The Janus School
Student-Parent Handbook
2011-2012

Dear Parents and Student,

At The Janus School we recognize how positive and constructive interactions with students and parents become
the cornerstone on which we develop academic and personal growth. Every member of our faculty and staff
understands that our individual student objectives and goals are more important than our guidelines or rules. If
a guideline interferes with our goals, perhaps an exception should be made, or a guideline should be changed or
modified. We are committed to ensuring that a safe and productive learning environment is available to all of
our students. This requires adherence to established policies combined with the use of intelligence and sound
judgment regarding the context of a given situation.

As an evolving learning community we constantly evaluate and reflect on how our policies and procedures
impact student learning. In preparation for the 2011-12 school year, portions of the StudentParent Handbook
were revised by the Guidelines Committee with input from Student Council. Particular attention was given to
the use of cell/smart phones and other electronic devices, as well as class attendance.

Please be sure to sign and return the form that is included in this mailing to indicate you have read over the
StudentParent Handbooknd agree to follow the established community standards it contains, before the first
day of school, August 25, 2011. If you have any questions, please feel free to contact me at your earliest
convenience.

Sincerely,

2w

Jonathan Back

Dean of Students

The Janus School
(717)653-0025 ext. 111
jback@thejanusschool.org
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Goals of a Janus School Education

Goal 1: Basic skill levels commensurate with potential, or rate of learning predicts
intercept with potential within reasonable timeframe

Potential is assessed by analysis of broad and specific measures of intelligence, described by
categorical models of neuropsychology, and informed by known limitations of application of
intellectual capabilities. This assessment is not undergone rigidly and always takes personal
circumstances into consideration. Skills are measured with standardized achievement tests,
curriculum based assessments, anecdotal evidence, and evidence of performance consistency.
Specific language and math skill measurements should no longer show significant deficits. While
deficits may remain, if other criteria are in place, advanced skill levels can be anticipated through
continued progress outside of Janus.

Goal 2: Study skills

A student with strong study skills is able to compensate for skill or knowledge deficits through:

e organization of time (managing time and prioritizing tasks, multi-tasking, estimating time,
scheduling time and remembering assignments, setting goals);

e organization of materials (using a master system for keeping things organized, effective use of
study environment);

e classroom skills (communicating in the classroom, understanding their learning style, customizing
their learning, using references);

e note taking (listening, paraphrasing, identifying main ideas, and summarizing);

o textbook skills (using or creating chapter outlines, previewing introductory paragraphs, previewing
and using end of chapter vocabulary and questions, focusing on headings and subheadings, using
or creating pictorial aids, using highlighted terms);

e test preparation (creating and using study guides, getting feedback from teachers or peers,
reducing ideas to key words, creating mnemonic devices, following directions, understanding the
question, cue words, mastering varied test formats, essay writing);

¢ critical thinking (making inferences, determining relevance, identifying problems and solutions,
identifying patterns, seeing both parts and wholes).

Goal 3: Social cognition/adaptive behavior skills

Social cognition and adaptive behavior skills include, but are not limited to (Adapted from Educational Care,
Levine):

e interrogation skills, strong greeting skills;

¢ performance consistency, focus, appropriate inhibitions, self-control;

e accurate social predicting, appropriate presentation, reciprocity of behaviors, ability to verbalize

feelings, A Y FSNJ 20 KSNDa FSStAy3aszs STFSOGAGS O2RS

choice, regulated assertiveness, and comfort in social contexts.
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Goal 4: Tolerance for frustration

A student with a tolerance for frustration is able to identify the source of frustration and willing to

face the challenges it poses for them. Tolerance for frustration will allow the students to keep going

in spite of adversity, understand that difficulties are necessary for learning, and maintain emotional

stability. Many students arrive at Janus with a high skill deficit and low tolerance for frustration. Itis
AYLRNIGFYG F2NI I addzRSydQa G2t SNIF yOS F2NJ FNHza i NJ
skill deficit.

Goal 5: Appropriate and effectiveelf-advocacy

A student who advocates is able to ask for guidance when needed, is able to identify supportive
individuals or seek support services, can articulate what are realistic high expectations for tasks, and
maintains long term relationships with supportive individuals. A student with strong self-advocacy
skills will make decisions for themself, actively engage in the world, and participate in making positive
changes in his or her own life. This student will know that it is more practical to respond to his or her
environment rather than to demand that it respond to them.

Goal 6: Sethwareness as a student and an individual

A self-aware student understands and can describe his or her strengths and weaknesses and patterns
of behavior in a realistic manner. A self-aware student engages in the meta-cognitive act of reflecting
on his or her own thinking and learning. He or she also accepts their learning difference and sees it as
only one aspect of themself rather than being defined by it entirely.

Goal 7: Motivation and intrinsic desire to learn

A student who is motivated and shows an intrinsic desire to learn will be curious about the world and
actively participate in discovery. The motivated student does not achieve only to please others or to
avoid punishment, but also to expand their own experience. A motivated student understands the
meritocratic work-a-day world and its role in increasing the number of choices available to individuals
and our control over those choices throughoutthe 2 y S Q &  fTHisBt&idnt il #sb understand
the parity of success in various environments, such as work, school, and family.



Student Rights and Responsibilities

Students at The Janus School haree goal: to develop his or her full potential for
success. Such a challenging goal requires commitment, effort, cooperation, hard

work, respectand accountability for oneself and otherand honesty from each

member of the school community.

To assistll students in the community in working towards this goal, the following
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To support this right, students have the responsibility to:

NA IKGa
1.1 f f§
2.1 f f

Accept and respectotheNE Q RAFFSNByYy OSa
Communicate using positive, courteous, and respectful language
Refrain from name-calling, teasing, and bullying

Refrain from harassing and intimidating others ¢ verbally, physically and sexually

Refrain from public displays of affection

Refrain from having inappropriate materials

Cooperate with staff and peers

Follow classroom and school policies

Refrain from handling property of others

Arrive at school on time

Attend classes on time

Work cooperatively to keep all areas of the school clean
Follow recycling procedures

Maintain a neat locker, with no affixed decorations
Refrain from chewing gum

Keep cell phones turned off during classroom instruction

atdzRSyua KIF@gS GKS NMIKU

To support this right, students have the responsityilto:

Engage in behaviors that allow self and others to learn
Ask for help when needed

Be an active learner

Bring all necessary materials to class

Complete all assigned work to best of ability
Complete work missed during absences

Submit assignments on time

Accept feedback from staff
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To support this right, students have the responsibility to:

Keep hands, feet, and objects to oneself

Refrain from play fighting

Refrain from physical contact

Report activities that threaten the health and safety of the school community
Refrain from damaging school property

Take responsibility for personal property

Refrain from bringing unnecessary electronic equipment, valuables, or large
amounts of money to school

¢ Refrain from spraying strong scents in public areas such as hallways or classrooms

4. In addition, all students have the right to participate fully in
intervention and discipline proceduresX

To support this right, students have the responsibility to:

e Be honest when communicating information that pertains to the specific incident
e Cooperate with other students and staff in the process

(N>



Communication Between Home and School

Effective communication between home and school is crucial to support the goals of
a Janus educatiomand to protect the righs of all in the Janus community to be
treated with respect, to learn, and to be safe.

Communication regarding general matters:

Who will the school communicate with about general matters?

¢ The school will communicate with parents and guardians. In the case of shared custody,
both parents will receive school communication. Documentation showing single custody
must be provided to limit school communication.

e ¢CKS Tl YAf& &adzomYAla | gNRGGSY & 3IdzZ MBulds y & KA
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addresses, and an additional contact if the guardian is not available.
e See Guardianship Policyor more information.

How will the school communicate with home about general matters?

e General information will be posted on the school website at www.thejanusschool.organd
on Edline, and specific student information will be posted on Edline.

e Areusable plastic envelope will be sent home with each student on the 1%t and 3™
Thursday of each month. The contents of this envelope will include, but not be limited to,
information of a general nature such as special school events and early dismissals. This

—
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and parents can send information back to school. Students are expected to return the
envelopes the following day. They will be collected by homeroom teachers in the Lower
(K-5) and Middle (6-8) Divisions and Advisory Group teachers in the Upper Division (9-12).

e The Janus Update newsletter to Janus families regarding all the events and important
new items at the school, will be included in the plastic envelope.

How will the school communicate g A 1 K G KS K2YS | 62dzi GKS addzRSyiaQ

progress?

e Periodic updates regarding student progress will be provided through conferences, emails,
phone calls, grades sheets, and Edline.

Contacting the school:

e The first contact for parents should always be the staff member who is directly involved
with the situation. For example, all classroom issues will be first addressed by the teacher.

e Parents are encouraged to contact Janus staff via email. Teachers will not receive
telephone calls during class.


http://www.thejanusschool.org/

Contact the classroom teacher regarding:

Course curriculum and expectations
Homework

Classwork

Specific assignments

Class behavior

Class interaction with peers and teacher
Communication and feedback from teacher

Contact Staci Jasin, Academic Director regarding:

Questions related to general or specific issues regarding your child or the overall academic

program
Immediate student concerns when the instructor cannot be reached
9RdzOF GA2Yy It A&aadzsSa gAOGK  GSIFOKSHMtidhKI & KI @

Questions about larger, long-term goals for the student

A child having difficulty with a teacher or other student

{LISOATAO ljdzSatAaz2ya lo2dzi G§SadAy3da LINE OSRdAzNB
Testing of your child outside Janus before a Janus testing cycle

IEP meetings and hearings

Assistive Technology

Contact Jonathan Back, Dean of Students regarding:

Behavior issues in and out of the classroom
Social and communication needs
Questions regarding student attendance
Activities sponsored by the school

Summer Programming

Contact Jay Keener, School Counselor (LCSW):

{FFSGe O2yOSN¥ya NBX3IIFINRbghdd@ |y AYRADARdzZ £ &4
Questions regarding therapeutic contact and medications

Contact Robin Payne, Director of Admission and Outreach regarding:

The admission process

Student records

Transition to college

Transfer to another educational placement
Summer Programs Registration

Open Houses

Tutoring

Public Relations



Contact Michael Peterson, Director of Finance and Operations regarding:

Inquiries about tuition

Laptops or computers for student use
Financial Aid

Janus School Transportation

Contact Nicholas Chapman, Director of Development regarding:

Fund raising projects
Annual giving campaign
Capital needs
Volunteering

Contact Gina Martin, Receptionist regarding:

e Bus transportation provided by school districts

e Medication administration

e Parent conferences

e Student directory information

e Student absences or late arrivals

e Weekly envelope communication

e Parent being away or not available for two or more days

Parents are requested to notify the school if they are going to be out of town or unavailable for two
or more days.

Reports and Conferences

Janus Reports:

e Parents will receive three written academic reports during the course of the year. These
reportsexpt F Ay GKS &addzZRSydQa I OFRSYAO LINP®NS Y | YR
objectives, skills to be taught, and modes of instruction are included.

e Results of assessment administered at Janus are also included.

e End of year reports serve to review student progress relative to initial goals and define issues
for future programming. They may also facilitate the reassessment of larger diagnostic and
service issues.

e Grade reports are sent home for Middle and Upper Division students at the end of each
trimester.

e Final grades for the Middle and Upper Division will be mailed separately at the end of the
school year.



