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Our Mission
Cabot After School, Inc. offers a safe nurturing environment for children in kindergarten through fifth grade.  Our staff strives to provide a sense of community for children and their families and helps foster friendships in a relaxed, fun, and structured program.  CASP compliments the public school experience by offering children plenty of physical exercise as well as creative outlets in the arts.
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PHILOSOPHY
Cabot After School, Inc. (referred to hereafter as “CASP” or “the Program”) is an independent, nonprofit corporation formed by parents of children at The Cabot Elementary School in Newtonville, Massachusetts in 1977.  

The program exists to serve as many children and families as possible who desire care.  CASP does not discriminate in providing care on the basis of race, religion, cultural heritage, political beliefs, disability, national origin, sexual orientation, toilet training or marital status.  
CASP has developed a program which provides a safe, caring environment in which there are structured activities designed to promote the individual child’s physical, intellectual, and social well-being and growth. The Program comprises many activities from which a child may choose, including: arts and crafts, drama, games, sports, music, geography, science, homework, field trips, and extra curricular activities offered by outside agencies. These activities are balanced between quiet and active periods in order to appeal to the many personalities and interests. They are meant to extend each child’s skill and experience.  
The CASP staff encourages students to develop self-confidence and respect for self, fellow students, the Program and Cabot School materials. Children also learn responsibility and practice skills in problem solving under the guidance of the educators. They are invited to participate in the development of rules and expectations and to contribute in planning activities of interest to them.

Parent involvement in the child’s welfare at CASP and in the operation of the program is essential to its effectiveness and success for the child, parent, and the Programs. All parents/guardians of students enrolled in the program automatically become members of the Corporation.  

The business of the Corporation is managed by its Board of Directors which oversees and advises the Program Director.  The Program Director and Assistant Director are responsible for the day-to-day operations of the Program.
LICENSING INFORMATION

The Program is licensed by The Commonwealth Of Massachusetts’ Department Of Early Education & Care (EEC.) This agency reviews the Program and renews the license every two years.  Currently, the Programs capacity is 120 children a day with a slightly higher ratio on Tuesday afternoon. CASP’s compliance history is filed with EEC.  Parents wishing to contact EEC may call 617-472-2881 and ask to speak with a licensor. EEC is located at 1250 Hancock Street, Suite 120S in Quincy, Massachusetts 02196.   
LOCATION

The Program is located at the Cabot School and has an office in room 114 on the first floor of the school. The Program does not have a designated space and therefore, rotates using classrooms on all three floors. The address is 229 Cabot Street, Newtonville, MA 02460.  The Program’s telephone number is 617-964-2749. The fax number is 617-969-2364.  The E-Mail address: lee_guertin@newton.k12.ma.us
Commencing in October the CASP Kindergarten Program will be held from 12:30-2:50 at the New Art Center, 61 Washington Park, Newtonville, MA 02460.  Please use our cell phone if you are trying to reach us at this site.  That number is 617-777-0665 beginning at 12:30 P.M. 
CHILDREN SERVED

Children attending the Cabot Kindergarten Program and CASP are members of the Cabot School community.  They range in age from kindergarten through fifth grade.  The program currently serves about 155 students.
EDUCATORS

The educators are selected on the basis of professional ability and commitment after screening and interviews by the Program Director, and often by the Assistant Director or Coordinator’s. The Program Director, Assistant Director and Coordinator’s are interviewed by the HR Committee comprised of members of the Board of Directors. All educators must complete a Background Record Check (BRC) which consists of both a Criminal Offender Record Information (CORI) check and a Department of Social Services (DSS) background record check. The current educator to student ratio is 10:1 in all programs.
BOARD OF DIRECTORS
The Board of Directors is elected each year at the Corporations Annual Meeting which is held no later than June 1 of each year.  The Board is comprised of nine parent members of the Corporation. (see website) 

Their term of office begins July 1 of the calendar year of the Annual Meeting in which the Board is elected through June 30 of the following calendar year. The Board oversees the operation of the Program along with the yearly program budget. The Board assists the Program Director with hiring, HR concerns, contracts, fund raising and space planning. The Board sets and enforces policies relating to the program. The Executive Members of the Board meet every month. The Members at Large meet every other month unless they are asked to attend the Executive Session. Meetings are held in private homes between September and June and are open to the membership with advance notice of at least seven days. 

CURRICULUM
Curriculum is set after careful planning amongst the educators.  Themes have been a focus during the 12:30-3 P.M. kindergarten schedule. All other curriculum is planned according to the interest of the educators and children in the various programs.  

