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Dear Parents and Guardians,

The Community After School Program is pleased to welcome yoyamathild(ren) to the thirtyseventh
year of ourafter school programsThe Community After School Program, Ins.a local, nonprofit agency
that providesa safe, supervised environment for sckage children (kindergarten through fifth grade)
enrolled in the NormarPublicwho might otherwise be left unsupervised while their paremigtheir
workday.

The following information will briefly acquaint you with our prograpolicies and proceduredf you are
enroling in our program for the first timae ask that you review this information carefulljyou area
returningCASP family,please take the time teviewthis handbookor changes to our previous policies.

The Community After School Prograappreciates its community partnarsd suppdersincluding

Norman Public School€ity of Norman, Cleveland County Health Department, University of Oklahoma,
andUnited Way of Norman By working togetherwe can provide a safe, educational, andditer school
experience for the childréan ourcommunity

We value your feedback. Should you have any questions, comments or suggestions regarding this
handbook or our program in general, please feel free to contact the CASP office.

Sincerely
Terri Craig Brenda Birdsong
Executive Diretor Director of Child Services
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PROGRAM OPERATION INFORMAT ION

Days of Operation:
CASP operatesveryday thatelementaryschools are in session.

Program Hours of Operation:

After School Program: 2:50p.mN 6:00 p.m.

Adams 3665974 Cleveland 3665878
Eisenhower 3665881 Jackson 3665887
Jefferson 3665893 Kennedy 3665897
Lakeview 3665903 Lincoln 3665907
Madison 3665913 McKinley 3665917
Monroe 366-5929 Roosevelt 5733500
Trumanprimary 307-6716 Truman 366-5983
Washington 3665987 Wilson 3665935

Administrative Office Hours:
MondaybFriday 8:00 a.nm- 11:30 a.m& 12:30 p.m- 4:30 p.m.

Administrative Office Information:
Community After School Program
1023 N. Flood Avenue

Norman, Oklahoma 73069

Phone 366970

FAX 5733512

Federal ID #73960925



GENERAL PROGRAM INFORMATION

PROGRAM OBJECTIVES

¥ Provide safe, supervised care for the childrenOs physical and enwsitbibaing

¥ Planactivities thatare appropriate for the childrenOs ages, interests and skill levels.

¥ Establish routines with the children that include snacksseédicted activities and structured
activities.

¥ Provide a variety of seelected options (e.g. board games, art projects, homework time) for
activities.

¥ Provide positive social and recreational experiences for the children.

¥ Provide opportunities for catructive interaction among the children and with the adults in
structured and unstructured situations.

¥ Include the children idecisionmakingregarding rules of conduct and selection of activities.

¥ Include the children in the responsibility for the setiip of activities and cleaningp at the end of
each day.

PROGRAM DESCRIPTION

The Community After School Program, Inc. isoaal, nonprofit agencydesigned to provide quality care

for schootage children before and after school. CASP works in partnership with Norman Public Schools
the United Way of Norman, and other commumi&ytners andgencies and is licensed by the Department
of Human Services

Each program offers planned and s#tected activities that allow children the opportunity to socialize
with peers, explore their creativity, gain independence, and acquirassealfance in a relaxed and
comfortable atmospher&he daily routineconsists of various learning centers and activities including art
projects, board games, outdoor play, creative play, homework help and groupParents are able to
carry out theirworkday confident their children are safe, engaged and well supervidedessional
development and training provided throughout the year ensure CASP staff meet DHS training requiremel
and are skilled and competent to perform their duties.

Licensed as a OTwo StarO facility by DHS, CASP is required to maintain a rate stf member for
every 20 children. However, CASP strives to maintain a staff to child ratio of 1:12, thus allowing for
better supervision of the children. CASP recruits and trainsdughty staff members, many of whom are
education majors, to wikiin its schoolage programs. All staff members must complete a minimum of 20
schoolage training hours and site directors must complete an additional 10 hours to meet DHS guideline
Although DHS only requires one CPR/First Aid trained staff membegvery site, CASP prides itself on
certifying EVERY staff member in CPR/First Aid, thus providing a safer environment for the children and
peace of mind for their parents.

Communication between the home and CASP is vital for the optimum progress andfsidfetghildren.
Parents of children with special needs are asked to be very specific regarding any special care required.
CASP strives to meet the needs of each child, fully and completely.

CASP strives to employ people who will provide positive rotelets for the children we serve. CASP
encourages positive relationships with children and their families. Policies and procedures are written to
protect both the children and employees from dangerous or possibly misunderstood situations.