Parent-Teacher Conferences:
e Parent-teacher conferences offer parents and teachers an opportunity to discuss the
a0dzZRSy (1 Q& LINGhGErNsBnd shate idSak ih BXdBrdodetter serve the needs of
each student.

e Parent-teacher conferences are held three times a year.
e Parents contact the receptionist to schedule a specific date/time for each conference.

e Parent-teacher conferences cannot be forums for IEP meetings, which need to be scheduled
separately through the Janus Academic Director. (See District Policy

Policies and Procedures

Policies and procedures are developed as necessary to supipe goals of
a Janus Schooldeication, and toinsure for the rights of all in the Janus
community to be treated with respect, to learn, and to be safe.

Academic Honesty

PAGGSYLIWGAY3I G2 NBLINBaSyid y20KSNRa | OF RSYAO
Allowing another student to copy and turn in your work is also a serious offense. Cheating includes
odzi Aa y24 tAYAGSR G2 t221Ay3 G Fy20KSNRa
written papers, or submitting information cut and pasted from the internet into your own
assignments. Instances of cheating or plagiarism may result in:

e Having to redo work
e Having to redo work and receiving a reduced grade
e Receiving a grade of F for the assignment

Repeat offenses may result in more serious disciplinary action. In all cases, parents, Dean of
Students, and Academic Director will be notified.

Arrival and Dismissal/Transportation

e Students should arrive at school prior to the beginning of homeroom at 8:00 AM, (but not
before 7:30 AM). The school day ends at 3:00 PM. Students must be out of the building by
3:15 PM on regular days, or by 12:30 PM on early dismissal days, unless they are involved in
an after-school activity.

e Car riders are asked to be dropped off or picked up at the curb on the left side of the parking
lot (when facing the building), and are to use the entrance into the multi-purpose room.
Drivers who need to come into the building must park in a parking space before entering the
building. If students arrive after 8:00 AM, they are to use the main entrance.

10
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e Buses and vans will drop off and pick up students on the right side of the parking lot. Students
will use the entrance into the multi-purpose room. If students arrive after 8:00 AM, they are
to use the main entrance.

e Parents who need to pick up their children early must notify the school in writing or by phone
or email in advance. Students will be sent to the lobby to wait for parents, and must sign out
at the front desk before leaving school.

e The Janus School will be sending every family a parkingtagtouse A y & K S pa#kiOgioR 2 f Q &
Our school grounds are policed by Mount Joy Borough Police and any car without a tag may
be towed. Please contact Gina Martin, Receptionist, if you require another parking tag.

¢ No student will be allowed to go home on another bus or with another person other than the
parent or guardian unless a handwritten note or email is given to the Receptionist at the
beginning of the day. Only in emergencies will arrangements be allowed to be made on the
phone.

e Atdismissal, students will wait in designated areas until their bus or ride arrives.

e Inorder to increase student awareness of the local community and to further enrich teacher lesson
plans, a Community Outings Consent Form was included in our second summer mailing. Please
sign and return this form so your child can participate in these activities during the instructional day
throughout the 2011-12 school year.

School bus transportation

e Parents who use school district buses are responsible for contacting their bus service to set up
or cancel service due to iliness, appointments, vacations or alternative pick-ups.

¢ Although the school may provide students with strategies for handling the bus ride, the school
is not responsible for disciplining students who behave in an inappropriate manner on a
school district bus. Responsibility lies with the school district, parents, or transportation
company to manage student behavior.

e Students who ride Janus contracted buses are required to follow school rules on the bus.

Student drivers/ bike riders

e Students who drive or ride a bike to school must fill out a permission form and provide
relevant information

¢ Students must drive/ride safely and follow traffic rules at all times.

e Students must wear appropriate safety equipment at all times (seat belt, helmet, etc.).

e Students may not transport another student without written permission from the parents of
the driver and the parents of the student being transported.

e Students will not be allowed to return to their cars during the school day, unless given
permission from the Academic Director or Dean of Students.

e Students who need to leave early must have written permission from their parents, or
guardians, and must sign out at the front desk.

e Student drivers must have a Janus School parking tag in their car at all times when parked in
The Janus School parking lot. The parking lot is policed by Mount Joy Borough Police and any
car without a parking tag may be towed. A parking tag will be provided when the permission
form is handed in.

e If students drive irresponsibly on school grounds, the student may lose his/her parking lot
privileges.

11



Attendance Policies

Consistent attendance in classes is essential to academic success. Parents must recognize that taking

I OKAfR 2dzi 2F aOK22f F2NJ I LINRT{ 2 halsSchdSINA 2 R Y |
requires that students attend school regularly and in accordance with the laws of the state. Students

are expected to be in school by 8:00 AM. Students are expected to attend classes on time. If

attendance difficulties occur during the year a formal intervention process may begin. It is important

to note that attendance is taken by teachers at the beginning of each of their classes on a daily basis.

At the end of the year, if excessive non-school related absences have prevented the student from

progressing to the next level, future class placements at Janus, or credit for class completion may be

affected.

School related absence

e Aschool related absence is when a student misses class due to a field trip, attending a
presentation, testing, counseling, or a school visit (seePlanned absenge

Non-school related absence

¢ Non-school related absences include but are not limited, to all other absences such as
GF NRAYSaazr airAo0lySaazr R200G2NDa FLIWLRAyluYSyGas
¢ In-school and out of school suspensions are considered Non-school related absences.

Planned absence

¢ When a student will miss school for a school related absence that is not sponsored by The
Janus School, permission must be obtained from the Academic Director or Dean of Students at
least three days prior to said absence. This notice is important in order to provide adequate
Yy20A0S G2 | addzRSyidQa AyadaNHzOGA2YyLFf GSIFY

Communicating absences to the school

o |f the student is absent due to iliness or an unexpected event, parents are asked to notify the
school by 8:00 AM on the day of the absence. A message may be left on the school voice mail
or an email can be sent to the Receptionist and Dean of Students. The Receptionist may call
GKS | 6aSyid aidzRSy lifamencedtotfiByon ionatbegededzl NRA | Y 0 & 0
e A written excuse for each student absence must be submitted to the Receptionist upon the
aGdzZRSy i Qa NJIFawikNg/i note B notipWdadxte absence will be considered
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include a parent signature.

e | R200G2NIDa v 2tedfafudeatis abseSt dud tringsa for more than three (3)
consecutive school days. If a written note is not provided the absence will be considered
unexcused.

e All such absences will be considered non-school related.
Tardiness/Lateness

e {(dzRSy(la 6K2 I NNAGS fF3GS G2 aoOKz22ft ol FGSNI y°
their arrival and provide a written excuse from a parent. Students are then required to report
immediately to their scheduled class. Parents can expect communication from the school if
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their child is frequently late (seeTardiness Polies)® 9EOSaaAr@dsS fI
academic performance and/or advancement.

Early Dismissal

It is recommended that appointments be made outside school hours whenever possible. A
student who needs to leave early on a specific day must submit a note to the Receptionist
during morning homeroom then sign out at the front desk at the designated time before
leaving the school. Notes documenting appointments with a doctor, dentist, etc., may be
required. Such an absence is considered Non-school related unless it has been cleared
previously with the Academic Director or Dean of Students.

Students needing to leave early due to involvement with athletics must receive written
permission from the Academic Director or Dean of Students.

Notification of absence record

Absences for Lower Division students (K-5) will be included in end of year narrative reports.
Absences for Middle Division students (6-8) and Upper Division students (9-12) will be
included in end of year narrative reports and in grade reports.

The Dean of Students may provide periodic updates to parents regarding student attendance
if a demonstrated pattern of absences is observed.

Because frequent absence affects student success, the following communication will also occur:

For trimester courses:

e At 6 non-school related absences in a specific class, parents will receive a letter from the
Dean of Students.

¢ At 10 non-school related absences in a specific class, parents will be asked to conference
by phone or in person with the Academic Director and Dean of Students.

e At 15 non-school related absences, parents will be notified that the student will not
receive credit for the course.

For two trimester courses:

e At 12 non-school related absences in a specific class, parents will receive a letter from the
Dean of Students.

e At 20 non-school related absences in a specific class, parents will be asked to conference
by phone or in person with the Academic Director and Dean of Students.

e At 30 non-school related absences in a specific class, parents will be notified that the
student will not receive credit for a given course.

For odd and even day yearlong courses:

e At 9 non-school related absences in a specific class, parents will receive a letter from the
Dean of Students.

e At 15 non-school related absences in a specific class, parents will be asked to conference
by phone or in person with the Academic Director and Dean of Students.

e At 23 non-school related absences in a specific class, parents will be notified that
student will not receive credit for a given course.

13
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For yearlong courses:

e At 18 non-school related absences in a specific class, parents will receive a letter from The
Dean of Students.

e At 30 non-school related absences in a specific class, parents will be asked to conference
by phone or in person.

e At 45 non-school related absences in a specific class, parents will be notified that the
student will not receive credit for the course.

Please note: Students who miss more than 30 minutes of a class for tardiness (see Tardiness
Policieswill be marked absent for that class. This absence will be considered a non-school related
absence.

In the case of serious illness or special circumstance, an extended leave of absence may be granted by
the Head of School for a determined period of time. (See Serious lliness/Medical Leave)

Behavior Intervention and Discipline Policies

Discipline at The Janus School is based on the belief that a structured and caring environment
contributes most effectively to the growth of all students. The intervention and discipline process is
established on the expectation that, regardless of learning styles, and strengths and weaknesses,
every student will assume full responsibility for the rights of all to be treated with respect, to learn,
and to be safe. A demonstrated lack of responsibility regarding these rights means the possible
gSE1SYAy3a 2F GKS aidRSydQa 2¢6y NARIKGA & ¢St |

Interventions are intended to bring an end to unhelpful patterns of behavior and to establish
productive and helpful behaviors that will make students available for learning. Because the

discipline procedure is individualized, the people who are involved in the intervention process are

aSt SOGSR o0FaSR 2y GKSANI aLISOATAO Ay@2ft @SYSyid A
case. In all cases, after information has been gathered from the participants, a plan to establish new

and different behaviors will be developed.

Actions that are inconsistent with the ideals of the school community will be addressed through the
discipline process. The Janus School reserves the right to impose disciplinary sanctions for violation
of school policies or for any action that it deems harmful to that student or the school community at
large. The understanding and support of parents during these interventions is crucial and necessary
for the success of the students through this learning process.

The intervention/discipline process:

o Difficulties that disrupt the learning environment, in and outside of the classroom such as
inconsistent performance, inappropriate classroom behavior, and non-cooperation will be
addressed first by the teacher.

e If a pattern of such disruptive behavior continues, a meeting will be convened that may
include the teacher, tutor, advisor, Dean of Students, and the Academic Director. Parents will
be notified.

14



When needed, other resources such as counselors retained by the parents may be involved in
helping to resolve the case.

The student will be a full participant in the proceedings.

The Janus School reserves the right to impose disciplinary sanctions for violation of school
policies or for any action that it deems harmful to that student or the school community at
large.

In a case of repeated violations and unsuccessful interventions, the school may meet to
determinewhS 4 K SNJ (i KS AcandzRn&ybyitiedchodlS S R &

Depending on the nature of the violation, The Janus School reserves the right to temporarily
suspend the student during the disciplinary investigation and process.