On Tuesday afternoons from 1:30-2:50 P.M., all the children are offered a variety of “Club” choices that encompass language arts, mathematics, history and social studies, comprehensive health, and the arts which are addressed through planned program activities.  Children are involved in these “Clubs” for 2 to 4 week periods and have an opportunity to be with teachers and children from all four programs (K, 1/ 2, 3/4, & 5.)

During the year, CASP has offered extracurricular classes with outside agencies.  In past years, children have enjoyed programs such as Martial Arts, Top Secret Science, and Skiing.  Some of the programs are held at Cabot while others are offsite.  

RELATIONSHIP WITH CABOT SCHOOL
The Program is self-sustaining and functions independently from the Cabot Elementary School. However, the principal, classroom teachers, and specialists are highly supportive of our program. Communication between the Cabot faculty and the after school program is crucial in the development of your child’s well being. All families using the Program must consent to allowing the CASP educators to discuss children with Cabot classroom teachers and support staff. CASP is frequently asked to send an educator to attend IEP and Team Meetings when appropriate. 

The custodians are consistently helpful with day-to-day maintenance as well as unexpected problems that arise. They assist beyond regular program hours for activities such as Haunted House, Musical, Annual Meeting, Family Picnic, and vacation weeks. They continue to be understanding as we strive to clean up and end the day at 6:00P.M. 
ENROLLMENT OPTIONS  

The Kindergarten Program is available Monday through Friday from 12:30-3:00 P.M. after Cabot School’s kindergarten dismissal. This program is designed to meet the needs of children who are experiencing school for the first time and to extend their day to coincide with the NPS schedule. 

For older children (grades 1-5) and kindergartners who remain with us after 3 P.M. the Afternoon Program offers indoor and outdoor activities tailored to the student’s individual interests. Children are allowed to choose from among several activity choices. This program runs on Monday, Wednesday, Thursday, and Friday afternoons from 3:00-6:00 P.M. On Tuesday, the students attend from 12:30-6 P.M. with “Clubs” offered from 1:30-2:50 P.M. 

Students who live in the Cabot School district, but are enrolled in private school or another public school in the city, are no longer eligible to participate in CASP as it wouldn’t be fair to the families on our waitlist.

Vacation programs are offered Tuesday through Friday from 8:15-5:45 during February and April vacation weeks. Enrollment is limited to 50 children per day and is offered on a first come first serve basis to children enrolled in the Program during the school year. CASP is closed during the December break, school holidays, summer recess, the day before Thanksgiving and the last half day of school in June and whenever NPS announce a general school closing (such as snow days.)
Cabot After-School, Inc
Enrollment Policy Adopted in 2008

The purpose of this document is to describe, in detail, the policy and implementation details for enrollment in the Cabot After School, Inc. (CASP) operating under the name Cabot After School, Inc. Although many specific details are described, implementation details that are not described are intended to be at the discretion of the Program Director. This policy stands in force until a proposed change or changes are ratified by a membership vote.
Enrollment Policy

1. CASP has a policy that does not require re-acceptance to the program each year. Under this policy CASP commits to re-admitting all previously enrolled students for their entire Cabot School tenure.  However, it should be understood that this policy does not constitute a legal guarantee of admission, but rather a commitment that CASP intends to support, barring unexpected circumstances. 

a. Limited Time (12:30-3:00 ONLY) Kindergarten students: CASP will accept students for 12:30-3:00 only slots in the Kindergarten (K) program, if space allows. These students are considered “limited-time” students and not subject to the annual re-admittance policy (i.e. these students do NOT have “returning student status”). These students will get enrollment priority for the first grade class as described in Section 2.e.i. below.

b. In the event that the annual re-admittance policy cannot be honored due to significant unforeseen circumstances, and the entire program is forced to reduce enrollment, determination of which currently enrolled children will be excluded from the program will be by lottery.

2. The mechanism for enrollment is as described below:

a. Based on the annual re-admittance policy, all students with “Returning Student Status” are allowed to re-enroll for the same days and times as their current usage.

b. Returning Student Status is defined as:

i. Currently enrolled students: Students who are currently enrolled in the program, in good standing, have Returning Student Status. Current usage for these students is defined as the days and times for which they are currently enrolled. If a student has consistently been absent for one or more of his or her contracted days, the Program Director may revoke that day or days from their current usage. 

ii. Limited Time (12:30-3:00 ONLY) Kindergarten students: do NOT have returning student status.

iii. Leave of Absence Families: Families who have been granted a leave of absence from the program can return and retain their Returning Student Status. A Leave of Absence must be requested in writing and be approved by the CASP Board of Directors. Granting of a Leave of Absence would be for legitimate special cases only, such as a family going on a job-related sabbatical. A Leave of Absence can be granted for a maximum of 1 year.

