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WHOWE ARE

Community of Learners

Community of Learners

We believe in a loving,
nurturing community that
has flexibility to
accommodate the learning
styles and educational
requirements of students
from a variety of

national backgrounds.

We believe in a loving,
nurturing community that
has flexibility to
accommodate the learning
styles and educational
requirements of students
from a variety of

national backgrounds.

Christian Worldview

We believe that the Word of God
Is the foundation of all truth. We
integrate the Bible into all areas
of our curriculum. We believe
that God has designed people to
be in right relationship with Him
and only through this will we
achieve meaning in life and right
relationships with others.

Cultural Diversity

Commitment to Excellence

We offer a program in
English, taught by native
English speakers, to students
from many countries, where
we promote citizenship,
respect and appreciation for
all cultures and values.

We address the needs of the
whole child—intellectually,
spiritually, physically and
emotionally. We strive for
academic excellence in all
these areas, at all levels of
our school.
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MISSION STATEMENT

R&DWAexists to provide a quality, Christian education in English to third culture kids through
creative handson-learning and guided opporturities in servant leadership.

VISION STATEMENT

R&DWAaims to produce welleducated, globallyminded disciples transformed by the Gospel
with a heart for peopl€s physical and spiritual needs and the ambition to make a difference for
the kingdom of God.

COHE VALUES

1. We believe in a Christian philosophy of education.
The Bible is the foundation of all truth.

God has designed people to be in right relationship to Him, through Jesus Christ,
and only through this will we achieve meaning in life and right relatioships with
others.

Teachers are evangelical Christians and have a sense of calling to intentionally
disciple TCKs.

The curriculum is designed and taught in light of Biblical principles and values.

Each student is created by God with spiritual, intellectdaemotional, social, and
physical needs and is educated holistically by addressing these unique needs.

The Godgiven responsibility for nurturing, training, and educating a child belongs
to the parents.

2. We strive to build growing and maturing disciples ofChrist who are equipped to be
servant leaders in their school and community.

3. We encourage a caring community of respect that celebrates our unity in Christ while
embracing diverse cultural backgrounds.

4, We deem learning the Arabic language and culture igo helping families adjust to
life and make an impact for the Kingdom of God in Jordan.

5. We commit to quality instruction, maximized through low student/teacher ratios,

stimulating classroom environments, and teaching methods appropriate to the
students’ learning styles and needs.

6. We practice classroom management that develops responsible behavior and self
discipline.
7. We foster an attitude of lifelong learning by modeling this lifestyle inside and outside

the classroom.
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We prioritize the pursuit of excellence in character, in thought, and in action.

9. We emphasize parental involvement as essential to ensuring a quality program.
10. We endeavor to provide a budgefriendly educational option for Christian workers.
STATEMENT OF EVANGELICAL FAITH

1. We believe the Bible is inspired by the Holy Spirit and is inerrant in the original
manuscripts.

2. We believe there is only one living and true God eternally eexisting in three persons:
Father, Son and Holy Spirit.

3. We believe God the Son became incarnate the person of Jesus Christ; that He was
conceived of the Holy Spirit and born of the Virgin Mary; that He is truly God and truly
man; that He lived a sinless life; and that all His teachings are true.

4. We believe Jesus Christ died for the sins of the wie world as a substitute sacrifice.

5. We believe the crucified body of Christ was raised from the dead; that He ascended into
heaven; and that He sits on the right hand of God as our high priest and advocate.

6. We believe the Holy Spirit is a person whandwells all believers from the moment of
salvation.

7. We believe man was created in the image of God; that he sinned and incurred physical
and spiritual death; and that all men are born with a sinful nature, which is in enmity
against God.

8. We believesalvation is by grace through faith in the Lord Jesus Christ. All who put their
faith in Christ alone for salvation have eternal life and shall never perish.

9. We believe Jesus Christ shall return personally and bodily to the earth to establish His
reign of righteousness and justice.

10.  We believe both the just and unjust shall be raised bodily from the dead; that the
redeemed shall enjoy eternal blessedness while the accursed shall suffer eternal
conscious punishment.

11. We believe Christians possessmMo natures, with provisions made for the victory of the
new nature over the old nature by the power of the Spirit.

12.  We believe it is the responsibility of all Christians to share the Gospel with the lost.
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PHILOSOPHY OF EDUCATION

R&DWAexists to assst parents in providing a quality, Christian education in English to third
culture kids (TCKSs) through creative handson learning and guided opportunities in servant
leadership. While we follow a United States universitpreparatory curriculum, we seek to
incorporate concepts presented from a global perspective in order to reflect our international
student body. We endeavor to affirm the value of TCKs and the unique nature of their
experiences and needs by addressing their spiritual, physical, emotionahd mental welfare in
the educational context. Chapels, small groups, individual mentoring, low teachstudent
ratios, physical education programs and extracurricular opportunities are part of this
programming. We encourage TCKs to connect with the hastuntry by taking advantage of the
unique opportunities afforded to us by our location in the Middle East. We find ways to
incorporate field trips, guest speakers, community involvement, and hanesn activities to
supplement classroom instruction.

Teaclers use a variety of teaching strategies and assessment tools to engage diverse learners
with multiple learning styles. We accept students with learning disabilities and those with
limited English proficiency because we believe that all students are crest with the ability to
learn. These students contribute to the diverse learning environment of our school. However,
by the time all students are ready to enter the secondary department of our school, they must
be able to articulate academic concepts irtandard written and spoken English.

We seek to incorporate a Christian worldview in all curricular areas. We intentionally use
textbooks from both secular and Christian publishers in our curriculum. This introduces and
exposes our students to a variety foperspectives, fostering a spirit of inquiry and developing
the critical thinking skills that will allow our students to articulate and defend their faith in a
secular world. This approach reflects a classical philosophy of education, recognizing that
students’ developmental needs and abilities change significantly from their first to twelfth
grade years.
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ACADEMIC POLICIHELEMENTARY)

Homework

Homewor k is a student’s responsibility and har
Parents are enouraged to be actively involved as a resource for their child in helping to plan

and manage their homework time. Parents are NOT to assume the responsibility for the

homework. Parents will be notified if missed assignments become a pattern or habit requig

other intervention. Homework gives studentsan opportunity through drill to reinforce

knowledge of material and processes already taught.

Teachersin the elementary grades give class time for working on assignments in all subject
areas. However, whenhe student, for any reason, does not complete the assignment in the
class time allotted, the student may be assigned the work as daily homework in order to help
him keep up with the class.

It is generally the goal of elementary teachers to avoid assigmgrdaily work exclusively as
homework in an effort to minimize the amount of work students need to complete after school
hours.

Realizing that students need to explore their interests outside the school and to enjoy time
with their families, average daily lomework time should not exceed

1st Grade 10 minutes

2nd Grade 20 minutes

3rd Grade 30 minutes

4th Grade 40 minutes

5th Grade 50 minutes

6th Grade 60 minutes

Note: Due to different learning styles and abilities, the time suggested for after school

homework may be too little or too much for any given child. If parents feel the homework load

for their child is not appropriate, they shou
situation.

HANDWRITING POLICY

In the first and second grades, handwritingwill be introduced by the teacher using the
D'Nealian style which is the closest compromise to the British and European handwriting
style. In third grade, joined writing will be introduced. After third grade, studens will be
expected to hand inall assigiments using joined handwriting(cursive).
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ENGLISH SPELLING POLY

| f student s English spelling tradition is di:
States (e.g. British, Canadian), the students are encouraged to spell the words the same way
they would spell them in their home country.

Parents should send a note to teachers with am@ended list of words. Studentwwill then be
required to spell words according to their ho

Grading/Report Cards (Elementary)

The academic yeais divided into two semesters of two quarters each. Report cards are issued
at nine-week intervals within a week after the end of the quarter.

The product of a student's education is not only the knowledge, skills, training and insight that
he/she receives about the world in which he/she lives. Education also involves the
development of the mind, body, soul and spirit. Report cards help the student, parent and
teacher quantify and evaluate the student's progress in acquiring the desired knowledge, l&ki
training and insight as well as their social and physical progress.

Elementary teachers employ standarebased reporting in assessing student progress against
grade-level standards.

Grading Standards

Sudents in grades 16 receive a standardsbased eport card listing specific skill sets and
knowledge according to the school standards in each area of the curriculum. The report is
structured to give parents an appropriately high level of detail for primary students.

Academic levels in each area willdassessed using the following system:

1 Above the expected level
1 Atthe expected level

1 Close to the expected level
1 Below the expected level

Work, study and behavior skill levels in each area will be assessed using the following system:

A = Accomplished
P = Progressing
NE = Not Evident
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Student Honors

The teaching staff and administration want to recognize students for their academic efforts
and encourage them to strive for excellence in all their subjects.

At the end of the school year, teachers will mal out awards for student accomplishments
in specific areas. Specialist teachers (Arabic, PE, ABlomputel)) may give awards at their
discretion.

The school motto is “Get a G.R.I.P. on Life”.
each grade levelvho exemplify one or more of the four G.R.I.P. characteristics of Godliness,
Responsibility, Inquisitiveness, and the Pursuit ofExcellence.

Parent/Teacher Conferences

Conferences are held for parents twice a year after the first and third marking pericd
Both parents are strongly encouraged to attend the conferences. However, parents
wishing additional conferences with teachers or the principal are asked to make an
appointment for a time convenient for both parties. Classroom observation by the paren
is permitted and desirable upa arrangement with the teacher.

Room Parents

Room parents at R&DWA play an invaluable role in the elementary classroom. Room

parenting is on a volunteer basis. Room parentsommunicate information about special
eventsintheir child’”s c¢cl assroom, as wel | as help
events. I nterested parents should contact the

Promotion and Retention

Promotion of students to the next grade follows consideration by théeacher, parents, and
administration of satisfactory progress and developmental readiness. A student may need
to repeat a grade in order to master the material, or he/she may not be developmentally
ready for the next grade. Discussions of these issuestlparents begin as early as possible
as teachers maintain the process of constant and consistent evaluation of student progress.

Academic Probation Policy

Elementary students will be monitored carefully by their classroom teachers. If a student has
difficulty meeting the standards, the department head will work with the teachers, the

R&DWA PARENT STUDENHANDBOOK 20172018



counselor, the SEC, the ELL teacher as needed, and the parents to find the cause of the issue and
implement appropriate interventions.

Testing Program

Whitman Academy adminsters standardized tests every year taall students in grade 2
through 9. The results of the tests will become part of the student's academic record. The
test provides: (1) an outside objective measurement of a student's progress, (2) a
comparison with public, private and Christian school students at the same level, and (3)
ensures that the R&DWA curriculum is in alignment with American and international
standards.

Recess

Research shows that students need breaks during the day to maintain the optimueviel of
energy and brain function. All student should have a minimum of 2 breaks per school day
in which they have enough time to eat, go to the bathroom, and have the opportunity to be
able to be physically active. IEhildren are well enough to come tschool, they are well
enough to participate in recess.

Therefore, during the scheduled recess time for each class, all elementary students will be
going outside. No one will be allowed to remain in the classroom or wander around the
school. Exceptions arenade in certain cases where the family physician requests that a
child be excused from outdoor activity.

If, on any given day, parents wish for their child to stay inside due to recent recovery from
illness or special circumstances (not because the chittbesn't like to play outside), the
parents should send a note of explanation to the classroom teacher.

Arabic Education

R&D Whitman Academy is a school designed to teach in English but offers Arabic as a foreign
language as part ofts course of study ingrades 1through 6. The main focus in Arabic is to
make the language practical and enjoyable for the students as well as introducing them to
the culture of Jordan. The program is designed to meet the needs of students who enter our
school at any level of Aabic mastery.If students enter R&DWA with a higher level of Arabic
than what is taught at the advanced level, they may need an outside tutor so that they do not
regress in their skills.

After-school Arabic tutoring can be organized by parents. Parentsliypay the Arabic tutor.
Students who have learning disabilities oELLlimitations may be pulled from Arabic to work
with the resource specialist. Normally, any Arabic tutoring that a student requires will take
place outside normal school hours in orderto limit disruptions to the regular school
schedule and due to limited space for private tutoring in our building.

R&DWA PARENT STUDENHANDBOOK 20172018



Exemption from Arabic Study

For special circumstances, parents may request that their child be exempted from Arabic
study in order to use tha block of instructional time for the study of the child's home
language or required tutoring.

Sixth Grade Graduation

At the end of the & grade, R&DWA holds a special ceremony foi@raders recognizing their
accomplishments in elementary school and seling them off to the secondary department.
The ceremony takes place on the last day of the school year. In coordination with thé 6
grade classroom teacher, parents oft6graders are responsible for organizing the ceremony
which includes decorating thehall, creating posters for each 8 grader, as well as organizing
refreshments and special music if desired.

ACADEMIC POLICIHSECONDARY)

Christian Education

All academic subjects will be taught through the lens of a Christian worldview and the

assumpi on t hat the “Bible does not supply a mul't
pal eontology, physics, biology, or any other
alf acts.’ I t decl &reated, Gegjolernéd aandt Gedservimg faces. AliG o d

knowledge and wisdom are united in a Christian faith which is Biblical and must be uad with
Chri sti an Sehdarteg, 2a01d).on " (

Chapel Attendance

Chapel attendance is mandatory for all fultime R&DWA students and teachers.

Testing

Secondary studentsin grades 79 take a standardized test each year. Students taltee PSAT, a
preparatory test in grade(s) 10 and 11, and are encouraged to take the American SAT in grades
11 and 12. These tests will be offered on sit&he results of he tests become part of each
student's academic record.

The tests provide outside objective measur eme
compare R&DWAstudents with public and Christian school students in the United States at the

same level. Theg identify strengths and weaknesses among students; ensure teaching

strategies are appropriate and effective; and, that the curriculum is challenging and meets the

Uni ted States’ Common Core Standards. Teacher:
themselves with their students' strengths and weaknesses.
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Grades 912 sit for semester exams at the end of each semester. Semester exams are held the
last three to four days of the semester. During exams class schedules are suspended, and high
school stucents sit for two sets of two hour sessions each day.

AP classes should not have a final second semester exam. However, if a student does not take
the AP test, he or she must take a final, even if he or she is a senior with an A in the class.

Formatting of Papers

In grades #12, major assignments and papers must be formatted in the American MLA style.
Teachers may require MLA formatting for other assignments.

Debates

Any parent that expresses concern over a debate topic that may be considered controvelsia
can signa permission slip allowing the student to opt out of the debate.

Academic Document Requests

Sudents need school records when they transfer to another school within Jordan or to another
country. Students also need school records when theypgly for college and university

entrance. Requests for school records will be handled by the registrar. School documents
needed for college application are generally a current transcript of high school credits, several
recommendations, possibly health recals, and occasionally one or two additional documents
to explain details about how R&DWA operates, such as how GPA is calculated.

During the month of July, the R&BVA office is closed. No request for documents can be made
during this time and will need towait until the office reopens in August. The office is also
closed during the Christmas holiday, and requests will not be processed during that time.

Students requesting documents must provide on:
pick up. Thereare times when the request can be completed earlier, but with the growing

number of requests and demands, a one week’'s
documents.

With the documentation request the following information must be provided:

1 Where to send the document include the complete email address or mailing address.
1 List of specific documents parents are requesting.
1 The number of copies needed.

Fees for Document Requests

For enrolled students, R&DWA will provide, and send by rgistered mail free of charge, up to
six packets of the typical documents required for a university application.

Requests for more than six of the typical packets or larger packets of school records, which
may include the typical documents plus report card from every year of attendance and special
letters of certification, will be charged a processing fee which will include a charge for each
page processed as well as a fee for sending the documents by registered mail.
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Former students and graduates will becharged a fee of 7 J.D./$10.00 for any document
request.

GRADING

The scale below shows a general understanding of the grade percentages.

1 90+: Student consistently completes superior work with a high mastery of the course
standards.

1 80-89: Student showsa solid mastery of the subject standards.

1 70-79: Student shows a sufficient mastery of the standards, but there could be
improvement.

1 60-69: Student has not mastered the standards of this subject at a satisfactory level
having many areas of weak skill dvelopment and understanding of concepts that will
affect future understanding.

1 Below 60: Student is not considered to have understood the material sufficiently well
enough to ensure success in the subject at the next level. A grade below 60% indicates
that a student has failed the course because the standards were not sufficiently
mastered.

Quarter grades for secondary students will be calculated according to the following
percentages:

60% Daily work (homework, labs, classwork, participation, etc.)

40 % Tests and major projects or papers

Semester grades for high school classes are calculated according to the following:
40% 1st or 3rd Quarter grade

40% 2nd or 4th Quarter grade

20% Semester final

For high school classes which are not required to have ia#l, each quarter grade counts for
50% of the semester grade. Credits are awarded and GPA is calculated based on semester
grades. A student whose grade is below sixty will not receive credit for that semester and may
not be able to progress to the seconsemester of that subject.

For all junior high classes, except for those for which the student receives high school credit,
each quarter grade counts for 50% of the semester grade.

Report Cards

The academic year is divided into two semesters (four quarts). Report cards will be issued at
nine-week intervals within a week after the end of the quarter.
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Secondary Progress Reports

Progress reports will be issued midway into each quarter to alet a student andparentsto any
potential problems in specific ourses.

Incomplete Grades

All assignments that are not turned in by the end of the quarter will be marked as 0. Late work
wi || be assessed according to the teacher’ s p
the quarter marking period andrecalch at e t he student’s average.

GRADE POINT AVERAGE

A student’s grade point average is calcul ated
Letter Numeric GPA AP Class Weight
A+ 97+ 4.33 5.33
A 93-96 4.0 5.0
A- 9092 3.67 4.67
B+ 87-89 3.33 4.33
B 83-86 3.0 4.0
B- 80-82 2.67 3.67
C+ 77-79 2.33 3.33
C 7376 2.0 3.0
C- 70-72 1.67 2.67
D+ 67-69 1.33 1.33
D 63-66 1.0 1.0
D- 60-62 .67 .67
F 0-59 0 0

Academic Probation Policy

Secondary students will be placedonaad e mi ¢ probation i f they hav
on a quarter report. The academic dean’s offi.
teachers, the counselor, the ELL teacher, the SEC (Special Education Coordinator), and the

parents to find the cause of the issues and implement appropriate interventions.

HOMEWORK

Homework serves two purposes:
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1 Students have an opportunity through drill to reinforce knowledge of material and
concepts already taught.

1 Students have time and opportunity to indegndently pursue assignments that require
critical thinking, research, or creativity.

Students should be working to develop good study habits that will prepare them for university
level work. Daily review of the day's lesson material or lecture notes is assential skill to
enable students to master the volume of material they have at this level. Parents should
encourage their students to do daily review, even if the students indicate that they have no
specific homework assignment.

Because handling assigments both inside and outside the classroom is an integral part of any
academic program, students at R&DWA are expected to demonstrate a responsible attitude
toward homework that is assigned by the following methods:

a. Daily recording all assignments in daily agenda

b. Completing each assignment to the best of their ability,

c. Turning in all work ontime to the place designated by the teacher, and
d. Preparing for class discussion before coming to class.

Homewor k i s a st ude nanding that esopnsibility is b ledrnedskill, and h
Parents are encouraged to be actively involved as a resource for their child in helping to plan
and manage their homework time.

Parent Homework Responsibility

Parents are not to assume the responsibility fothe homework. Parents will be notified if
missed assignments become a pattern or habit requiring other interventiorRarents are
responsible to check the school data base to ensure their children are completing homework.