Possible discipline consequences:

Community Service and financial restitution for property damage or loss. This involves
cleaning or other work around the school to repair damage or disruption caused by the
student. This may be assigned to underscore the equity of giving back to the community that
which was taken away by the student. In some cases, the student will be expected to pay for
the damage.
Academic and/or behavior log. Students who exhibit repeated difficulty in academic and/or
social areas may be monitored and required to gather feedback on a regular basis.
In-school restriction (ISR). Students may be restricted from participating in day-to-day
routine such as lunch, break, clubs, etc. Instead they will be monitored in a structured setting
with limited privileges, suchas & & A f $h¢ 6 NBeéz{uidelines for Silent Lunch/Break
Interventionand Student Expectations for Serving Silent Luhetow) Classes missed due to
an ISR are considered a school related absence.
In-school suspension (ISS). Students may be required to complete work alone in a supervised
study area throughout the day instead of attending classes. Classes missed due to an ISS are
considered a non-school related absence.
Out-of-school suspension (0SS). Students may not be allowed to attend school for a brief
period of time. They will still be required to complete all the work assigned to them. Classes
missed due to an OSS are considered a non-school related absence.
Official Warning. When the previously mentioned interventions fail to modify student
behavior, an official warning may be given, and a contract for behavior drafted.
Probation. If a student continues to demonstrate difficulties with adhering to the terms of
the contract following a warning, the student may be placed on probation and may become
liable for a withdrawal nomination or dismissal.
Withdrawal Nomination. The school reserves the right to ask a student to temporarily or
permanently withdraw from the school. The reasons for withdrawal may include, but are not
limited to the following:

0 Excessive absences due to medical reasons

0 Excessive unexcused or non-school related absences

0 School unable to meet the primary needs of a student

o Failure to disclose pertinent medical and family history information

0 Medical leave of absence (see Serious lliness/Medical Leave)
Dismissal from the school. This consequence is serious and critical to the quality of the school
environment. A student will be dismissed from the school when it is determined by the Head
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of School, the Academic Director, and the Dean of Students that the actions of the student are
harmful to himself or herself and to the entire school community.

Appeal Procedure

e Students have the right to appeal decisions in writing within five (5) days of the decision.

e They may appeal to the Head of School.

e The Head of School will conduct a review of the process and the decision made.

e The Head of School will submit a final decision in writing within five (5) days of receiving the
appeal.

e Depending on the nature of the violation, The Janus School reserves the right to temporarily
suspend a student during the appeal process.

Guideline for Silent Lunch/Break Intervention

e Students are given a verbal warning by teacher. If the teacher gives a second warning to the
student, the student may be given a silent lunch/break. The teacher who assigns the silent
lunch/break consequence will follow up with the student privately, write the name on the
silent lunch/break clipboard, and inform the parent, Dean of Students, Academic Director, and
GKS addRSyidQa Gdzi2NJ 2NJ  RGA&2NI AL SYIFAf @

¢ The student reports to silent lunch/break that day if the incident occurs in the morning prior
to lunch or the following day if the incident occurs in the afternoon.

e Students scheduled to serve silent lunch/break are required to report to the Music Room at
the beginning of their scheduled lunch or break period.

e The Silent Lunch/Break proctor will assign a second silent lunch/break if the student does not
report; the proctor will speak with the student to let him/her know that he/she is expected to
attend two total Silent Lunch/Breaks. This will then be communicated to the Dean of
Students.

e MultipleSiley & [ dzy G Kay resulBin thebllowing:

o Contact from The Dean of Students

0 Additional consequences such as ISR or Community Service

o Parent conference to discuss demonstrated patterns of behavior
0 ISS or OSS consequence

o0 Probationary status

0 Risk of expulsion

Student expectations for serving & fent lunch/BNE | | ¢

e Arrive on time to designated area without prompts from the monitor.

e Sit quietly for the entire period without engaging in social activities.

e Remain in the room until dismissed by the monitor.

e Failure to follow these expectations may result in the assignment of an additional silent
lunch/break, ISR, ISS, or OSS.

Major school infractions

Any student whose actions tarnish the reputation of The Janus School, jeopardize the safety, order
and discipline, or social cohesion of the community, or whose behavior serves as a negative influence
on the school or other students, regardless of where or when those actions occur, may be subject to
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any of the previously mentioned disciplinary actions asdeterminS R o0& GKS aoOK22f Qa |

The list of major school infractions includes, but is not limited to:

Lying to students or school personnel

Academic dishonesty (cheating on tests or projects, plagiarizing on papers or projects)
Harassing and intimidating others verbally, physically, and/or sexually

Vandalizing or destroying property

Stealing

Fighting and/or using violent behavior

Possession or use of any item that may be perceived as a weapon

Possession, use, or distribution of illegal substances and/or paraphernalia within sight
of school property

Possession, use, or distribution of tobacco products within sight of school property

e Possession, use, or distribution of alcoholic substances within sight of school property
e Excessive number of absences from school or class

e Not responding to staff redirection

o Refusal to cooperate in the intervention process

e Violating any state, local, or federal law

The possession and/or use of the followings deemed by Janus Administrators, wakult in an
immediate Outof School 8spension pendindurther investigation:

e Weapons
¢ Alcoholic beverages
¢ lllegal substances, including associatpdraphernalia

Parentsor guardians will be notified and immediate arrangements will be made for the stutien
be picked up from schooln addition, the Mount Joy Police department may be called if deemed
necessary by Janus Administrators.

Student Search

AstudentQa  f n2aybe Baxthed at any time. If there is reasonable suspicion that a student is
concealing, carrying or in possession of materials that are either in violation of the law or of The Janus
{ OK 2rales @idistudent will be asked to voluntarily disclose the suspected property. If the student
refuses to cooperate with this intervention LJF NBy dGa gAff 6S y204AFASR
f SFR G2 RAAOALI AYINE | QGA2ya | &adBithid SdMUnyIsy R
Police department may be called if deemed necessary by Janus Administrators.

t | NB Yy (i fidtervihBidn &hd discipline

e Parent messages to the student should be consistent with that of the school
e Parental support and follow through in regards to intervention processes will be
requested by the school
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Board of Trustees

The Janus School is a non-profit, independent school that is governed by a volunteer Board of
Trustees. Trustees are nominated and elected by the Board, and attend regular bi-monthly meetings
at the school. As a matter of practice, the Board does not involve itself in the day-to-day
management of the affairs of school, but rather leaves that up to the Head of School, administrative
team, teachers, and staff of the school.

Primary Responsibilities

e Governance ¢ Board members ensure long-range stability and fiduciary health, safeguards the
mission, hires and supports the Head of School, and undergoes strategic planning for the
school.

e Ambassadorship ¢ Board members represent and support the school in public in a positive
manner.

e Sponsorship ¢ Board members raise money for the school.

e Consultation ¢ Board members provide advice, expertise, and work to the school when called
upon.

e The Head of School may consult with the President of the Board of Trustees on various
matters, as needed.

It is the policy of the Board of Trustees that members shall not become involved in
LI NBy likaddzZRSy ik Sl OKS Niol®igtyatfof truse@é, @ota persbnal . 2 F NR Y S Y«
intermediary.

Bullying Policy

In order to provide an environment that provides for the respect, learning, and safety of all,
bullying will not be tolerated on school grounds, during school activities, or on school-provided
transportation.

Bullying is repetitive, and consists of overt or secretive attempts to physically or verbally intimidate
others.

If bullying occurs, an in-school restriction will be assigned. In addition, the student will meet with the

school counselor and/or Dean of Students who will guide the student through a variety of

assignments or activities to address the bullying. These may include a supervised activity with the

targeted student, research, writing email to parents, etc. These assignments can be completed over

time, and will be assigned on a case by case basis. Repeated offenses or ongoing issues will result in a

meeting between the Dean of Students and parentsF Y R Yl & NBadz &6 Ay | addzRS
the school.

The use of cell/smart phones or internet to intimidate or harass other students enrolled at The

Janus School duringorafii SNJ 8 OK22f K2dzNA Yl & NBadzZ G Ay | aid:
school pending further investigation and may include the possible inclusion of law enforcement

officials.

18



Cell/Smart Phones and other Electronic Devices

The use of cell/smart phones and other electronic devices may cause a disruption to the learning
environment. Students are permitted to use their cell/smart phones and other electronic devices
during early morning arrival, break, lunch, or with explicit permission provided from the faculty or
staff member that is supervising them at the time. Faculty and staff members may confiscate a

& (0 dzR S y/im@réiphodeot electronic device at their discretion if its use is deemed inappropriate
or proves disruptive to the learning environment.

The following are guidelines for the use of electronic devices during school hours:

e Electronic devices include but are not limited to: Cell/Smart Phones; CD, DVD, and MP3
players, iPods, iPads, electronics pets, GameBoys, PS2 Players, pagers, walkie-talkies,
scanners, and radios.

e Students are permitted to use electronic devices during early morning arrival, lunch, and
break.

e Students are not permitted to call, text, or email their peers during school hours.

o Studentsarey 2 i LISNXYAGGSR (2 SEOKIFYy3IS 2N aKl NB

other students while in school. If such an exchange is observed, the items will be confiscated
and returned to the appropriate student at the end of the day.

e If astudent uses an electronic device during a class without explicit permission from their
teacher or supervising staff member said item may be confiscated and returned to the
student at the end of the day.

e Parents will be notified if/when an electronic device is confiscated.

e If astudent refuses to provide this device to the supervising faculty or staff member, the
Dean of Students will be called and additional consequences will be given.

e If a pattern of inappropriate and/or disruptive electronic device use is demonstrated the
a0dzRSY 0 Q& LIbak @evick didhGtheiscBool Galy Ml revoked.

¢ If this occurs the student will be required to provide their device to the Receptionist, or Dean
of Students, at the beginning of each school day. In case of emergencies, if such a
consequence has been given, students can always be contacted through the front desk.

¢ |f students use electronic devices to share inappropriate content or materials parents will be
notified and said electronic device may be confiscated. Dependent on the nature of the
material shared additional consequences and/or police involvement may occur.

e The Janus School is not responsible for injury during use, lost, stolen, or broken electronic
devices.

e The Janus School provides a secure internet site for school sponsored electronic devices. We
are not, however, able to supervise or monitor the internet connections or materials students
are able to access through the use of their own electronic devices.

Computer and Technology Use - Acceptable Use Policy

The following is the Student Acceptable Use Policy that every student and parent must sign before
using any Janus School technology, including but not limited to, laptops, MP3 players, thumb
drives, and calculators.
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The Acceptable Use Policy applies to all computers, servers, supportive equipment, peripherals and
software incorporated within The Janus School program including access to the Internet. Use of The
Janus School technology is a privilege granted to students, faculty and staff with the understanding

that the guidelines found within the Acceptable Use Policy will be strictly adhered to.

Failure to follow these guidelines as outlined below will result in the immediate loss of all technology
privileges and further disciplinary action. After reading the guidelines below both the student and the
parent must sign and date the form. The form must then be returned to school. Access to technology
will not be permitted until a properly signed document is on file.

Local Area Network Use

¢ |understand that all expectations found in the Student-Parent Handbook apply to computer
use.

e Do not disconnect or connect computers or other devices to the network without permission.

e Login when you begin using a computer and log out when you are finished. Never share your
LI ad62NRa 6AGK ye2ySo bSOSNI dzaS Fye2yS St

¢ | will not make any changes to any programs, settings, and files or to The Desktop of a
computer.