PROGRAM NONDISCRIMINATION POLICY

CASP is committed to the policy that no person shall be unlawfully subjected to discrimination in,
excluded from participation in, or denied the benefits of any program, activity, or employment on the basis
of age, color, creed, disaltyti national originpolitical beliefsrace, religion, sexsexual orientation,

marital or family statusgr veteran status.

ENROLLMENT

CASP accepts children for enrolimemt a firstcome, firstserved basifr openings within a childOs
specific agegroup,and children may be placed on a waiting list if enrollment is fallsome instances
enrollment may be offered to a specific population, such as childreridmimcomefamilies, in order for
CASP to meet the requirements of various funding ssufearttime and drogn enrollment may be
available on a limited basis at some programs, but is not guaranteed.

CASP works in partrrehip with Norman Public Schoolshis partnership may include the sharing of
information to better meet the needssolfioolage children enrolled in our program.

CASP is not a medical treatment facility, does not provide medical care, and its employees are not
medically trained.CASP does not provide otte-one care.

To be eligible for enrollment, a child must:
¥ Be enrolled in the Norman Public Schools
¥ Attend the school site in which the program is located

Enroliment forms are available in the Community After School Program office, 1023 N. Flood Avenue,
Norman,Oklahoma 73069

To complete enrollment, CASBRust receive:

Completed and signed enrollment card

Copy of the childOs current immunization record
Annual enrollment fee

Signed CASRParent Handbook form

K K K K

DAY CAMP

CASP offes all-day programmingo current CASP studenté somenonschool dayst its adnmistrative

office location at 1023 N. Flood Avenu®arents will be notified via email of anticipated Day Camp dates
and enrollment instructions. Our DHS licensed childcare facility includes comfortable classroom space, a
large heated/cooled gym spaceda large playground that includes a big toy and shade pavilion.

Enroliment is limitecandis offered on a firstome, firstserved basifr openings within a childOs specific
age group.

Day Camp tuitiorcostis billed separately from monthtyition andis nonrefundable.

Parents must provide sack lured water bottle.

CASPwill provide afternoon snack.

Parents will be notified one week in advance of any Day Camp cancellations due to lack of
enrollment and tuition will be refunded, if appilde.

KK K K



SUMMER CAMP

CASP offers an altlay programmingo current CASP students during the sumatdts administrative

office location at 1023 N. Flood Avenu@ur DHS licensed childcare facility includes comfortable
classroom space, a large heated/cooled gym space, and a large playground that includes a big toy and sl
pavilion.

Enroliment is limitecandis open first to the previous summerOs alumni afidgsb Remaining openings
are therfilled on alottery basisfor openings withireachspecific age group.
¥ Summer Campuition cost is billed separately from monthly tuitjos not refundable, and is due in
three equal installments on June 1, JunaribJuly 1.
¥ Parents must provide sack lunch and water bottle.
¥ CASPwill provide afternoon snack.

TUITION PAYMENTS

¥ Tuition is dueon or befordhe frst day of each montS8eptember through MayAugust isthe
ONLY month that is proated

¥ Automated Bank Eaftis available for tuition payments.

¥ Checks or money orders magigyable to CASP, can be mailed or paid in person at the CASP
Office, 1023 N. Flood Avenue, Norman, Oklahoma 730Bfase include your child(ren)Os name(s)
in the OmemoO of the checknaiide a copy of your tuition statement to insure proper credit is
given.

¥ An afterhours drop box is located at the CASP Office.

¥ Monthly billing statements are provided ascaurtesyto parentvia email Parents requiring a paper
copymustcontact the CSP office. Tuitions due on the first day of each momnglgardlessof
receipt of the monthly billing statement.

RETURNED CHECKS
¥ Areturned check fee will be charged for all returned checks.
¥ Repayment of check and check fee must be made by casbney order and received in the CASP
office within five business days.
¥ Uncollected returned checks will be sent to the Cleveland County District AttorneyQOs Office for
collection after five business days and the childOs enrollment dropped.
¥ Accounts wih a eturned check may requicash or money order for future tuition payments.

PAST DUE ACCOUNTS

Accounts not paid on the first of each month may be suspended until the past due balance is paid in full
unless special arrangements have been made wilnteément & Tuition Coordinator or designee.
Accounts with chronic late payments, including payment for missed DHS swipes or late pick-up fees, may

be closed to further enrollment at the discretion of the Executive Director or designee.