iv. Revocation: The Returning Student Status of a student or family can be revoked by a majority vote of the CASP Board of Directors. Revocation can be based on the failure of a family to abide by the rules and regulations described in the enrollment contract. In addition, revocation can be based on significant behavioral issues, such as: serious acts or threats of violence or abuse, carrying or threatening the use of weapons, plotting violent acts, carrying or using illegal drugs, alcohol or tobacco products, or chronic non-compliance with staff directives or rules.

c. Adjustments: Students with Returning Student Status are allowed to request adjustments to their days and times. They can reduce their usage without penalty (down to the program minimum). Priority for receiving more days or different days is given by the following mechanism:

i. First priority is given to students who are enrolled for the current year, but did not receive the days and times that they originally requested. If there is not enough room to accept all these requested changes, priority is given by lottery.

ii. Other students who are requesting changes are given second priority. If there is not enough room to accept all these requested changes, priority is given by lottery. 

d. Class Size and Grouping: Once the entire “returning class” is known, the Program Director, in consultation with the CASP staff, will determine the configuration of class groupings and staffing. From these groupings, and any enrollment cap (see below), the allowable size of the incoming Kindergarten class and the number of upper-class openings is determined. 

e. New Student Enrollment: New student enrollment is now conducted according to the priorities below.

i. First priority for the 1st grade is given to “limited-time” K students who are enrolled for 12:30-3:00 only. If there is not enough room to accept all the limited-time students, priority is given by lottery.

ii. Second priority is given to siblings of students with Returning Student Status. For any class group in which there is not enough room to accept all the sibling applications, priority is given by lottery for that class group.

iii. New applicants are now accepted based on priority determined by lottery for each class group.

f. Waiting List: Students who do not receive a placement may request to be put on the waiting list for any openings that occur during the year. Their priority on the waiting list should be the same as their priority under the mechanism described in (2 e) above. 

i. Students may remain on the waiting list and retain their waiting list position, from year to year. However, they must re-apply each year in order to retain their waiting list position.

ii. If a student on the waiting list is offered admittance for days and times that are different from what they have requested, they may remain on the waiting list for the days and times they originally requested, whether or not they choose to enroll for those days and times that were offered. 

iii. If a student on the waiting list is offered admittance for the days and times that they have requested, and chooses not to enroll for those days and times, they will be removed from the waiting list.

3. Lotteries: All prioritization that is done by lottery will be done in the following manner:

a. Students are given a “priority number” based on a random process, such as a random drawing.

b. Student’s applications are reviewed in their lottery priority number order. 

i. If their requested days and times are available, they are enrolled in the program for those days and times. 

ii. If not, they are given a chance to accept a different schedule of days and times that is available. 

1. The Program Director will make reasonable efforts to communicate with the family by phone and email. If families cannot be reached in a reasonable time, they will lose their opportunity to accept a different schedule of days and times.

iii. If they do not accept any of the available schedule options (or cannot be reached as described above), they are not enrolled in the program.
4. Space and Enrollment Capping: Enrollment in CASP is constrained by both available classroom space at Cabot School and by staffing. Classrooms at Cabot School have, in general, capacity for no more than 20 students. The staff size must be appropriate to support any given enrollment level with a student teacher ratio of between 8:1 and 10:1. In addition, an appropriate number of coordinators and administrators must be in place.

a. CASP currently uses a specified number of classrooms at Cabot School with a rotation schedule as agreed to by the Cabot School administration.

i. CASP will work with the Cabot School administration annually to develop a classroom usage agreement that supports the largest possible CASP enrollment, based on the space and staffing constraints as described above. 

b. CASP coordinators shall be responsible for a maximum of 40 students per day.

i. The CASP Kindergarten coordinator shall be responsible for a maximum of 20 students per day

c. Enrollment Caps: Based on current Cabot School classroom space constraints, total per-day enrollment caps are as described below. Note that the actual number of students enrolled on a given day of the week will depend on the per-classroom, per-coordinator, and per-class grouping limits, in addition to the total enrollment caps described below.

i. The total enrollment cap for M,W,Th,F is 125 students per day

ii. The total enrollment cap for Tuesday is 134 students.

1. This increased Tuesday cap represents an over-enrolled situation. CASP has decided to support this over-enrollment in order to support the strong demand for Tuesday enrollment, due to the Newton Public School’s Tuesday early release policy. 

Communication of this Policy

1. This enrollment and space policy will be delivered, in writing, to all members and prospective members as part of their application and/or contract material.