¢ | will not attempt to access or change computer system configurations, load or delete
software, or download any programs. | may not, under any circumstances, load or run my own
software on any Janus School computer.

e | will be considerate of others rights to privacy. Therefore, | will not access, destroy, delete,
copy, read or change anything written or designed by someone else without their permission
and the permission of a faculty member.

e | will access and use the personal account provided for me by The Janus School. | will not use
Iy 2 G KSNJ Jofodm @b pafvetatd &t €ngi time, place information or files in another
AYRAQGARdzZEt Qa F2f{ RSNE FyR L dzyRSNBEOFIYR GKIFG |
Janus School to determine appropriate use.

e Use of my own computer for school purposes requires that | follow these guidelines:

e The computer must be pre-approved by the Academic Director.

e The computer must be checked for viruses before every use.

e The computer may be used under the supervision of a faculty member at the
appropriate times.

e The computer may not contain any hardware or software in violation of copyright
laws.

e The computer will be inspected at any time at the discretion of any Janus School
faculty member.

e If the computer is found in violation of any software copyright, any hardware
regulations, or any of the guidelines of the Acceptable Use Policy it will be removed
and the user will be subject to disciplinary action.

e The use of any Janus computer for any illegal, inappropriate, or obscene purpose is
prohibited.
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e |understand that The Janus School reserves the right to make changes to this policy without
prior notice to ensure the safe and secure use of technology. Questionable uses of the
network covered and not covered by this document will be subject to disciplinary action.

e | understand that The Janus School owns the network and reserves the right to examine and
log all files and activities that occur on any computer used on school property or in
conjunction with the Janus School network. This includes, but is not limited to, Internet use
and history, e-mail, and files.

Internet Use

e Do not visit websites that contain violence or sexually explicit materials, which advocate illegal
drug use or alcohol use, or which offer online gambling. Do not bypass network restrictions.

¢ | will not access the Internet until | have authorization and supervision from a faculty member.

e | will not give any personal information about myself or another person such as name,
address, telephone number, school name or location, or birth date.

e E-mail is not presently available for student use. | am not permitted to access or use my own
personal e-mail account at any time on any computer without requesting and receiving
specific verbal or written permission from the instructor.

¢ | will not acquire, distribute, or allow distribution of harmful software such as computer
viruses. | will not use, copy, or download software from the Internet.

e Only properly authorized sources of information are to be used. | will document all sources
that | use for research; including the site address and the date | accessed the site. | will not use
0KS O2YLJzi SNI G2 | Ol dzZANBSE dzaS 2NJ NBLINBaSyid 2i
taking of ideas or works of others and presenting them as if they were my own) of any
information is absolutely unacceptable and will result in immediate disciplinary action. Please
refer to the Student-Parent Handbook for detailed policy.

o [fIfind any information to be offensive, | will immediately report it to the faculty member in
charge.

Peripheral Use

e Unless authorized by a Janus faculty member, students must use their own assigned devices
(ex. mp3 player, thumb drives, laptops, calculators and associated devices) and not share with
another student.

e Any loss or damage to a device caused by use other than normal wear and tear will require
the parents or student to pay a replacement fee.

e Any issues with a peripheral device should be brought to the attention of a Janus faculty
member. Please do not try to resolve issues outside of Janus support.

e LU Aad GKS aiGdRSy(iQa NBalLRyairoAftAte G2 YIS :
secure.

e The devices assigned to a student are only meant to be used for school-related activities and
assignments.

e All peripheral devices must be returned by a specified date at the end of the school year.

General Use
e 52y Qi 0SS 4l aidSTdz @ {1 @S 2yte gKIFIG @2dz YySSR«
e Ask for help if there is a problem.
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e Treat your laptop and thumb drive with respect; try not to touch the monitors and be gentle
with the keyboard and mouse. Again, please be sure that your hands are clean when you use
a computer.

e Be willing to learn new computer skills.

| understand that failure to adhere to these guidelines may result in suspension of some or all
technology and Internet privileges and may also result in further disciplinary action.

Computer and Technology Use ¢ Student Laptop and Thumb Drive
Policy

The following is the Upper Division Student Laptop and Thumb Drive Policy that all Upper Division
students (9-12) and parents must sign before being given a laptop and thumb drive.

The following rules and expectations apply the Janus School Motto to the appropriate use of
technology while at School regarding laptops and thumb drives.

Laptops are a privilege. Students given that privilege must understand and agree to the following:

e Acceptable Use Policy applies to laptop and thumb drive use.

e Use your time wisely. During school hours, use computers and thumb drives only for school-
related activities. Do not play games, view videos, use email, or visit social networking sites
unless you are doing so as part of a class assignment. Use class time only for class activities.

e Refer to the Internet Use section of the Acceptable Use Policy for detailed policy on Internet
use. Do not bypass The Janus School network restrictions.

¢ Do not use the network to download files, view videos which are not related to school, or to
listen to Internet radio or other streaming audio.

e Log in when you begin using a computer and log out when you are finished. Never share your
LI a3d62NRa 6AGK ye2ySeo bSOSNI dzaS yez2yS St a:

e Be willing to learn new computer skills.

e Do not vandalize or damage your computer.

e Respect each others' privacy. Do not view or access files, directories, or systems which do not
belong to you or which you do not have permission to use.

¢ When using your computers, make sure that your hands are clean and your work area is free
and clear of food and anything that can spill or damage the computer and/or thumb drive

e Do not install or run personal software or programs of any kind on school computers.

¢ Students should not place stickers, tape, or markings on the laptops or thumb drives.

¢ Notify a teacher if you feel your computer is in need of cleaning.

e Laptops will remain in the building at all times with no exceptions. Students can take work to
and from school by using the supplied thumb drive.

e [FLIi2LJa gAff 0SS 1SLIWG Ay (GKS adGdzRSyiQa | ROAA:
student leaves the building; laptops will not be kept in other classrooms or lockers.

e Laptops are to remain in the bag when transported or when not in use during the day.
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carrying case and charging requirements.

e LU Ad GKS alGdRSyidiQa NBalLkRyairoAtAatne G2 YIS

e The laptops and the thumb drives are the property of The Janus School.

e Alost, stolen, or damaged laptop as a result of not following set procedures for storing and
OGN yaLR2NIAYy3I GKS fFLING2L) YIe NBIdZANS GKS a
fee, as noted at the bottom of this document.

e Requests to download necessary programs need to have permission from both the
instructor(s) and Administrator(s).

e {GdzRSy (& IINB y2i I ff2gSRSsh&/kisamthdized tyBelpifyS NJ &
the laptop assigned to her/him.

e Periodic computer history checks are conducted in order to assess the proper use of school
technology.

e The internet is not to be used without explicit permission provided by a supervising instructor.

e Headphones and other peripheral devices are not to be plugged into laptops without explicit
permission provided by a supervising instructor.

o |If thereis a violation of this policy or the Acceptable Use Policy, it is at the discretion of the
Academic Director and/or Dean of Students to take away laptop privileges for a period of
time.

Convocation

On the last student school day, Convocation is held to celebrate graduation of the Senior class and to
recognize accomplishments of all Janus students during the past school year. Parents and special
friends are invited to attend, and a reception for all follows the celebration.

¢2 NBO23Ay AT S ofitkisecasiénLthe folfowirfy gré&sitaue for students has been
adopted:

¢ Female graduates ¢ White dress (no sundresses) or skirt and top, dress shoes or sandals

e Male graduates ¢ Collared shirt and tie, dark suit (pants and coat), dress shoes

e Upper Division boys ¢ Collared shirt and tie, dress pants, no flip-flops or flip-flop type sandals,
no denim and/or athletic wear

e Lower Division boys ¢ Collared shirt (tie optional), dress pants, no flip-flops or flip-flop type
sandals, no denim and/or athletic wear

e Upper and Lower Division girls ¢ dress pants, knee-length skirt or dress, blouse or collared
shirt (no tanks or t-shirts), no flip-flops or flip-flop type sandals, no denim and/or athletic wear

District Policy

The Janus School adopts this policy because of the increasing demand for administrator and faculty
time away from school for individual legal proceedings. The Janus School would like to cooperate
with families and schools in these processes; The Janus School has a limited number of personnel

23

/ KIFNBAYy3 aGFGA2ya NBE LINPGARSR Ay SIOK K2YSI



who can be involved in due process hearings, legal proceedings, IEP Team meetings, and related
activities.

All questions about and requests for participation in due process hearings, legal proceedings, and IEP
Team meetings must be referred to the Director of Academics . At his/her discretion, the Director of
Academics may delegate responsibility for providing information and representing The Janus School
in these activities.

All questions and requests regarding outside observations and or testing at The Janus School must be
NEFSNNBR (2 GKS 5ANBOG2NI 2F ! OF RSYAOao® G h dzi a A |
observation / testing by non-Janus School employees or agents, such as but not limited to school

district staff, private evaluators, and attorneys.

A non-exhaustive list of general considerations for such activities follows.

Conferences ¢ As a matter of course, The Janus School will invite school districts who are funding
students at Janus to scheduled Initial, Mid-Year, and Final Parent-Teacher Conferences. The Janus
School will send a copy of the student's reports to his/her school district of residence prior to the
scheduled Parent-Teacher Conferences.

Where a parent has had a reasonable opportunity to schedule a Conference but has not done so, the
resident school district may contact the Director of Academics to schedule a meeting to clarify
information in the report as well as discussing other issues relating to the student's present and
future education. Such a meeting will be scheduled at a time convenient to Janus and the school
district and while notice of the date and time of this meeting will be relayed to parents to permit
them to attend if they desire and their schedules permit, a meeting arranged under these
circumstances will not be changed to accommodate parents' schedules, unless another suitable time
works for all three parties. An absent parent will obtain a summary of any discussion with the school
district.

Where a school district is unable to attend a scheduled Parent-Teacher Conference, the school
district of residence will receive a copy of the summary of the conference. The parent will receive a
copy of this conference summary as well.

Requests for information ¢ TheJanusSOK2 2 f @At f LINPOARS O2LIASaE 2F
other professionals as long as The Janus School has written permission signed and dated from parents

or signed and dated release form. The Janus School will inform school districts of student

disenrollment, as needed. All requests for information should be directed to the Director of

Admission and Outreach. The Janus School may charge a reasonable fee to cover the cost (time and

materials) for photocopies.

Due Process and all Legal Proceedings ¢ Where the services requested extend beyond those
Y2NXYIFffe LINPPARSR G2 SyKFIyOS | aiddzRSydQa LISNF2I
fee to cover time and materials. Fees determined by The Janus School will cover time and expenses
used to obtain and share information, prepare materials, confer by phone or in person, and travel
to/from and appear at proceedings. Payment for these services will be expected regardless of the
outcome of the proceedings. The cost of this service is $250.00.

e advanced notice of at least five (5) working days must be given to the Director of Academics,

more is preferred,;
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e suggested witness questions must be supplied at least three (3) working days in advance of
the hearing;

e witness participation must be arranged at a time that is convenient with the school calendar
and the witness.

IEP Meetings ¢ The Janus School will host an IEP meeting at The Janus School and may provide one
NELINBaAaSYdl G§ABS FNRBY (K & reguestddRTBeyfaiiu@SEhool willprigpdEzO G A 2 v I
reports and data for the IEP Team meeting and will bill parents a fee of $250.00 to prepare reports
and or data.
¢ advanced notice of at least five (5) working days must be given to the Director of Academics,
more is preferred;
e The Janus School must have questions supplied in advance, at least three (3) working days in
order to prepare for the meeting;
e the meeting must be arranged at a time that is convenient with the school calendar.

Observation at The Janus School ¢ All outside observations and or testing of a Janus School student
must be scheduled through the Director of Academics:
e the Director of Academics must first receive notice and written permission and release form
from parent(s);
e notice must be given to the Director of Academics at least five (5) working days beforehand,;
notice must be given to teachers by the Director of Academics for at least two (2) working
days, if possible;
¢ the Director of Academics must know who will be doing the observation/testing.
e only one outside observer or tester per classroom and for a specific time is scheduled,;
e the outside observer or tester must observe unobtrusively and refrain from becoming
involved with the class or the individual child;
e the outside observer or tester doesnotpresuYS 2y (G KS GSIFOKSNRa GAYS
guestions must be directed to the Director of Academics;
e The Janus School reserves the right to remove any outside observer or tester at any time
when, in the judgment of The Janus School staff, the outside observer or tester violates this
t2f A0 A& RAANHZIIAGS 2F ¢KS WFydza { OK22f Q&
fails to comply with reasonable standards of civility and professional practices.