Late Homework Assignments

Late work will be penalized. This may involve a loss of points for each day the work is late, a
zero in the grade book for that assignment, or the student may be required to stay after school
until the work is completed and handed in to the teacher.

Each teacherdecides how to handle late work. The late work policy must be approved by the
academicdean.Teachers will make their late work policies clear to their students at the
beginning of the year both verbally and in written form.

Student Homework Responsibiliy

It i s the responsibility of the students to tu
responsibility to discuss with his/her teacher any extenuating circumstances that would keep

this from happening.The amount of time a student needs to do homeworkavies with the

individual and even this varies from day to day.
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Honor Awards

&RIP Award
Students will also be eligible each year to
G.R.I1.P. on Life”. The char aachgede lexeweho ekemplifyi | |

one or more of the four G.R.I.P. characteristics of Godliness, Responsibility, Inquisitiveness, and
the Pursuit of excellence.

Honors and High Honors
Secondary students are recognized each semester for their academic exceallenThese
students are eligible for one of two awards; the High Honor Roll and the Honor Roll.

Students’ averages wil/l be calcul ated based
including Bible. A student will be eligible for recognition basean the following scale:

195 + High Honor Roll
190 — 94 Honor Roll

ACSI Distinguished Christian High School Student Award

This award is granted by the Association of Christian Schools International. In November, the
department headnominates students in grades 1612 who demonstate exceptional
performance in the following areas:

1) Leadership

2) Academic Excellence
3) Fine Arts

4) Sports

5) Community Service

The Roy Whitman Arabic Scholar Award

This award is given in honor of Roy Whitman who was such an exceptionally dedicated Arabic
scholar that he became renowned for his eloquence in the Arabic language. This award is
presented to students in grades 9.2 for extraordinary mastery of classical Arabic.

Juhea Park Award

The Juhea Park Award comes in the form of a 100 JD scholarship. R&DMifes a check on
behalf of the Park family in memory of their daughter Juhea. The award is granted to a 12th
grade student who demonstrates GRIP values, especially the pursuit of excellence as it applies
to extraordinary effort in more than one language equisition and perseverance in achieving
high marks in academic studies.

Richard and Robin Hart Community Service Award

Richard and Robin Hart served and worked in Jordan for over 40 years. They were shining
examples of humble servant hearts as they meeeds wherever they saw them, whether it was
in the expatriate community or the Jordanian church community.
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This award is given to recognize a 12th grade student who has demonstrated a humble heart of
service and has put in more than the 60 required hoursf community service in a variety of
service areas. Awardees must have served more than the required 25% of their hours working
directly with meeting the needs of individuals in the Jordanian community.

The Dora Whitman Community Service Award

This awardis given in honor of Dora Whitman who founded the Evangelical Charity
Organization whose sole aim was to clothe and feed the poor and needy. It is given to 12th
grade students who have completed more than the required 60 hours of community service
with th e majority of the hours served in meeting humanitarian needs of refugees and the poor
residing in Jordan.

Valedictorian andSalutatorian

To become valedictorian or salutatorian, a student must have been a student at Whitman
Academy for his or her entire 12h gradeyearThes e awar ds wi | | be base:
weighted GPA for all classes (including transfer credits) for which the student has received

high school credit. This includes all classes taken in gradesl2 and any class taken in 8th

grade forwhich high school credit was received (such as Algebra Tjhe valedictorian will be

the student with the highest GPA, and the salutatorian will be the student with the second

highest GPA.

The calculation to determine valedictorian and salutatorian will becalculated after 34 quarter.

Honor Graduates

Graduates with a cumulative weighted GPA of 3.75 or above will graduate with Honors.

Graduates with a cumulative weighted GPA of 4.0 or above will graduate with High Honors and

be eligible to wear honor cords These awards wil |l be based on

High School Credits
Grades 912 Credit

Credit for a subject is given by semester. Each whole unit of credit is based on a Carnegie Unit
representing a minimum of 120 hours of instruction under the diection of a teacherlf the
student has taken a test such as the IGCSE exam, foreign language CLEP type exam or an AP
exam after independent study, not having been enrolled in a formal class, credit will not be
given for the course.

High School Graduatia Requirements

A student who plans on entering a four year liberal arts program should have accrued a total of
24 credits earned in the areas indicated below. Students who plan on entering a community
college program or specialized trade school will havthe option of graduating with 21 credits

in the areas indicated below.

Credit requirements should coordinate with the academic entrance requirements of colleges,
universities, community colleges, or trade schools and be reviewed every 5 years to coordma
with the latest trends for entrance into universities in the United States.
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R&DWA Graduation Requirements

Content Area Credﬁs Comments
Required
English 4 credits 1 The ELL class, Writing Fundamentals: English Support Work, will not count
toward the 4 required English credits.
Mathematics 4 credits/3 | 1 Only 3 credits are required for those headed to technical schools or
credits community colleges.

I Students averaging 70% or lower in our eighth grade Algebra | will not
receive high school credit for the carse and must repeat Algebra | in grade
nine. Students who average is 719% will be advised to repeat Algebra | in
high school.

Science 3 credits 1 One credit must be from the physical science category.

91 Biology is a required course.
Social Studies | 3 credits 1 Comparative Government and Economics are required courses.
Additional 1 credit* *For those headed to technical schools or community colleges, this additional
Science or credit could be in science, social studies, or math.
Social Studies
Fine Arts 1 credit Studentsmay earn fine arts credits through participation ininstructional

programs outside of R&DWA such as Baptist School Band, formal music lessong

dance lessons, etc.

1 The outside course would first have to b@reapproved by the academic dean
and meet a specified number of participation/teaching hours (60 hours for %2
credit, 120 hours for 1 credit).

1 Hours need to be logged by the student and officially signed off by the
teacher of the course.

Foreign 2 creditsof | 1 Credits will be waived for those headed to technical schools and community
Language the same colleges.
language 1 Bi-lingual students are still required to take a foreign language other than
their native tongue ORengage in two years of documented formal study of
their mother tongue ata higher level.
1 Students may take outside or accredited ofine courses if they wish to study
a language not offered at R&DWA.
Health/Physi 1.5credits | 1 Only 2 Physical Education credits can count toward the total 24 (or 21)
cal Education required credits.

Health is a required course (0.5 credit)
Religious 2 credits Transfer students will be exempted from those years not at R&DWA but will
Studies need to will need to complete the total number of credits required to

graduate.
Additional 25credits | T These credits may come from any category.
Credits
Community 60 hours 1 Students will be exempted from 7.5 hours per semester for any semesters
Service they did not attend R&DWA.

1 25% of the required hours must be in service to the local community.

TOTAL 24 21 credits required for those headed to technical schools or community colleges
CREDITS CREDITS/
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21
CREDITS

Community Service Requirement

In addition to academic credits, in order to graduate, R&DWA students in grade<l9 are
required to submit evidence ofsixty hours of certified volunteer community service or 15

hours for every year of attendance at R&DWA done during their high school years. Twenty
five percent of the required hours must be fulfilled through local community service projects.
Students mayuse community hours completed during the summer beginning after their eighth
grade year; these hours will be counted toward the following school year. Other services may
be organized by the school, a church, or other community organizations such as scogt
programs and sports programs. Forms for community service should be turned in to the
registrar each year as they are completed.

Community Service Activities should:

1 include a component of service to others

1 be done on a volunteer basis

1 be sponsored byan individual who can vouch for hours served
1 benefit others

1 beapproved by the academic advisor

Community Service hours willnot be approved for the following:

1 R&DWA extracurricular activities such as drama, band, worship team, and sports
teams.

activiti es that financially benefit the server

helping family or friends with personal tasks such as babysitting, moving, etc.

Little League—scorekeeper/umpire

School extracurricular activities—helping with the play, leadership events, etc.

Boy Scouts—leadership positions and service within the scouting program (not service
to larger community)

1 Help with family home projects or projects that directly benefit family members

= =4 -4 A8 2

Local Community Service Hoursvill be granted for activities that:

1 occur outside schoolbr international church involvement
1 bless or serve the local community

Note: Community service projecs conducted by student groupgount toward service hours.
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Pre-Approved Community Service Opportunities

Serving the Whitman
Academy Community

Serving th e International
Church Community

Serving the Local Jordanian
Community

Assisting teachers and the
front office with various
school setup activities in
August.

Churchoutreachteam or
participant in a special
church outreach project.

Care for the elderly—volunteer
in a care facility or help someone
caring for the elderly at home.

Assisting with school clearup
and put-away activities in late
May, early June.

Grunt work such as clean
up of church property,
helping with a move,
painting, etc.

Care for thementally or
physically handicapped. There
are a number of ministries to
these groups.

Front office aide —
photocopying, covering the
front desk, and other assigned
tasks.

Helping in the nursery or
providing childcare for a
church activity.

Constructionwork such as
Habitat for Humanity,
construction at a camp, etc.

T e a ¢ h e r—assistiAg withg
small groups, field trips,
elementary service projects,
grading papers, lab clearup,
PE assistant, etc.

Kids Club such as STARS,
Awana, etc.

Eagle Scout Projet whose focus
is the local community.

Tutoring a student (without
pay).

Leader of a small
discipleship group
organized by the church.

English Language Teaching in ar
outreach ministry.

PowerPoint—both design
of presentations, setup,
and operations.

Helping in a local Jordanian
church doing any of the activities
listed in the previous column.

Serving theinternational
community at large

Serving theinternational
churchco mmuni t vy

Serving thelocal Jordanian
community

Childcare for a worker
conference.

Sound Tech

Hopeclinic volunteer

Eagle Scouservice projects.

Special programs set
up/take down

Little League—coach or team
mom
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Serving the Whitman
Academy Community

Serving the International
Church Community

Serving the Local Jordanian
Community

Domestic Worker Ministries—
raising money to repatriate
workers, collection of needed
supplies, etc. (ministry that
does not involve directly
meeting with the domestic
workers)

Sunday School or
Chil dren

S C

Orphanage Volunteer

Volunteer crew at some
international event like the
AWA spring fundraiser for
charity.

Vacation Bible School
during a break or summer
period.

Outreach programs designed by
Ms—these might be a regular
weekly program or a special
summer event.

Worship Band

Prison Ministry

Work with refugees such as
organizing a fundraiser,
providing food, outreach events,
etc.

Domestic Worker Ministries—
shelter volunteer, visiting them
in prison, etc. (ministry that
involves directly meeting with
the domestic workers)
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Process for Community Service Hour Approval

1. Submit idea for community service hours to the guidance counselor prior to completing
the hours. Complete community service hours.

2. Fill out community service hours form and have the supervisor for the projectign off

on it.

Submit completed form to the guidance counselor for approval.

The guidance counselor approves community service hours based on piletermined

guidelines.

5. Theregistrar enters community service hours into RenWeb and files the community
service hours form in student’s permanent

B w

Foreign Language Requirements

High school students who plan to enter a four year liberal arts college or university are advised
to earn two credits in a norEnglish language. Students may study a languagettoéir choice
outside the school in order to fulfill school academic requirements.

LANGUAGE OPTIONS

1 Arabic offered at R&DWA.

1 Other languages may be offered at R&DWA, but this is subject to the availability of a
teacher.

1 Students may take an accredited omle course if wishing to study languages not offered
at R&DWA.

1 Students may take a locally offered outside course or private tutoring.
CREDIT CRITERIA

Credit will be awarded for one semester according to the following criteria:

1 Students must sit for @ examination that measures student proficiency for the level of
language study attempted.

1 For private tutoring, students must document 36 hours of private tutoring + 24 hours
outside practice + a score of at least 70% on the final exam

1 For a formal classstudents must document 60 hours of class + at least 70% on exam.

Physical Education

Sudents may earn PE credits for physical fithess activities outside of classes offered at
R&DWA. Students must document 60 hours of physical activity to earn a half credf PE.
Approved activities are personal fitness training or participation in a sport. Dance classes may
be counted as either PE or fine arts credit, not both.
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Fine Arts

Sudents may earn fine arts credits for engagement in activities outside of classefered at
R&DWA. In order to earn 0.5 fine arts credits, students must log their hours fone of the
following options:

1 18 hours of private lessons + 42 hours of practice
1 60 hours of instructional, formal group rehearsal /class time
1 60 hours of supervsed/guided project creation

Transfer of AP Classes

Official AP courses transferred from any school will be weighted as AP classes.

High school credit for Algebra 1

Sudents who have taken Algebra 1 at another school in 8th grade but did not receive high
school credit, may earn high school credit for the course by passing a comprehensive exam
with a score of at least 70%. The grade on the test will not affect their grade for the course but
will award them high school credit. Students may only take advantag# this option if they

have actually taken Algebra 1. They may not get credit for Algebra 1 without taking the class.

Online Courses

Sudents may take online courses for various reasons such as schedule conflicts, pacing, or
learning disabilities. To becounted for credit, the courses must be from an accredited, online
educational service provider that can issue an official transcript.

Students wishing to take online courses should work with the guidance counselor to provide
them with a system of accontability. The guidance office can assist students in choosing the
online program best suited to their needs.

Families are responsible for paying for online courses unless the course is a R&DWA
graduation requirement that is not offered the year the studnt needs to take it or if the
student has a schedule conflict that would prevent the student from taking class the following
year.

Credit Recovery

In the event that a student fails a course in grades®, credit recovery classes through an
online provider may be an option. This is a more recent way of awarding students with the
necessary credit in the event that they already completed the class but did not receive a
passing mark.

The credit recovery grades will not take the place of the failing grade dhe transcript. The
class will be recorded as credit recovery. The original F will remain on the transcript and will
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factor into the GPAThe same applies for classes that have been taken a second time due to a
failing mark.

Students Requesting High $mwol Credit for Homeschool Courses

R&DWA students in grades 912 may choose to pursue a course through homeschooling either
instead of a R&DWA course or in addition to their R&DWA courses. It is recommended that
students take these courses through an acedited online school.

If the course is not through an accredited online school, the parent/guardian will be required
to submit documentation of the course for the student to receive credit.

Courses 6llowing Established, Published Curriculum
If the course follows an established, published curriculum, the following documentation must
be submitted to the academic dean in order for the student to receive credit.
1 A signed transcript showing the course name, the credit granted, and the grade earned
1 A coursesummary giving the curriculum used, a description of the course, and how the
course was graded
1 The textbook used, if possible, or a copy of the Table of Contents
1 All graded tests, projects, and papers
1 For science courses, evidence of lab work

Courses NoFollowing Established, Published Curriculum

| f the course does not follow an established
portfolio reviewed by an outside organization. Customized Education Designs
(www.customizeded.org wi I I provide a portfolio review o

coursework and provide the student with a transcript. The parent/guardian will need to
consult and enroll with Customized Education Designs for the portfolio review andanscript
service. Other organizations that provide the portfolio review and transcript are Family
Academy (vww.familyacademy.org and The Spiral Academy www.spiralacademy.org.

It is highly recommended that the parents submit the proposed curriculum to the Academic
Dean before the student begins the course. If the curriculum is not approved, they risk the
student not receiving credit.

Homeschool courses willbeener ed on the student’s transcrip
homeschool.
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Transfer Students and Students on Home Assignment who are

Homeschooled

For Students on home assignment who are homeschooled for an entire semester and students
transferring to R&DWA from a homeschool must present the following documentation in order
to receive credit for their courses:

1 A signed transcript showing the course name, the credit granted, and the grade earned

1 A course summary giving the curriculum used, a description ohé course, and how the
course was graded

1 These transcripts are not required to be validated by an outside organization. However,
parents should be aware that this documentation may be required by universities.

Class Status

In grades 912, the number of cedits accumulated by the student determines classification as a
freshman, sophomore, junior or senior. The following credit guidelines are used:

Level Credits
Grade 9 Freshman 0-5
Grade 10 Sophomore 6-10
Grade 11 Junior 11-15
Grade 12 Senior 16+

If a student has failed to successfully complete the number of required credits for the grade
level, he/she will not be promoted to the next level.

Class ScheduleéAdd/Drop)

Drop Deadline

The deadline for students to drop a class for the semester is 2 weedkiter the beginning of 2nd
or 4th quarter. Exceptions may be granted at the discretion of the Academic Dean. When a
student drops a class all grades will be removed and no credit will be given.

Add Deadline

The deadline for students to add a class for éhsemester is at the beginning of the 2nd week.
Exceptions may be granted at the discretion of the Academic Dean.

Students must make up all work that has been assigned since the beginning of the course.
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Course Advising

At the end of their 9th grade yeay students and parents are required to attend an academic
advising session. Parents should come prepared with information about what pesecondary
program they would like their child to pursue. Students in grade 10 may only take 2 AP classes
maximum; oneis preferable.

Study Halls
Sudents will be limited to 2 study hallsper day. Students with more than 2 study halls will be
required to fill the extra time with another

or another productive activity. Study halls are considered an opportunity for students to
complete homework assignments and prepare for class discussions.

Students who have a study hall period are expected to follow the guidelines listed below:

1 Report ontime to the assigned study hll as to any other class.

Use the time in a productive fashion, preferably for completion of assigned work.
Engage in quiet activity such as personal reading so as not to disturb other students.
Remain in the study hall throughout the entire period (notvandering the halls).
Receive permission from study hall teacher to leave study hall to talk to another
teacher, take a test, etc.

= =4 4 2

Study hall is not a lounge room or chat room

Submitting a Proposal to Teach an Elective Course

R&DWAwould like to be able b offer a variety of elective courses for our students. However,
because of limited teacher and budgetary resources, we have to look to the greater community
to help us fulfill this desire. If you would like to help us by volunteering to teach an elecév
course, please pick up and fill out an elective proposal form and then give this form along with
a preliminary syllabus (see below) to the school secretary.

El ectives can be offered e h
wi || be coordinated with t

the majority of students.

i ther
he dep
In agreeing to teach an elective, a volunteer agrees to be at the school each class day at least
ten minutes prior to the start of chss. In the case of an unavoidable absence, the volunteer
should contact the school office by 7:45 so that arrangements can be made to cover the class.
An emergency substitute lesson plan should be on file in the school office in case an emergency
arises. Teachers should try to avoid prglanned absences as this causes additional stress on
the rest of the Whitman staff. However, if a prplanned absence is unavoidable, it is the

volunteer teacher’s responsi bi | essonplaneforthe ovi de
class.

Many ekective classes focus on studerdriven projects. However, the class should be planned
so that no more than half the time in the classroom is spent on individual student projects.
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(Projects in which the students are weoking together to learn a skill are exempt from this
requirement.)

The syllabus for the proposed class should include the following basic information:

a list of skills that will be taught in the class

the resources you will need in order to teach the clas

how the class will be graded

if the class is pass/fail, what must be accomplished for the student to earn a passing
grade?

if the class is given a letter grade, what elements will be used to determine this grade?
your preferred contact information

= =4 4 =
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Any questions can be directed to the respective department head.
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ACADEMIC POLICIES TO SUPPORT ALL STUDENTS

After-school Oneon-One Tutoring

After-school oneon-one tutoring is encouraged and may be required for students on academic
probation, ELL students ad those with learning challenges. R&DWA teachers are not
normally able to provide this tutoring. Parents are responsible to find, in the broader
community, the tutoring help that is needed. The parents are responsible to fund this extra
help.

Programming for Students with Special Educational Needs

R&DWA recognizes the uniqueness, variety of learning styles, and academic needs of each
student. R&DWA desires to serve each student and meet each student at his/her point of need
to ensure academic success school.

