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INTRODUCTION  
The entire Florence ELEMENTARY Handbook supplement may be found on the Florence ISD 
Website.  It informs parents and their children about school rules and procedures that have been 
developed to provide the best learning environment for all students. The information included 
on this supplement is only part of the Florence Elementary Student Handbook. Please read the 
Florence I.S.D. Student Handbook, the FISD Student Code of Conduct, and the Acceptable Use 
Policy carefully.  Then sign the FISD forms acknowledging that you have received these 
documents and return the forms to your child’s teacher. 

SCHOOL PROCEDURES  

Visitors (Parents/Guardians and/or Other Visitors)  
We welcome all FES families to be a part of our campus.   Limited space due to continued 
growth and maintaining staff and student safety present challenges that we will continue to 
address and make a priority.  With this in mind, we have updated and clarified our campus 
procedures for visitors that will still allow for ways that families can be involved with campus 
life.  We appreciate parents partnering with us at Florence Elementary School.  

1. All visitors must first report to the main office, sign in, present a driver’s license or appropriate 
identification, and wear a visitor’s badge while at Florence Elementary.  

2. Parents, visitors, and volunteers are to report to and remain in the area of the school that 
pertains to the purpose of their visit.  Administrators and Office Staff will approve of and monitor 
this.  

3. Before leaving campus, all visitors will check out through the main office and leave their 
visitor’s badge with office staff upon leaving.  

4.. Students’ friends are not allowed to visit on campus.  

5. Unauthorized persons and visitors who cause disturbances (in the office or on campus) or 
interfere with learning will be subject to prosecution.  

6.  Parents are welcome on campus for school related business (pre-approved volunteering, 
parent-teacher conferences, ARDs, 504 meetings, campus-designated lunch (celebration) days 
and special events scheduled by the campus).  

7.  Parents who join their student(s) for lunch need to check in through the main office and follow 
all campus procedures for visitors, to include remaining in the cafeteria or designated lunch area.   

8. Accompanying students to recess, classrooms, or other areas of campus before or after a lunch 
visit or before/after volunteering in another area of campus is not permitted.   

https://www.florenceisd.net/92057_2
https://www.florenceisd.net/92057_2
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Due to limited space in the cafeteria from the continued growth of our student population, 
“lunch visits” will be for “designated and pre-scheduled special days” that the campus staff can 
plan/arrange extra seating for, such as: 

• Grandparent’s Day Lunch (September) 

• Thanksgiving Lunch (November) 

• “Sweetheart” Lunch (February) 
• Field Day (May) 

• Student’s Birthday Lunch: once a school year, ON the student’s actual birthday, 
OR a “birthday celebration lunch day of  choice” if the student’s actual birthday 
falls on a non-school day, such as weekend, school break, or during the summer). 

Telephone Usage  
School telephones are for school business. Students’ telephone access will be limited to illness 
and emergency usage only. 

Students Leaving Campus  
A student MUST BE SIGNED OUT IN THE OFFICE by a parent/guardian listed in Skyward . Valid 
identification that matches the names designated by the parent in Skyward must be presented 
to the front office prior to taking a student out of school. Office staff will document the nature of 
the “early release” and request documentation be provided (note from medical provider, etc.) 
upon student’s return to school.  All district and state attendance expectations  will apply 
accordingly. Instruction time and the availability of staff to escort students to the office is limited 
at times.  Therefore, parents need to be aware that a student will not be released from their 
classroom until his/her parent/guardian has signed him/her out through the main office as noted 
above.  

Before School/Arrival to School 

Morning Arrival: 
• School personnel will be available to welcome students to campus starting daily at 

7:20 a.m. 
• Buses will drop students off behind the campus starting at 7:20 and bus students will 

enter through the cafeteria doors.  
• PK children will report to the FES cafeteria starting at 7:20a.m. 
• K-5 children will report to their classroom starting at 7:20 a.m. 
• All children will be offered a free breakfast; Pre-K will eat in the cafeteria. K- 5th will 

eat in classrooms. 
• The school day begins at 7:40 a.m. with announcements. Tardies will be documented. 
• Instruction begins each day at 7:50.   
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• Please make sure your student arrives at school on time each day, ready to learn.   
 