Under no circumstances will The Janus School accept any financial responsibility for expenses
incurred by parents or others as a result of participation in due process hearings, litigation, IEP Team
meetings, and observations/testing, or other related activities.

To the extent not covered by this Policy, the Head of School shall have authority to exercise
reasonable judgment regarding participation in due process hearings, litigation, IEP Team meetings,
and observations/testing. The Head of School shall from time to time report to the Board regarding
the effectiveness of this Policy and suggested changes to this Policy.
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Dress Code for Students

In order to create an environment that insures respect, learning and safety of all students, students

may not wear any clothing that is deemed a distraction to the learning process.

e Students are expected to wear clean clothes.

e Students must wear hard-soled footwear at all times. In addition, teachers may require

specific appropriate footwear for fieldtrips and outdoor activities. For safety reasons,
fl-O0Sa Ydzald 6S GASR® a4l SSteaé¢ YIre yz2i

e For Health and Wellness Class, students are required to wear sneakers that are laced and

tied, Velcro closures and/or slip on, that will not slip off when kicking, running or being
active. The soles of the shoes should be non-slip, non-marking soles.

e Headcoverings may be worn in the building for religious or medical reasons only.
However, students may wear a headcovering on their birthday.

¢ Clothing may not be skin tight, or reveal midriffs, upper torso, lower torso, or
undergarments.

e Skirts, shorts, dresses, tops over leggings, etc., may be no shorter than four inches above

the kneecap.

e Students may not wear clothing that represents cigarettes, drugs, alcohol, or contains
sexually suggestive, offensive, violent or profane messages.

e Students may not wear chains, spikes, jewelry, or metal objects on their clothing that
may hurt themselves, others, or property.

Students violating the dress code will be required to change clothing. Clean clothing items are
available to loan to the student if they do not have appropriate clothing with them. Dress code issues
will be addressed as necessary by any faculty or staff person. If questions arise, the final decision will

be made by the Dean of Students.

Repeated dress code violations or non-compliance following redirection will be reviewed by the Dean
of Students and may result in the temporary loss of privileges.

Food and Beverages/Lunch

For health and safety reasons The Janus School encourages students to not share food or beverages.
Please make sure to include any allergies your child has when completing the Student Information

Form so we can better monitor their food and beverage intake. In addition, in order to care for our

facilities and to limit distractions from the learning process the following guidelines are to be
followed:

Students are to refrain from eating or drinking except in designated areas such as the
cafeteria.

Students may not have food or beverages in the library or near any computer.

Candy and gum is not allowed in class.

Beverages with high levels of caffeine or sugar are not recommended.

26



e Teachers individually determine whether or not to have a regular snack time during the school
day.
e Parents are encouraged to involve their children in the preparation of healthy and nutritious
food for snacks and lunch.
e Parents are urged to limit the number of microwaveable meals.
e Open beverages and food items may not to be kept in lockers.
e Students may have clear water with them throughout the day.
e Students are responsible for cleaning up their area and following recycling procedures during
their lunch period.
e Hot Lunch is provided at a $3.90 cost/meal. Students are to pay at the beginning of each
month for that given time period.
e Menus are sent home in the biweekly Envelope and are posted on Edline.
¢ [fastudent ordered a hot lunch but is unexpectedly absent, you can receive a credit for that
day ONLY if you notify Gina at the front desk by 8am. If school is called off because of
weather, credits are automatically given to students who ordered a hot lunch.
e LT | &addzRSYyd F2NBSGA GKSAN f dhadadstsaf S OF Yy LINI
macaroni and cheese, pretzels, a fruit cup, and fruit juice. A note will be sent home to
LI NByida NBljdzSadAy3d GKIFIG GKSe@ ASYyR AYy bPodnn |

Fund Raising

All independent schools must seek financial support, beyond tuition, in the form of annual giving and
capital gifts. The Annual Fund has long been a tradition at The Janus School, and each year
unrestricted, tax-deductible contributions from parents, alumni, parents of alumni, friends,
corporations and foundations are solicited. In addition, contributions are sought for specific needs
such as construction projects, innovative curricula, financial aid and faculty support.

e The Janus School seeks to direct parent and alumni support to the Annual Fund which benefits
all aspects of the school and discourages faculty and student solicitation of parents and
alumni for individual school needs and projects.

e To the extent faculty and students are involved with fundraising, their requests of alumni,
parents or other school constituencies must be coordinated through the Development Office
and authorized by the Director of Development.

e On-campus student fundraising events, such as car washes, candy sales, bake sales, student
raffles, etc., must be coordinated through the Development Office and authorized by the
Director of Development.

Grading Policy and Transcripts (Middle and Upper Division)

Grades

DNl RSa NBTtSO0 GKS aiddRRSydQa f SI NycanemmathINRP FAf S
particular level. Additional factors include, but are not limited to, work completion, homework
quality, class participation, effort, quizzes, tests and exams.

27



When students are graded, their specific learning profile, academic skills, and ability are kept in mind.

Due to the unique nature of the students and program, grades do not always reflect grade-level work.

Modifications and accommodations are made to the setting, timing, presentation, manner of
response, and assignments so that each student can be successful in class. All students are expected
to accept responsibility for their own learning and move toward independent application of skills and
content in a variety of contexts.

Middle division students (grades 6-8) receive grades in reading, writing, and math.

Upper division students (grades 9-12) receive grades in all of their classes.

Grade sheets issued to students and parents or viewed on Edline will include letter grades.
Year-long courses such as English, math, history and science receive 1%, 2" and 3" trimester
grades. At the end of the year, final grades for these courses will reflect an average of all
trimester grades.

Letter grades on grade sheets, Edline reports, and transcripts will be assigned to percentages
as follows:

A 93¢ 100 C 73¢76
A- 90¢92 C- 70¢72
B+ 87 ¢ 89 D+ 67 ¢ 69
B 83 ¢ 86 D 65 ¢ 66
B- 80 ¢ 82 F Below 65
C+ 77¢79

e Pass/Fail classes will require a percentage of 65% to pass.

Transcripts

Official transcripts for grades 9 ¢ 12 will include credits and letter grades.

Transcripts will not include rank or GPA.

Trimester courses will receives grades and credits for one trimester only.

Internships and vocational programs will receive a Pass/Fail grade.

CKS aidRSyidQa OdzNNByld &SN NBLER2NIa&a gAff
Courses from other schools will be transferred at the discretion of the Admission Committee.
Diplomas from The Janus School are not rescinded.

Graduation Requirements

The following courses are required for completion of the Upper Division program, grades 9 ¢ 12.
These requirements meet or exceed the state requirements for graduation:

Subject Years required | Credits required
Math 4 years 4.0cu
Reading/Comprehension/Literature 4 years 4.0cu
Writing* 4 years 4.0cu
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Science 3.6 years 3.6cu

Social Studies/History 3.6 years 3.6cu
Visual /Performing Arts/Humanities 2 years 10cu
Health & Wellness/Physical Education 2 years 10cu
Selectives*

remedial classes, socialization-communication, study skills, 2 years 1.0cu
assistive technology/computer

Transition* (grade level) 4 years 2.0cu
Internship* (senior) .3 year 1.0cu

*-required if attending The Janus School

Guardianship Policy

The School requires each student enrolled in the School to live with a parent or a parent-designated
guardian throughout the entire academic year, and who fulfills all responsibilities to the student and
the School in a timely and effective manner. If a parent or a parent-designated guardian is away from
home or work and is not available for an extended time when School is in session, they must inform
the School. The parent or parent-designated guardian must call the Receptionist in the Main Office.
Any exception to this policy will be granted at the sole discretion of the Head of School.

Process for guardian approval

1. ¢KS FlYAf&@ adzomYAilda I gNAGGSY Thiddozumeir duges K A
0§KS 3dzZt NRAF Yy Qa Yy I YSZhomeaNuSell phghRnumabarid-mail R R NB &
addresses, and an additional contact if the guardian is not available.

2. The guardian needs to be fluent in English, or have access to an interpreter who is available to
attend student conferences.

3. The guardian and an interpreter if necessary, meet with a representative of the School during
the admission process and prior to the start of School.

Guardian Responsibilities

1. The guardian attends to the daily needs of a student, which include, but is not limited to, the
following:
a) Maintains a healthful and safe living environment;
b) provides meals on a regular basis;
c) provides home medical care in the event of illness;
d) assists the student and family to find a local medical practitioner;
e) assists the student to seek professional medical care and treatment in cases of
emergency.

2. The guardian stays in close contact with the School throughout the year in matters of
academic support and supervision. The guardian meets with a representative of the School at
least once a year with the first meeting occurring prior to the start of the school year. The
guardian contacts the School when a student is late or not in attendance.
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3.

Ly GKS S@gSyid 2F | adlddza OKFry3IS GKS LI NByi

prior to the change. Status changes include but are not limited to the following: address
change, phone change, student vacation plans, and guardian changes.

Ly G0KS S@Syid (KIFIG GKS 3Jdzr NRAFY OSIFasSa i
family must contacttheScK 2 2 f Qa ! RYAaaA2ya hFFAOS AYY
for approval.

Harassment Policy

The Janus School is committed to having a positive learning and working environment for its students
and employees and will not tolerate harassment.

The Janus School is committed to providing a work environment that is free of discrimination. We
will not tolerate actions, words, jokes, or comments based on an individuals' sex, pregnancy, race,
ethnic background, age, religion, or any other legally-protected characteristic, if such conduct would
be offensive to a reasonable person. Sexual conduct (both overt and subtle) can serve to create an
offensive work environment and therefore, is prohibited. Furthermore, we will not tolerate
retaliation against any person who complains of sexual or other forms of illegal harassment.

Scope: The policy shall apply to all employees, students, customers, vendors, visitors, and
anyone doing business with The Janus School.

Purpose: To maintain a working environment free of sexual and other harassment and free
from retaliation.

Definition: For the purpose of this policy we define sexual harassment, as follows: (1) sexual
flirtations, touching, advances, etc,; (2) verbal abuse of a sexual nature; (3) graphic or
suggestive comments about an individual's dress or body; (4) sexually degrading words to
describe an individual; (5) displaying sexually suggestive objects or pictures, including nude
photographs in the workplace.

Sexual harassment also includes: (1) explicitly or implicitly suggesting that submission to
sexual conduct is a term or condition of an individual's employment; (2) using submission or
refection of the conduct as a basis for employment decisions; (3) substantially interfering with
the individual's work performance or creating an intimidating, hostile, or offensive work
environment. No manager, supervisor, officer, executive, employee, board member, or other
individual has the authority to condition an employee's job or job benefits on the exchange of
sexual favors.

Procedure: If you believe you are the victim of impermissible harassment, sexual or otherwise,
or you observe another person subject to such harassment, you are required to promptly
report the facts of the incident to the Director of Academics or Director of Finance and
Operations. Complaints can be made verbally or in writing. The Janus School will not retaliate
against an individual who makes a complaint under this policy. We will promptly conduct an
investigation by the Director of Finance and Operations. To the extent possible, the
investigation will be conducted in a confidential manner and information will be
communicated only to those persons who have a need to know. In all cases, we will advise
the employee of the conclusions.
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e There will be no retaliation against any person who files a complaint or cooperates in an
investigation internally and/or with the Equal Employment Opportunity Commissions (EEOC)
or a state or local governmental agency.

e After appropriate investigation, any employee who is found to have engaged in harassment or
retaliation of another employee, will be subject to appropriate disciplinary action and may be
subject to immediate discharge.

o Employees are apprised that if they believe they are the victim of impermissible harassment,
they also have the right under state and federal law to file a complaint with the Pennsylvania
Human Relations Commission (PHRC) and the EEOC. Such a complaint must be filed with the
PHRC within 180 days of the last date of unlawful harassment and with the EEOC within 300
days of the last incident of unlawful harassment.