2. This enrollment and space policy will be posted on the CASP web-site.

3. Changes to this policy must be ratified by a vote of the membership as mandated by the CASP By-Law

DIVERSE LEARNERS
Parents are required to notify the Program Director in writing of any special needs or of any physical, emotional, or other condition which would in anyway affect full participation in the program. The program will make reasonable accommodations for the student as necessary.

During the enrollment process, or at some point thereafter, should the Program determine that a one-to-one aide or additional support is required, it will be the parent/guardian’s responsibility to pay for the aide, or to coordinate payment from an outside source.  Admission (or participation in the Program if already admitted) is contingent upon agreement between the Program and parent/guardian regarding securing the additional support and the financial obligation for funding the support.
TUITION
Tuition notices are e-mailed on or as close as possible to the 15th of each month. Only one E-Mail address can be used with our data base.  Families who do not have an E-Mail address will receive a hard copy of their statement in their CASP family mailbox. Tuition is due back by the first of the following month. A late fee of $25.00 is applied to your statement when payment is received after the 5th of each month. Late payments may jeopardize your child’s status in the Program for the following year. 

FINANCIAL ASSISTANCE
CASP has a scholarship program available.  Applications can be obtained on our website (www.cabotafterschool.org) or through the Program Director.  All applications should be submitted separately during the application period (April/May.) In order to be considered during the Program’s Spring application process, eligible families are required to enter the Newton Child Care Fund (NCCF) scholarship lottery. NCCF applications are available on their website (www.newtonchildcare.org) in March/April or by contacting their office at 617-332-6723.  If an applicant wins the lottery, the scholarship committee reserves the right to reduce the after school program’s assistance.  This reduction may be necessary in order to meet the Newton lottery guidelines.  

MULTIPLE CHILDREN

The program does not offer a reduced tuition rate for multiple children attending the program in the same contract year. 
COMMUNICATION
CASP telephone number: 617-964-2749.  
Fax number: 617-969-2364. 
Cell phone: 617-777-0665, Primary number for contacting the CASP Kindergarten Program during the hours of 12:30-3:00. After 3P.M. this number should only be used in an emergency situation or to communicate a change in pick-up after 3:30 P.M. 

Director’s E-mail: lee_guertin@newton.k12.ma.us 

Assistant Director’s E-mail: zack_hardy@newton.k12.ma.us
Office Manager’s E-mail: alicecasp@gmail.com
Website: www.cabotafterschool.org.
 SCHEDULE REQUIREMENTS
Participation in the Program is based on six hours for students in first through fifth grade and a minimum of five hours for kindergarten students. The five hours can be made up of two 12:30-3:00 P.M. time slots or one full day of 12:30-6:00 P.M. 
DAILY SCHEDULE

The following describes the daily schedule for all four of our Programs.

KINDERGARTEN PROGRAM

Monday/Wednesday/Thursday/Friday   12:30-3:00

12:30-12:50:In September the K’s will be met on the kindergarten bench for attendance before heading into one of the four kindergarten classrooms for lunch, free play, group meeting, and the project.

                     Attendance & Bus (Bus begins October 4, 2010) Educators meet at the 
                     k benches and escort children to the bus.  Children will take

                     backpacks, lunches, and outdoor clothing with them. Educators will 
                     check to insure all children have working seat belts prior to ride over 
                     to The New Art Center, 61 Washington Park, Newtonville

12:50-1:20: Bathroom & Lunch, CASP Kindergarten Educators will escort children 
                    to the bathrooms prior to eating lunch in The Jean Mineo Studio.
1: 20-1:45: Free Play, Children choose between puzzles, games, building materials, 

                  and coloring activities.
1:45-2:00: Group Meeting, Educators read stories, lead calendar or sharing time, 
                  and discuss daily project or upcoming events.

2:00-2:30:  Project, Educators lead an art/craft, cooking, literacy or science project
2:30-2:40: Bus ride and Attendance prior to returning to Cabot School, Educators 

                  will check to insure all students have working seatbelts and are on the 

                  bus back to Cabot School.
2:40-2:55: Sign out of New Art and back into Cabot. K students will be signed out of 

                  the Cabot Kindergarten Program by a CASP educator and into CASP                          
                  prior to playing on the Cabot playground and/or hardtop.

2:55-3:00: Dismissal, Children come indoors, collect belongings, and are dismissed 

                 from the K wing of Cabot School. Those who stay past 3:00 join other k 

                 students on the kindergarten bench. 
Afternoon Program K, 1/2, 3/4, & 5
Monday/Tuesday/Wednesday/Thursday/Friday 3:00-6:00
3:00-3:30: Attendance K students are met by the K educators on the 

                 kindergarten benches. Children in grades 1-5 arrive from 
                 classrooms and check in with CASP educators.  