If it is determined that the school has the staffing and facilities available to support students
with special educational needs (SEN), and the student is admitted, the Special Education
Coordinator (SEC) will work with the student, teachers, admistration and parents to develop
an individualized education plan (IEP) which may include modifications of the curriculum.

Modifications of the curriculum may be done with the advice of the academic dean, department
heads, the input of the teachers,ral the recommendation of the SECStudents using a modified
learning program will still be expected to work to their full potential. Report cards will indicate
that the student has been following a modified curriculum.

As students grow physicallyand maturs oci al |l y, their needs may <ch
ability to accommodate them may change. Therefore, students will be-evaluated at the end

of each semester to determine if the staffing and school programming are still conducive to

facilitate the acconmodations that are needed for the students with IEPs to be successful

learners at R&DWA.

Factors that will be considered in the assessment will be whether:

1 the staff has the training and skills to work with the specific special needs of the
student.

1 the student can function independently, with accommodations, in the classroom.

1 the existing student configuration in a particular class is able to accommodate to the
special needs of the student.

1 the student also needs physical accommodations

1 the school facilites can accommodate the necessary modifications

The assessment of a student may show that the student requires a enoe-one classroom aid in
order to succeed in the classroom setting. In such cases, parents are responsible to find and to
pay for a person o fill this role. The school itself is unable to provide or to recommend a
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classroom aid. In some cases, an additional tutor may work with the class tutor to ensure the
implantation of the IEP.

A student who cannot function independently will not be allaved to remain at R&DWA if the
family is unable to provide the aid needed.

The SEC will communicate frequently with the classroom teacher to evaluate the effectiveness
of the classroom aid and whether the student may have progressed enough to be able takvo
independently.

If R&DWA is unable to accommodate a student with special educational needs on afintle
basis, the administration will try to work with the family to discover one or more classes that
the student would be able to attend, such as PE, aand practical arts electives.

Reporting a Suspected Learning Challenge
The classroom teacher will:

1 Compile anecdotal written notes on behaviors of the child that arouse concern.

1 Collectwritten- samples of student s w rwork (whene appropriate).

1 Conact the department head and the Special Education Coordinator (SEC) and present
them with the evidence.

1 Schedule a time for the SEC to observe the child in the classroom.

T Communicate with the child’s parents about

The SEC will:

1 Evaluate thesituation and determine whether there is a need for specialized testing.

1 Schedule a meeting with the parents and the department head to present the classroom
evidence and communicate the findings of the specialist including recommendations for
testing.

1 After the SEC evaluates the situation and makes recommendations for testing, and the

student receives testing (if needed), the SEMIl prepare an individualized education

plan (IEP) for the student with input from the department head, the classroom

teacher(s) and the parents.

Establish a care team for the student.

Work with the teacher(s) to help them implement the IEP.

1 Follow-up with parents to ensure that any extraschool interventions are being
implemented.

Procedure for Students Who Have an Establishedf@oing IEP

The classroom teachers will do their best to implement the IEP, modify curriculum and
expectations, support the childand do all they can to help the child achieve his or her
potential.

= =
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Each special needs student will be assigned a care teaamsisting of the Special Education
Coordinator (SEC), the classroom teachers, the counselor, the department hgatt the
parents.

The SEC is responsible to communicate frequently with the parents and with all members of
the care team to make sure the IER clearly understood and being implemented during the
school day and at home.

The SEC will convene the care team at the beginning of the first semester and near the end of
the third quarter and at other times as deemed necessary t@secess the progress bthe
student and the effectiveness of the IEP.

During the 4th quarter, the assessment team w
the following year (SeeFailure to Thrive Guidelines ).

English Language Learners (ELL Students)

ELL students ae mainstreamed into the classroom setting. Every attempt is made to place
them as close to their grade and age level as is possible. In gradeg students will not be
placed in a grade level in which there is more than a 1 year difference between the dg¢mt and
the members of the class.

It is expected that most ELL students will need extra tutoring outside the school setting in the
beginning in order to make progress in language acquisition. The ELL Coordinator can also

help direct parents to an appropiateonl i ne pr ogr am. However, it 1is
responsibility to ensure their children has the help necessary to improve their level in English.

Any ELL student will be evaluated by his or her classroom teacher and an ELL Coordinator or
teacher throughout the school year. Parent/teacher conferences will be held periodically to
ensure the students are meeting the standards for their age level.

Students will be promoted to the next grade level upon recommendation of the assessment
team (seeFailure to Th rive Guidelines).

Students Who Fail to Thrive

On occasion, after all the interventions and support strategies have been implemented, a child
will fail to make sufficient academic progress to be able to demonstrate the knowledge and the
skills expected tohave been mastered for his grade level.

An assessment team set up by the academic dean in consultation with the department head
will review the student, the staffing conditions, and programming available at R&DWA for the
coming year. If the student is noaible to or chooses not to meet the benchmarks set during the
fourth quarter, one of the following decisions may then be made by the academic dean and/or
the department head:

The student may progress to the next grade.

OR
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The student will need to repeat tke current grade level or course.

OR

The programming R&DWA offers is not suitable for the needs of the student, and the parents

will have to find an alternative educational option for the student.

ADMISSIONS POLICIES

Enroliment Requirements

1 All students must hold a nonJordanian passport.

1 Only students whose parents agree to and sign the Statement of Evangelical
Faith and the Parent Admission Agreement Form will be accepted.

1 Students and parents must agree to and sign the Student Behavior Contraot o
an annual basis.

1 Every child must turn six years old by December 31 to be eligible for first grade
that year.

1 New students must meet appropriate standards for fluency in English, the
language of instruction atR&DWA

1 Special Education NeedsSEN and ELLstudents must meet certain criteria in
order to qualify for admissions (see students with special needs section).

1 Elementary students may not be admitted to a class in which they are more than
one year older or younger than their classmates.

Enrollment Decisions

The current facility of R&DWAIlimits the number of students that can be admitted to all grade
levels. The school will attempt to allow the admissions of all children from sending agencies
who meet the criteria set forth in this policy.

Student Baly Order of Priority for Admission

Each year new student applications shall be admitted on a space available basis in the
following priority:

T
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Returning students and students of full and part time staff memberdhis will include
students returning from aperiod of home leave. Children of full time teachers will be
guaranteed admittance. Children of part time teachers (2 classes, one preparation
period) will receive special consideration for admission.

Siblings of returning students

The children of expatiate evangelical Christian families involved in Christian work

The children of expatriate evangelical Christian families involved in other types of work

in Jordan
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1 The children of local Christian nationals whose children hold passports from countries
other than Jordan who desire to have their children educated in a Christian school
program, as space is available

1 The children of expatriates who desire to have their children educated in a Christian
school program, as space is available

1 The children of localnationals whose children hold passports from countries other than
Jordan who desire to have their children educated in a Christian school program, as
space is available

1 The number of students from families not affiliated with charitable organizations shall
normally not exceed 10% of the student body. This may change on approval from the
School Board.

Families on Home Leave

Families whose children have been previously enrolled in R&DWA and are out of Jordan for
home leave and desire for their children to dend R&DWA the following academic year should
notify the school by early January of the current academic year. The student will be registered

as a “ghost” student on the class rosters to
c hi | d’ marestswdl oed to pay the nonrefundable registration fee on or before March
1st.

Home Schooling Involvement

R&DWA's primary service is to the students who are enrolled fullime; however, the school is
willing to allow for the usage of the facilitieson a limited basis and for participation in some of
the programs of the school by home schooled students.

The following criteria shall be used in determining the school's ability to accommodate home
schooled children's participation in programs of the schol and usage of the library:

1 Availability of classroom space;

1 Approval by the department heads in consultation with the appropriate teacher(s);

1 A written agreement between the department heads and the home schooling family
clarifying the services to be preided for their child (children); and

1 Registration as a student in the school with appropriate fees paid, forms completed and
documents signed by the parents before participation in any activities of the school.

Home schooling families will follow the sameolicies as outlined in the Parent/Student
Handbook. Parents are expected to be prompt in dropping off and picking up their child at the
agreed upon times.
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Students with Special Educational Needs

When enough support staff are available;lthe administration of R&DWAadmits students who
have learning challenges, have records of low academic achievement from previous school
experiences or have low English language ability. These students will be admitted under a
period of probation.

Criteria for Special Elucational Needs & RDWA Accommodations

The following criteria shall be used in determining the school's ability to accommodate special
needs children (SEN). SEN students include children with academic and/or behavioral
challenges, physical limitations, ad English as a second language learners.

Factors that will be considered in the admissions process for SEN children with academic
and/or behavioral challenges will be whether:

1 The staff has the training and skills to work with the specific special need$ the
student.

1 The student can function independently, with accommodations, in the classroom.

1 The existing student configuration in a particular class is able to accommodate the
special needs of the new student.

1 The student also needs physical accommodatis.

1 The school facilities can accommodate the necessary modifications

Admission of SEN students with Low Englishanguage Skills

Factors that will be considered in the admissions process for SEN children with low English
language ability will be whether:

1 The staff has the training and skills to work with the specific special needs of the
student

1 The student can function independently, with accommodations, in the classroom as
determined by the ELL evaluation procedure (see ELL Assessment Process)

1 The existing student configuration in a particular class is able to accommodate the
special needs of the new student

Monitoring Of ELL & SEN Students

Children who are admitted to R&DWAwith low English ability or academic learning challenges
will be carefully monitored by the classroom teacher and the Special Needs Coordinator
and/or the Guidance Counselor for sufficient progress.
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Tutoring For ELL & SEN Students

After-school oneon-one tutoring is encouraged and may be required for ELL students and
those with learning challenges. R&DWAteachers are not normally able to provide this
tutoring. Parents are responsible to find, in the broader community, the tutoring help that is
needed. The parents are also responsible to fund this extra help.

Oneon-one ClassroomAide

The assessment of a student during the admissions process may show that the student
requires a oneon-one classroom aide in order to succeed in the classroom setting. In such
cases, parents are responsible to find and to pay for a person to fill $hiole. The school is
unable to provide or to recommend classroom aides. In some cases, an additional tutor may
work with the class tutor to ensure the implementation of the IEP.

Unable To Accommodate SEN Student

A student who cannot function independenly will not be admitted to R& D Whitman Academy
if the family is unable to provide the accommodations needed. The Special Education
Coordinator (SEC) will communicate frequently with the classroom teacher to evaluate the
effectiveness of the classroom acenmodations and whether the student may have progressed
enough to be able to work independently.

If R&D Whitman Academy is unable to accommodate a student with special educational needs
on a fulktime basis, the department heads and the SEC will try to wiowith the family to

discover one or more classes that the student would be able to attend, such as PE, art, and
practical arts electives.

If it is determined that R & D WA cannot meet the needs of the student, the parents will have to
find an alternative educational option for the student.

ATTENDANCE POLICIES

Arrival

1 Sudents should enter the building no earlier than 15 minutes before the first
bell rings.

9 Students should be in their classrooms 3 minutes before the first class of the
day begins so that hey can listen to the morning announcements and class
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instruction may begin promptly.

1 Inthe event it is necessary for a student to be absent for any reason, parents
should notify the school either by: 1) emailingnfo@whitmanacademy.org 2)
telephoning the office by 8:00 a.m.; or 3) by sending a note with a sibling to
the office.

If the student is missing, the school will contact the parents.

1 If a studentleaves in the middle of the day, the security officenust check with
the school secretary to make sure the student has permission to leave.

1 Students who come in late must check in with the school office and get a tardy
slip. The school secretary will record the tardy as excused or unexcused on the
s ¢ h s dnafabase, Renweb, for the appropriate class.

Dismissal

At the end of the school day, students should leave the school grounds within fifteen
minutes of dismissal unless they remain to participate in an afteschool activity or
are waiting for a pickup at the time when an older sibling is finished.

Students who remain in the school after 3:30 p.m. will be expected to be in an adult
supervised classroom or activity.

Closed Campus

R&DWA functions under a closed campus policy. This simply means that atisnce is

required during regular school hours. After arriving at school in the morning, students are

not allowed to leave the grounds during regular school hours without permission from the
department head who wil/l e n s uen eernishiantfor theme c hi |
child to leave campus. Students may not call a parent during the day and request to be picked

up and taken home unless they receive permission from the office.

Absences

ipping school is considered an unexcused absence. Studentsongkip school, including
chapel, will receive an inschool suspension.

Guidelines for Completion of Work Missed Due to Absences
Students are responsible foall work missed during the time of the absence. Families should
take the following steps when thei child is absent:

1 When asecondarystudent is at home due to an illness or a family emergency, parents
may check t he schoolskeesssighméentsPaeatsoteleméhmmy we b ) t
may also appoint a sibling or friend to collecassignments fromthe teachers.
1 Secondary gfudents are responsible for making up any work missed duringhe
absence whether it be homework, projects, papers or testsSecondary gudents have
o n e danakgupgime for every day missed.
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T Work not made u ptatdd geadlirte avill he penalize@ accorsling to the
schoolapproved policy of the teacher. Students are expected to keep track of due
dates for major assignments and turn them in early or make special arrangements
with teachers prior to an absence.

1 In the case of a planned absence, it may be possible for the student to complete
assignments before the days of absence. Parents will be responsible to photocopy
and pay for any materials which they desire to take with them with the exception of
worksheets which the teacher has already prepared. However, parents should
recognize that the teacher may not have completed lesson plans for the period of
absence being requested and may not be able to give exact information as to what
will be covered during the absence.

Special Procedures for Planned Absence Days
If parents decide to remove their child from a normally scheduled school day, they should
inform the teachersas soon as possible. The following steps must be taken in advance of a
planned absence.

1 If the absene involves one to three school days, a parent should talk directly to each
of the child’s teachers and inform them of
1 If the absence will exceed 3 school days, the parents should notify the department
head writing a minimum of 4 days before the absence occurs using the Planned
Absence Request Forravailable from the school office.
1 Parents who know that their children will arrive late for the coming school year
should notify the school office as soon as they are aveaof the delay in arrival.
1 Parents whose children will depart before the end of the academic year should
submit this form as soon as they are aware of this scheduled early departure.

Departure from School Before YeaEnd

Sudents who depart R&DWA any tine before the last ten days of the academic year are
considered to be withdrawn from the date of their last day in attendance.

1 Grades for students in grades-B will be determined based on work completed up
to that point.
1 The registrarwill enterintothes chool s data base the date t
withdrawn.
The report card will show the date withdrawn.
1 In order to receive credit for a high school class, the student must sit for the final
exam or submit the final project. The student will need to completeequired
assignments as determined by the department head before being permitted to take
early exams and receive course credits. If they do not, they do not receive credit for
the course.

=
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Absences for Part of a Day

Families should schedule medical, deal, and other such appointments after school
hours or on vacation daysWhen this is not possible, parents may take their child out of
school for part of the school day. Classes missed as a result of appointments will be
counted toward the student's abseaces for any classes missetf.a student needs to
leave the building during the school day, parents should follow this procedure:

1 Notify the teacher at least one day before the appointment.

1 When picking up the child, the parent needs to check in with the&chool office to get the
child and log him/her out of the building in the school attendance log. Parents should
not go directly to the classroom.

1 When the child returns to school, he should sign his name in the school attendance log
and report to the office to receive an entry to class slip from the school secretary before
returning to class.

Tardy Policy

Students not in their classroom by 8:00 a.m. will be considered tardy. Secondary students
not in their classroom and ready for class when the bell rigs will be considered tardy.

1 Students who arrive in the building after 8:00 a.m. must report to the school secretary
to obtain a tardy slip. The secretary will record the tardy in the school data base.

1 Excused tardies include extreme weather conditionsat accidents late school bus
arrival, problems with taxis, or other things in which the parent or child had no
direct control.

1 Unexcused tardies include things in which the parents could have had control such
as running out of gas, getting up late, or stlent lack of punctuality to the classroom.
Students will be subject to disciplinary action for excessive tardies.

1 Secondary students who arrive to class after the bell has rung will be marked as
unexcused or excused tar dylassroomteacber.s c ho ol

S

CELL PHONE POLICY

Elementary Students

Cell phones are not permitted in the classroom for elementary students. Elementary
students who need to bring phones to school in order to communicate with parents should
hand their phones over tothe teacher for safe keeping during the school day.
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Secondary Students

Cell phones today are used as time pieces, as books, as music players, as communication
devices to facilitate smooth planning for families, as calculators, as entertainment, as
reseach tools, as cameras, as word processors, and as facilitators for much of everyday
life. It seems we cannot escape their practical application in the classroom.

The teachers, administrators and staff at R&DWA desire to establish an atmosphere of trust
and to foster opportunities for sound decision making for students and themselvesThis
atmosphere applies to the use of cell phones as welh light of this, the following guidelines
and rules for cell phone use during school:

BE RESPECTFUL

1 Stay off lineas much as possible on all devices. Internet capacity is greatbduced by

T

video sites such as YouTube, Facedk, and other live stream platforms. The internet
for school exists mainly to provide access to educational materials for teachers and
studentsto use in subject related activities.When staff and students have internet on
all day and are live streaming or downloading large files, it greatly reduces the ability
for classes to access materials.

Do not take pictures, videos, or sound recordings @eople without their permission

Do not take pictures, videos, or sound recordings of people during class time unless
it is needed for a speific teacher-approved activity.

Do not take another person’s phone.

BE RESPONSIBLE

Any cell phone use in a classran must be appropriate for an educational
atmosphere. Appropriate use includes using phones for

T
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Time keeping

Calculations

Note taking and keeping

Research for assignments

Reading

Word processing

Other school work related functions
Composing music or art

Any cell phone use in a study hall must also be appropriate for an educational atmosphere
but may also include using the phone for
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Listening to music

Playing offline games

Reading

Watching educational videos offline

Watching movies is not allowed dued the difficulty in monitoring the content. Each
family has a different standard of what is allowable, and it is too cumbersome for
teachers to try to investigate whether a student has permission from a parent to
watch a movie. Also, movies may contain ctent that is not in accordance with
R&DWA standards.
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If parents need to be contacted for logistics, students may do so on breaks.

| f a student feels sick, he must first report
to the office. The nursewill then call his parents. The student may then wait either in the
nurse’s office or in the offi cThenursetwil sendtahe par

note to the office for the office to communicate with the teachers that the student went home
If this procedure is not followed, the student will have to serve an kschool suspension for
skipping school.

No one should text or take calls during classhapelor a meeting.

Consequences for Phone Rule Infractions

1 |If at any time, a phone becomesa disruption, teachers and administrators must
confiscate the phone until the end of the school day.

The teacher will give the confiscated phone to the department head.

The department head will lock the phone up in a safe place.

The departmentheadwill og t he student’s name in a boo
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If the student has more than 3 phone infractions, the parents will have to come in to
collect the phone and conference with the department head.

CHAPERONING

Elementary

The studentadult ratio for field trips for elementary students is 4:1. Many of the
responsibilities for secondary chaperones app
classroom teacher can provide more details on an evespecific basis.
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Secondary

Requirements for selecting secodary chaperones

1 There should be approximately one chaperone for every 8 studemfor secondary
school eventsOvernight events may require a higher number of chaperones.

1 At least one chaperone of each gender must be at the event at all times (unless itis a
single gender &ent).

1 All chaperones must be out of high school for at least 2 years.
1 At least two parentsor teachers must be included among the chaperones

1 Event coordinators should make every effort to have chaperones who are trained in
CPR and emergency situations.

1 Event coordinators should plan on paying the event cost of the chaperone, and should
thank chaperones for their help once the event is over.