Health Policies and Procedures

The Janus School does not employ a nurse; however, regular screenings are provided through the

Donegal School District. Student medical records are retained by the school. Medical records are

aSyid 2 ONryarxldAz2yAy3a aokKz2z2fa 2N G2 | addRSydQ:
and safety of all students, the following health policies and procedures must be followed:

e ImmunizationformsY dza i 0SS Odz2NNByYyd yR 2y FAf SO ¢ KS {
requirement is audited on an annual basis. The School reserves the right to exclude any
student from classes if this form is not current and on file. If a parent or guardian elects not to
have the child participate in the required immunization sequence for medical or religious
reasons, an exemption must be obtained from the Department of Health before the initial
enrollment at The Janus School.

e The Following are immunizations required for children entering all grades:

0 4 doses Tetanus* (1 dose on or after 4™ birthday)

4 doses Diphtheria* (1 dose on or after 4™ birthday)

3 doses Polio

3 doses Hepatitis B

2 doses Measles**

2 doses Varicella (Chickenpox) vaccine or history of disease

0 1 dose Rubella (German Measles)

O O o0 oo

*Usually given as DTaP, DT, or Td
**Given as MMR (Measles, Mumps, and Rubella

e The following additional immunizations are required for 7t grade students
0 1 dose Tetanus, Diptheria, Pertussis (Tdap)
0 1dose Meningococcal Vaccine (MCV)

These immunizations requirements apply to children attending ALL Pennsylvania Schools

In addition, #l students entering school from out of the U.S. must have Mantoux TB test done
prior to school entry.
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The Student Information Form must be on file before the start of the school year. This form
gives School personnel permission to ensure any emergency care from an Emergency Medical
Service team or an emergency room until the parent/guardian can be contacted and take over
the oversight of medical services. This form also lists all emergency contacts with phone
numbers and gives information on allergies, health insurance, medical conditions, and
doctors. This form must be completed at the start of every school year and requires original
signatures.

Report of Physical Examination by Physician is required at the start of grades K/1, 6, and 11.
Report of Dental Examination is required at the start of grades K/1, 3, and 7.

In the event of a serious medical event, all efforts will be made to contact parents, and such
efforts will continue until met with success. If it is determined that time is of the essence for
the health of a student, local Emergency Medical Services will be contacted. These personnel
will be given a copy of the Student Information Form, and if the student is taken to an
emergency room, someone from the school staff will accompany the student or meet the
student there. At such time, the medical decisions are in the hands of the emergency
personnel.

When a child is exhibiting signs of any illness, he/she is not to attend school until the
symptoms have resolved. This includes, among other things, fever, earaches, vomiting,
diarrhea, pinkeye (conjunctivitis), and strep throat

Communicable Diseases: no student, faculty, or staff member absent from school for any of
the following reasons may return to school without written permission from a physician:

0 Chickenpox o Mumps

o Conjunctivitis 0 Head Lice

o Diarrheal Disease 0 Pertussis

o Fifth Disease o Ringworm of the body
0 Hepatitis A 0 Rubella

0 HepatitisB 0 Scabies

0 Measles 0 Streptococcal diseases
0 Meningitis bacterial including:

0 MRSA A Impetigo

o Mono A Scarlet fever

Parents can support the school by disclosing information about food allergies and the effects
of certain substances, such as caffeine, have on their children.

Regular screenings that may occur with the Donegal School District nurse include height,
weight, vision, hearing, and dental exams.

Pandemic/Epidemic Emergency Plan

I. Preparedness/Planning Phase ¢ Before an Outbreak Occurs

Task Employee(s) How this will be done
Pandemic/Epidemic Emergency Health, Safety, and Security | Health, Safety, and Security Committee will
Planning Committee members develop and review the Pandemic/Epidemic

Emergency Plan and update it periodically.

School Preparedness for Pandemic Health, Safety, and Security | Health, Safety, and Security Committee will receive

Flu

Committee information regarding preparation, response, and
recovery from a pandemic / epidemic.

Distribution of Educational Materials | Health, Safety, and Security | Flu prevention information to school families and
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Committee

employees from the PE teacher. Information will go
out via school newsletters and fliers.

Education about Pandemic to

Students/School Employees

Committee

Health, Safety, and Security

Health, Safety, and Security Committee and
Administrative team will continue to teach and
encourage effective Infection Control practices to
students and employees. These practices will
include: recognizing the symptoms of flu,
respiratory etiquette (cover your cough), good
hand hygiene, and staying home if ill with flu

symptoms
Identify Employee Emergency Receptionist and Office Employee emergency contact lists will be kept up
Contacts Administrator to date

Health Room Supplies and Cleaning

personnel

Receptionist and cleaning

Students with flu symptoms will be kept separate
from other students (social distancing) using the
health room or other designated space. Schools
will stock gloves, masks, and tissues to address the
needs of students and employees ill with influenza.
Extra cleaning will be needed during an influenza
outbreak when schools are still open.

Review of Available Mental Health

Resources

Committee.

Health, Safety, and Security

Health, Safety, and Security Committee and
Administrative team will review and identify
mental health and grief resources including the
Regional Crisis Response Team.

Il. Response ¢ During an Outbreak

Task

Employee(s)

How this will be done

Care of Students and
Employees with Flu

Receptionist and Office
Administrator

Students and employees exhibiting flu symptoms will be cared
for in an isolated location. Others with symptoms other than flu

Symptoms will be cared for elsewhere. If needed, a separate larger area will
be designated for use. Parents or emergency contacts will be
called immediately to pick up ill students and employees.
Students and employees exhibiting flu symptoms may wear
surgical masks until picked up. This will reduce but not
guarantee transmission. Infection control practices will be
followed.

Reporting of Flu Health Safety and Receptionist will keep a confidential record of students and

symptoms: Security Committee and | employees sent home who are exhibiting flu symptoms. When

w CS@SNJI Administrative team. absences are called to the school, Receptionist will report those

w | SIRIOKS calling in due to flu to the Administrative team. Students and

w {2NB G§KNERLI employees with symptoms are to be sent home; until picked up,

w .2Re& | OKSa they will be isolated. The Receptionist will report suspected

w [ 2dzaK influenza cases to the Administrative team.

w blalkt RNIA

w {i2Y] OKkAY]

discomfort
w 9EGNBYS SE

Cleaning of Health
Rooms

Cleaning personnel and
person assigned to
kitchen duty.

Pillow covers will be disinfected between students and
employees. Pillows and beds will be disinfected between
students and employees. Daily cleaning of the health room will
be done by cleaning staff with the product currently
recommended by health authorities.

Communication to
Employees

Administrative team

Updates on the current situation will be given to the employees .

Communication to Parents

Health, Safety, and

Health, Safety, and Security Committee and Administrative team
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and Employees Security Committee and | will be in direct contact with Public Health Organizations
Administrative team. regarding school closure. The Administrative team will follow
guidelines given by Public Health organizations. These guidelines
will be communicated to parents and employees.

Determine Contingency Director of Finance and Director of Finance & Operations will be in close communication
Plans for Finances when Operations and the with the Head of School for financial directions.
Schools are Closed Head of School

Ill. Recovery C Following an Outbreak

Task Employee(s) How this will be done

Re-opening of School Administrative team Administrative team will be contacted by Health
Organizations when it is safe to re-open schools.

Incident Debriefing Administrative team Conduct debriefing meetings.

Pandemic Flu Update Administrative team Administrative team will provide information in

cooperation with Public Health Organizations on
the extent of pandemic flu in the community and
resources that may assist students, employees,

and families.
Employee Well-Being Health, Safety, and Security Monitor the effects of cumulative stress on all
Committee and Administrative | school employees and counsel accordingly.
team
Assistance to Employees Administrative team Modify work roles and responsibilities as needed.

For purposes of stemming the onslaught of an epidemic, the following guidelines will be used:

e Should more than 25% of our teachers be out of school, the school will close;

e Should more than 30% of our teachers, staff, and administrators be out of school, the school
will close;

e Should more than 45% of our student body be out of school, the school will close.

If the HOS is out of school, the Administrative Team will make a decision to close or remain open. The
Administrative Team is the Director of Admission and Outreach, Director of Academics, Office
Administrator, Director of Development, Director of Finance and Operations, Dean of Students, and
Head of School.

If the entire Administrative Team is out of school, then the decision will go to three of the following
people in this order: School Counselor, Ginger Goudie, Receptionist, Director of Facilities, and
Physical Education Teacher.

The Head of School is the ONLY SPOKESPERSON FOR THE SCHOOL; should you be contacted for
O2YYSyila o0& UGUKS LINBaaz NIRA2X SGOx @2dzNJ NBLX &

Medication Administration

Prescription Medic ation

¢ All medication will be supervised by school personnel, and self-administered, as directed by a
Pennsylvania licensed M.D., D.O., or D.D.S.

e Prescription products should be approved by the FDA and listed in the current PhysiciansQ
Desk Reference.

e All prescriptions must be formalized on the Student Information Form2 NJ LK & & A OA | y C
letterhead and includS G KS LK@ &aA Okigngfudeda I yR LI NByidQa

¢ All medication must be in the original container.
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The pharmacist can label a second container for school use on request.

The container must be labeled with the name of the student, name of medication, and dosage, time
or frequency of medication.

¢ Medications that are not in the original container will not be used and will be returned
directly to the parent.

e To protect all students, medications may not be kept with the student.

e Upon arrival, all medications must be given immediately to school personnel to be stored in
the health room.

e Medication will be self-administered in the presence of school personnel.

e Students may not share medication.

Over the counter medication

¢ Non-prescription medication may be supervised by school personnel, and self-administered,
with written permission from the parent/legal guardian on either the Student Information
Form or a signed note.

e Non-prescription products should be approved by the FDA and listed in the current Physician
Desk Reference.

e All medication must be in the original container.

e The container must be labeled with the name of the student, name of medication, and
dosage, time or frequency of medication.

¢ Students may not self-administer these products without supervision. However, medications
such as cough drops may be carried by the student, with written permission from the parent.

e Students will not share medication.

Homework Policy

As an academic community, The Janus School strives to instill and foster intellectual honesty and

integrity. Homework is a diagnostic tool,andaO OdzNJ S S @I f dzt G A2y 2F ., &Gdz
and difficulties can only occur if a student does his or her own work. Every student is expected to

complete work to the best of his or her ability at all times without parental involvement in the

completion and quality of the assignment. However, because some students need the same

supervision and guidance at home as they do in school, the parents can support and guide their child

Ay &LISOAFTAO ¢l e&a YR aGAff KSEtLI G2 YFAYOdFAYy G(GK!
LT  LINByiQa TNMEASNDSSRY G(6RPENI OKAORSE RdzNA y 3
recommended that parental involvement in homework should end. Upper Division students should

be prepared to spend two (2) hours on homework each night.

Homework procedure at school

1. All students are given assignment sheets (Lower Division and Middle Division) or assignment
books (Upper Division) that are to be inserted into their master notebooks.

2. Students are required to write down all homework assignments with teacher supervision. The
teacher initials that this has been completed. Teachers will also post homework on Edline.
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homework block. This will also be initialed by the teacher.