SLIDING SCALE TU ITION PROGRAM (SSTP)
CASP offers a sliding scale tuition program for qualifying families. In order to be considered for reduced
tuition costs, all adults in the household 18 and over must:
¥ Be employed outsidéne home during CASP program hours
¥ Attend schol during CASP program hours
¥ Be unable to provide care due to health or other reason (subject to approval by CASP
administration)



If your family meets the above requirements, please contact the CASP administrative office to request a
Sliding Scale TuitioProgram (SSTP) Application.
¥ SSTP aplicants are required to provide proof of income and work/school schedules at the time of
application and at the beginning of each semester.

¥ Failure to provide required documentation as requested will result in thiliiowy at the regular
tuition rate.

¥ Approved applications will take affect at the beginning of the next month.

PLEASE NOTE: Any family who does not wish to share their financial information with CASP is not
required to do so and will be billed at tlegyular tuition rate. Families receiving DHS Childcare Subsidy
Assistance are automatically enrolled in the CASP Sliding Scale Tuition Program (SSTP) upon receipt of
DHS approval.

SCHOLARSHIPS
In addition to its Sliding Scale Tuition Progra@ASP offers a limited number ofuition scholarships
based on financial need.

¥ Scholarship applications are available on the welsitev.caspinc.org)at theprogramsite and the

CASP administrative offic€1023 N. Flood)

¥ Scholarship applications are accepted througthe schoeyear or until all available fundings
alocated
All applicants must first apply to DHS for childcare assistdrefereapplying for a CASP
scholarship.
Income verification is required for all scholarship applications.
Partialtuition scholarships are awarded for up to a 3 month period.
Re-application by the stated deadline is required for continued assistance.
Failure to reapply by thestateddeadline willresult in tuition charges for amays of attendance
beyond the schatship award

¥ Scholarship awardgo notcover accounts in arrears due to {p@yment.

+
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DHS SUBSIDY
CASP contracts with DHS to receive child care subsidies.
Call DHS at 573300 for information about child care assistance.
¥ Parents receiving DHS assistance must maintain an Access Oklahoma Card with day care benefit:
activated.
¥ Parents must swipe tindeBT cardon each day their child attends.
¥ Failure to swipe the EBT card will resultmon-payment by DHS. Parents are rasgible for all
nonpaid attendance days and will Ibded for those days @he DHS reimbursement rate

TRIBAL SUBSIDIES

CASP contracts with several tribal agencies to receive child care subsidies.

Parents should contact their tribe to initiate possible assistance.

Participating tribes will contact CASP to finalize subsidy requirements.

Parents are required to sign tribal attendance forms at the end of each month.

Failure to comply with tribal and CASP guidelines will result in the parent being bileddaays
of care not paid for by participating tribes.

K K K K



WITHDRAWAL FROM PROGRAM

A parent should contact the CASP office to withdraw his/her child(ren) from the program. Partial tuition
during a childOs final month of enroliment is at the discretitred€ASP administration but witlot be
considered if a two week notification of withdrawal is not received. If payment for the mavidyas

not made, enrollment will not be held for the child(ren) or sibling(s) for the following school year.

RECORDS RESEARCH

CASP understands that from time to time a parent or guardian may need historical information regarding
their child(ren)Os account. CASP is able to access most account information via computer fairly quickly
and at no cost to our customei30 to the nature of our business and limited support staff, record searches
that entail copying paper records from current or previous years are not possible.

INCLEMENT WEATHER
CASP programs will be closed if the Norman Public Schools are closad shatement weather.
¥ Parents should tune to local television and radio stations for the list of school closings including
Norman.

¥ Call the CASP office at 366970 or check the CASP web sitenatw.caspinc.ordor closing
information.

On a day school has been in sessibhSPmaybe closedf unsafe weather conditions are forecasted
during after schooprogram hoursand could pose a threat to the children and/or CASP staff.

¥ Parents will be notified via email as soon as reasonaidgible in order to allow parextb make
arrangements to pick up their child(ren) from school.

¥ Check the CASP web siteatvw.caspinc.ordor possible CASP program closings.

NOTE: Inclement weather days madp in the school year are not eligible fafund.

CHILD HEALTH & EMERGENCY PROCEDURES

PRESCRIPTION & OOVER THE COUNTERO MEDICATIONS

CASP staff may only administer physiciprescribed medications to children ieedication Release
Formis completed in advanc&.he Medication Release Form avdlable on our website, at each program
site, and at the CASP Administrative Offic®nly medications in the original prescription container with
the childOs name listed omitludinga specific dosing scheduteay be administered.

We do nd administer Oover the counterO medications to child(ren). Should your child require one of thes
medications during program hours it must be prescribed by a physician and labeled by the pharmacy witr
childOs name asgecificdosing information.A Medicaion Release Forrmust be completed in advance

as indicated above.