For overnight events, chaperones should include at least one parent in addition to other
chaperones. Parentbring a different perspective gained from life experience that is valuable
to have. There should also be at least one chaperone with the ability to drive in case of an
emergency (vehicle should be available as well).

Chaperone Responsibility Checklist

Arrive at the event location in a timely fashion before event begins.

Be sure your celphone is charged and has credit. Be sure you have the numbers of the
other chaperones in your phone.

Ascertain any special responsibilities the evenbrganizer needs you to carry out, and
carry these out to the best of your ability.

Remain available to help or support event coordinator with any tasks or responsibilities
that may come up during the course of the event.

Keep track of the locéion of all students, ensuring that students do not wander into off
limits areas.

Monitor student behavior, ensuring that event rules are upheld and that behavior is
honoring to students, their peers, the surrounding community, and the Lord.

Setan example for students in words and deeds.
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Take appropriate action regarding any incidents of misbehavior. Report significant
behavioral problems to the event coordinators or the appropriate principal.

Remain alert to your environment and &ert appropriate parties to any possible threats
or areas of danger that might present themselves.

Remain calm in emergency situations and offer any assistance necessary to resolve the
issue.

Be available to help or support the event coordin@ar with any tasks or responsibilities
that come up during the event.

When driving, ensure that you have a current drives license

COMMUNICATION

R&D WA has two business phone lines available for school business. (8824 and 551-9992)
It is impor tant to notify the office immediately when a family's phone number changes.

Calls to Teachers

Teachers will not be asked to leave their classes to answer telephone calls except in a case of
crisis or emergency. The call should come to the office, anceteecretary will give the message
to the teacher. The teacher will call when
phones should not be called during school hours.

Calls to Students

In case parents need to get a message to their child, thegy call the office or text their child.

The secretary will be glad to deliver any messages. Students cannot make or receive cell phone
calls during classroom hours. Students may not call parents directly to have them come pick
them up if they are sickDoing so will result in an inschool suspension for skipping school.
Students must first go to the school nurse and follow proper procedures for leaving school.

Calls by Students/Parents from School Phones

Only important calls may be made in order to kep lines open for school business. Students
should make transportation arrangements or afterschool plans before school.

1 Parents and students are asked to pay for the use of the school phone.

9 Callsto aland line are 10p per phone call.

9 Calls to a mobile pone are 20p per phone call.
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Calls by the School to Parents

A member of the staff may contact parents during the school day regarding a sick or injured
child, a disciplinary problem or to schedul e .
needs.

Calls Regarding Student Absence

Parents are expected to inform the school officeyp8 a.m. on the day that a student has to stay
at home for an illness or some other previously unanticipated situatiorthe school office can
be called or an email sent tanfo@whitmanacademy.org

Community Announcements

Each week the school publishes a newsletter ca
and calendar events are posted in this publication. All parents ree The Falcon Flyevia
email, but printed copies are available upon request.

The bulletin board found at the entrance to the school is for school and community
announcements. These will be posted for a reasonable length of time and then removed. All
announcements must be approved by the office before being posted.

Generally, the emaiinfo@whitmanacademy.orgshould be used to make general inquiries of
the school. The school secretary will then direct themail to the appropriate staff person.

Grievances

If a problem arises with a staff member, parents should speak with that person first. If the
conflict cannot be resolved, then speak to the appropriate department head. When questions
or disagreements arse, it is the responsibility of the student, parent, or staff member to discuss
these questions or differences and not to bring their grievance to other students, parents, staff,
or board members.

The normal "Chain of Command" for dealing witlparent complaints is:
T e a ¢ h@epartment Head Head of Schools Sc ho ol Boar d.

Most parent concerns can be resolved by a conference with the teacher.

When a parent feels a problem has not been adequately resolved by the teacher,
it is recommended that the paren speak with the appropriate department head
to discuss another option to resolve the concern.

After attempted resolutions with the department head and continued
dissatisfaction on the part of the parent, the issue may be referred to thdead of
School
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If a resolution is still not reached, parents may contact the school board at a
regularly scheduled board meeting upon written request by the parent.

It is inappropriate to contact individual board members or the entire board
without following this chain of command.

DISCIPLINE POLICIES

Discipline Philosophy

All discipline will be based on biblical principles, requiring repentance, confession, the seeking
of forgiveness, the forsaking of the sin and restitution. Love and forgiveness will be an integral
part of the discipline of a student. All staff members at Whitman Academy will communicate
grace and mercy to the parents and siblings of the student involved in disciplinary measures.

Detention

Disciplinary action in which the student is required to sta after school or during lunch, in a
designated classroom for up to an hour, or until assigned work is completed.

Classroom teachers or the department heads may impose detention for either academic or
behavioral problems. Parents will be notified when aafter-school detention is to be served,
and they are expected to arrange appropriate transportation for their student.

During after-school detention, students must study, do homework, restitution tasks such as
cleaning, write an apology letter, or read chool-related material. The use of electronic
devices or other nonschool items or material will be strictly prohibited unless a computer
is needed to complete a task.

In-School Suspension

Disciplinary action in which the student is required to report o and stay in a designated area
for a portion of a day or for up to three days. The department heads may impose arsthool
suspension for serious or repeated infractions. The studeistabsence from classes will be
regarded as an excused absence withefstudent completing all class work and assignments.
The use of electronic devices or other neschool items or material will be strictly prohibited
unless a computer is needed to complete a task.
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Out-of-School Suspension

Disciplinary action in which the student is barred from the school campus and all additional
school activities for the remainder of a day or for up to three days. This disciplinary action
is viewed very seriously and may be imposed by the Head of School for severe or repeated
infractions. Students who continue in the behavior that warrants an ouf-school
suspension will face a recommendation of expulsion.

Zero Tolerance

Disciplinary action in which the student receives an automatic decision for harsh
disciplinary action. Any studentwho assaults a teacher or another student; brings a weapon
(this includes pocket knives and all other knives), illicit drugs or an explosive device onto
school grounds, or smokes anything will receive an immediate threday out-of-school
suspension and wil be referred to the school board for consideratiorfor expulsion.

Expulsion
Disciplinary action in which the student forfeits the privilege to attendR&DWA
Student Who Withdraws With an Expulsion Hearing Pending

If a student withdraws from school afer receiving notice of an expulsion hearing but before
there is a decision, notice of the hearing must be included on his cumulative record and the
board must complete the hearing and render decision.

Consequences for Phone Rule Infractions

If at any time, a phone becomes a disruption, teachers and administrators must confiscate the
phone until the end of the school day:

1 The teacher will give the confiscated phone to the department head.
1 The department head will lock the phone up in a safe place.
1 Thedepart ment head will |l og the student’s na
1 If the student has more than 3 phone infractions, the parents will have to come in to
collect the phone and conference with the department head

Student Behavior Contracts

The Student Behavior Contrachas been developed so that students and parents know what
behavior is expected in four areas: behavior toward teachers, behavior toward students,
behavior toward school property, and behavior that promotes safety.

At the beginning of each school year, pants are asked to sit down with their children and go
over the contract together and to sign it. This is to demonstrate the student's commitment to
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abide by school rules and the parents' commitment to support these school rules and to
encourage students o follow through on what they have signed.

General Behavior Expectations

Sudents are expected to do the following:

1 Respect teachers, other adults and their possessions
1 Respect fellow students and their possessions
1 Respect school property and all schoalles

Though some specific rules are addressed in this handbook for classification and clarity, the list
is not deemed exhaustive. Therefore, any behavior, deed, or activities violating any of the
above behavior expectations are subject to disciplinaryciion.

School Rules and Procedures

Sudents should follow the below procedures:

Mark personal belongings and keep them in the storage spaces provided for them.
Respect other’s property and bel ongings.
Foll ow teachers’ and ot bhasguingadul t s’ i nstruc:
Treat all school property with care and respect, including plants in the garden.

Walk quietly through the school without running.

Stay out of prescribed offlimits areas.

E R

Students may not do the following:

1 Leave school grounds during regular swol hours without permission from the
principal’s office; students who have gain
Attendance Log.

Lie, cheat, steal or support those who do.

Use inappropriate language, signs or gestures.

Be rude, offensive or insbordinate.

Talk back to teachers or other adults.

Be tardy to classes or turn in work late.

Cause distractions or disruptions in the classroom.

Hit, pinch, bite or in any other way hurt another student.

Call names, threaten, tease, use foul language orkpan any other student.

Take or use anything belonging to anyone else without permission.

Deface or damage school property in any way; students will be required to pay for
repairs or replacement costs.

Possess or smoke tobacco or possess and use alcohol.

Possess any drugs other than required prescriptions.

Bring pocket knives, lighters, weapons, or explosive devices to school.

Utilize cell phones for calls during the school day (except during designated times).
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1 Usepersonal electronic devicedor personal entertainment at school except during
lunch and study hall; students are expected to listen to wholesome, Gbdnoring
music, and may have their devices confiscated if used inappropriately or at any time
during a class.

1 Use rollerblades, skates, skateboardor bicycles on the school campus.

1 Use school computers to play games or for personal recreation; teachers may approve
educational games after schoolwork is completed.

1 Climb in the trees, on the roofs, fences or walls of the school.

1 Play with water hosesor pipes.

Skipping School

ipping school is considered a serious student behavior. Students who skip school, including
chapel, will receive an inschool suspension.

Dress Code

Sudents must come to school in the approved school uniform. The school setzng/ will

contact the parents of students who arrive at school and are not dressed in the approved
school uniform. The parent will be asked to bring appropriate attire. If a parent cannot be
contacted, the department head will supply the student with an &m from the school store and
the cost of the clothing item added to the family tuition invoice.

Nuisance Items

Sudents should only bring toys and gadgets to school upon teacher request for a class
presentation. If a student is playing with an object dung class and it disturbs the teacher or
others in the classroom, the object becomes a nuisance. Teachers are authorized to
confiscate any nuisance items. These items will be turned in to the department head and can
be claimed at the end of the school day.

Romantic Relationships

The staff of R&DWA want to respect the values of the host culture and maintain an exemplary
testimony to the neighbors and world. Developing romantic relationships at school is
strongly discouraged. Friendly, brotherly affection isallowed inside the school building;
however, this does not include hand holding, cuddling, sitting on laps, kissing, front huggjng
or excessive clinging

If mutually-consented inappropriate physical touch does occur on school grounds,
disciplinary action will be taken to help students remember the importance of this type of
testimony to the people of this culture.
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Off-Limits Areas

Sudents should not be found in the following inside areas unless they have received specific
permission to enter. The otside areas listed are ofimits at all times for the sake of student
safety and to prevent damage of school property and grounds.

Inside
Boiler room
Main floor kitchen—used by staff
Bathrooms used by teachers and sth
Offices (without permission)
Library when an adult is not present
Computer Lab when an adult is not
present
Specialuse balconies
Teachers' workrooms

Book storage areas
General storage areas
Intercoms (without permission)

Any classroom where a teacher is not
present, unless permission has been given

Outside

Fire escapes
Roof areas
Trees

Fences

Wall ledges
Window boxes

Carport and recess area roofs
Outside water faucets and wate
hoses

Diesel tanks

Spaces around temporary buildings

Roy & Dora Whitman Code of Academic legrity

The teachers and staff aR&DWAare committed to integrity in all academic matters. Scholars
and students should be fairly recognized for their own work.

Cheating is a form of academic dishonesty which occurs whenever anyone intentionally uses or
gives unauthorized aid on any work for which a grade is given. This includes quizzes, tests,
examinations, compositions, research papers, or any projects turned in for a grade.

Teachers must clearly state when cooperative effort is acceptable on any vaor project.
Students are responsible to ask their teacher if collaboration on any assignment is permitted.

Plagiarism is a form of academic dishonesty which occurs when anyone uses another person's
ideas or expressions without acknowledging the sourcedm which they came. Students are
responsible to use proper citations of all resources in work which they hand in for a grade.

A student whocuts and pastes material directly from an internet site and turns this material
in as his own work is engaging implagiarism. This work will not receive credit as the student's
work and will be returned to the student to re-do the assignment until it reflects his own work

and not the work of others.

R&DWA PARENT STUDENHANDBOOK 20172018



Teachers are responsible to confront students who engage in acadendiishonesty and give

appropriate disciplinary action. Any assignment that has been submitted as original work but

is proven otherwise will receive a grade of 0% on that assignment. Students who provide

answers for other students during atestorwhotae anot her student’ s ans\
will receive 0% on the test.
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Guidelines for Disciplinary Action

Disrespectful

Disruptive/Destructive

Dangerous Behavior

walls and trees
and entering off
limits areas
Playing ball inside
school

Dress code
violations

Use of computers
or iPads without
permission
Intimate
consensual
touching with
another student
Use ofe-device
without
permission
Gossiping, starting
rumors, or teasing
about romantic
relationships

Continual tardiness
Misbehavior on a field
trip

Physical fighting
Vandalism of school
property with drawings
or words

Inappropriate
conversation ( put
downs, swearing, sexual
innuendos)

Skipping class while in
the building
Misbehavior on the
school bus

Forging signatures
Encouraging other
students to engag@ in
disruptive, destructive,
or dangerous behavior
Inappropriate sexual
physical touch

Behavior Behavior (Level 3)

(Level 1) (Level 2)
Violation of Persistent breaking of Repeated, persistent breaking
classroom rules school rules of school rules
Backtalk toany Belligerent/insulting Leaving school without
adult attitude toward adults permission and without
Tardiness to class Cheating following proper procedures
Climbing on Lying Behavior that endangers or
fences, school Stealing seriously damages peple or

property

Fighting with intent to harm
using extreme physical violence
Bullying (see definition below)
Sexual aggression or
harassment toward another
student or staff member
Truancy

Smoking, drinking alcohol or
taking substances with the
intemgtett dvi ‘gh”
Possession of illegal drugs,
alcohol, cigarettes, or
pornographic materials
Possession of
weapons/firearms, explosive
materials

Accessing pornographic sites
on the Internet

Intentional breakage of school
property

Cyber-bullying
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Consequencesfor Each Level of Behavior

Disrespectful Disruptive/Destructive Dangerous Behavior
Behavior Behavior
Immediate remedial The department head Immediate intervention by the
action related to the and principal will be principal who will call the
offense; if offenses are alerted parents and set up a paret
repeated, the teacher Academic consequences|  conference time
alerts department will be put in place in the The principal will determine
head; parent contact case of cheating whether to give the student an
may be warranted The parents will be in-school or out of school
dependingon number informed and a possible suspension or recommend that
of offenses. conference will be the student be expelled
scheduled

For secondary students,
loss of lunch privileges
After-school detention
Retraction of field trip or
bus privileges
Assignment of janitorial
chores

Note: Elementary
students should not
lose all recess
privileges .
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Student Protection Policy Against Bullying

(Based on a template developed by Citizens Aigat Bullying Association of Northern Alberta)

The community and supporters ofR&DWA are committed to providing a compassionate,
receptive and nonthreatening atmosphere for each and every one of the students in which they

can learn and succeed. This isnaintegral outcome of the school communitis values as an
intentionally Christian community. Love and respect are foundations for our relationships with

God and ot hers. Theref ortegl eR&Mh c WA mail ntcyi nas
bullying of any sort is deemed unacceptable in our school community. If bullying does occur,
students should be assured of the fact that all incidents will be addressed quickly and fairly.

Definition of Bullying

Bullying can be generally defined as the use of aggréss, intimidation and/or cruelty with the

result of hurting another person verbally, physically or emotionally. Bullying carries the
ramification of causing pain and stress to the victim. Bullying is never justified and isot
excusable ass/ kitdsudbeingagking,” or any ot her 1

Specific types of bullying may include, but are not limited to the following:

Emotional: Being deliberately unkind, shunning, excluding, or tormenting.

Examples include:
forcing anot herowtt’'udefnta tgparme. “ | eft
passing notes that make fun of a victim
making threatening faces or gestures

Physical: Pushing, kicking, hitting, tripping, punching or using any other sort of violence
against a victim.
Examples include:

shoving a victim into lockers whle changing classes in the hallway

tripping a victim in the classroom

Racist/intolerant : Taunts, slurs, and/or physical thre;
beliefs, religion or ethnicity. Examples includemaking fun of where a student is frommaking

fun of the practices of a particular culture;ob el i ttl i ng a person’s pers
convictions.

Sexual: Initiating and/or executing unwanted physical contact, making sexually threatening
and/or abusive comments.
Example include:

1 grabbingavic i m” s body

T using derogatory | abels such as

sl ut
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Verbal: Namecalling, ridiculing, or using words to attack, threaten, or insult.
Examples include:

1 spreading rumors

T making fun of a student

S appear ance, mann:

Cyber: Misuse of lhe internet, mobile threats by text messaging and calls, or misuse of
associated technology (i.e. camera and video facilities).
Examples include:
1 talking in a derogatory manner about someone on Facebook or other social media
platforms
1 threatening to post an inappropriate picture

Warning Signs and Symptoms of Bullying

Not all victims of bullying will let on that they are suffering at school. Many feel that admitting

how bad things have gotten will increase their torment at the hands of the perpetratorstifiey

risk “telling,” are afraid no one wil/ believ
what is happening. Parents and faculty should openly encourage students to report incidents

of bullying that are observed or experienced firsthand.

Evenin the event that a child is not forthcoming about being bullied, there may be signs or

symptoms that suggest a problem. Adults should be aware of these symptoms and what they

signify and should investigate immediately.

A child may be a victim of bullyng if he or she does the following:
Il s noticeably frightened or evasive when a:
Suddenly loses appetite;
Begins bullying or showing unusual aggression with sibling, playmates, or other children;

Comes home unusually hungry (may indicatéunch money or lunch itself has been
stolen);

Repeatedly “l oses” lunch, money oOor possess]|
Has unexplained cuts, scrapes or bruises;

Comes home with clothes dirty or torn or with books/other possessions damaged;

Begins to perform poorly in schoolwork;

Repeatedly claims to feel ill before going to school;

Cries him/herself to sleep at night or suffers from chronic nightmares;

Threatens or actually attempts suicide or other forms of selfiarm;

Attempts to or actually runs away from home;

Begins stammering appearing nervous and/or afraid to look people in the eye;

Seems withdrawn, anxious or suddenly suffering from low seksteem;
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Begins to skip school or begs to change schools or not to have to go to school,
Demonstrates marked fear or unwillingness to g to school or take the bus;

Gives unlikely/unconvincing excuses for any of the above behaviors.

It should be noted that the above signs may indicate other problems, but bullying should
promptly be considered a possibility and looked into.

Proper Bullyin g Report/Response Procedures
1 All bullying incidents should be reported immediately to a staff member.

1 A staff member will record all reported bullying incidents and share them with the
department head who will then share them with thehead of school.

1 Parens of both victim and perpetrator may be informed and summoned to the school
for a meeting about the problem.

1 The bullying behavior or threats will be investigated quickly and fully, with both the
victim and perpetrator informed that the behavior must be $opped immediately.

1 The bully may meet with thedepartment head a designated staff member and (if he is
willing to cooperate)t h e v iparents tmunderstand the seriousness of his/her

actions (to include placing ptetikertheel ves i n
undesirable effects of the behavior), and to learn appropriate means of changing
behavior.