4. If aMiddle or Upper Division student has demonstrated consistent responsibility completing
their homework, following the first conference cycle they may not be required to obtain
teacher signatures.

Homework procedure at home:

1. Parents assist their child by finding an effective study space.

2.t F NByda YlIe O2yadzZ G GKSANI OKAfRQA aaAadayyYSyil
completed. They may also check Edline to see posted assignments.

3. Parents should encourage the child to complete assignments independently as much as
possible. Parents may answer (i K S A Nhu&#ohsfang gravide structure.

Homework intervention process

If a student experiences consistent difficulty with homework completion, the following strategies may
be employed to help the student:

e Use of an individualized homework completion log
e Homeworkmake-dzL) dSa&dA2ya Rdz2NAYy3 aiddzRSy i Qa dzyaid NHzO
e Students who continue to have difficulty completing homework on a regular basis, or those
who need to improve the quality of their work may be assigned to a structured study time
during the day or after school
e Parents may be asked to provide additional supervision by initialing theA NJ CeisigninéhQ &
book when a given assignment is completed

Inclement Weather

¢ Cancellations and delays will be broadcast on local television and radio stations.

TV Channels Radio Stations

WGAL TV 8 WHP 580 BOB 94.9 FM

The CW 15 WSBA 910 AM FM 97 WLAN

WHP 21 WITF FM 89.5 The River/97.3 WRVV
ABC 27 WHTM-TV WARM 103 FM KISS FM 99.3

WPMT Fox 43 WROZ 101 FM

e Persons responsible for providing bus transportation will be called by school personnel.
e Due to distance some families must travel in varying weather conditions. Parents are
ultimately responsible for deciding if their children should attend school.

Library Procedures

The mission of The Janus School Library is to provide resources for students, parents, and teachers for
class-related projects, research, and pleasure reading. The library serves upper, middle, and lower
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divisions; therefore a wide variety of material is available to students. If a book is brought home that
Ad RSSYSR AYIFLIINBLINAEFGSET LX SFHasS O2ydl OG dGKS f A
e Students may use the library when a faculty member is present.
e Books are checked out for (two) 2 weeks and may be renewed as often as necessary.
¢ No more than (five) 5 books may be checked out of the library by one student at any given
time.
e Reference books may not leave the library.
e Magazines may be photocopied for research purposes, but may not be checked out of the
library.
Students may not check out videos.
All library materials should be returned (or renewed) by the due date.
Materials should be returned to the red basket in the library.
Materials will be checked in and re-shelved by library staff.
If materials are damaged or lost, they will be replaced at the expense of the person who
checked them out.
e The library gladly accepts appropriate donations in good condition throughout the year.
e The school maintains a parent and professional collection in the tutorial center, and
encourages parents to learn more about their children's learning styles through reading.
e Parents may check out materials using their student's name, located in the library.

Multi-Purpose Room Use

The following guidelines have been established for student use of the multi-purpose room to ensure
safety of students and care for the facility:

e Wait for a faculty member to be present before entering the multipurpose room.

Wear SNEAKERS when being activeand/or LJt | @ Ay 3 aL}2 NI a ob2 &f ALILISN

Remain on the gym floor unless explicitly permitted by teacher.

Make basketball shots from within the 3 point line only.

Keep balls away from the lights, duct work, or dry wall.

Avoid running into walls, whether padded or cinder block.

Keep feet on the floor (away from walls).

Wait for a faculty member to get equipment from closets or storage areas for you.

Respect the space of those who prefer to not be active.

e Look out for the safety of others by not rough-housing or wrestling.

e Use equipment for its intended purpose only.

e Remain in the gym. Get permission and a pass from a faculty member if you must leave for
any reason.

e Computers must remain outside the multipurpose room.
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Parent Volunteers

AtlanusthepeNE 2y I f Ay @SadGayYSyd 2F it LI NBydta Ay (GKSA
a0K22fQa LIKAf24a2LKed DATGA 2F @2t dzyiSSNI GAYS |
school. Such involvement also gives our parents a better understanding of Janus as well as providing

an avenue to get to know other parents, faculty members, and staff.

e There are many opportunities for parents to share their talents with students and staff. From
a short-term commitment like baking cookies for receptions to serving on the Raising Spirits
Committee that is responsible for the annual dinner/auction, parents are an essential part of
the day-to-day operations of the school. Is your job one that you could explain and teach
about in a class? Are you willing to share your travel experiences with our students? Do you
play a musical instrument? These are some ways you can become involved in the classroom
at Janus.

¢ You will receive information several times a year about upcoming volunteer needs. Most jobs
do not require a long-term commitment; however some jobs are available for volunteers who
would like to be involved on a regular basis. Some of the areas where volunteers are needed
are: Golf Outing; Raising Spirits dinner/auction; Staff Appreciation Week;
Grandparents/Special Friends Day; Frolicking Friday and/or Laserdome; the Play; gardening;
working in the library; and receptions for Science Fair, Social Studies Fair, Fine Arts Fair, and
Convocation.

e Parent volunteer opportunities are coordinated through the Development Office.

Recreational Equipment

e Recreational equipment such as skateboards, roller blades and scooters will be allowed only
at certain times deemed appropriate by a Janus staff member.

¢ Safety equipment such as helmets and pads must be worn at those times.

e Parents will receive written notification from the school when such items are permitted.

e If a student brings any item to school without written permission from the school, it will be
confiscated and returned to the student at the end of the day. If a pattern develops, the
item(s) may be confiscated until arrangements to return the item(s) can be made with the
appropriate parents.

Self-Harm

In seeking to maintain a safe community for all its members, the School offers a range of student

support services. Teachers, the School Counselor, the Academic Director, and Head of School are

available to talk with students on an individual basis. Employees shall not attempt to counsel, assess,
dagy2a4S 2NJ ONBF{G I addzRSydQa LISNER2YIFf LINRPoOofSY NE
or physical health and or family relationships, but, instead, should refer the concern or the student

immediately to the Academic Director and School Counselor.

The School takes seriously all threats or expressions of self-inflicted harm. If a me\(nber of the school
O2YYdzyAlle fSIFENya 2F | addzRSydQa SELINBaAaAz2y 2NJ |
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forwarded directly to the Academic Director and School Counselor who responds immediately and
confidentially. ¢ KS { OK 2 2 f Q e nbtifiedzynd Sd sideat shall ferbain in the company
of school personnel until a parent or guardian assumes custody of the student.

Parents will be asked to seek the counsel of a licensed practicing psychiatrist or psychologist prior to

the student returning to school. Following the consultation with the psychiatrist or psychologist, the

{ OK22f NBIldzANBa GKIFG G§KS T brysichob@tspedktodSy & SR LINT
Academic Director and/or School Counselor. Following that conversation, the School requires written
documentation from the psychiatrist or psychologist indicating that the student is not at risk of

harming him or herself. When these conditions have been met to the satisfaction of the School, the

student may return to school.

Senior Internships

During the third trimester, each Senior will spend part of each school day participating in an
internship, which is a volunteer job to practice employability skills, experience independence and
success, and to explore careers of interest.

e Students must maintain a 70% or higher average during the third trimester in all classes to
participate.

e Transportation to and from the internship will be provided by the school.

e Individual students may be given permission to drive to their internships when a waiver for
liability is completed by the parents. This privilege may be revoked if students are returning
to school late, or if they demonstrate unsafe driving practices.

e Students must sign in at the front desk when they leave for internship and when they return
to school following their internship.

Senior Privileges

Senior class privileges may be earned during the school year. The senior class in conjunction with the
advisor may make a proposal. The class would then meet with the Head of School to present the
proposal. Final decision regarding these privileges rests with the Head of School.

Serious lliness/Medical Leave

If a student is being treated for a communicable disease or serious physical or mental illness, a parent

Ydzad O2y il O GKS &a0K22f |yR LINRPGARS | LIK&aAOAl
treatment including recommended time for return to school, other restrictions on activities, and

course of medication. The school may require further information from a physician regarding the
a0dzRSYyiQa NBFRAYySaa (2 NBGdzZNY G2 a0K22f @

LF I adGdzRSyiQa AftfySaa A& ASNRAR2dza Sy2dzAaAK G2 411
ofSchoolinO2y adzt GF A2y GgAGK aGdzZRSydQa LI NBydas | ROA:
professionals, may grant a medical leave for a determined period of time. The student and family

may apply for an extension. Academic accommodations will be made to allow the student to focus
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on his or her health before refocusing on academics. The Head of School reserves the right to set a
limit on the number of allowable medical leave days dependent on the reason for the medical leave.

Signatures

All documents must be signed by the parent or permanent designated guardian, even if the student is
18 or more years old.

Statement on Diversity

It is the policy of The Janus School that students who meet admissions criteria are not discriminated
against in the academic program and student services on the basis of race, color, religion, sex, sexual
orientation, national or ethnic origin, ancestry, place of birth, or age. The Janus School will comply
with all local, state and federal laws.

Student Information Policies and Procedures

While attending The Janus School, appropriate records are maintained for every student. These
records include permanent health records, tuition records, and cumulative educational files. This
information is never to be discussed with anyone other than the appropriate persons and only for
strictly professional reasons.

e Parents/ Guardians are allowed access to cumulative educational files.
e With signed parental permission, students may be allowed to examine their file with faculty
supervision.

Transferring information to Janus

e Permanent health records and high school transcripts from other placements must be on file
at Janus.

e To transfer this information to Janus, a release form must be signed by a parent and sent to
the previous placement. (Appendix, Form\:ad w S |j dzS & i e & Rebbrd WHIdn&sd) &

Transferring information from Janus

e No information can be released without a signed release from the parent. (Appendix, FornB:
& t S NJY Xo# Relaage ¥f Records FROM Janusg)

e Reports will be sent to other parties during each report cycle when a release is received and
until otherwise noted.

e Upontransfertol y2 (0 KSNJ LJ I OS peBngn@nt recbrds and toa@it wilha
forwarded when outstanding balances are paid in full and borrowed books are returned.

Exchanging information between an external student provider and The Janus School

¢ No information can be exchanged between external student providers and The Janus School
without a signed release from the parent. (Appendix, Form I w S lj dzSPériissidnza\J
QEOKIYy3AS LYF2NXNIGARZ2YE
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Transcripts

e Students in grades 9-12 in the upper division receive official transcripts that contain lists of
courses, credits earned, and final letter grades. All transcripts will be accompanied by course
descriptions and, when appropriate, current year Janus reports.

e Courses and credits from other institutions will be transferred to the Janus transcript when:

0 the admission office has received an official transcript.
0 the student has passed courses. However, grades fahose courses will not be
transferred.

o Official transcripts will be sent directly to other institutions only when a signed release from
the parent is sent to the Admission Office (Appendix, Form:Bx t S NJY A &Reléageyf T 2
Records FROM Janusg)

Supplies

o All students will be given supplies at the beginning of the school year. These include:
0 A master notebook with dividers and paper
0 A pencil holder with two pencils, one pen, one eraser, and one highlighter
0 An assignment book
0 Azippered holder for index cards (Upper Division only)
e After the initial supply, students are responsible for providing their own school supplies.
e Damaged books or other provided materials, allowing for normal wear, must be replaced at
GKS aGdRSyiQa SELSyas

Tardiness to Class

Classes start two and a half minutes after the scheduled time. A student who arrives after this time is
expected to present a pass from the teacher of his/her previous class. Any student who arrives at
class without an excuse note is considered late. This tardiness may affect a class participation grade
and repeated tardiness may result in further disciplinary actions. Students who are more than 30
minutes tardy will be marked absent for that class. (seeAttendance Policig)

Tardiness to School

Arriving to school on time is a show of respect to staff and fellow students. It is understood that
circumstances arise that may cause a student to be late for school on occasion, but frequent
tardiness interferes with the learning environment.

e [fastudentis late due to bussing issues, Janus staff will contact the transportation provider to
rectify the problem.

e For lower division students with private transportation, tardiness issues will be addressed with
the parent by the Dean of Students or a Janus administrator. After five tardies, a student may
be required to make up time missed after school between 3:00 and 3:45 PM, on a day
arranged with Janus staff and parents.
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e For upper division students with private transportation, tardiness issues will be addressed
with the parent by Dean of Students or a Janus administrator. After five tardies, a student
may be required to make up time missed after school between 3:00 and 3:45 PM, on a day
arranged with Janus staff and parents. After ten tardies, parents will again be contacted by an
administrator.

e For upper division students who drive themselves to school, parents will be notified by letter
after five tardies have occurred. For subsequent tardies, students may be required to make
up time missed after school on the day of the tardy, between 3:00 and 3:45 PM. If a pattern
of tardiness is demonstrated after ten tardies have occurred, parents will be contacted by The
Dean of Students or Janus Administrator. If tardiness continues to occur, additional
consequences will occur. After 15 tardies, parents will be required to attend a meeting to
discuss strategies to address this problem. After 20 tardies, student will be placed on
probation, and further disciplinary action may occur. The student may jeopardize his/her
reenrollment at The Janus School for the following year or may lose parking privileges.