SHORT-TERM ILLNESS

If a child becomes ill, parents will be contacted when the child exhibits the following symptoms:
Oral temperature of 101 degrees or higher

Vomiting once

Diarrhea

Uncontrollable or persistent cough

Appearance of acute illness or complaint of severe pain

Severe lethargy

KK KKK K
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Parents are expected to arrat@eick up a child immediately, within 15 minutéshe/she appears to be
too ill to remainatthe program.The chid will rest in quiet time, supervised yet secluded from the main
program area until the parent arrives.

CHRONIC ILLNESS, DIETARY RESTRICTIONS , SPECIAL NEEDS, & TOILET TRAINING
Parents are encouragemlinform CASP of all relevant information so that may work together to meet
the childrenOs needs to the best of our ability.

Children with chronic illnesses suchBmbetesAsthma Allergies, etc. need to have a Omedical planO on
file with CASP. Children requiring a specialized menu for dietary dgielis restrictions may be required
to provide their own daily snack.

Parentsvhose children are diagnosed with a special need such as Autism, AspergerOs Syndrome, Down
Syndrome, Attention Deficit Disorder (ADD), or Attention Deficit Hyperactivity@der (ADHD) are
encouraged tesharehome andchootdayproceduresvith CASP so that we can attempt to mirror

successful strategies when possihleing CASP program time.

CASP cares for schoalge children and requires children to be toilet trained epoollment in its

programs. CASP understands that occasional accidents can occur. In cases where children with special
needs require toileting assistance, CASP will work with parents and NPS to meet the childOs needs on ar
individual basis.Ongoing sding and/or wetting can present a health concern for not only the child but

also staff and other children at the program. CASP will evaluate each situation individually and work with
the parents to attempt to meet the childOs needs within the limitdtitngrogram.

PLEASE NOTE CASP is not amedical treatment facilitydoes not provide medical caend its
employees are not medically traine@ASPdoes not provide one-to-one care.

EMERGENCY & ACCIDENT PROCEDURES

An emergency constitutes any injury of child or staff requiring a doatar&sr any situation requiring
emergency vehicles (ambulance, fire, police, etc.) on the preRmests are responsible for any cost
associated with medical treatment for thafird.

In the event of a medical emergency or severe injury involving a child, CASP staff will:
¥ Stay with the child.
¥ Send someone to call 911.
¥ Call the parent or guardian.
¥ Notify the CASP Administrative office.
¥ Accompany the child to the hospital if a parent is unavailable, provided there is more than one staf
member on site.
Remain with the child until parents arrive and are fully informed about the emergency.
Complete an Accident Report Form immediately and it in to the CASP Administrative office at
the start of the next working day.

¥
¥

In the event of a minor injury involving a child the staff will:
¥ Administer first aid.
¥ Have the child rest until he/she is ready to resume patrticipation in the program.
¥ Notify the CASP Administrative office.
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¥ Inform the parent at the end of the day about the injury so that additional attention may be given at
home.

¥ Complete an accident report form and turn it in to the CASP office at the start of the next working
day.

BEHAVIOR POLICIES

CASP recognizes parental authority and the rights of parents to discipline their children when under their
supervision. However, CASP wMNOT enforce school or home punishment during program hours such as
restriction of play or participatn in activities, the writing of sentences, assigned reading, assigned
homework beyond our homework time, or separation from other children. CASP staff will not seek or
accept parental permission to use any discipline or punishment prohibited by CAS# jaold

procedures.

CASP staff recognize and encourage acceptable behavior
¥ Consistent rules, clear directions and-ageropriate guidance are all part of our behavior policy.
¥ Children are encouraged to verbalize their feelings, thus learningitivglgsvork through strong
emotions.
¥ Conflict will be resolved in a positive manner without verbal or physical abuse.
¥ CASP will NOT allow other childreor parents to use verbal or physical abuse within our program.

PROGRAM EXPECTATIONS
Theseexpectations are posted at each site and discussed with the children.
¥ We treat each other with kindness and respect.
¥ We respect the rights and property of others.
¥ We act in a safe manner.
¥ We stay within the boundaries set by adults.

PROGRAM CODE OF CONDUCT

Children who engage in conduct or activities, which are prohibited by this policy, may be subjected to
disciplinary action up to and including permanent expulsion from CASP. The disciplinary action taken
shall depend upon the nature and severity ofitlation and the childOs past record of violations, if any.