***What if I want to walk my child to class?  

• The first few days of school can be an anxious time for some students.  Please feel 
free to walk your child (children) to class the first two days of school and quickly say 
goodbye at the classroom door.  Parents will be invited back to the classroom during 
the first week of school during Parent Orientation, during Parent Teacher 
Conferences, and during (some) Family Nights later in the year.  

• From August 22nd on, please allow your children to experience their independence by 
joining their peers in their classrooms or cafeteria to start their day.  Staff will 
celebrate “students’ independence” after the first two days of school by dressing in 
Red/White/Blue on Monday, August 22nd, when students will independently walk to 
class.  We ask parents and students to join in this fun dress up day with us. 
 

After School/Dismissal 
Student safety is our priority and we ask for your cooperation and partnership during dismissal so 
we may release students in a safe and orderly fashion. 

The instructional day ends at 3:20 p.m.  Although the car pick-up line can be long, it becomes a 
faster process after the first week of school.  Parents should wait for their “car rider” in their car 
in the FES car rider pick up line.”.   

• “Car Rider Tags” need to be displayed/presented to FES Staff upon entering the parking 
lot so we can ensure students are being released to the appropriate parent or provider.   

• If a parent/provider is walking from their home residence to pick up their “walker”, they 
will be asked to show an orange “walker” pass so FES Staff knows who the student is 
being released to.   

• All students that walk or ride bicycles to their home residence are asked to leave the 
school grounds immediately.  

• Area businesses are not designated by the school as “student pick-up areas” for car 
riders or students not walking to their home.  

• Out-Of-District-Transfer Students:  Transportation to and from the FES campus is the 
responsibility of the parent.   
 

Cars waiting (to drop students off (a.m.) or pick up students (p.m.) in the FES Parking Lot should 
not be parked/occupying the parking lot (by sitting in line) in advance of drop off or pick up 
times. Blocking or occupying the fire lane is not permitted. In the event of an emergency, these 
lanes need to be kept clear of parked traffic.  If picking up your child on time becomes a problem, 
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please make arrangements for childcare after school or for someone else who is authorized to 
pick up your child.  Some key information about dismissal is as follows: 

• Students will be dismissed at 3:20 p.m. beginning with those children who walk home. 
• Only “bus riders” (students issued a bus pass through FISD Transportation 

Department based on their home address) will be allowed to ride a bus home from 
campus. Requests for students to have a friend ride home on the bus with them will 
not be accommodated.  

• Changes to the way your child is going home need to be communicated to the office 
prior to 2:00 p.m.  This gives Office Staff adequate time to document the change and 
then contact the teacher to ensure the safest dismissal of your child. 

• Car riders will receive “Car Tags” at Meet-the-Teacher night.  Please use these tags 
beginning the first day of school. 

• Orange “Walker Tags” need to be requested in advance of the first day of school. 
Parents may call the office prior to Meet The Teacher Night and a Walker Tag or Car 
Rider Tag can be prepared and waiting in your child’s classroom at Meet the Teacher 
Night.  Parents may also stop by the main office on Meet the Teacher Night or prior 
to the first day of school to request a Walker Tag or Car Tag.   

Bicycles  
Students may ride bicycles to school. Bicycles must be parked in the designated area upon arrival 
and until school is dismissed. The bicycle should be locked for security. The school assumes no 
liability for bicycles brought to school.  

Buses  
Students who use school transportation are expected to follow the bus rules outlined in the 
Student Code of Conduct. The Florence ISD Transportation Department is committed to ensuring 
the safety of each student. Riding in a District transportation vehicle is a privilege offered to 
students who reside within the District. All students being transported are under the authority 
of the bus driver and must obey his or her requests. Procedures and safety rules help ensure the 
safety and protection of each student. Failure to meet these standards or follow these safety 
rules and procedures may result in student conflicts or injuries and may also cause delays or 
distractions to the driver. Any student failing to follow the rules and procedures will receive a Bus 
Conduct Report that will be turned in by the bus driver to the Director of Transportation. For a 
student with severe or repeated violations, the campus administrator will determine the 
appropriate disciplinary measures that may include temporary or permanent removal of 
transportation privileges.  