Testing
Standardized testing at Janus

Standardized tests are administered at different times during the school year. These tests are meant
to serve as isolated measures of various abilities. Testing is individualized as needed.
e ¢SAa0Ga (NI O1l LINRPINBaa 20SNJ GAYS FyR aSNBS
educational program.
e New students are given tests in order to determine baseline skills.

e Individualized formal and informal testing is given at different times during the year in order
to track student progress and to enhance individualized educational accommodations.

College testing at Janus

e PSAT and SAT are given on nationally scheduled days. The PSAT is given in October, and the
SAT is given in the fall and in the spring.

e An SSD# (Student Services and Disabilities Number) must be established for the student to
take the SAT at Janus, and to receive accommodations for either test. This can be obtained
through the efforts of the Testing Coordinator at The Janus School. Students must have a
psychological evaluation completed within the last five years to be eligible. If the student has
a psychiatric evaluation, it must have been completed within the last three years in order for
the student to be eligible for accommodations.

Testing outside Janus

All students at The Janus School are required to have an updated neuropsychological or
psychoeducational evaluation every three years to determine the following information:

Diagnosis

Cognitive growth
Achievement scores
Accommodations, if necessary
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Placement after Janus will require an updated evaluation in order to receive accommodations in an
educational, post-secondary, and/or vocational setting. The College Board also requires updated
information in order to apply and receive testing accommodations.

Threats and Violence

The Janus School seeks to maintain a safe community for all its members and to prevent violence in
the workplace. Fighting, the use of violence, or threats of violence, the possession of weapons or
threats of using them - - whether communicated through speech, writing, electronic means, or
physical action - - are unacceptable actions or responses in the School community.

Assessment of the degree to which such actions or threatening behavior warrants disciplinary action
is up to the discretion of the School's Administration and will be made with the interest of the greater
good of the community in mind. Additionally, the definition of a weapon will be determined by the
School Administration within the context of the incident.

Employees and students are expected to refrain from fighting, "horseplay,” or other conduct that
may be dangerous to others. Firearms, weapons, and other dangerous or hazardous devices or
substances are prohibited from the premises of the School without proper authorization. Conduct
that threatens, intimidates, or coerces another employee, a parent, or a member of the public at any
time, including off-duty periods, will not be tolerated. This prohibition includes all acts of harassment,
including harassment that is based on an individual's sex, race, age, or any characteristic protected by
federal, state, or local law.

All threats of (or actual) violence, both direct and indirect, should be reported as soon as possible to
the Head of School or Director of Finance and Operations. This includes threats by employees, as well
as threats by parents, students, vendors, solicitors, or other members of the public. When reporting a
threat of violence, you should be as specific and detailed as possible.

All suspicious individuals or activities should also be reported as soon as possible to the Main Office.
Do not place yourself in peril. Contact the Main Office immediately.

The School will promptly and thoroughly investigate all reports of threats of (or actual) violence and
of suspicious individuals or activities. The identity of the individual making a report will be protected
as much as is practical.

The School may suspend employees, either with or without pay, pending investigation. Anyone
determined to be responsible for threats of (or actual) violence or other conduct that is in violation of
these guidelines will be subject to prompt disciplinary action up to and including termination of
employment. The School encourages employees to bring their disputes or differences with other
employees to the attention of their supervisors or the Head of School before the situation escalates.
The School is eager to assist in the resolution of employee disputes, and will not discipline employees
for raising such concerns.

Such actions or threats involving students may result in the suspension or expulsion of the students
involved. All decisions involving suspension, and/or expulsion may be appealed to the Head of School
by the student and his/her parents. The School encourages students to bring their disputes or
differences to the attention of the Academic Director, Dean of Students, or School Counselor before
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the situation escalates. The School is eager to assist in the resolution of student disputes, and will
not discipline students for raising such concerns.

The school reserves the right to require assurance from a licensed, practicing psychiatrist or
psychologist that the student and/or employee is not at risk of harming him or herself or another
person.

Transfer to Another Educational Placement

Parents re-enroll their child at Janus every year. When a family makes a decision to enroll their child

at another educational placement, it is important to understand the role of The Janus School during a
schooltransfer. ! & | NB Tt SO0GA2y 2F ¢KS WFydza {OK22f Qa al
differences, the School is frequently asked to confer with the Admission Office of the

transferring school to help determine the suitability of a student. The Janus School has built these

relationships over time through the School's willingness to impart candid and insightful information

about a student in a confidential manner.

When a public school is being considered by a family, the School has established guidelines and fees
for services the administrators and faculty may provide. Assisting in mediation or the creation of an
appropriate IEP, collaborating with the teachers who will be working with the student in the future,
or visiting a potential school with a student and their family are examples of services Janus can
provide at designated fees. See District Policy for more information about these services and fees.

Transition After Graduation

The Janus School is committed to preparing students for post-secondary education following
graduation. To this end, upper division students are enrolled in a transition class every year, and
seniors participate in a senior transition class and internship program. The senior program has a
focus on instilling self-awareness, self-advocacy and goal-setting in the realms of personal, career,
and academic success.

The senior transition coordinator develops a transition plan with each senior student, which includes
a timeline for college and financial aid application. The School also holds parent forums in regard to
post-secondary options and processes. Parents and students are responsible for completing and
submitting college and work applications in a timely manner. In some cases, the School is asked to
confer with the Admission Office to help determine the suitability of a student. Janus provides all
insight and requested documents in a confidential manner.

Visitors to the School

Visitors are welcome at The Janus School. To provide for the safety and security of students,
employees and the facilities at the School, only authorized visitors and volunteers are allowed in the
School. Restricting unauthorized visitors helps maintain safety standards, protects against theft,
ensures security of equipment, protects confidential information, safeguards student and employee
welfare, and avoids potential distractions and disturbances.
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e All visitors/volunteers must enter the building by the main entrance. They will be greeted by
the Receptionist and asked to sign-in.
e UponsigningAy> GKS& gAff 0S A&dadsSR | aBAaAG2Nk D2f
guardians, service persons (contractors, repair persons), substitute teachers, specialists, guest
speakers, and student visitors. This badge system will apply for the period of 7:30 AM to 3:30
PM.
¢ The Receptionist will then contact the appropriate person for them to see.
e Visitors/volunteers will receive directions or be escorted to their destination.

Yearbook
Some Upper Division students participate in Yearbook class to raise funds for and create the
yearbook. Students who desire to receive a yearbook at the end of the school year are asked to

contribute a portion of the actual cost. Families are provided with an order form near the end of the
school year. Yearbooks are distributed to students during the last week of school.

45



AppendixA
Releasdor other
placement tosend
informationto
The Janus Schoc

REQUEST FOR RELEASE OF RECORDSANUS

Release for other placement to send informatinThe Janus School

Student Name; DOB:

By placing my INITIALS on the line(s) in front of tegegories listed below, | give permission to release
information to The Janus School in the category indicated:

Academic Reports Psychological Reports
Psychiatric Reports Physician Reports
Family Admission History Assessment Results
Health Records Official Transcript
Discipline Records

Agencies, persons, or institutions authorized to release information:

Identifying Name:

Address:

Identifying Name:

Address:

The information is to be exchanged with the understanding that appropriate confidentiality will be maintained.

Parent , Guardi an, or Surrogate Parentod6s Signatur e:

(address)

(city, state and zip code)

Phone; Date:
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Appendix B
Release tsend
informationfrom
The Janus Schotd

another placement

PERMISSION FOR RELEASE OF RECBRD#®IJANUS

Release to send informatidnom The Janus School to another placement

Student Name; DOB:

By placing my INITIALS on the line(s) in front of the categories lisetdw, | give The Janus School
permission to release records in the category indicated:

Academic Reports Psychological Reports
Psychiatric Reports Physician Reports
Family Admission History Assessment Results
Health Records Official Transcript

Discipline Records

Agencies, persons, or institutions authorized to receive information:

Identifying Name:

Address:

Identifying Name:

Address:

The information is to be exchanged with the understanding that appropriate confidentiality will be maintained. Copies of
this authorization shall be considered valid. Unpaid balances due to The Janus School must be paid before records are
released.

Pae nt , Guardi an, or Surrogate Parentds Signatur e:

(address)

(city, state and zip code)

Phone; Date:

205 LefeveRoad, Mount Joy, PA 17552 / 717.653.0025 / FAX: B10686 a7

www.TheJanusSchool.org



AppendixC
Releasdor student
observation within

The Janus Schoc

OBSERVATION/TESTING RELEASE

Checkappropriate line:
| give permission for the observation of my child as specified below.

| do not give permission for the observation of my child as specified below.

Student Name; DOB:

Date of Observation:

Time (if known):

Agency/District:

Personnel:

Parent, Guardian, Student or Surrogate Parentos !

(address)

(city, state and zip code)

Phone: Date:

Please return this form to theeceptionist at The Janus School
at least two days before the tentatively scheduled visit.

205 Lefever Road, Mount Joy, PA 17552 /6BB70025 / FAX: 717.653.0696
www.TheJanusSchool.org

AppendixD
Release¢o exchange
information between

T H E JA N U S S C H O O L outside providers and

The Janus Schoc




REQUEST FOR PERMISSION
TO EXCHANGE INFORMATION

Student Name: DOB:

By placing my INITIALS on the line(s) in front of the categories listed below, pgmgission to exchange
information between the following provider and The Janus School, as indicated:

Counselor/Psychologist Psychiatrist/Physician
Speech/Language Therapist Other ( )
Agencies, persons, anstitutions authorized to release information:

Identifying Name:

Address:

Phone #: ( ) Fax #: ( )

Identifying Name:

Address:

Phone #: ( ) Fax #: ( )

The information is to be exchanged with the understanding that appropriate confidentiality will be maintained.

Parent, Guardian, or Surrogate Parentds Signatur e:

Phone; Date:

205 Lefever Road, Moudvy, PA 17552 / 71653.0025 / FAX: 717.653.069%w.TheJanusSchool.org
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THE JANUS SCHOOL

Because Not All Great Minds Think Alike

205 Lefever Road
Mount Joy, PA 17552

717.653.0025
FAX: 717.653.0696

www.TheJanusS chool.org
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