1 The bully may be asked to genuinely apologize to the victim and/or, if the victim
prefers, will sign a letter promising to avoid all future contact withthe victim.

1 There may be a range of discipline responses up to suspension for the perpetrator.

1 After the incident has been thoroughly investigated and dealt with, faculty and staff will
monitor both students-i ash¢ | @ di beldyisguweep ndt &ara t “
resume or reoccur.

Tools for Prevention and Education
The school will adopt any/all of the following tools to prevent and educate students about
bullying:

Writing, posting or otherwise making very visible a set of descriptive school rute
Making this policy available to all students, faculty, staff, and parents;
Asking students to sign and adhere to a behavior contract;

Engaging students in roleplaying, creative writing exercises and/or open discussions
about bullying; and

Emphasizing he importance of reporting incidents of bullying, both observed and
experienced, and including confidentiality as an option in making such reports.
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DRESS CODE

Please see the chart below for information about approved Roy &Dora Whitman Academy
uniform guidelines.

Items being supplied by the uniform vendor (except the skirt) can be ordered from the school.
Parents who wish to order items from the scho:
in the school office) and bring it or send it to the dwol office,info@whitmanacademy.orgby

May 30 in order for the items to be ready in August. Uniform items are generally available for

pick up the week before school starts.

The amount of the uniform purchasewill be added to the school bill.
Parents maypurchaseuniform items from the vendors of their choice except
the PEKit

the hoodie and

the sweater (jumper)

However, all polos will need to have a Whitman patch applied and be in the approved coloss.
Whitman patch will be available for purchase during orientation week.
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Dress Code for Regular School Days
For 2017/18 School Year

Description of Permitted Dress

Shirts z Polo and Collared Dress
Shirt

All students will wear either:

1.the Whitman-branded polo, OR

2. button up to the collar polo shirtsin navy, red, grey, black or
white with the Whitman patch

OR

3. any Whitmanbranded previously made shirts

OR

4. a solid white, grey, blue button up (to a folded collar) dress
shirt which must be buttoned up to a modest level at all times.
The button up shirt does not require a patch.

Il shirts can be long or short sleeved, but must have sleeves.

Trousers - approved style

-

N

N

1. Trousers- loose-fitting chino trousers inkhaki (beige) or
navy.
Should be in the following cuts:

1. Cargo

2. Boot cut

3. Straight leg

2. Shorts- to the knee length (minimum) loose fitting chino shorts
or cargo shorts in khaki peige) or navy .

NO denim jeans.
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Skirts

gds

For example see

http://www.sears.com/search=school%20u

niform

1. Skirts, skorts, jumpers/pinafores loose fitting, to the knee
length (minimum), in khaki (beige) or navy.

Elementary girls may wear a dress with a collar.

Tights and leggings must be in a solid color and be covered to
the knee by a skirt or shorts.

Winter Clothing

Whitman-branded sweater or hoodie

If the hoodie might be removed during the day, it should be worn
over a Whitman-branded top.

The PE shorts and sweat pants may only be worn on days on which students will be participating in PE

classes.

PE Kit

On PE days, studentsust wear

1.tennis shoes and socks

2.Whitman-branded PE shorts or plain gray sweat pants
3. Whitman-branded PE tshirt

and a Whitmanbranded hoodie as needed according to the
weather.

Footwear

Students maynot wear flip-flops, shoes with heels higher than 3
cm, or cleats/studded sport shoes for general school wear.

Sandals that fit snugly on the foot are permitted.

If rain boots are worn to sdool, students must have another pair
of footwear to wear indoors.

Field Trip, Spirit Day, and Service
Day Attire

Students may wear modest, nonwWhitman-branded clothing.
Shorts and skirts must be to the knee; shirts must have sleeves
and a modest necklie.

NO rips or holes in clothing.
On Spirit Days, students who are not participating, must wear the

school uniform. Students may not dress up as ghosts, witches,
demons, or scary, violent characters.
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Students must come to school in the approved sobl uniform. The school secretary will
contact the parents of students who arrive at school and are not dressed in the approved
school uniform. The parent will be asked to bring appropriate attire. If a parent cannot be
contacted, the department head wilsupply the student with an item from the school store and
the cost of the clothing item added to the family tuition invoice.

DROP OFF AND PICK UP

To ensure that children do not have to cross the street to get to the school building, drivers
should approach the school with the front passenger door facing the school side of the street.
This means that cars coming to the school on Medina Street should not turn up the second
street from the Zahran U turn, but go on to the third street before turning.

Drivers should:

1 Wait in an orderly line and have all children enter and exit the car on the school side.
1 When parking, park on the sidewalk area perpendicular to the wall in front of the
school.

1 For security reasonsNO ONE shouldbiter on the street before a after pick up from
school.

EMERGENCY PROCEDURMD DRILLS

The school has a publisheEmergency Response Management Plan that is provided to all

staff. The school is well aware that families’
response plars i n pl ace. The school’s overriding goa
safe until parents are able to retrieve their
plans are not intended to conflict we/tbe fami|l

Head of School and school Safety Officer, if you have any questions.

The school conducts safety drills regularly, with an average of one safety drill per month.
The following drills will be conducted throughout the year:

Fire Drills

A fire drill will be held monthly. Procedures to be followed will be posted in a prominent
place in all classrooms and offices. All adults in the building are expected to participate.
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During fire drills, students will be directed to move to their grade level areathe lower
playground using the fire evacuation routes posted and explained in the beginning of the
school year.

Safe Room Drills

Safe-room drills will be held throughout the school year. Safe roordrill s are to prepare for

a dangerous person on campus. Each classroom is given specific directions on this
procedure. All adults at school at the time are expected to participate. Visitors should
proceed to the designated safe room for the floor they are on during the time of the drill.

Safe Home Drills

In the event the school needs to be evacuated, each student is assigned to a safe home that is
located within a 510 minute walk from the school. There will be one safe home drill in each
semester. During the drill, students will assemble into an assignaxlor group; each student
receives a color sticker in the beginning of the year to place on his/her ID badge. Siblings will
be assigned to the same color group; younger students without an older sibling at the school
will be assigned an older secondary saho | “buddy.” At | east t hre
assigned to each color group; Each family will receive an email early in the school year with
their color group list, including the occupant name, number, and address of the safe home;
the names and numbers adll of the students and staff members assigned to that color group;
and a Google map location link of the safe home. The same home is either that of a Whitman
family or staff member.

Earthquake Drills

An earthquake drill will be once in each semester. rBcedures to be followed will be posted

in a prominent place in all classrooms and offices. All adults in the building are expected to
participate. During earthquake drills, all present on campus will be directed to drop, take

cover under a desk, and hangn to a table or chair leg. Alternatively, it is advised to drop and

cover one’'s head near an interior wall (stay .
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EXTRACURRICULAR ACTIVITIES

Selection Process for ExtraCurricular Activities

If a try-out is required for placementin the activity, students are required to tryout if they
wish to be considered for the activity.

Tryouts will be announced in advance.

Coaches, sponsors, and directors will use their discretion in considering students who are
temporarily not able to attend tryouts due to illness, injury, or unavoidable emergency

Coaches, sponsors, and directors have the authority to establish the criteria for selection as
well as deciding the number of students a team or club or group can appropriately
accommodate.

Eligibility for Extra -Curricular Activities

Grades, behavior, and attendance are considered in determining eligibility. The grades of
player, managers, and performers (grades-&2) ) involved in extra-curricular activities where
students represent R&DWA outide of classroom activities (i.e. interschool sports, drama) are
checked at progress report and term ends.

Students who participate in extracurricular activities and fail courses must meet with the
guidance counselor.

Students must maintain a positiveecord of behavior. Students referred to the department
head’ s office for major infractions of the Co:
which could vary from one game to the rest of the season

Students who misbehave during an extraurricular activity will receive consequences for
their misbehavior according to the R&DWA discipline policy.

A coach or director of an extrecurricular activity does not have the authority to remove a
student from the activity. If behavior persists or is 6a serious nature, the department head
will become involved in the case to determine appropriate disciplinary actions which could
include exclusion from the activity either temporarily or permanently.

In order to participate in an extra-curricular activity a student must be in attendance for at
least one half of the school day. This refers to games and any practices.
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Commitment to a Team, Club, or Cast

Sudents who accept a position or place in an extraurricular activity are making a
commitment to the school and to others involved. Students are expected to attend all practices,
performances, meetings, and games associated with the activity.

Students who fail to meet their obligations may be dismissed from the team, club, or cast.

Furthermore, failure to fulfill an obligation to a team or production (quitting the team or cast)
may result in being declared ineligible by the production director, athletic director or
department head for the following season or production.

Student Organizations and Giups

School groups, clubs, and organizations that meet on campus, are promoted on campus, or use

the school ' s

name mu st

recei

ve permission

activities. All groups, clubs, and organizations must meet basic scheabectations of:

f purposes

and acti

Vi

t i

e s

in | ine with

all monies raised or used will follow normal school accounting procedures

1
1 adult sponsors supervise official activities
1

membership or selection criteria for the group, cartgrganization is clearly written and

on record with the administration

The availability of extra-curricular activities varies from year to year, depending on parent
and teacher involvement. There are other activities organized by other schools and league

In 2017/2018, the following extra-curricular activities will be available to students; keep in
mind many activities Whitman students engage in are not organized by the school:

Activity Age Group When Offered

CrossCountry Track Grades 712 SeptemberMarch

Team(Dead to Red Race

Training)

Boys and Girls Soccer Grades7-12 September May

Drama Grades 712 SeptemberMarch

Basketball Grades 912 As determined by
(lower grades the Baptist School
possible)
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Band (woodwind, brass, Grades 612 SeptemberMay
percussion)

Choir Grades 112 September- May
Violin ensemble Grades 18 SeptemberMay

Other activities are available in the greater expat communityGirl Scouts, Boy Scouts or
Amman Little League. Parents should contact the school office for mardormation.

Normally, studentsmay not participate in any schoolsponsored activity if they are not in
school on the day of the activity. It is assumed that a student who is too ill or too tired to

attend a scheduled school day is not fit enough to pactpate in the after school activity.

Generally, home schooling students may participate in these activities. Please talk to the
respective department head for more information.

FINANCIAL POLICIES

Tuition

Each year the administration will publish a talle showing anticipated tuition rates for the

current year and two succeeding years. The exact tuition rate for the coming year will be
communicated to families in April. A student is not considered enrolled at Whitman Academy
until a tuition contract has been signed. All paritime students are required to pay a 50 J.D.
Capital Assessment Fee for the academic year

Registration Fee

A non-refundable registration fee of 300 JOD for each student shall be paid to the cashier by

March 1st, in ordertoreserveas t udent ’
the registration fee when enrolling, if after March 1st. A student will not be considered enrolled

S

pl ace

for t he

next

until the liability for the payment of the fee is accepted as stated in the enroliment corztct.

Capital Assessment Fee

A Capital Assessment fee for eachew full time student of 1,000JOD shall be paid to the cashier
in two terms. The first term as part of the % tuition payment and the second term as part of the
3rd tuition payment. This will be credited before money paid is credited toward tuition.

Returning students pay an annual capital assessment fee of 50 JOD.
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Tuition Payments and Fes

Tuition will be published as one standard feeTuition may be paid to the school by cash in JOD

or by personal check in USD or JOD. The school also accepts credit cards in any currency. The
cashier will receive all payments. For cash payments and credit card payments the cashier will

give a receipt instantly and for payments by check the receipt will be witen after the money is
received in the school’'s bank account. Busine.
announced. The cashier will send home a notice to each family when a major tuition payment is

due, unless a family is paying according to a monthhasis arrangement.

1)  The first payment, equaling onethird of the full tuition, is required and due between
September ¥t and September 1@ of the current school year.

2)  The second payment, equaling on#hird of the full tuition, is required and due
between December *and December 1@ of the current school year.

3) The third (and final) payment, equaling onethird of the full tuition, is required
and due between February & and February 10" of the current schoolyear.
Special payment arrangements may bmade with the admnistration if needed

Extra-curricular activities such as soccer, crossountry, and violin have fees to cover the
costs of event registration, equipmentand instructor time.

All full time employeesare offered a benefit of free tuition to their oldest child, 50% tuition
for the second child, 5% off for the third child, and 10% off for the fourth and additional
children. This policy applies only to tuition, not to other school fees such as registration
and the capital assessment fee.

Elective courses should charge fees to cover costs of materials. Teachers will publish the

fee list.

Late Payments

In the event a family is unable to pay on time, it is the parents' responsibility to notify the
financial manager in advance giving a @sonable explanation for the delay and stating when the
payment can be made. If such notice is made, the payment will not be subject to a late fee.

Late payments will be handled in the following manner:

9 Parents who pay in thirds will be given a terday grace period in which to make tuition
payments. Should payments be received after the grace period, a 15 JOD late fee will be
charged.

1 Monthly payments are due on the day agreed upon in the payment contract, unless that
day falls on a weekend or holidayLate monthly payments are subject to the late fee
without benefit of a grace period.
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Settlement of Payment Agreements

A student who begins attending a school quarter will be charged the amount of tuition for that
entire quarter. Theonly exception to this rule is in the case of a student who enrolls during the
final ten days of the quarter. A student who enrolls during the final ten days of any quarter will
not be charged for that quarter.

Final exam grades, report cards, transcripts, and cumulative reas will not be released unless
the family's account is current, and all checks have cleared the school's account.
Students may not reenroll until the past year's balance is paid.

Refunds

The 300 JOD registration fee is nerefundable.

If, by the regstration deadline, a returning family is unsure about their plans to stay in the
country, they may request a delay of registration payment up to but not exceeding 4 weeks.
The financial manager will direct the registrar to hold the places of those studest If the

family is unable to decide by the end of the 4 week extension, the financial manager will inform
the family and the registrar that they will forfeit their places.

If after a family has paid registration, they change their plans to remain in theountry, the
family may receive a full refund if they inform the financial manager within 3 weeks of the
registration deadline.

Tuition payments made for the first and/or second semester(s) will be refunded for semesters
not attended. A refund will not begiven for a tuition payment for any quarter that the student
attends in full or in part.

Tuition Assistance

A limited amount of scholarship assistance is available to families on the basis of demonstrated
need. Families who desire financiassistance nust do the following:

Obtain a Financial Aid Application from the school office and submit it to thieinancial

Manager. The school board will review the application and decide if the family qualifies for
financial aid. Scholarships, amounting to no morehtan 50% of the published tuition will be
available for qualifying students.

R&DWAwill make every effort to provide assistance to families. However, funds available for
financial aid are limited by the yearly budget. In determining financial aid, the ool board

will give preference to families whose children have been enrolled in the school for longer
periods of time and families who are evangelical workers.
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Books and Materials

The school provides textbooksworkbooks, and the yearbookas part of thetuition
expense.

The school provides school supplies for elementary students.

It is expected that all nonconsumable textbooks will be returned in good condition
at the end of the year. The student must pay for any book lost or damaged beyond
normal wear.

Elective courses have fees to cover costs of materials. Teachers will publish the fee
list.

Part—time Student Fees

Part- time students are students who are not officially enrolled fultime in a school quarter.
They plan to attendR&DWAfor between ore and three classes in any given quartePart-time
students must meet allR&DWAadmission requirements as stated in th&chool Board Policy
Manualand the Parent/Student Handbook

If a student meets theR&DWAadmission requirements, s/he will be admittedto a specific
class only when space is available.

Since parttime students are not covered under the Student Liability Insurance Policy for full
time students, the family of a parttime student must sign a liability waiver before the student
begins atterding any class.

Rates for Parttime Students

All part-time students are required to pay a 50 J.D. Capital Assessment Fee for the academic
year.

Students inElementary

The following fee schedule will apply:
1 Core Subjects (Language Arts, Math, Science,i8lo8tudies )—100 J.D. per quarter per
subject
Art —20 J.D. per quarter
Computer—15 J.D. per quarter
Music—15 J.D. per quarter
PE—-40 J.D. per quarter
Library —15 J.D. per quarter

= =4 =4 -8 9

A child who participates in an occasional field trip or speciallass activity will be charged only
the normal field trip cost or the materials fee for that activity.
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Students inSecondary

Normally, a full-time student at R&DWAtakes an average of five credits per year. Fees for part
time students will be prorated by dviding the total of the registration fee plus the fulltime
tuition rate by 5 to determine the fee per credit hour.

An additional fee of 50 J.D. per coueswill be charged for fine arts andcience classes due to
the extra materials and/or transportation expenses for these courses.

Additional fees will be charged for materials used in Practical Arts Electives such as
woodworking, cooking, etc. The fee will vary by course.

Library UseFees for nonWhitman Students

The R&DNA library is available to famlies whose children do not attend R&IVA. The
following guidelines will be used for those applying for this privilege:

A written agreement between the librarian and the family that defines the guidelines and the
appropriate times for use of the library;

The student must attend an sientation for the user by the librarian about the library's rules
and usage.

GENERAL INFORMATION

Parent Action Council

The Parent Action Council, or PAC, exists to come alongside the school administration to

support and strenghen the services provided by the school through program initiatives,
teacher support services, and fundraising eve
teachers during Teacher Appreciation Week that occurs each spring. If you would like to get

involved with the PAC, please contact the current PAC chair, Carrie Cole.

Birthday Parties

In the interest of fairness, birthday parties are not to be held at school. If a child wishes to
bring a treat to school to share with his/her class, it may be giveout at a lunch/break time.
This should be arranged in advance with the classroom teacher. Party invitations should not
be distributed at school unless the entire class is being invited. In that case, parents should
give the invitations to the teacher to dstribute at the end of the school day.
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ID Cards

All students and parents coming onto the school campus must show a picture ID card to the

school security guard, and enter through the security booth. These cards are made the week
prior to the start of school. If a student does not have his/her ID card when entering school in
the morning, he/she needs to wait in the security booth until the respective department head
comes to pick up the student.

If an ID card is lost, additional cards can be purchased farJD each.

Photocopying

Sudents are permitted to request black and white copies for academic purposes without a
charge for 10 pages or fewer. Students are not to use the copy machine. They must pay for
any personal copies, color copies and copies madElecture notes taken by another student.
Parents may use the copy machine for personal copies. The cost per page is 50 fils (0.05 J.D.)
payable to the school secretary.

Spirit Day

Once a month, students are encouraged to show their school spirit by dresg according to
a theme set by the Student Council. These days will be announced ahead of time irFtdeon
Flyerand on the website.

Theft

Sudents are reminded not to leave anything of value in classrooms, lockers or study areas. The
school will not assume responsibility for any valuables lost or stolen. To discourage theft, all
personal items should be clearly labeled with the child name.

HEALTH AND SAFETY

Health and Safety Policy

R&DWA desires to promote the health, safety, and general welfad each student attending
and every adult employed or volunteering at the school. The school nurse oversees the school
health program to make this happen in a systematic and consistent way.
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Health Policy ®als

assess and monitor the health status of altsdents.

provide systems for identification of and solutions to students' health needs (where
appropriate and feasible).

implement procedures for dealing with illness and injury on the school campus.
increase awareness of good health practices.

facilitate appropriate health education at each age level.

ensure a healthy and safe school environment.

liaise with the Jordanian health care community as appropriate.
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Child Safety and Protection

Roy and Dora Whitman Academy is a member of the Child Safety and Raiton Network, a
worldwide organization committed to the protection of children and those they work with
throughout the world. The school is committed to protecting all of our students; student and
staff safety is our number one priority. To this end, wewill have published and made
available to the Whitman community our Child Safety and Protection Policies; ensure that
staff receive child safety and protection training; and that they sign a Code of Conduct which
incorporates child safety measures and praadures for investigating child safety reports.
(See Child Safety and Protection Policies.)

