be denied use of the 

Internet in school. Inability to use the internet in school will be 

detrimental to a student’s grade since he/she will not be able to 

complete in-school projects.  The following behavior will result 

in disciplinary action: 

 sending, displaying or downloading offensive messages 

or pictures 

 using obscene language 

 harassing, insulting, or threatening others 

 damaging of computer systems or computer networks  

 violating copyright laws 

 submitting documents from the internet as a student’s 

personal work 

 using another person’s sign-on and/or password 

 trespassing in someone else’s folder, work or files 

 using the network for commercial purposes 

 revealing a personal phone number, name or address of 

self or another 

 displaying the school name on any personal or public 

website 

Any student using Little Flower School’s name or logo on 

any computer website outside of the Little Flower School 
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building will be suspended for three (3) days for the first 

offense.  Additional offenses will result in possible expulsion. 

Engagement in online blogs such as, but not limited to, My 

Space®, You Tube® or Facebook® may result in disciplinary 

actions if the content of the student’s blog includes defamatory 

comments regarding the school, the faculty, other students or 

the parishes. 

 

Detention 

 

Detentions are served from 3:00 - 4:30 p.m.   The parents 

are required to arrange for transportation and to pick up their 

child on time. Parents arriving late to pick up their child from 

detention will be charged $1.00 for every minute. After 5 

minutes the student will be taken to Extended Care.  Parents 

will be notified at least one day before a detention is to be 

served. Failure to report to a detention or repeated detentions 

will result in suspension.  

 

Suspension  

 

Suspension is a serious matter. Suspensions may be from 

one to five days in length. In school and out of school 

suspensions may be implemented. Students are responsible for 

work missed, but the teacher is under no obligation to assist the 

suspended student with assignments or make-up work. 

Parents will be notified immediately after the infraction has 

occurred, and a conference will be held with all parties 

involved. Students and parents must meet with the principal and 

develop a plan to ensure that a similar infraction will not occur.  

Repeated suspensions could result in expulsion at the discretion 

of the principal and the administrator. 
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Expulsion  

 

Expulsion is an extremely serious matter. Parents will be 

notified, and a conference will be held immediately. Expulsion 

will be used when, in the opinion of the principal and the 

administrator, the good of the school community outweighs the 

need of the individual student to continue at Little Flower 

School.  Such infractions include, but are not limited to… 

 use or possession of narcotics, alcohol, tobacco or other 

potentially harmful substances on school grounds 

 use or possession of any type of weapon(s)  

 physical assault on any member of the administration, 

faculty or staff  

 robbery  

 arson  

 repetition of major offenses with no sign of 

improvement  

 extreme violations of school rules as determined by the 

principal and/or administrator  

ATTIRE REQUIREMENTS FOR ALL STUDENTS 

  Students are expected to be well groomed at all times. 

Shirts or blouses with collars must be buttoned and tucked in at 

all times.  Stained, faded and/or worn-out, oversized or tight 

clothing is prohibited. Make-up, nail polish or bizarre hairstyles 

are not allowed. Hair accessories are to be red, white, blue, 

black or brown.  Jewelry is not permitted other than one post 

earring in each earlobe, a simple wristwatch and a simple chain 

around neck to hold a religious medal or crucifix.  

 The school administration reserves the right to 

decide what is acceptable for school dress. The school 

uniform must be worn in its entirety from the opening to the 

closing of the school day, unless otherwise indicated. Students 

breaking any part of the uniform code will receive a referral and 
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lose the privilege of being out of uniform on days when the 

uniform is optional.   

 Parents are expected to observe the dress code.  

Little Flower School reserves the right to deny access to 

school or school activities to any student wearing 

inappropriate clothing. Parents will be called to deliver the 

proper attire.   