Drills - Fire, Tornado and Other Emergencies  
Each campus has a Crisis Management Plan that explains all emergency procedures.  
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• On a regular basis, FES Staff and FES Students will participate in drills of emergency 
procedures. 

• When emergency drills/procedures are conducted, students should follow the directions 
of teachers or others in charge quickly, quietly, and in an orderly manner.  

• “After Action Reviews” with feedback and next steps are provided to the staff and 
students at the conclusion of each drill.   

• When a drill is “in progress”, all visitors to campus are expected to follow directions 
accordingly (evacuate, take shelter, etc.).    

• A “Drill In Progress” sign will be placed on the door of the Front Office when drills are 
conducted. 

• The Visitor Sign In Book will be used to account for all visitors during certain drills.  

• Visitors arriving to campus during a drill that is already in progress need to remain outside 
the FES Main Office.  Assistance will be offered as soon as the drill has been completed.  

 

 

Leaving Campus for Lunch 
Students are not permitted to leave campus for lunch. The Texas Department of Agriculture 
prohibits the sale or give away of any foods or beverages during lunch periods or during the After 
School Snack program. This policy does not restrict what parents provide for their own child’s 
lunch or snack but does restrict items to other children at school. For example, a parent cannot 
provide pizza or soda to any student other than his or her own. ONLY parents/legal guardians 
may bring lunch for their own child/children. Students and adults may not bring in or give away 
food to other students during lunch times. You will be asked to dispose of items brought for other 
students. Non-compliance with these regulations can cost FISD state and federal funding.  

DISCIPLINE PROCEDURES  
Conduct and discipline are based on the precepts of common sense and courtesy. It is important 
that the students form positive attitudes toward discipline. For school to be an effective place to 
learn, a teacher cannot spend a large part of his/her time handling discipline problems. No 
student will be allowed to disrupt the learning of others. Each teacher has a classroom 
management plan to insure classrooms are orderly.  The primary goal of discipline is to teach the 
child the proper way to behave in a school setting. Please read the Student Code of Conduct that 
outlines the behavior expectations and consequences for disciplinary infractions. Florence I.S.D. 
takes a position of zero tolerance on certain activities including taunting, teasing, bullying and 



9 
 

harassment, whether verbal, physical, or emotional. Such behavior may constitute interference 
with an educational institution, and is strictly prohibited. Parents are responsible for reading and 
explaining the expected behaviors to their child(ren).  

COMMUNICATION BETWEEN SCHOOL AND HOME  

Notification of Child’s Transportation Home  
For any change in the way your child will get home, please call the office as early in the day as 
possible. Please include a phone number where a parent can be reached if clarification is needed. 
Changes called in after 2:00 p.m. are challenging to accommodate at times.  Please partner with 
us by providing early notification of transportation changes so we may document the change and 
ensure notification to the student and teacher in a timely manner.  If the  office does not receive 
official notification of a change byphone, the student will go home as usual..  

Notification of Change of Address or Telephone Number  
Parents must notify the school regarding any change of address or telephone number. Parents 
should also notify the school with changes in phone numbers of alternative emergency contact 
persons. Should an emergency arise, the school needs to be able to contact the parent or other 
persons listed as emergency contacts immediately.  

Parent Involvement, Responsibilities, and Rights  
Education succeeds best when there is a strong partnership between home and school. All 
parents are encouraged to be involved in their child’s education through PTA, volunteerism, and 
regular communication with school. In order to ensure the safety of our students, Florence 
Independent School District requires all volunteers, PTA volunteers, and mentors to pass criminal 
history background checks. FISD is authorized by state law to obtain criminal history record 
information on individuals who intend to serve as volunteers for the district (Texas Education 
Code 22.083).   