Student Health Information Requirements

Each family is required to complete and submit health forms that become part of the health file
of each student. These formhielp the nursing staff in meeting student health needs. New
students must have all forms in their file by the end of the first quarter, or they will not be
allowed to begin the second quarter. Returning students must have all forms in their file.

Emergency Cards

To enable the staff to immediately get in touch with parents if a child becomes ill at school
or has an accident or injury, each year parents must fill out a pink emergency card for their
children. This card will be filed in the main office ad will be taken along on any school
sponsored field trip. The cards should be turned in to the school office by the end of the first
week of school.

STUDENT MEDICAL EXAMATION RECORD
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Children entering R&DWA for the first time will need to submit a recordo the school office
of a medical examination done by a physician within the last year. Returning students do
not need a new examination.

STUDENT MEDICAL HISORY

The school should have a medical history form on file for every student. This helps gwhool
tobeawareofpree x i sti ng health conditions of a stude
performance or need special care or followup.

EMERGENCY MEDICALANNUAL FIELD TRIP REEASE FORM

This form is renewed annually and gives permission fotreatment that may need to occur
when students are offcampus.

PERMISSION TO TREAHORM

This form is renewed annually and gives permission for treatment that may need to occur
during the school day when the student is on the school campus.

Immunization Policy

To ensure thatR&DWAstudents are adequately protected against communicable diseases,

each student at Whitman Academy must have on filecmampleted Student Immunization

Record form which provides proof that the studert has been adequatelynmunized. The
school follows the “Recommended | mmunizati on
Health and Human Services Centers for Disease Control and Prevention
(http://www.cdc.gov/vaccines/pubs/acip -list.htm), but will allow for some variance in the age

of compliance depending on the students' country of origin. (See Required and Recommended
Immunization Charts below.)

In the event that there is an outbreak of aaccinepreventable disease for which a parent
cannot provide proof of immunity for a child, the child will not be allowed to attend school
until the risk period ends. This might involve several weeks of absence.

All records must be fully translated into E nglish before submission to the School Nurse.

Since tuberculosis is endemic in the Middle East, proof of a negative Mantoux Skin Test (5 TU
of PPD) must be presented for each new student entering R&DWA. This must have been
administered within three years of the date of the child's entry to the school. Parents should
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inform the school if their child received theBCGvaccine against tuberculosis if the test result is
positive.

The following immunizations arerequired for every student attending R&DWA:

Diphtheria, Tetanus, Acellular Pertussis 1 4 doses- One of these dosemust have
1 DTaP- Given only to children under age 7. occurred after the age of 4 years.

1 Children aged 1112 should show that they
1 Tdap/Td - Given to children over age 7. have received a boster shot of Tdap to renew
their immunity to pertussis (whopping cough).
1 Note: A Td BOOSTER dose must have been gi
within the last ten years.

Polio (IPV or OPV) 3 doses- Oneof these dosegnust have occurred
Note: The oral polio vaccineay not be after the age of 4 years.
availablein the United States.

Measles, Mumps, Rubella (MMR) Generally, 2 doses after the age of 12 months.
Note: Some countries require measles at 9
months, followed by the MMR after 15 months

Varicella (Vaccination agai nst chickenpox) 2 dose series
Note: Previous illness may be documented wi § It is recommended that children receive the

a written statement from a doctor, school first dose at 1215 months and then a booster
nurse, or the parent to verify when the child dose at 46 years.

had the disease. This written statement willb §  Older children with a history of only 1 dose
acceptable in place of any and all doses should receive a booster dose.

required.
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The following immunizations arehighly recommendedfor every Whitman student:

Hib (Haemophilus Influenzae Type b) 3 dose series or one dose after the age of 15
Note: Hib is NOT routinely given to children  months.
age 5 and older.

Hepatitis A 2 or 3 dose series

Hepatitis B 3 dose series- Can be started aany age but is

routinely given beginning at birth.

Influenza (TIV) Given annually age 6 months through 18 years.
Note: Firsttime vaccinees under the age of 9
will need 2 doses spaced a month apart.

Meningococcal Vaccine (MCV4) 1 Should receive at agd1-12 if they have not

received previously.
1 A booster dose should be given at age 118
years.

Health Concerns

If parents have any health concerns regarding their child, they can set up an appointment with
the school nurse. She will help them find the agopriate health care services they need in the
local community. Parents should keep the school nurse informed concerning any changes to
their child’ s health status.

Prescription Drugs & Overthe-Counter Medications at School

The school will honor a paret's WRITTEN request for necessary medicine to be given to their
child during the school day. This request should indicate:

A the name of the medication.

A the amount to be given.

A the time to be taken.

A the duration of the request for administration.
A the reasm for its administration.

A whether the medication is to be administered by school personnel or self
administered.
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The medication must be properly labeled with the child's name, the dose, and the time of day
to be given. All medications must be broughtto he nurse’ s of fice to
appropriate time unless parents have given alternate written instructions.

The school nurse will stock Acetaminophen and Ibuprofen. Students in gradesl@ may

request this from the nurse or designated school pemnel for headache, pain, or menstrual
cramps ONLY if the parent has sent a note to the office authorizing that it be dispensed to their
student. NO ASPIRIN WILL BE DISPENSED.

Accident and Health Reporting

All accidents or student health complaints that ocur during school hours will be recorded in
the nurse’s |l og. Serious health concerns or
and registered in the school’

First Aid

The school will endeavor to have at least twotaff members of R&DWA trained in CPR and first
aid with current updating. In case of a serious accident or medical emergency, designated
school personnel will administer any necessary first aid.

Every possible effort will be made to contact the parents tbnd out their wishes for treatment
after an accident. If a parent cannot be contacted, the school assumes the right to call a doctor
to administer emergency treatment required. (Se&mergency Medical & Annual Field Trip
Release Form).

The school will @arry full accident insurance for each student. It is the responsibility of the
Jordanian Business Coordinator to renew the policy and keep the list of students updated on a
regular basis.

Procedures for Injury/Accident

When any accident occurs in which ahild gets hurt at school, on a field trip, during recess,
during an extra-curricular, or at a schoolsponsored sporting activity, specific procedures will
be taken to minimize injury to the student where possible. The school nurse can be contacted
with any questions about these procedures.

For Accidents Occurring on School Grounds
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The school will contact the student’s parents
transport to the hospital. In this case, two staff members will transport the stueht to the

hospital. The nurse will also complete an Incident Report Form.

If the incident was a result of physical harm caused by another student, the appropriate
department head ensures that the incident 1is
(Renweb) and followrup disciplinary action is taken.

For Accidents Occurring O#Campus or After School

On a field trip, extracurricular activity after school, or R&DWAsponsored sports activity, the

adult in charge of the activity evaluates the extent dahe injury. If there is any suspicion of a
possible broken bone or torn ligament, the nurse or supervising adult will telephone the
student’s family and then arrange frayrThesec hool
should be two staff members taveling with the student to the hospital. The supervising adult

will contact the school nurse the next school day and the nurse will complete an Incident

Report Form.

The Sick Child

Parents may not send a child to school when he/she is ill. Some sympterthat indicate a child
should stay at home include the following:

1 Nausea and vomiting

Frequent loose stools

A temperature of over 100 degrees Fahrenheit/38 degrees Centigrade
A skin rash that is spreading

A sore throat, runny nose, severe cough, frequenbugh, croup

Pain in the chest, abdomen, easer joints

A stiff back and neck

Convulsions: spells when a child gets stiff & twitches
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A child should not be sent to school until he has been free of the above symptoms for a period
of 24 hours. If the schobnurse assesses that a child who has arrived at school should not be
there, the parents will be called to come and pick up their child.

(For guidelines regarding reporting a child's absence from school due to illness and-eatry
following illness, seeAttendance Policies .)

Several health conditions that can easily be spread from one child to another in the school
setting include:

1 Conjunctivitis (Pink Eye)
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Pedicuosis (Head Lice)
Impetigo

Ringworm

Scabies

= =4 4 A

A student with one of these conditions will needo be excluded from school until treatment
has begun or until a doctor approves readmission. Written guidelines for the treatment

required and for the readmission to classes will be provided to the family by the school
nurse.

Procedure for Sending Sick i@gldren Home during the School Day

If a child feels ill during the school day:

1. The student should inform the teacher that s/he is not feeling well. He/she should not call

his/her parent directly.
2. The student will be sent ntlidhestident hasurenmiredm o f f i
the nurse’s office ftenusmevalmtestheahidastoilltdrour ar
remain in school, the nurse will call the parentand inform the school secretary.
The child shoul d r e mdilithe parentartivese nur se’ s of f i c
4. The parent should come to the office to inform the office when they are taking their

children. The nurse should either accompany the child through security or send a signed

pass for the student to present to the security guard.

w

In no instance should children ever call the parents directly to come pick them up.

Notification of Health Incidents

Sudents are instructed to tell parents of ALL incidents, whether minor or serious. Unless the
parent(s)/guardian(s) requests s/he be notfied of all health incidents involving their child, the
school will only notify parents of major incidents.

Parents will be called when:

1 The nurse feels that immediate medication evaluation of an injury is needed.

1 A student needs to be in sick bay fanore than one hour and is unable to return to class
1 Any sign of contagious disease is ascertained

1 Students have been exposed to a contagious disease other than colds or flu
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Minor Incidents

Major Incidents

Headaches (less than once per
week)
Minor bump to the head

Minor cut or scrape or bruise

Minor colds/allergies/sinus

Minor counseling or instruction
visit

Regular medication visits

Regular procedure visits

Minor recess or PE injury that can
be treated by simple first aid
measures

Minor foreign bodies

Headaches (nore than once per week)

Any incident involving a fall onto a limb or
the head

Large cut or scrape or bruise or any signs
of probable infections

Difficulties with breathing

Major counseling or instruction visits

Abnormal medication visits

Abnormal procedure visits

Head or limb injury at recess or PE which
needs further observation and/or
treatment

Major foreign body

Any minor incident not resolved in
expected amount of time

Emergency Contacts to 911 (ambulance)

Unless otherwise statedby the parents, an ambulance will be called when there is:

1. acute respiratory distress
2. severe bleeding
3. shock / anaphylactic reaction

4. cardiac distress

5. serious, extensive burns
6. poisoning

Cleanliness

7. unconsciousness

8. seizures lasting longer than 5 minutes

9. severe injury involving large bones of leg or
pelvic area

10. severe head, neck or back trauma/paralysis
11. psychiatric emergency

To keep the transmission of communicable diseases from child to child to a minimum, the
R&DWA gaff will make every effort to maintain cleanliness in the school environment.

Children should come to school with exemplary personal hygiene, hands and face washed,
fingernails clipped and clean, hair clean and combed, and teeth clean.

Teachers will instruct children in proper procedures for preventing coughs and colds,
particularly on how to wash hands. Frequent hangvashing will be encouraged. Students
should also be instructed to minimize the touching of faces.

R&DWA PARENT STUDENHANDBOOK 20172018



Safety Precautions for Staff, Studes, and Volunteers

All staff, students, and volunteers are required to observe all safety precautions when using
any materials or equipment. This includes, but is not limited to, science lab equipment,
woodworking or metal shop equipment, power tools, or Kchen and cleaning equipment.
Proper eye protection and lab coats must be worn during lab activities when handling
potentially hazardous material, and safety guards must be installed and used on any
equipment where required.

Lunch

Adequate, healthy nourshment and hydration are a must for students to function at their
peak mental and physical capabilities. Parents should provide their children with an ample,
nutritious, low sugar supply of food to be consumed during the mignorning and lunch
breaks.

Students should bring their own dishes and eating utensils. No refrigeration is available.
There are microwaves for use by all students.

Clean, filtered water is available from water coolers throughout the building. Students
should have a small bottle with heir name on it for them to fill and use throughout the day.
Students are strongly discouraged from sharing water bottle, in order to prevent the spread
of germs.

Physical Education

If a student is injured or ill and cannot participate in P.E. activitieshe must present a signed,
dated note from a parent to the P.E. teacher. The note needs to state the reason for the-non
participation and the exact dates involved. Students without a signed note from a parent are
expected to participate in all P.E. actities.

Recess

If a child is well enough to come to school, he is well enough to participate in the daily
program. Fresh air and a chance to ruoff excess enthusiasm are a must for students.

Therefore, during the scheduled recess time for each class, stlidents will be going outside.
No one will be allowed to remain in the classroom or wander around the school. Exceptions
are made in certain cases where the family physician requests that a child be excused from
outdoor activity.

If, on any given day, peents wish for their child to stay inside due to recent recovery from
illness or special circumstances (not because the child doesn't like to play outside), the
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parents should send a note of explanation to the classroom teacher. Children should be
dressed appropriately for recess, especially during winter. Parents should send boots or
indoor slippers during the rainy months. A child can be very uncomfortable in the classroom
having to spend the day in wet or damp shoes.

LIBRARY POLICIES

Library Mission
The library exists to:
a) support the school curriculum

b) help develop students of character who possess a Biblical worldview, are effective users
of ideas and information, are competent and enthusiastic readers, independent learners,
and positive contributors to an interdependent world.

Services provided by the Library

While the library desires to provide wide range of services comparable to any modern, well
equipped library, current space and staffing limit what services are available:

1 Access to books and tier resources for students, faculty and administration

1 Maintenance of a library portal via OPALS, providing access to selected electronic
resources

Reference assistance and instruction

Book selection assistance

Circulation of materials

Library instruction

Internet access-limited by the numbers of computers available
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Library Programs

Sudents are given orientation to the library through a variety of venues including full class
instruction during library classes for elementary students or as requested byecondary
teachers to integrate into particular areas of study, as well as assistance to individuals as
requested. Orientation covers general library uses, information literacy and research skills,
and use of specific library tools and resources.
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Borrowing

Sudents may borrow up to three items at a time.

Fees and fines

For lost books, the parents are charged the replacement cost of the book plus a 2 JD fine.
The library uses Book Depository prices for replacement costs.
If the book is no longer in print the following prices will be charged:

1 Paperback book-10 JD + 2 JD fine
1 Hardback book—-17 JD + 2 JD fine

The library staff reserves the right to use the replacement fee to purchase an equivalent book

that meets current library needs. Fees for damageat lost books are automatically added to

the student’s account with the finance office
held until all library fees and fines have been settled.

Challenges to Library Materials (Censorship)

Sudents and feculty of R&DWA live in an informatiororiented society. Students will be
exposed to diverse views and approaches to subjects and need to be competent in obtaining,
evaluating, and using information to arrive at ethical, responsible, godly decisions.

Seledion of appropriate learning resources is the responsibility of the professional staff of
the library, with input from administration, teachers and other members of the R&DWA
community. The staff will be attuned to values, cultural diversity, and sensilties of the
community they serve and will actively seek materials that reflect the diversity found within
the school community.

When inclusion of a resource in the collection is questioned, staff will ensure that effective
processes are followed so thatancerns can be expressed appropriately and addressed in an
expeditious manner. Whenever possible, concerns should be addressed and resolved on an
individual basis in the library. Parents are the ultimate authority on what their children read
orview,andt he | i brary wi | al ways respect parents’

LOCKERS

Lockers are loaned to students for use during the school year and remain the property of
Whitman Academy. The use of school lockers is a privilege and not a right. The following
guidelines are b be obeyed for students to continue using the lockers during the school year:
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1 Only s2condary students will be assigned a locker. A combination lock is strongly
suggested and must be provided by the student. The combination will be kept on file
in the office should the student forget.

1 Each student assigned a locker must responsibly care for his/her own property.

1 Students not taking proper care of their locker will be denied the privilege of having
a locker.

1 Lockers are to be kept in a neat and orderly coritibn at all times.

1 All student belongings must be in a locker and not stacked on top of or in front of
the locker.

1 The posting of sensual and inappropriate photographs, cartoons, logos, slogans, or
images on the inside or the outside of the locker is ng@ermitted.

1 R&D Whitman Academy does not assume responsibility for textbooks or personal
property placed in lockers. To prevent theft, students are encouraged to keep their
locker closed and locked at all times and not leave valuables inside.

1 Students arefinancially responsible for any damage done to their lockers.

Tampering with the lockers of other students will result in disciplinary action.

1 School administration reserves the right to access lockers when given probable
cause. An appropriate witness wilaccompany theadministrator .
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LOST AND FOUND

We encourage parents and students to clearly label all personal items including backpacks,
lunch boxes, water bottles, school supplies, notebooks, calculators, electronic devices, phone,
clothing etc. so thatitems can easily be reclaimed.

Items found during the course of the school day are dealt with according to the age of the child.

1 Items belonging to elementary students are turned into the main office and can be
claimed from the secretary.

1 Items belongingto secondary students are turned in to the designated box in the
secondary teacher workroom inroom 501. Students are expected to check this box
frequently to reclaim their items.

1 Atthe end of the year, all unclaimed items will be put out on tables fparents and
students toclaim their items. If any items remain at the end of thgear, they will be
donated to charity.

PARENTVOLUNTEERS

R&DWApartners with parents to provide the best educational environment for each child. In
the community of Whitmanfamilies, there are many resources which can enrich the total
educational program. It is a goal that every R&D WA family volunteer in some way during the
school year to enable the school to offer a quality program with many options without having
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to raisethe level of tuition in order to hire service providers. Each year, parents volunteer to
help as classroom moms/dads, classroom project assistants, and field tapaperones

The secondary students have elective periods where they have the opportunity fearn new
skills. Parent volunteers have given classes in a specific craft, cooking, electronics, music,
woodworking, etc. Parents share their skills with the students, allowing the students to
develop interests in many areas. Parents can contact the pripal or department head if they
are interested in offering electives classes.

R&DWA TRADITIONS

Fall Festival

Every year, at the end of the first quarter, students and staff celebrate with a schewlde
party called Fall Festival put on by the student cournic Parents and younger siblings are
invited to attend this celebration.

For this event students and staff dress up in costumes, play games and enjoy some fun
snacks before heading home for the weekend. In keeping with the spirit of fun, and in
deferenceto the younger elementary studentsstudents may not dress up as ghosts, witches,
demons, or scary, violent characteEach family contributes a bag of small candies that are
used as prizes.

After a parade of costumes at the end of the lunch hour, aetentary students head off to
game stations run by secondary student council members. Secondary students are divided
up into groups and move from room to room to play different team games.

Student council awards prizes for best costume in different categas.

The last event of the day is the class party. Elementary room parents organize food for the
elementary classrooms. Secondary students bring in food for a phitck style snack buffet.

Greening of the School (Decorating the School for Christmas)

The fourth Thursday of November before the American holiday of Thanksgiving is an
abbreviated day. Each class decorates their classroom for Christmas with decorations the
school supplies. Students are encouraged to decorate with a theme in mind. Student
Courxil awards prizes to classrooms in different categories.

Spirit Days

Approximately once a month, students are encouraged to show their school spirit by dressing
according to a theme set by the Student Council. These days will be announced ahead of time
in the Falcon Flyer
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R&DWA Dead2Red Cross Country Running Team

Sudents can opt to join the R&DWA cross country running team at the beginning of the year.
Students may compete with other schools depending on the opportunities available. The main
focus ofthe team is to train to compete in the annual Dead2Red race held in March. Students
practice twice a week in the mornings before school and in one 2 hour practice on the
weekend. Students must have written permission and waivers signed by the parents to
participate on the team.