Children are prohibited from engaging in the following conduct or activities:

¥ Possessing, using, transferring possession of, or aiding, accompanying, or assisting another child
use any typef weapon, which term includes but is not limited to: guns; rifles; pistols; shotguns;
any device which throws, discharges, or fires objects, bullets, or shells; knives; explosive or
incendiary devices, including fireworks; hand chains; metal knucklesyyoobject that is used as a
weapon or dangerous instrument, and any facsimile weapon;

¥ Leaving program boundaries or activities at unauthorized times without permission;

¥ Disobeying, showing disrespect for, defying the authority of, or being insuborthnateSP staff,
or school district employees, including teachers, principals, bus drivers, secretaries, custodians, ar
cafeteria workers;

¥ Entering, without authority, into classrooms or other restricted school premises;

¥ Engaging in conduct which endangers or jeopardizes the safet{f of other persons;

¥ Harassing, hazing, threatening, intimidating, bullying, or verbally abusing another person, including
any gesture, written or verbal expression, or physical act tieaisanable person should know will

11
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¥

¥

harm another person, damage anotherOs property, or insult or demean another in such a way as t
disrupt or interfere with CASPOs mission. This provision includes, but is not limited to, threatening
behavior, harassmenitimidation, and bullying;

Using profanity, vulgar language or expressions, or obscene gestures;

Assaulting, battering, inflicting bodily injury on, or fighting with another person;

Creating or attempting to create a disturbance, acting in a disordanlyem disturbing the peace,

or inciting, encouraging, prompting, or participating in attempts to interfere with or disrupt the
normal program process;

Showing disrespect, damaging, vandalizing, cutting, defacing, or destroying any real or personal
propety belonging to CASP, the school district, or any other person; and

Engaging in theft, arson, gambling, immoral behavior, forgery, or possession of stolen property.

PROGRAM CONSEQUENCES
When expectations are not met, the following consequences will Be use

¥
¥
¥

Conference between child and staff member to explore options and appropriate behavior.
Parents will be asked for ideas on solving the conflict.

Time-out for a number of minutes not to exceed the childOs age in yearso(Tiimeefined aa
length of time in a disciplinary measure used to promote socially acceptable behavior. When a
warning to change behavior is ignored and unacceptable behavior continuesjttismehosen.

The child is removed from the situation allowing anger to sieh$eelings to be controlled and
positive resolution to begin. The consequence is removal from the group, not necessarily restrictic
of play.)

Loss of privileges for a set period of time may be chosen or used in conjunction witbutime

A Behavior Reprt is shown to the parents and filed with the office.

Suspension, up to permanent expulsion, from the program may be utilized depending on the
circumstances. If a child is permanergipelledfrom a CASP program he/she is not eligible for
re-enrollment.

The Executive Director and/or designee will contact parent and determine a plan of action in cases of
chronic behavior issueBehavior information will be kept confidential.

Some children with disabilities may require modifications to CASPOsdisciglinary methods and/or
consequences in order to benefit from the program. CASP will work with parents of children with
disabilities to develop an individualized behavior management plan if needed. Each childOs needs for
accommodation will be consicel on a casby-case basis.

BULLYING BEHAVIORS & AGGRESSION

Bullying behaviorsand aggressioare not acceptabl8ullying typically occurs when someone with more
power unfairly hurts someone with less poaed is often repetitive in natur&taff will treat bullying
behaviorsand aggressioas seriously as any other unacceptable behavior. CASP encouraijee p
interactions among children.

Power can be defined as:
¥ Physical strength
¥ Social skill
¥ \Verbal ability

12



Bullying is any action thatdrms another or places another in reasonable fear of lguhying tendsto be
repetitive in nature and ofteascalate when adults fail to support with consistent standards, consequences
and behavioral accountability. CASP staff will intervene withseqaences for bullying behaviors and
aggression.

Examples of bullyingand aggressiorcan include

Harassment, including narealling, intimidation, and hurtful teasing

Verbal abuse, including any gesture, written or verbal expression

Use of profanity, vidar language or expressions, or obscene gestures

Threas, including physicalverbal or written, which, if carried out, could be harmful to another
Rejection or exclusiofrom groups or activities

Physical aggression

Intentional damage to anothep@izperty

K K K K K K K

TERMINATION OF ENROLLMENT
CASP may immediately terminate the enroliment of a child:
¥ Whose behavior endangers him/herself or the safetyvalideingof other children and/or staff.
¥ Whose actions result in the damage or destruction of CAS€hool property.
¥ Whose behavior is determined to be a serious disciplinary prolfesariousdisciplinary problem
is defined as one in which a childOs behavior hampers the smooth flow of the program by either
requiring constant onen-one attention; irfcting physical or emotional harm on other children;
physically abusing staffeaving program boundarieand/or otherwise being unable to conform to
the rules and guidelines of the program.
¥ Whose parentOs physical or verbal actions are threatenitignidtating toward children and/or
staff
¥ Whose parents prevent CASP from operating a safe program by failing to comply with our policies
regarding:
a) Notification of absences
b) Keepingenrollment information current including names and phone numbers of
emergency contacts available for pigk within 15 minutes
c) Programopening and closing times
d) Timely tuition payment
e) Thesafety and welbeing of other children and/or the staff