 

UNIFORM DRESS CODE FOR GIRLS  

 

Pre-K and Kindergarten 

Regular All Year Dress Uniform  

 Solid navy knit shorts – optional logo on left side (Aug., 

Sept., April, May and June)  

 Solid navy knit sweatpants – optional logo on left side 

(October – March)  

 White or red polo shirt (long or short sleeve) with school 

logo  

 Solid white, blue or red knee-high or crew socks or 

opaque tights   

 Solid black, navy or white athletic shoes (characters, 

writing or lights are not permitted)  

 Optional  

o white or red sweatshirt with school logo  

o navy half zipper pull over with school logo 

  

Girls - Grades 1-5 

Regular Dress Uniform  

 School jumper (length – jumpers must touch the top of 

knee to no higher than 3 inches above the top of the 

knee) or navy Dockers style pants with pleats  

 Black or brown belt-required for grade 4 and grade 5  

 Plain white blouse (Peter Pan or Oxford)  

 Navy sweater vest or red sweater with school logo  

 Solid white, blue or red knee-high or crew socks or 

opaque tights   
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 Black, dark brown or navy dress shoes (athletic shoes, 

clogs, open toed, sling-back shoes or shoes with a heel 

higher than 1 inch are not acceptable) 

 Suggested styles such as Top Siders, Oxfords or 

Dirty Bucks are available at  JC Penney, Sears 

and Kmart, which is now a Land’s End company 

 

Summer Dress Uniform  

May be worn in place of regular dress uniform (Aug., Sept., 

April, May and June) 

 Navy walking shorts (top of knee to 4 inches above the 

top of the knee)  

 Black or brown belt-required for grade 4 and grade 5   

 White or red polo with school logo  

 Solid white, blue or red knee-high or crew socks   

 Black, dark brown or navy dress shoes (athletic shoes, 

clogs, open toed, sling-back shoes or shoes with a heel 

higher than 1 inch are not allowed)  

o Suggested styles such as Top Siders, Oxfords or 

Dirty Bucks are available at  JC Penney, Sears 

and Kmart, which is now a Land’s End company 

 

P.E. Uniform 

On Early Dismissal days P.E. Uniform may be worn. 
 Solid navy knit or mesh shorts - with logo (top of knee 

to 4 inches above the top of the knee);(Aug., Sept., 

April, May and June)  

School logo is required for Grades 1, 2, 3, 4 and 5. 
 Solid navy sweatpants – with logo (October to March) 

School logo is required for Grades 1, 2, 3, 4 and 5. 
 White or red polo shirt with school logo  

 Solid white knee high or crew socks  

 Black, navy or white athletic shoes (characters, writing 

or lights are not permitted)  
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 Optional   

o white or red sweatshirt with school logo navy 

half zipper pull over with school logo  

 

Girls 6-8 
Regular Dress Uniform  

 Kilt or skort (length – bottom of skirt must touch the top 

of knee to no higher than 3 inches above the top of the 

knee) or navy Dockers style pants with pleats  

 Black or brown belt   

 Plain white blouse (Peter Pan or Oxford)  

 Navy vest or red sweater with school logo  

 Solid white, blue or red knee-high or crew socks or 

opaque tights   

 Black, dark brown or navy dress shoes (athletic shoes, 

clogs, open toed, sling-back shoes or shoes with a heel 

higher than 1 inch are not allowed)  

 Suggested styles such as Top Siders, Oxfords or 

Dirty Bucks are available at  JC Penney, Sears 

and Kmart, which is now a Land’s End company 

 

Summer Dress Uniform  

May be worn in place of regular dress uniform (Aug., Sept., 

April, May and June) 

 Navy walking shorts (top of knee to 4 inches above the 

bottom of the knee)  

 Black or brown belt  

 White or red polo with school logo  

 Solid white, blue or red knee-high or crew socks 

 Black, dark brown or navy dress shoes (athletic shoes, 

clogs, open toed, sling-back shoes or shoes with a heel 

higher than 1 inch are not allowed)  

o Suggested styles such as Top Siders, Oxfords or 

Dirty Bucks are available at  JC Penney, Sears 

and Kmart, which is now a Land’s End company 
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PE Uniform 