Students can earn a ¥z PE credit for participating on the team.

The race begins on a Thursday afternoon in March. Teams of 10 runners travel to the Dead Sea
with their support vehicles to start the race in the afternoon. The mners run relay style all
through the night. They usually arrive in Agaba sometime Friday morning. After the race, the
runners go to their hotels to clean up and rest. There is a gala banquet Friday evening for the
runners. Family members can purchase tiets for the banquet, but it is expensive

(40JD/person). Parents interested must inform the coach in February. Drivers have to pay for
the banquet and the hotel.

It is the responsibility of the head coach to communicate with parents about race detailsGio
arrange for hotel accommodations, collect money for fees and other expenses, find support
vehicles and drivers, and distribute/collect permission forms to students.

Parents and friends usually like to be at the starting line then head to Agaba Thuesdnight
and get up early Friday morning to cheer the runners on as they come into town. Families of
runners can usually get in on the hotel deals proffered to race participants.

R&DWA encourages students, who are willing, to use the opportunity to raiseoney toward
the new campus development project. Students can do this by garnering pledges of money.

Teams are allowed to design their own team shirts. The design must have the R&DWA logo in
a prominent position and not have any images or words that viate the R&DWA values.

The school does not sponsor students who are on other, n@thool related teams.

Students may have an excused absence on the day the race starts. The school usually organizes
a short pep rally for the students to send them off befe the race.

LHOOLCLOSURE

In the event R&D WA has to close its doors for any reason, the following protocols will be
followed:

A. Closure with no warning
Days 1 & 2- school closure with no school work sent home.
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Day 3—the head ofschool will evaluate the situation and consult with the elementary and
secondary department heads. If the closure appears as if it will be longer than 2 days, the
following procedures will be implemented:

The head of school, vice head of school, and department heads wifbim teachers and
parents via phone chain of the plan to continue with schooling from remote locations.

When families are notified, their access to internet will be assessed.

If Internet service is available , teachers willpost activities on the morning ofthe third day

for students to keep up with their learningfor the core subjects (math, language arts, science,
social studies, and Bible) and any class for high school credit. Teacherdl then post
assignments on Edmodmr send by email;lesson planswill be postedon RenWeb.

If Internet service is not available , school will remain closed. School days will be made up
during the year, orif necessarythe school year will be extended by the number of days needed
to make up the lost time.

B. Closurewith warning for a projected short period of time (more than 3 days z 1 month)
1. Students will be asked to take their books home with them.

2. If Internet service is available , teachers will be given 12 days to complete
their lesson plans for the core subjets (math, language arts, science, social studies, and
Bible) and any class for high school credit. Teachers will then post assignments on
Edmodo and lesson plans on RenWeb.

3. If Internet service is not available , school will remain closed. School daysill
be made up during the year, oif necessarythe school year will be extended by the
number of days necessary to make up the lost time.

4. Every attempt will be made to complete the semester.

Special Considerations for 1% and 12 Graders

Specialdetailed handbooks are given to the junior (11th grade) and senior (¥2grade) classes
at the beginning of the academic year. The points below are a summary of the ideas contained
in the handbooks:

External ExamsPSAT/SAT/ACT

Typically students take theAmerican College Board exams in the spring of their junior year.
Tests may also be taken in the fall and spring of senior year. R&DWA is an official testing site
for SAT and AP exams. The ACT must be taken at another testing site in the community. The
office has information on when and where these exams are offered.
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University Applications

These are the responsibility of each senior to research, fill out, and submit. Early admission
applications are usually due in November, with regular deadlines beg in January. However,
each student should doublecheck these deadlines with the university(ies) to which they are

applying.

Hot Lunch Program

The R&DWA hot lunch program is a platform for developing opportunities in servant
leadership. Traditionally, starting after Spring Break, the junior class begins running the
weekly school hot lunch program and runs it through March of their senior year when they
turn it over to the upcoming junior class. Students are completely in charge of this program,
but parents are welcome to help out and give advice. Students are expected to plan menus,
take orders, cook and distribute the food to the R&DWA students and staff at the proper
break times, and order suppliesStudents may be excused from study halls and homenos

on the day of the hot lunch.Proceeds from the lunch program go toward covering the
expenses of the senior trip.

By January of their senior yearQqvermh?e pleanotrsc t
junior class. There is a hot lunch binder whiclkontains all the needed information regarding
hot lunch. This should be kept in the rooftop kitchen and handed over the juniors in the spring.

Junior/Senior Banquet (JSB)

Each spring, usually starting after spring break, the junior class, with the helgd their

parents, organizes a formal banquet to honor the senior class. The juniors rent a hall,
organize a catered dinner, and prepare entertainment that includes a DJ and dancing. Only
juniors and seniors and their invited guests are permitted to attend As for all R&DWA
events, a representative from the administration will act as a chaperone along with a
minimum of 2 other couples from the community. Tickets usually cost between 25 and 30
JD/person. The dress code enforced for Whitman students also@j@s to guests.

Senior Year Privileges

Each senior class may create a proposal asking for senior privileges. This proposal must be
presented in writing to the secondary department head who will then decide if these
privileges can be granted. The departnt@ head will take into consideration how the
privileges will affect the entire school and the feasibility of enforcing the privileges.
Privileges must not violate school rules. If seniors are repeatedly caught in compromising
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situations or in situations which violate school rules, privileges will be revoked.

Senior Final Exams

Seniors take their finals two weeks before the rest of the high school. See the current school
year calendar for exact exam dates.

Juniors and seniors who elect to take advanced gdement (AP) courses will have their
external exams the first two weeks of May.

Senior Exemption from Final Exams

Seniors who have above 90% in a class are exempt from end of the year final exams. Seniors
who have grades of 89% or below will still be rquired to take the finals. For classes in which
the final exam is a cumulative project or paper, no exemptions will be made. Students attend
regular classes up until the day of the final exam, and should participate in any classroom
review that occurs.

Senior Trip

At the end of the school year, after senior finals and before graduation, the senior class goes
on a short trip. The trip serves as a time for bonding and saying farewells and is a key
component in a healthy TCK leawaking experience. The tp is chaperoned by parents of
the senior class. Ideally, the trip location and chaperones should be chosen by February. The
senior class is responsible for completely covering the chaperonesosts unless the
chaperones agree to pay for their own expenseshe trip is funded by the income generating
activities the senior class puts on that begin in the third quarter of their junior year including
hot lunch, garage sales, dances, and other fund raising activities. Students and parents must
sign a special bility waiver for the trip and a behavior agreement.

Graduation Budget

The general operating budget of R&D WA includes an amount of approximately 2,000 J.D. to
cover graduation expenses including the ceremony, the reception, and the pagtiduation
banquet. Other expenses are covered by the graduating seniors such as invitations, pictures,
and senior trip.
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Graduation Committees

Graduation Ceremony Committeeonsists of parents and seniors who will organize and plan
the ceremony and coordinate with theR&DWA office/principal. Responsibilities of this
committee include creating the order of the events in the ceremony, choosing and asking
special speakers and musicians to participate, and deciding time limits for each.

The deadline for inviting speakergmusicians is early March and preparing the order of events
is mid-April

Graduation Reception Committemnsists of parents and seniors who will organize
refreshments and decorations for the reception following the graduation ceremony.

The deadline for brming this committee is in late April.

Caps, Gowns, and Honor Cords

The school provides the gowns, hats and tassels used during the graduation ceremony. The
gowns are kept at the school and will be given to seniors one to two weeks prior to graduation.
Each senior is responsible for pressing his/her gown before the graduation ceremony. New
hats and tassels are ordered and paid for by families each year, and seniors get to keep these.

Students who have a cumulative GPA of 4.0 or higher are eligiblewear a gold honor cord.
The orders are placed with the tassels, but the school covers this expense.

Senior Pictures

During the second semester, the senior class takes their official cap and gown pictures with the
studio that does the general school ptares. Seniors may use this service for their own
personal senior pictures or engage a private photographer.

Graduation Invitations

Graduation invitations and envelopescan be ordered through the schaoParents are
responsible for covering the cost dthe invitations. Typically a graduation invitation includes
the invitation and a senior picture. Graduation announcements can also be ordered. (An
announcement simply tells people that the student is graduating. An invitation invites them to
the ceremony.) Itis up to the individual family to determine how they wish to handle
invitations. Depending on the venue chosen, invitations may be limited to a certain number of
people per family. BEFORE getting any announcement or invitation printed, it mus¢ shown

to a school administrator for final approval. There is an approved template to be used that is
obtained from the department head.

Graduation Tickets

The graduation venue may determine the number of tickets that need to be printed (some
venues may not require use of tickets at all). Usually tickets are issued to all staff and board
members, and a set number of tickets are given to families of seniors. Speakers and special
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musicians should also be issued a ticket. Other ticket information cae determined at a later
time.

PostGraduation Banquet
Following the graduation ceremony, the school hosts a banquet for the graduates, their parents
and siblings, and invited guest.

Normally, senior parents suggest the venue for the banquet. Seni@md their class advisor
select the invited guests from their current teachers, other teachers they wish to honor, school
administration, and special community guests. The number is usually determined by budget
constraints.

Seniors and their parents may Bo wish to invite other guests from family and friends.
Normally, the senior parents will pay for their invited guests.

STUDENT INVOLVEMENT

Student Council

This student group, formed of elected class representatives from grades seven through
twelve, meets on a regular basis to give input to the teachers and administration on student
concerns, as well as to plan ways to serve and improve the school community.

Student Council Activities

1 Hold weekly (or bi-weekly) student-council meetings

9 Organize schedle of monthly school spirit days

1 Plan, coordinate, and execute schoelide Fall Festival (held at the end of October)

1 Plan and coordinate theGreening of the School (decorating the school for Christmas
(held on American Thanksgiving)

1 Plan and execute dwool-spirit activities for the secondary department (game
tournaments, teacher spelling bee, class pride week, etc.)

1 Raise money to purchase items for student use on the roof

1 Work with administration to address problems that arise from the student populatbn

Guidelines for students wishing to propose a rule change:

1 Prepare a written proposal outlining the proposed rule change, the rationale behind it,
and how it would benefit the Whitman population.
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1 Proofread this proposal for spelling, grammar and mechaos errors before submitting
it.
1 Submit proposal to the department head.

Student Leadership Program

The Student Leadership Program aR&DWA grew out of the schools mission to provide
opportunities for students to develop leadership skills and to idenfy and empower students to
use their leadership talents to improve the quality of student life by having a heart for peopke
physical and spiritual needs and having the ambition to make a difference for the Kingdom of
God.

Students from grades 912 who show leadership qualities and demonstrate godly character in
their daily lives are eligible to join the student leadership team. Students are encouraged to
approach the leadership coordinator if they are interested in joining the program. The program

is set up so that, at the end of the school year, teachers and students may also nominate students
who they feel would benefit and be a benefit to the student leadership program. Final decisions
are made by the student leadership program coordinator.

Studentsinvolved in the leadership program are expected to maintain a godly character and
uphold a reputation for responsibility, live out respect of others and self, model positive
attitudes about learning and pursue excellence to the best of their ability. Stadt leaders are
held accountable to the Leadership Coordinator who sets up mentors for individuals and meets
weekly with the leadership team.

Each year, students involved in the leadership program may submit a request to attend the
annual Association of Chstian Schools International (ACSI) student leadership conference held
in Hungary. The leadership coordinator chooses delegates to the conference based on their
leadership potential and testimony in the school community.

Student FundRaising Activities

The school administration ofR&DWAencourages students to have a heart for others and the

ambition to make a difference. Therefore, opportunity is given for student groups to develop

servant leadership by raising funds for different charitable projectand subsidizing the cost of
different academic and extracurricular activities. However, the administration recognizes that
too many fundraisers can become a burden on the community. Therefore, the guidelines in

this document must be followed.
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The revenwe from all long term (student council, senior class trip, leadership) fund raising
events must be turned into the school cashier. The accountant will enter the sums into quick
books by class or organization.

All student organizations and classes must fithut the fundraising form for the event they wish

to sponsor, get approval from the department head, and be responsible for communicating all
the details for the event to the staff and school community. The expectation is that the forms be
submitted at least 2 weeks in advance.

Homeroom teachers and student organization advisors should encourage students to fill out
the forms and follow up on all the required details (see forms).

Department heads are responsible for approving requests, registering approsieevents on a
master calendar and communicating with the administration and staff. In approving
fundraisers, department heads should ensure that there is normally not more than one
fundraiser scheduled per week outside of the regular hot lunch program.

At the beginning of the year, the secondary department head will meet with representatives
from homerooms, student council, and the student leadership group to plan a tentative event
calendar for the year.

Besides their normal weekly hot lunch service betwen September 1 and March 31, 12th
grade students may also hold additional fund raisers within the following limits:

1 Dances 2/year

1 Garage sales 2/year

1 Bake sales 4/year

1 Additional hot lunch day (extra hot lunch) 1/month

Grades 9, 10 and 11 students worki ng toward the 12th grade trip have the option to:

1 provide an additional hot lunch days other than hot lunch day
1 conduct one fundraiser at the school and one within the community
1 Allitems for sale must be approved by thedepartment head

All students have the opportunity to conduct fundraisers for field trips and community
projects. They must fill out the appropriate permission forms and have the event approved by
the school administration.

Student Leadership may conduct three fundraisers at the schoohnd one within the
community during a school year to helpindividuals in student leadership raise funds to
attend the ACSI Student Leadership Conference. Individuals in student leadership who wish
to attend are also encouraged to try to raise their own fuds from donors during the summer.
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Student Council has the option to conduct fundraisers to raise funds for student life
improvement projects. Normally, only one community project should be conducted at a time.

The total number of bake sales shall no _t exceed two times/month.

TECHNOLOGY USE POLICY

R&DWA provides computer training for grades 18. At the high school level, students are
expected to apply the skills that they have learned in previous IT courses, and teachers are
to instruct students inimplementing the discipline-specific technology skills needed for each
course.

The school has an ADSL line and wireless service access which enable internet access for the
students and teachers with the schot computers.

The opportunity to use this sevice is a privilegeavailable to all students and teachers as a
valuable resource. The goal in providing internet service is to enhance learning and to
provide educational resources to further the academic excellence in our school.

The use of theR&DWAcomputer lab and internet account must reflect Christian ethical and
moral principles and support the educational curriculum, goals and policies of R&D Whitman
Academy. Students and parents must sign the Computer Lab and Internet Agreement Form
at the beginring of the school year to be allowed use of the internet.

General Principles Regarding Computers

The use of the internet is a privilege. Any inappropriate use will result in cancellation of those
privileges and disciplinary consequences, including podsie expulsion from the school.

Transmission of any material in violation of school policy, government policy, or
copyrighted material is prohibited.

Using school computers to create internet messages that demean a fellow student or
teacher is contrary to he teaching of our Lord Jesus Christ about edifying others. -On
line bullying of this nature will not be tolerated.

Retrieving inappropriate material in violation of the moral standards of R& D
Whitman Academy will result in immediate cancellation of intenet usage by that
person until further notice from the principal.
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Appropriate Usage of the Internet

Student use of the internet must comply with the follving guidelines:

1 Students wishing to access the internet on their own personal devicesn purchase
their own 3G service.

1 Permission from a supervising staff member must be granted before using the
internet whether the student is using the school internet service or their own

1 A staff member must be present at all times while a student is using the @rhet.

91 Students are expected to exercise godly behavior in the computer room and will not
be permitted to use the computer and/or internet in the following ways:

1) Access email accounts or blog sites without teacher permission.

2) Access a chat group ueks set up by a teacher and deemed educational.
3) Use another student's or teacher's password or account without permission.
4) Trespass in another student's or teacher's folders or files.

5) Use inappropriate or obscene language.

6) Send or display offensive messageor pictures.

7) Reveal personal addresses and phone numbers of the user and/or others.
8) Use the computer to harass, insult or attack others.

9) Engage in illegal activity (plagiarizing) or violate copyright laws.
10)Sabotage or damage computers, computer systenws,computer networks.
11)Purchase items on the internet.

Use of the R&BVA Computers and Printers

Students who do not have access to the internet or printers at home for use in preparing
classroom projects may schedule the use of a school computer. Parestisuld not use the
school computers and printers without first asking permission from the office and are
expected to pay for all pages printed.

To minimize time spent online, students must download material onto a USB flash drive
which they provide. Permssion from a staff member must be secured before any material
is downloaded. Requesting to download lengthy or unnecessary material should be avoided
as it ties up the computer system. Downloading neaducational software is not permitted.

Students areexpected to pay the standard fees for any page which they download from the
internet and print out on the school printers. Permission from a staff member must be
secured before any material is printed, particularly on the color printer.
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When computers areavailable in the computer labs, students may work on them. All
students must have a designated supervising teacher present when using the computer lab.
No student may use the computer lab without the presence of the designated supervising
teacher. Thecomputer lab will be kept locked when no supervising teacher is present.

Computer Lab Guidelines

Student use of the computer lab is based on the following guidelines:

1 Students may only use the computer lab when a designated supervising teacher is in
the lab.

1 No computer games are allowed unless a teacher has given his/her permission.

1 Students may work during their lunch break only if they have finished eating and are
not disrupting a computer class.

1 Students may work after school only if accompanied by @acher for a specific
project.

1 Students who fail to comply with computer lab rules will lose the privilege of using
the computer lab for one week. This will result in a zero grade for any computer
class they will miss as a result.

Repeated disregard for omputer lab rules will result in an in-school or an outof-school
suspension, as determined by the Head of School.

Laptop Computer Use Policy

Students may use laptop computers for specific educational purposes whileR&DWA This
constitutes a privilegebeing extended to the students and not a right. That means that all
laptop use must conform to the standards recorded below.

1 Prior to any student use of a laptop during school hours, the laptop must be registered
with the school, and the student must sig a contract indicating that he/she has read
and agrees to abide by the school’'s | aptop
1 Students wishing to access the internet on their own personal devices should
purchase their own 3G service.

Registered laptops may be usediclasses by permission only. Laptops may not be used
at any time when the teacher is lecturing in a class without teacher permissioAll laptop
use must conform to the stated computer use policy in this handbook. This includes, but
is not limited to the following:

1 No accessing social networking sites unless approved by the supervising teacher.
1 No watching, listening, playing, or downloading music or videos.
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1 No checking email while on the computer. Exceptions may be made by individual
instructors regarding access to documents pertinent to a school project that have
been emailed to a student account.
1 Teachers have the right to check computer use at any time and for any reason.
1 Registered laptops may be used for educational purposes during study hallsaptop
use must be approved by the study hall monitor and must be positioned in such a way
that the screen is easily viewed by the study hall monitor.
1 Laptops lent to other students are still the responsibility of the student to whom it is
registered. The consequences of laptop violations will be visited on the person to
whom the laptop is registered.
1 No unregistered laptopsmay be used on the premises of R&DWA
T Failure to abide by Whit malaptogregistaaponimemg pol i c
immedi ately revoked, a student’s parent be
forbidden from using the laptop (or bringing it to school) for the remainder of the
guarter (or if the violation happens at the end of a quarter, for the semester).