Parent-Teacher Conferences  
FISD encourages conferences between parents and teachers. Teachers will reach out to schedule 
an initial conference. Conferences will be held during the teacher’s conference period, before 
school, or after school.. Please contact teachers during their scheduled work hours between 7:15 
a.m. and 3:45 p.m. or call the main office if you need assistance reaching the teacher.  FES 
teachers will be holding a large amount of conferences early in the year, and October 10th has 
been reserved to accommodate these.  Please feel free to request a conference in addition to 
the designated date and as needed throughout the school year.  
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Questions/Concerns/Complaints  
Complaints should be directed to the proper individuals at the campus level. The question, 
concern, or complaint should first be addressed to the teacher or individual involved. If the 
matter is not resolved, the campus assistant principal may then be contacted. If additional 
assistance is needed, please reach out to the campus principal.  If necessary, matters may then 
be referred to the Superintendent or designee and then to the Board of Trustees. Policies FNG 
(LEGAL) and FNG (LOCAL) outline the District’s complaint procedure and are available in any 
school office and on the District website.  

Inclement Weather  
On occasions of possible hazardous road conditions, the Superintendent will make a decision 
whether to delay school starting time, to cancel school, to dismiss classes, or to proceed as usual 
with school. Parents and students are asked to tune in to local radio or television stations for 
information should school be canceled, delayed, or dismissed. The district website and district 
Facebook page will post information as soon as decisions are made for any changes in the school 
day.   

ATTENDANCE  
By state law, students must attend school 90% of the days of the school year in order to receive 
credit for the year. If a student misses more than 10% of the days, a committee, composed of 
administrators and teachers will make the final promotion decision. Parents must make sure 
their child attends school. Parents are held responsible by law for such attendance.   

Official Attendance – Taking Time 
The district must submit attendance of its students to the Texas Education Agency reflecting 
attendance at a specific time each day. Official attendance for Florence Elementary School will 
be at 9:30 a.m. 

Documentation after an Absence 
 
When a student is absent from school, the student—upon arrival or return to school—must 
bring a note signed by the parent that describes the reason for the absence.  A note signed by 
the student, even with the parent’s permission, will not be accepted. 
 
The campus will document in its attendance records for the student whether the absence is 
considered by the district to be “excused” or “unexcused”.  Please note that, unless the 
absence is for a statutorily allowed reason under compulsory attendance laws, the district is 
not required to excuse any absence, even if the parent provides a note explaining the absence. 
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Unexcused absences include but are not limited to family outings, trips and vacations during 
school days and non-school sponsored activities and events. Family outings, trips, vacations, and 
non-school sponsored activities should not be scheduled when school is in session.   

Parents are asked to call the school on the day(s) their child is absent and give the reason the 
child is absent.  Any child returning to school after a communicable illness must be seen by the 
school nurse before being admitted to the classroom. Certain communicable illnesses will require 
a doctor’s release to return to school.  

Doctor’s Note after an Absence for Illness 
 
Within 3 days of returning to school, a student absent for more than 3 consecutive days because 
of a personal illness must bring a statement from a doctor or health clinic verifying the illness or 
condition that caused the student’s extended absence from school.  Otherwise, the student’s 
absence may be considered unexcused and, if so, would be considered to be in violation of 
compulsory attendance laws. 
 
Should the student develop a questionable pattern of absences (to include partial day 
absences and leaving school early, during instruction time), an administrator The 
Attendance Review Committee may require a statement from a doctor or health clinic 
verifying the illness or condition that caused the student’s absence from school in order 
to determine whether the absence or absences will be excused or unexcused. 
See policy FEC [(LOCAL).] 
 
For further information on attendance and absences, see the FISD District Student Handbook.  

Tardiness  
Parents are expected to ensure that their child arrives on time to school. A student is tardy if 
he/she is not in the classroom when the bell rings at 7:40 a.m. Students must report to the 
office when tardy. Parents will be notified when tardies are excessive. Perfect attendance 
awards may be impacted by tardies. Excessive tardies will be addressed first by the teacher, and 
if they continue, the Attendance Review Committee and/or an administrator will address the 
issue with the parent.  