On Early Dismissal days P.E. Uniform can be worn. 
 Solid navy knit or mesh shorts - no logo (top of knee to 

3 inches above the top of the knee); (Aug., Sept., April., 

May, and June) 

 Solid navy sweatpants - no logo – (October to March) 

 White or red polo shirt with logo  

 Solid white crew socks 

 Black, navy or white athletic shoes (characters, writing 

or lights are not permitted)  

 Optional  

o white or red sweatshirt with school logo  

o navy half zipper pull over with school logo  

UNIFORM DRESS CODE FOR BOYS 

Pre-K and Kindergarten 

Regular All Year Dress Uniform  

 Solid navy knit or mesh shorts - no logo (Aug., Sept., 

April, May and June)  

 Solid navy knit sweatpants - no logo (October – March)  

 White or red polo shirt (long or short sleeve) with school 

logo  

 Solid white, blue or red crew socks  

 Black, navy or white athletic shoes (characters, writing 

or lights are not permitted)  

 Optional  

o white or red sweatshirt with school logo  

o navy half zipper pull over with school logo  

 

Grades 1-3 

 Regular Dress Uniform  

 Navy Dockers style pants  

 Black or brown belt (optional) 

 White or red polo shirt with logo (long or short sleeve) 

or white dress shirt (long or short sleeves)  
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 Navy sweater vest or red sweater with school logo  

 Solid white or navy crew socks  

 Black, dark brown or navy dress shoes (athletic shoes 

are not allowed)  

o Suggested styles such as Top Siders, Oxfords or 

Dirty Bucks are available at  JC Penney, Sears 

and Kmart, which is now a Land’s End company 

 Optional  

o school tie  

 

Summer Dress Uniform  

May be worn in place of regular dress uniform (Aug., Sept., 

April, May and June) 

 Navy walking shorts (top of knee to 4 inches above the 

top of the knee)  

 Black or brown belt (optional) 

 White or red polo with school logo  

 Solid white or navy crew socks  

 Black, dark brown or navy dress shoes (athletic shoes 

are not allowed)  

o Suggested styles such as Top Siders, Oxfords or 

Dirty Bucks are available at  JC Penney, Sears 

and Kmart, which is now a Land’s End company 

 

PE Uniform 

On Early Dismissal days P.E. Uniform may be worn. 
 Solid navy knit or mesh shorts – with logo (top of knee 

to 4 inches above the top of the knee); (Aug., Sept., 

April, May and June) 

School logo is required for Grades 1, 2 and 3. 
 Solid navy sweatpants – with logo (October to March) 

School logo is required for Grades 1, 2 and 3. 
 White or red polo shirt with school logo  

 Solid white or navy crew socks  

 Black, navy or white athletic shoes (characters, writing  

or lights are not permitted)  
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 Optional  

o white or red sweatshirt with school logo  

o navy half zipper pull over with school logo  

Grades 4-8 

Regular dress uniform  

 Navy Dockers style pants  

 Black or brown belt  

 White dress shirt, school tie and navy sweater vest or red 

sweater with school logo  

 Solid white or navy crew socks  

 Black, dark brown or navy dress shoes (athletic shoes 

are not allowed)  

o Suggested styles such as Top Siders, Oxfords or 

Dirty Bucks are available at  JC Penney, Sears and 

Kmart, which is now a Land’s End company 

 

Summer Dress Uniform 

May be worn in place of regular uniform (Aug., Sept., April, 

May and June) 

 Navy walking shorts (top of knee to 4 inches above the 

top of the knee)  

 Black or brown belt  

 White or red polo with school logo  

 Solid white or navy crew socks  

 Black, dark brown or navy dress shoes (athletic shoes 

are not allowed)  

o Suggested styles such as Top Siders, Oxfords or 

Dirty Bucks are available at  JC Penney, Sears and 

Kmart, which is now a Land’s End company 

 