PARENT/GUARDIAN BEHAVIOR INFORMATION

CASP is committed to fostering a positive and enriching environment for both children and our staff
members and will address inappropriate or unacceptable behaviors by parents/guardcaseloyp@ase

basis up. Ouconcern for both the children and our staff extends beyond program hours. If a staff membe
suspects a parent or guardian of questionable behavior that threatens the safety of the child(ren) or staff
members, they will contact the CASP administrativeceffExecutive Director or Director of Child

Services immediately. Behaviors may include but are not be limited to:

Appearing intoxicated or smelling of alcohol

Appearing impaired due to drug use or other issues

Actions that are threatening or intimidatitagvard children and/or staff

Words that are threatening or intimidating toward children and/or staff

Any words or actions that could be interpreted as a sexual advancement toward another person
including staff, children or other adults

NOTE: Inappropride parent/guardian behaviors may result in termination of enrollment.
13
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CIVIL RIGHTS POLICY AND COMPLAINT PROCEDURES

CASP complies with the Civil Rights Laws (Titles VI and VII of the Civil Rights Act of 1964, Title Il and
Title 11l of the Americans with Bdabilities Act, the Age Discrimination in Employment Act, and Section

504 of the Rehabilitation Act of 1973) in assuring the children, parents, patrons, and employees that CAS
does not discriminate on the basis of race, color, sex, national originjityisaddigion, veteran status, or

age. The Director is designated by the Board to coordinate CASPOs efforts to comply with this assuranc

Definitions:

A. Compliance OfficerAn employee designated by the Board to coordinate compliance efforts with
the Civil Rights Laws listed above and to investigate complaints. The Compliance Officer is Terri
Craig, Executive Director, who may be contacted at 1023 N. Flood Ave., Norman, ©%, 730
Telephone: (405) 366970.

B. Complaint: A written complaint alleging that a policy, procedure, or practice of the CASP
discriminates on the basis of race, color, national origin, sex, religion, age, or disability.

C. Day: Day means a working yiahe calculation of days in processing a complaint shall exclude
Saturdays, Sundays, and holidays.

D. Complainant: A child or parent, an employee, or any gibeson who submits a complaint
alleging discrimination on the basis of race, color, natiorigin, sex, religion, age, or disability.

E. Respondent: The person alleged to be responsible for the violation alleged in the complaint. The
term may be used to designate persons with responsibility for a particular action or those persons
with supevisory responsibility for procedures and policies in those areas covered in the complaint.

Pre-filing Procedures:
Prior to the filing of a written complaint, the Complainant is encouraged to visit with the Compliance
Officer and to make a reasonabkléort to informally resolve the problem or complaint.

Procedures for Filing Complaint:

A. If the Complainant desires to proceed with a Complaint, then, within thirty (30) days of an alleged
violation, the Complainant shall submit a written and signetd@aint to the Compliance Officer.

The Complaint shall, at a minimum, state the ComplainantOs name, the nature of the alleged
violation, the date of the alleged violation, the names of persons responsible, any witnesses, and tl
requested action or relisbught.

B. In addition to taking action with respect to a written complaint, the Compliance Officer may
investigate allegations of discrimination without a written complaint according to the procedures se
forth herein whenever the Compliance Officermisesuch action to be appropriate.

C. Within ten (10) days of receiving the Complaint, the Compliance Officer shall notify the
Respondent of the Complaint.

D. Within ten (10) days of notification, the Respondent shall submit to the Compliance Officer a
written answer or response which shall confirm or deny the facts upon which the allegation is base
indicate acceptance or rejection of the ComplainantOs requested action, and/or outline alternatives
The Respondent may also identify withesses who sha@u@btacted to provide input during the
investigation.