Withdrawal from School 
Parents should notify the school as soon as it becomes certain a student will be withdrawn and 
should report to the office with the student on the day withdrawal is to be completed. The 
student will be required to clear all accounts and records, including library, cafeteria, and 
textbook accounts  
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ACADEMIC REQUIREMENTS  

Make-up Work  
In order to be successful in school, students are expected to turn work in on time. If a student is 
absent, every effort will be made to help him/her make up missed work. Students will be helped 
by following these guidelines:  

1. When a child returns to school, it is his/her responsibility to ask the teachers what assignments 
were missed. The student will have one day of make-up time for each day of absence. (Example: 
One (1) day absent - one (1) day to make up work.)  

2. If a child would like assignments before returning to school, parents are asked to call the office 
before 9:00 a.m. to request make-up work. If the teacher is able to accommodate that request, 
the assignments will be available for pick up in the school office between 3:30 and 4:00 p.m. If 
the request cannot be accommodated due to short notice, a teacher absence or other teacher 
commitments/meetings the day the request is made, the teacher will notify the parent so that 
other arrangements can be made.  

3. Make-up work for prearranged absences should be requested with plenty of advanced notice. 

Homework  
When a teacher assigns homework, it is to help students prepare for the next day’s lessons and 
to build good study habits. Students should always complete homework assignments to the very 
best of their ability. The purposes of homework are (1) to help students improve achievement; 
(2) to nurture the development of good study habits; (3) to familiarize parents with their 
children’s work and give them a chance for involvement; and (4) to provide more time for in-class 
instruction.   

Late Assignments/Late Work  
Late work is classified as work not turned in on time, not due to an excused or unexcused 
absence. The Late Assignment/Late Work penalties do not apply to excused absences, unexcused 
absences and/or truancy, but apply to students who are in attendance but fail to turn work in on 
time. If the assignment has not been turned in on the fourth day, the student may receive a zero.   

Library Books  
Students check out books on a regular basis during their classes. Most books may be checked out 
for overnight use at home. Students who lose library materials will not be allowed to check out 
other library materials until the lost material is recovered or payment is made for lost materials. 



13 
 

STUDENT EXPECTATIONS  

Candy, Gum, and Drinks   
Unless provided/donated for a “Campus Special Event Day”, please leave all candy, gum, and 
carbonated canned drinks at home. Gum may not be chewed at school.  

Extra Money and Toys 
Students are urged not to bring extra money to school. Money that is kept in desks, backpacks, 
and pockets is often lost. Teachers will not keep money for students. Students buying lunch or 
extra milk may deposit money in their lunch accounts in the mornings before school.  Toys and 
trading cards are not to be brought to school, including for "Show and Tell." This includes play 
equipment. Recess equipment will be provided by the school. 

Parties and Celebrations 
Grades PK-5 may have up to three (3) official school parties per year for each class as designated 
by each campus. Although a parent or grandparent is not prohibited from providing food for a 
school-designated function or for children in the child’s or grandchild’s classroom for his or her 
birthday, please be aware that children in the school may have severe allergies to certain food 
products. Therefore, it is imperative to discuss this with the child’s teacher prior to bringing any 
food in this circumstance. Occasionally, the school or a class may host certain functions or 
celebrations tied to the curriculum that will involve food. The school or teacher will notify 
students and parents of any known food allergies when soliciting potential volunteers for 
bringing food products.  

Birthdays 

Because learning is our most important job, parents are not to bring balloons, flowers and other 
birthday or special event celebration items to school. The school does not accept special 
deliveries of these items for students. Birthday cupcakes are permitted, as long as one for each 
student in the class is provided and they are store bought, and nut free.  The teacher will pass 
cupcakes out at the end of the school day.  (Cake, ice cream, and goodie bags are not permitted).  
Out of respect and concern for others, invitations to private parties will not be distributed at 
school or on campus grounds. 
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