P.E. Uniform 

On Early Dismissal days P.E. Uniform can be worn. 
 Solid navy knit or mesh shorts-optional logo for middle 

school (top of knee to 4 inches above the top of the 

knee); (Aug., Sept., April, May, and June)  
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School logo is required for grade 4 and grade 5 only. 
 Solid navy sweatpants – optional logo for middle school 

(October to March)  

School logo is required for grade 4 and grade 5 only. 
 White or red polo shirt with school logo  

 Solid white crew socks  

 Black, navy or white athletic shoes (characters, writing 

or lights are not permitted)  

 Optional  

o white or red sweatshirt with school logo  

o navy half zipper pull over with school logo  

 

OUT-OF-UNIFORM OCCASIONS 

 

On special days students are permitted to come to school 

out of uniform (e.g.:  birthdays, school-sponsored activities.) 

Out-of-Uniform dress is not accepted during Mass days and 

field trips. Jeans (without holes) may be worn as well as athletic 

shoes and t-shirts.  Clothing must be clean, modest, appropriate 

and properly sized.  Tank tops, tops with spaghetti straps, or 

crop tops that leave the midriff area bare above the waistband 

are not permitted; shorts or skirts may not be more than four 

inches above the top of the knee. Normal daily school rules 

regarding jewelry and make-up will apply on these days also.  

(See page 27 - Attire Requirements.)  

CARE OF SCHOOL PROPERTY 

Students are expected to take proper care of all school 

property and materials. Textbooks are to be covered at all times 

with the student’s name and grade on the cover.  Book covers 

are provided by the school.  Students will be assessed a fee for 

any damage to rental books as well as for books that are 

misplaced. The student and his/her family will pay for any 

willful destruction of property.  
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 PROHIBITED ARTICLES  

The school has all essential sports equipment.  

Therefore, students are not to bring sports equipment of any 

kind to school.  Students are not permitted to use cell phones 

during the school day, including bus stops and on school buses.   

Pagers, radios, Walkman/CD players, iPods, MP3 players, tape 

recorders, electronic games, skateboards or toys are prohibited 

at school without prior permission from the principal. These 

items, or anything that could be construed as a weapon, may be 

confiscated by school staff and placed in a secure location until 

the last day of school.  The school cannot be responsible for loss 

or damage done to any of the above items. 

ATTENDANCE 

The school day starts at 7:45 a.m.  Any child arriving 

after 7:45 a.m. will be considered tardy. Parents must sign 

in students who arrive after 7:45 a.m.  If a child is tardy more 

than five times in a marking period, the student’s grade may be 

affected. Habitual tardiness is disruptive and unfair to the 

student entering late, as well as to the class in session. If a 

student is absent and needs school work to be sent home, please 

make arrangements by calling the school office between 8:00 

a.m. and 9:00 a.m.  

Homework may be picked up from the receptionist from 

3:15 - 4:00 p.m. or sent home with a sibling or another student 

at the parent’s request.  Any student absent for more than 4 

hours in a day will be marked absent for the entire day.  

Regular attendance is required by law and for scholastic 

progress and achievement. Only illness or serious complication 

should warrant absence from class.  

IT IS REQUESTED THAT ALL MEDICAL AND 

DENTAL APPOINTMENTS BE SCHEDULED FOR 

AFTER-SCHOOL HOURS.  WHEN THIS IS NOT 

POSSIBLE, PRIOR WRITTEN NOTIFICATION IS  
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NECESSARY.  Parents should notify the school on the 

morning of the absence, unless prior notification has been made. 

Students are responsible for obtaining make up work.  Students 

are required to make up all class work, tests, homework and 

other assignments missed during an absence from school within 

three school days of the student's return to school. Time allowed 

for make up work due to extended illness or other extended 

excused absences will be at the discretion of the principal. A 

written explanation of an absence signed by a parent or 

guardian must be presented to the homeroom teacher the day a 

student returns to class after an absence.  