To register the laptop, students must see the IT coordinator to fill out a registration form
that records the students name and the IP address of the laptop computer. The student
must also sign a laptop use contract indicating that the student hasad and agreed to

abide by R&DWASs laptop and computer use policies. Once the student has completed the
registration process and signed the use policies, the laptop will receive a registration
marker, and the schodk wireless password will be entered into the studeris conputer by
the IT coordinator.

TRANSPORTATION

Transporting the student to and from school is the responsibility of each family. Gaooling
may be worked out between families, or taxis can be hired for regular piekps.

R&DWA has one bus; therefore, the aas of the city that can be serviced are limited. The
general operating principle is that students should not have to ride the bus more than 45
minutes in the morning or afternoon in order to get to and from school.

Generally, the bus services from 4th @ile to 8th Circle (East to West) and from Khalda to Deir
Ghobar (North to South). Special cases may be considered in a particular school year if an area
can be serviced without increasing student time on the bus and/or the working hours of the

bus driver.
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Parents may contract to have their students ride the bus one way or rourdp according to

family need. Because the school has one bus, additional buses may be rented for field trips and
other school activities. The accounting office can give informatn about yearly bus fees for

both one-way and two-way trips. A discount is given for multiple children.

A daily fee is also established should a family want to have their children ride the bus
occasionally if this will work with the normal bus schedule ad daily route.

Parents should inform the Jordanian Business Coordinator at the beginning of the year of the
transportation arrangement for their family, including those authorized to pick up their
children. Parents provide this information each year onhte Emergency Medical & Annual
Field Trip Release Form .

Bus Routes

Bus routes should be alternated whenever possible in order to achieve fairness for all riders in
terms of the time spent on the bus and for security purposes.

A schedule is given to the @rents at the beginning of each semester.

A bus monitor is present on all bus runs to ensure the safety of the students and to assist the
bus driver. Both the bus driver and the bus monitor have their personal cell phone with them
at all times. In additon, the bus has its own cell phone. This enables communication between
parents and the bus driver and monitor at all times.

For security reasons, the bus gate must be locked until it is time for the bus to leave.

The bus driver or bus monitor should be orthe bus five minutes before secondary students are
released from their last period. Elementary teachers should hold the bus students with the rest
of the class until the bus monitor is on the bus.

Morning Bus Run

Parents are asked to have their child @dy 10 minutes before the anticipated pickup time. If
the child is not already outside, the bus will signal its arrival with a horn and will wait only 1
minute before moving on to the next pickup.

Parents should let the driver or the monitor know ahed of time if their child will NOT be
riding the bus any particular day or days. If a child is ill or running late, parents must give the
driver or the monitor a call as soon as possible in the morning.
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After School Bus Run

The bus will departR&DWAafter schoolfive minutes after students are dismissedAny student
not on the bus at that time will have to make their own transportation arrangements. If for any
reason, a child is not planning to ride the bus after school on a particular day, notice must be
given to the Jordanian Business Coordinat@EFOREhe start of the seventh period, so that
she can inform the bus driver.

Changes in the Bus Schedule

The bus schedule may need to be changed at special times during the year, especially during
Final Examweeks and during the school play. This often necessitates having two afternoon
bus runs. Every attempt will be made to work with families to ensure that our contract with
the parents to provide daily transportation for their child is fulfilled.

Bus Rules

Students are expected to follow these bus rules:

All school rules apply when riding the bus to and from a school activity.
Students must follow the instruction/directions of the driver.

Students are to treat the bus driver in a courteous and respectfulanner.
Students must keep heads and limbs in the bus at all times.

No objects of any kind should be thrown from the bus windows at any time.
Students are not allowed to sit or stand in the aisles, doorways, or in the front
passenger seat. They should renrain their seat.

Students are to remain seated until the bus is completely stopped.

Eating and drinking -+ares prohibited on the bus unless permitted by the driver
and the bus monitor.

1 Students are not to leave litter in the bus or deface/damage the bus.

= =4 =4 -4 -8 -9

= =4

Bus Emergency Plan

In the event the School Bus cannot operate on a given school day, the Bus Emergency Plan will
be in effect. Circumstances which might warrant this could be:

1. lliness of the driver with no backup driver available.

2. Bus unable to operatedue to a flat tire or a mechanical failure that is discovered
at the beginning of the day.

3. Traffic accident during the morning or afternoon bus run.

Breakdown of the bus in the middle of the morning or afternoon route.

5. The bus is in the repair shop and aanot function at all for one or more days.

B
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6. Situation in the community where we want to keep a low profile such as an
election day where all other schools are closed.

Parents will be notified, and we will institute the emergency plan below.

In order to getstudents to school from an accident/breakdown site, we will implement

an emergency driver plan. At the start of each school year, volunteer drivers will be
identified among the staff and parents who can function as emergency drivers to pick up
assignedstudents and/ or to transport students already on the bus.

The schoolwill follow this procedure:

Accident/break -down during morning pick -up route
1 The Jordanian Business Coordinator will be notified by the bus driver who will in
turn notify the principal and the school secretary.
1 The phone chain to notify the emergency drivers will go into operation.
1 Emergency drivers will pick-up their assigned students. It they are already on
the bus, they will come to the site and take their students on to school.
1 The Business Manager will handle the bus/police situation with the driver.

Accident/break -down during afternoon drop -off route .

1 If the Jordanian Business Coordinator has gone home for the day, someone from
the Administrative Staff will proceed to the sie of the accident in a taxi.

1 The Business Manager will be called to come to the site.

1 The emergency drivers will be notified to come to the site and transport their
assigned students.

Bus unable to operate on a particular day

1 If the driver calls in sick orif the bus is unable to operate due to an equipment or
mechanical failure discovered when the driver arrives at the school in the
morning, parents will be called by the bus monitor and asked to make other
arrangements for that day only.

1 Inthe event thatthe bus driver needs to be gone for several days due a death in
the family or a prolonged illness, every attempt will be made to secure an
alternate driver.

Bus in the Repair Shop

Because R&DWA operates one bus, parents will occasionally be asked to matker
arrangements to bring and pickup children during the time the bus is undergoing repairs or
on a field trip. A refund of bus fees may be given for the number of days affected.
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Bus Rider Permissions

In order to implement our Bus Emergency Plan, parda will be asked to sign the following
permission document and return it to the Office at the beginning of the school year.

Changes in Transportation Arrangements

Whether a child rides the school bus, is picked up by a driver, or is picked up by a parehie
School Office needs to know in advance whenever a family plans a change from the normal
pattern. For safety reasons, allow students are not allowed to go home with another student or
be dropped off by the bus at a different home if the school ha$een informed in advance by
the parent of this change.

Students Coming By Private Car or Taxi

The traffic direction for student drop-off and pick-up is from the north to the south. Students
should not have to cross the street to enter the school or fgo to their car after school. Pull up
in front of the school so that students can exit on to the sidewalk area.

VISITORS

Any person on school premises, adult or child, who is not enrolled in or employed by R&D WA,

will be considered a visitor to the sbool. All visitors must report to the main office upon their
arrival, confirm their permission to enter th
security officer. The badge should be worn at all times while in the school building. It is

advisedthat all visitors, who are not parents, have prior permission from the principal or

department head before arriving at the school. All visitors are expected to maintain the

atmosphere of the school and its policies while present.

Returning alumni shouldplan their visits to correspond with the secondary lunch break. They
will not be admitted to campus to visit students at any other time during the school day.
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(2 Roy &Dora Whitman Academy Behavior Contrador
éfg Elementary Students

W;:yi;:;an
Academy Below are the principleswe expect every student to comply with.Parents and

students, please read through all these statements and sign this contract together.

STUDENT- TEACHER BEHAVIOR
1. | must respect my teacher and other adults in school.

2. | must not talk back to them.

3. | mustrespect their person and property.

4, 1 must follow my teacher
STUDENT- STUDENTS BEHAVIOR

1. | must respect and be kind to my fellow students. (Phil. 2:4)

2. 'will not hit, pinch or in any other way hurt another student. (Ephesians 4:32)

3. I 'must not call anyone names or use foul language. (Eph. 4:29)

4. | must not threaten, tease, or gang up on a student or group of students. (Eph. 4:2)

STUDENT- SCHOOL PROPERTY BEHAVIOR

I must respectthe belongings of other students.

I must not take or use anything belonging to anyone
I must treat school property with care.

I will not break, damage. Lose, or disfigure any part of school property including plants the garden.

. I will pay for or fix any damaged or lost property.

RECESS RULES FOR SAFETY

I will walk quietly through the school and not run.

I will not climb trees, fences, or walls.

| will stay out of prescribed off limits areas.

I will not play with the water hoses or pipes.

I will show respect for neighbors.

S instructions, the recess |

arwbdeE

arwbdE

Consequencedor any infraction of these rules will result in the following:

Loss of specific privileges.

2. Other disciplinary action appropriate to the infraction as outlined in theParent/Student Handbook. If an
after school detention is assigned, parents are responsible for picking up the student.

3. Severe, uncontrollable behavior that does not improve will result in suspension and possible expulsion after
review of the case by the Head of School.

=

Teachers will be in communication with the parents as soon as a student begins to show a pattern of
misbehavior in the classroom.If misbehavior occurs during recess and continues over time, the parents will be
asked to come in and supervise their childuring the recess period.

The Discipline Policies, found in th&R&DWA Parent/Student Handbook give more detail about our behavior
standards for students. Parents and studentsnust read the Discipline Policies before signing the Student
Behavior Contract | have read and agree to these discipline policies.

Student’ s Name Student’'s Signature

Parent’s Signature Parent’'s Signature
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(2 Roy &Dora Whitman Academy BehavioContrac for
gg Secondary Students

Roy &Dora

Whitman
Academy

Below are the principles we expect every student to comply withParents and students, please
read through all these statements and sign this contract together.

Parents and students, please read through all these statents and sign this contract
together. These are the principles we expect every student to obey, respect, and follow.
1. 1 will respect the teacher and obey the classroom rules.

2. | will treat my classmates the way | would like to be treated.

3. lwill respect school property and my classmates' property.

4. | will obey the rules outlined in theParent-Student Handbook

Consequencesor any infraction of these rules will result in the following:

1. Loss of specific privileges.

2. Other disciplinary action appropriate tothe infraction as outlined in theParentStudent
Handbook If an after school detention is assigned, parents are responsible for picking
up the student.

3. Severe, uncontrollable behavior that does not improve will result in suspension and
possible expulsian after review of the case by the school board.

Teachers will be in communication with the parents as soon as a student begins to show a
pattern of misbehavior in the classroom.

The code of conduct, found in th@&DWA ParentStudent Handbook and bew, gives
more details about our behavior standards for studentsParents and studentanust read
the code of conduct before signing the Student Behavior Contract.

| have read and agree to those rules.

Student’s NameStudent'’'s Signatur

Parent’ s Name Parent’'s Signature
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Code of Conduct for Secondary Students

This Code of Conduct, written for students, applies to all students, school personnel, gats

and other visitors when on school property or attending a school function. We strive to create
a positive learning environment in which all individuals are treated with respect and dignity
according to biblical principles. We understand the importancef clearly defining these
expectations for acceptable conduct, identifying possible consequences, and making sure that
discipline, when necessary, is given promptly and fairly. Discipline is a process which
encourages responsibility and caring for self ashothers. Our rules for discipline are firm, fair,
and carried out with dignity. Each situation is an opportunity for the student to learn right

from wrong and how to be a successful member of society.

|. STUDENT RIGHTS

All students have the right to bedreated fairly with respect and dignity on an equal basis
regardless of race, color, weight, national origin, ethnic group, religion, religious practice,
disability, or gender.

[Il. STUDENT RESPONSIBILITIEAIl students in the school have the responsibily to:

1. Be respectful to everyone, that is, to treat others the way you would like to be treated
wherever you are while on school property or at a schoedponsored function.

2. Follow all school rules.
3. Value all property, which includes school andersonal properties.

4. Have the courage to do what is right, for example, to stand up for others when they are not
doing what is right when appropriate.

5. Know what is expected and to do what is expected regarding his/her own actions and words.

lll. STUDENT DRESS CODH students are expected to dress in an appropriate manner in
school and at school functions. During school, students must wear the school uniform. In all
other school sponsored functions, students dress, grooming and appearance shall:

1. Be safe, appropriate and not disrupt learning. Dressing in an inappropriate manner or
wearing clothing that contains bad language, a negative message, or that can be seen as sexual
in nature is prohibited.

2. Not include wearing items that discriminaé against others on account of their race, color,
weight, national origin, ethnic group, religion, religious practice, sex, gender, sexual
orientation, and/or disability. 3. Include appropriate footwear at all times. Footwear that is a
safety hazard will rot be allowed.
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4. Not include clothing that promotes and/or endorses the use of alcohol, tobacco, or drugs
and/or encourages other illegal or violent activities.

IV. PROHIBITED STUDENT CONDUCAII students are expected to conduct themselves
appropriately and with regard for the rights and welfare of other students, school personnel,
and other members of the school community, and for the care of school property. The rules of
conduct listed below are to make sure that all individuals are safe and the righand property

of others are respected. Students who do not accept responsibility for their own behavior and
who violate these school rules will be required to accept the penalties for their behavior.

Students will face logical consequences, including psible suspension or expulsion from
school, when they:

1. Engage in bullying or harassing behaviors.

a. Discriminate and/or harass on the basis of race, color, weight, national origin, ethnic
group, religion, religious practice or beliefs, gender, sexuatientation, or disability,
thereby, significantly interfering with
opportunities or benefits; conduct; and/or mental, emotional, or physical wetbeing.

b. Bully (physically, verbally, socially), or cybebully (taking place in or affecting the
school environment)

c. Intimidate, harass, tease, taunt, haze, and/or threaten to hurt another student or
adult.

2. Engage in disorderly behavior.

a. Run or scream in the hallway, lunchroom, auditorium, bathroom, or any classm in
the building.

b. Use foul language, including cursing, swearing, or sexually suggestive language or
make rude hand gestures.

c. Violate the dress code as described above.
d. Get in the way of motor vehicles or pedestrians.

e. Misbehave on a sawol bus. This includes following the instructions of the bus driver
at all times. f. Engage in any behavior that interferes with the normal activities of the
school community.

g. Trespass onto school property without permission from the administrator inlcarge
of the building.

h. Misuse computer/electronic communications, including using (without permission)
computers, software or Internet accounts; using inappropriate websites; or any other
inappropriate use of technology.
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3. Engage in conduct that shosvdisrespect to any child or adult either attending or visiting the
school or that is disruptive to the school.

a. Fail to listen to direction of the administrators, teachers, or any school employee in
charge of students.

b. Leave the classroom or schodluilding without adult permission and/or supervision.
4. Engage in violent behavior.

a. Hit, kick, punch, bite, scratch or do any means of physical harm to another student or
any adult in the school building.

b. Carry a weapon into the school includingny object that can harm another person or
that is seen as dangerous by the administrator of the school.

c. Threaten to use a weapon.

d. Damage or destroy personal property of another student or of an adult. This includes
graffiti and destruction of sclool property or materials.

5. Engage in dangerous behavior that affects the safety or health of others.
a. Lie to an adult in school.
b. Take the property of the school or any person in the school.
c. Make false statements about others that could hartheir reputation.

d. Smoke or use, possess, distribute, sell or exchange alcoholic beverages or drugs on
school property.

e. Inappropriately using or sharing of prescription and/or overthe-counter drugs.
f. Gambling.
g. Indecent exposure.

h. Making afalse report of fire or other catastrophe, misuse of 911, or discharging a fire
extinguisher without cause.

6. Engage in academic misbehavior.
a. Cheat on a test or assignment.
b. Copy the work of another student or source.
c. Changing grades or recadss without permission.

d. Assisting another student in any of the above actions.

V. EDEVICE USHhe use of the internet is a privilege. Any inappropriate use will result in
cancellation of those privileges and disciplinary consequences, including posk expulsion
from the school. Permission from a supervising teacher or staff member must be granted
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before using the internet. A staff member must be present at all times while a student is using
the internet. Students may not take pictures, videos, or smd recordings of people without

their permission. Students may not take pictures, videos, or sound recordings of people during
class time unless it is needed for a specific teacher approved activityatching movies is not
allowed due to the difficulty in monitoring the content. Students may only make calls during
breaks and may not arrange to have a parent come pick them up during the school day without
first getting permission from the department head or school nurse.

VI. LOGICAL CONSEQUENCHESe logicalconsequences for the above student misbehavior
may include the following:

a. Removal from an activity
b. Suspension from an activity

c. A phone <call by either a staff member
guardians

d. A letter of apoloy to be written by the child and signed by the parent or guardian of
the child e. A conference with either a staff member, administrator or both

f. A formal behavior contract to be developed by school personnel with parental input
g. Suspension or expulen from school

h. A formal incident report completed and signed by the department head and
appropriate disciplinary measures taken

VII. DISCIPLINE OF STUDENTS WITH DISABILITIESI students with disabilities are
expected to follow the above Code of Condti R&DWA follows the Individualized Educational
Program (IEP) of students with disabilities and must handle all disciplinary cases in
consultation with the SEN Coordinator.

GLOSSARY
THE FOLLOWING DEFINITONS APPLY:

O ULLYIN®is unwanted aggressive beavior that is done on purpose and has the potential of
being repeated over time. By going after someone to make him/her feel bad, the bully has a

real or perceived sense of power. Bullying usually involves the following characteristics: An
imbalance of power: children who bully use their power, such as physical strength, getting hold
of embarrassing information, or popularity, to control or harm others. The imbalance of power
can change over time and in different situations, even if they involve the sameqpe. Intent to
cause harm: the person bullying has a goal of causing harm. Repetition: bullying behaviors
usually happen more than once or have the possibly of happening more than once. Examples of
bullying include, but are not limited to: Physical bullyng (hitting, punching, shoving, kicking,
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pinching, spitting, tripping, pushing, taki
rude hand gestures) Verbal bullying (teasing, namealling, inappropriate sexual comments,
taunting, threatening to causeharm, using vulgar or abusive language, cursing or swearing, as
well as slurs that refer to race, color, weight, religion, gender, sexual orientation or disability)
Social bullying (leaving someone out on purpose, spreading rumors about someone, gossiping
forming cliques, telling other children not to be friends with someone, and embarrassing
someone in public).

O #BERBULLYINGis using technology such as email, instant messages, cell phones, blogs, chat
rooms, pagers, social media, and gaming systems purposefully make someone feel bad or

feel threatened. Examples include, but are not limited to: Sending hurtful, rude, or mean text
messages, or emails to others. Spreading rumors or lies about others by text message or email
or posting on social networking sites. Creating or sharing pictures, websites, videos, or social
media profiles, including fake profiles that embarrass, humiliate or make fun of others or
impersonate someone else.

O $CRIMINATION)IS not being respectful or fair to someone becae of his or her race, color,
weight, national origin, ethnic group, religion, religious practice, disability, sexual orientation,
gender, or sex.

O @RASSMENDIs when someone bothers another person by verbal threats, threatening
gestures, or intimidation, thereby causing a student to fear for his/her physical and/or
emotional safety.

O (azINGdis when someone forces a person to do something dangerous or embarrassing in
order for him/her to be accepted into a group.

ONTIMIDATIONGis frightening someone in order to make him/her do something.

O 8HooL BUSis any vehicle used to move students and/or staff to and from school or school
activities.

O 8HOOL PROPERT&Means any area in and around the school, which is used by the schoo
including the playground, the bathrooms, hallways, lunchroom, athletic fields or the school bus.

O AUNTINGDis making fun of, insulting, or heckling another person
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