E. Within ten (10) days of receiving the RespondentOs answer, the Compliance Officer shall initiate a
appropriate investigation which may include, but is not limited to, interviewing both the
Complanant and the Respondent and any witnesses identified by either party, identifying any
documents or tangible evidence supporting or opposing the Complaint, and undertaking any furthe
investigation deemed appropriate by the Compliance Officer. The igatsti should be
concluded within thirty (30) days but the Compliance Officer may extend the period of time for an
investigation by notifying the Complainant and the Respondent.
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F. Within ten (10) days after completion of the investigation, the Compl@ffceer shall render a
written decision and shall provide a copy of the written decision to both the Complainant and the
Respondent. The written decision shall be a summary report containing a synopsis of the evidenc
and findings of fact as well as thenclusion regarding the Complaint. Additionally, if the
Compliance Officer determines that the allegations of the Complaint are substantiated, the decisiol
shall be provided to the appropriate supervisor or administrator to take appropriate disciplinary
action.

G. Within ten (10) days of receipt of the Compliance OfficerOs decision, if either the Complainant or
the Respondent is not satisfied with the decision of the Compliance Officer, either may submit a
written request to the Compliance Officer faraiew by the Board.

H. Within ten (10) days of receiving a request for a review by the Board, the Compliance Officer shall
notify the Board of the request, shall place an agenda item for a review of the Complaint on the ne
regularly scheduled Board ntawy, and shall notify the Complainant and the Respondent of the
date of the BoardOs review.

I. The review by the Board shall involve a review of all documents submitted to the Compliance
Officer and, if the Board desires, a statement from the Complanémé Respondent or the
representatives of either the Complainant or the Respondent. The Board shall render a decision
which either modifies, affirms, or reverses the decision of the Compliance Officer.

J. Within ten (10) days of conducting the reviate Board or the BoardOs designee shall provide the
Complainant and the Respondent with written notice of the BoardOs decision on the Complaint. T
BoardOs decision shall be final and-appealable.

Extension of Time:
Except as otherwise provideahy time limits established by this policy and these procedures may be
extended by mutual consent of the parties involved.

Confidentiality of Records:

All records, complaints, notes, documents, and statements made during or relating to allegations of
discrimination shall be maintained on a confidential basis by the Compliance Officer, and no information
concerning any Complaint shall be documentea @hildO§le. However, in the event official proceedings
relating to such allegations are initiatedabgarty or CASP, such records may become public in
accordance with law. Information pertaining to Complaints shall be maintained for three (3) years after
resolution of the Complaint.

SITE PROGRAMMING INFORMATION

PROGRAM INFORMATION

The ASP allows chdren to end their day in a safe, supervised environment. Children enrolled in the
program go directly from their classrooms to the ASP location in the school. Although schedules vary
from site to sitemany activities are incorporated daihcluding a fealthysnack. Weekly lesson plans and
monthly snack menus are posted at each site.

Each program is staffed with a Site Director who coordinates the daily actantiesne or more teachers
Additionalteachersare addes enroliment dictates to meeiB and CASP staff to child ratios.
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ATTENDANCE
Parents are required to notify CASP if their child will not be attending on any given day. Please notify
CASP bhy:

¥ Calling the CASP office, 366970and choosing option &nytime during or after office hours.

¥ Calling the program site between 2:30 p.m. and 3:00 p.m. before the program begins.

¥ Notifying site staff prior to absence.

CASP will not continue the enrollment of a child whose parents fail to comply with our attendance policy.

SIGN-IN
¥ Children must go directly to the program location when they are dismissed from school.
¥ Children are required to sign themselves into tlog@mmeach dayand notate the time of arrivah
the signin sheet Staff members will assist younger childseith sigrin if needed
¥ All children are accounted for by &@.m.

EXPECTED BUT NOT PRESENT
If a child is expected at the program, but is present, our staff will:
¥ Check with childOs classroom teacher. Search of all areas of the school (restrooms, library, etc.)
including outside premises.
¥ Call CASP office to check for messages.

¥ Contact parent, guardian and emergency contacts to deetheiwhereabouts of the chilelving
messages at each number called.

¥ Contact the CASP office, Executive Director or Director of Child Serviagsable to reach any of
the contacts listed on the childOs enroliment card

EXTRACURRICULAR ACTIVITIES

Activities beginning at 2:3

A Notice of Late Arrivad form must be on file.

CASP staff will not account for children attending activities immediately after school.
CASP is not responsible for the safety of children until they arrivert@mgram.

Parent may call the after school program to ensure his/her childOs safe arrival.
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Activities beginning at 3:05o0r later
¥ A CPermission to Lea form must be on file.
¥ The child mst sign into the program at 2.5

¥ The authorized adult in chargétbe norRCASP program must be listed on the permission to leave
form and must sign out the child.

¥ If the child is returning to the program prior to 6:00 p.m., the child should sign back into the
program upon arrival.