 

FAMILY TRIPS 
 

 Family trips planned during school time are 

discouraged.  It is only with the principal’s written permission 

that a family trip will be considered an “excused absence”.  

Teachers are not obligated to give private instruction to students 

who miss school due to an unexcused absence.  Classroom 

instruction, discussion and review work are valuable 

components of a child’s education.  Make up work will be given 

after the child returns to school.  Parents will not be given 

assignments ahead of time.  Make up work is at the discretion of 

the teacher.   

o Parents must write a note to the teacher before the 

trip and also upon the student’s return to class. 

o All assignments will be given to the student within 2 

days of the child’s return to school. 

o Most assignments will be completed within 3 school 

days. 

o If a child is absent for a week or longer, the student 

will be given a full week to make up the missed 

work.  

o It is the parent’s responsibility to aid the students in 

making up the work.  
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TRANSPORTATION 

LFS strongly encourages the use of the bus service 

provided by the county. The St. Mary's County Bus Regulation 

pamphlet will be given to each student at the beginning of the 

school year.  It is recommended that you begin using the bus the 

first week of school when everyone will be giving very special 

attention to the new students, especially the younger ones.  Be 

assured; they will get to their classes with supervision of bus 

monitors and eighth grade students for the first week or two. If 

you have questions regarding St. Mary's County Non-Public 

Transportation, you may contact the Transportation Office at 

301-866-5328. 

If a change in bus transportation is deemed necessary, 

the parent must call the transportation office prior to the change 

and complete the necessary paperwork.  All changes must be 

approved through the Transportation Office or they will not be 

honored by Little Flower School.  This is for the safety of the 

child.   

Any change in a student’s dismissal routine requires a 

written note from the parent/guardian.  Unless we have a written 

note, children will be required to follow their regular dismissal 

routine. 

If parents are picking up children early from school, 

they must sign students out in the front office.  In order to 

respect instruction, unless there is a family emergency, students 

will not be called from class to the front office for dismissal 

after 2:30 p.m.  

On early dismissal days, all children must exit the 

building by 1:00 p.m. for early dismissal.  No foot traffic is 

allowed while dismissal is in process.   
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CAR/BUS ARRIVAL PROCEDURE 

In compliance to the liability insurance, students will not 

be permitted to enter the building prior to 7:30 a.m.  Cars enter 

at the Little Flower School sign and wait along the grass. Cars 

will begin to unload at 7:30 a.m. at the direction of the 

faculty/staff monitors. The children will enter the building 

through the front door.   

Please pull up so that 4 or 5 cars can off-load at the same 

time.  Cars then proceed around the safety cones and exit (right 

turn only) at the same Little Flower sign (see diagram on page   

40).  If you need to drop items off or you have other business, 

wait in line, discharge the children and then pull into a parking 

space as directed by our traffic monitors.   Parents must remain 

in their vehicles at all times.  The monitor is responsible for 

unloading the children. 

All buses enter at the Holy Face Church sign and begin 

off-loading students at 7:35 a.m. The buses then park on the 

blacktop between the rectory and field to allow the transfer of 

students. The buses then exit at the Holy Face sign. NO 

TRANSFER STUDENTS ARE ALLOWED TO BE 

DROPPED OFF IN THE CAR RIDER LINE TO GET TO 

THE TRANSFER BUSES.  THIS IS AN INSURANCE 

ISSUE.   

CARS SHOULD NEVER USE THE HOLY FACE 

ENTRANCE IN THE MORNING BETWEEN 7:20 A.M. 

AND 8:00 A.M.  CARS WILL BE ABLE TO EXIT 

THROUGH THE PARKING LOT ONCE ALL OF THE 

BUSES HAVE GONE.  

   All cars must remain in place in the line; passing any 

vehicle is prohibited.   
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CAR/BUS DISMISSAL PROCEDURE 

Due to congestion in our lobby, parents are not allowed 

to wait in the lobby to pick up their children. Parents are asked 

to wait in their vehicles.  Cars enter at the Little Flower School 

sign and wait along the grass behind the STOP sign. Please 

follow the same procedure for drop off.  Children who carpool 

will wait for their ride in the “safety zone” in front of the school 

building.   

Cars turn right only at the Little Flower School sign 

upon exiting.  (See diagram.)  If necessary, turn around by the 

Holy Face bell tower or in Callaway.  Please do not turn around 

on private property.  

After dismissal, teachers are not responsible for 

children.  Students who are not picked up by 3:15 p.m. (1:00 

p.m. on early dismissal days) will be sent to the Extended Care 

Program.   

Parents must sign their child out from Extended Care, as 

well as pick up their bill ($1.00 for every minute). Parents 

leaving their child after 3:15 p.m./1:00 p.m. more than two (2) 

times will be required to enroll in our Extended Care Program 

in order to have their child continue to attend LFS.  
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ARRIVAL/DISMISSAL MAP  
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VISITORS AND VOLUNTEERS 

All visitors and volunteers must check in on the lobby 

computer and print and wear a name badge. Visitors and 

volunteers must have made arrangements with the teacher in 

advance if visiting the classroom during the school day.  Items 

such as lunches, snacks or book bags brought in by parents after 

the start of the school day will be delivered to the child’s 

classroom by the front office.  It is also necessary to check out 

of the computer upon leaving the building.  This is especially 

necessary in order to accurately record volunteer time.  

 

TELEPHONES 

 

The school office phone must be available for business 

transactions and emergencies. The receptionist will deliver 

emergency messages from home to the student or make the 

proper calls if a student becomes ill.  If a student forgets 

something at home, it is his/her responsibility to face the 

consequences. Students using the phone without permission will 

receive disciplinary action. 

FIELD TRIPS 

Field trips, though an extension of our academic 

program, are considered a privilege not a right. Only LFS 

permission slips will be accepted for authorization for all field 

trips.  Permission slip forms may not be altered in any way. 

Students who have not returned a signed permission slip and fee 

for the trip will not be permitted to attend the trip. Any student 

not participating in the activity will remain in school to be 

supervised by a classroom teacher.   

If your child requires an application of sunscreen on a 

field trip, a permission slip must be sent to school along with 

the sunscreen. Please note that teachers and other chaperones 
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are not permitted to apply sunscreen to any child other than 

their own.  Children must apply the sunscreen themselves. 

School rules apply to all students on field trips.  

Chaperones are therefore expected to enforce our school rules. 

Students must be transported by authorized mode of 

transportation only. The number of chaperones is determined by 

the nature of the field trip. All chaperones must be in 

compliance with the Child Protection Policy.  Please visit or 

call the front office for all paperwork regarding Child 

Protection.  In order to give full attention to the students, 

chaperones may not bring younger or older children on field 

trips.  Please follow early dismissal procedures if you plan to 

take your child out of school before the end of the day.   

Field trips may be canceled at the last minute should 

Homeland Security raise the level of alert to “Code Orange.” 

Little Flower School will follow the field trip guidelines of the 

Catholic Schools Office and the St. Mary’s County Public 

Schools with regard to Homeland Security. 

LEGAL ISSUES 

Records 

Any parent who wishes to view their child's official 

record must make the request to the principal in writing.  

Parents of students transferring to other schools must notify 

Little Flower School in writing and must sign an official release 

form before records are forwarded to the receiving school. 

 

Search and Seizure  
(New Jersey vs. T.L.O. 105 S.CT 733(1985)) 

The Supreme Court has ruled that a school official need 

only have a reasonable cause to search a student’s belongings. 

Little Flower School reserves the right for school officials to 

search a student's belongings. 
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On-Going Investigations 

Little Flower School reserves the right to withhold 

services from any student who is the subject of an on-going 

investigation by police or other authorities. 

 

Amendment of Handbook 

The contents of this handbook are subject to change by 

the administration.  In the event of any changes, notification 

will be sent through the Wednesday letter and posted on the 

website. 
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