¥ CASP is not responsible for a child@gety while he/she is signed out of the program.
¥ Parents may call the after school program to ensure his/her childOs safe arrival back at the progra

The ®lotice of Late ArrivaD and Permission to Leaw® forms are available in the parent handbookeat t
program, on the CASP webs@eadin the CASP officeand must be compledeén advance by a parent or
guardian.

NOTE Teachers are notallowed to keep a dnild late or take a child fromthe CASPprogramwithouta
OPermission to Arrive Latedd OPermission to LeaveO form on file for that specific teacher.
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SIGN-OUT

¥
¥

¥

¥

Only a parentguardian or authorized representative will be allowed to sign-out a child.

The parent, guardian or authorized representative is required to sign the cbildheuprogram

each dayndnotate the time of departuoa the sigrout sheet

Written notice from parents or approval from the CASP office is required for unauthorized adults to
pick up a child.

Any adult not recognized by staff will be asked to prepénto identification before the child will

be released.

NOTE: DHS & CASPpolicies require an auhorized adut to sgn thar child(ren) outof the program
each attendance day. Failure to sign-out your child(ren) from the program may result in dismi$sah
the after school program.

LATE PICK -UP PROCEDURE

The program closes at 6:00 p.fina parent is unable to pick up their child by 6:00 p.m. for any reason, they
arerequired to make other arrangements for their chilof®s/ pick up Oncearrangements are made,
parents are required tontact the program siteith information about who will be picking up. NOTE:
Substitute pick up person is required to show a photo ID.

In the event a child is not picked up by 6:00 p.m., CASP policy felbows:

¥
¥

¥

¥
¥

Parents, guardians, or emergency contacts will be notified.

If after 15 minutes the staff is unable to reach parents or other emergency contact(s), the Executiv
Director and/or the Director of Child Services will be notified.

Assistance from # Norman Police Department may be requested if parent or guardian cannot be
located.

A late fee is $1 per minute per childwill be charged and reflected on the monthly invoice.

CASP will not continue the enrollment of a child whose parents fail to comitilyour policies

regarding closing and piekp times.

OUTDOOR PLAY
CASP encourages activities that allow children access to fresh air, sunshine and moderate exercise.

¥
¥

¥

Please ensure that your child(ren) are appropriately dressed for weather conditions.

CASP will have outdoor play each day that treatCfeelGtemperature is 32 degrees or above and
below 100 degrees.

Chronic or shorterm health conditions requiring special care or restriction from outdoor play may
require a doctorOs statement.

In the event that other adults, children or animals come onto CASP outside play space, the staff wil
immediately take children inside.

Children are not allowed on playground equipment 40 tall or higher without a minimum of 60 of
impact material. CASP works ckdg with NPS to maintain playground safety.

CASP children are not allowed to play with children who are not enrolled in or signed in to our
program.
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MOVIE VIEWING

¥

CASP is licensed through the Motion Picture Licensing Corporation. This license allows our
programs to view CASP owned movies from selected distributors and producers only.

Programs are permitted to view one movie per week.

All movies purchased by CASP are rated G or PG. Updated lists of the video library are available
through the office.

Children are not required to watch movies and may play quietly while others are watching the
movie. Space and materials will be provided for children who are not interested in watching the
movie.

CHILDREN & PHONES

¥
¥
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Staff permission is required for children to make phone calls during program hours.
Phone calls are only allowed afteB3p.m. (following accounting of safe arrival of children to
program).

Phone calls should be brief (no more than 3 minutes).

Numberof calls should be limited to ensure smooth operation of the program.

Use of personal cell phones is prohibited.

Cell phones must be turned off and secured in bags or backpacks.

PERSONAL PROPERTY - CHILDREN

¥
¥
¥

CASP is not responsible for the loss or dedtom of personal property belonging to the children.
CASP does not encourage children to bring personal items from home.
Any personal items brought to the programstrbe kept in the childOs bagskpacks.

SITE VISITORS

¥
¥
¥

All guest speakers must be mpproved through the CASP office.

Visitors (e.g. friends, relatives, etc.) on site premises are not allowed.

No animals are allowed at the site locations. The CASP office may make exceptions for
educational purposes.

FIEL D TRIPS
Staff may include field trips in their weekly lesson plans as long as the location is within suitable walking
distance for the children. The following guidelines must be followed:

¥

¥

¥

Parents will be informed of the field trip at least two weeksrpadhe date scheduled in order to
make the necessary arrangements (changeupi¢kne, alternate days of attendance, etc.).
Children are not required to go on any field trip. Provisions will be made for children staying on
site.

All children who parttipate must have signed parental permission.

Parents are encouraged to volunteer.
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