                  Snack CASP provides snack from 2 food groups on a daily 

                  basis. Students in 1st through 5th grade help with washing 

                  tables after snack is completed.

3:30-4:00:  Outdoor Free play on Cabot Field, hardtop, and 
                  playground.

4:00-5:45:  Activities/Homework/Gym

· Arts & Crafts Projects

· Gym Games

· Cooking/Drama/Music/Science/Free Play

· Homework/Quiet Activities 

5:45-6:00: Dismissal Parents or other authorized persons must sign 

                 out children before taking them from the Program.

                          Afternoon Program: Grades K, 1/2, 3/4, & 5

          Tuesday 12:30-3:00

12:30-1:30: Attendance K students are met by the K educators on 

                   the kindergarten benches. Children in grades 1-5 arrive 

                   from classrooms and check in with CASP educators.

                   Lunch   Children may bring lunch from home or purchase 

                               a lunch through the NPS plan. 
                  Outside Free Play  Children Free play on Cabot Field, 

                               hardtop, and playground.

1:30-2:50:   Clubs  Children choose from a variety of offerings such as 
                   Drama, Crafts, Cooking, Science, Math, Language Arts,       

                   Science, & Recreation.  They remain in the Club for 2-4 

                   consecutive weeks unless it’s more involved like the 

                   Musical and Ski Clubs.
2:50-300:    All children meet in the gym before 3 P.M. dismissal or snack. (see M-F 3:00-6:00 schedule)  
ARRIVAL POLICY

CASP opens on the first day of school according to the NPS calendar.  On school days, children in grades 1-5 will meet CASP staff in a designated area of the school at 3:00 P.M. (or 12:30 P.M. on Tuesdays and early release days) on their own. Please encourage your child to arrive at CASP promptly. Children may not remain with a classroom teacher or specialist for any length of time without CASP receiving a note from a parent.  Kindergarten children enrolled in the Program will be met by the staff on the benches located in the kindergarten wing at 12:30 and/or 3:00 P.M. and signed in.  

DISMISSAL POLICY

At 2:55 P.M. on Monday, Wednesday, Thursday, and Friday afternoons, kindergarten students will be escorted to the kindergarten wing for dismissal. Parents and all other designated adults who are picking up kindergarten children must sign out with the Kindergarten Coordinator before the child will be released. Kindergarten children who stay beyond 3:00 P.M. will join full day kindergarten students on the bench before heading to their designated room for snack and group time. Kindergarten students who take the Boston and/or Newton Bus will be escorted to the Cabot School Office where they will be met by a Cabot School bus designee.  The designee will make sure the student(s) are on the correct bus to go home. On Tuesday afternoons students who take a bus or a van to their home will be escorted to the van by a CASP Teaching Assistant. The Boston bus students will be escorted by a CASP staff member to the bus after receiving a call that the bus has arrived at Cabot. The Boston bus usually arrives at Cabot between 2:45-3:20 P.M. 

Dismissal Monday thru Friday of the remaining kindergartners and the 1st-5th grades follow a different procedure since students leave at varied times during the afternoon.  A daily room schedule will be posted above the CASP family mailboxes on the first floor to help you find your child.  At the end of the day all students must be signed out by an adult on the attendance sheet found on the program clipboards.  Mailboxes should be checked for notices and documents such as Behavior Slips and the Injury/Illness Report Form. 

Kindergarten students must be picked up promptly at 3:00 or by 6:00 P.M. depending on the hours contracted. Students in 1st-5th grade must be picked up by 6:00 P.M.  Parents should make alternative arrangements if they know they will be late.  

PICKING UP YOUR CHILD
A Transportation Plan that was completed after admission into the Program is in your child’s folder. This plan specifies how your child arrives and is dismissed from the Program. All children are required to be picked up by an authorized adult. They may not walk home, cross to the field for a sporting activity, or wait outside the building. Any changes or additions to your pick-up list must be made in writing, so that it will be put in your child’s folder. When written documentation is not possible you may contact us by phone or cell phone with the information.  All children must be signed out by an authorized person at the end of the day. If you have a custody agreement, court order, or restraining order that the CASP educators’ should be aware of, please provide the Program Director with a copy.  

A daily dismissal sheet will be with your child’s Program prior to 5:00 P.M.. If you can not find the sheet please ask one of the educators’s to direct you. After 5:00 the dismissal sheets of Program’s on the second and third floors will be in the lobby with the Greeter of the day. The authorized pick-up person must affix his/her signature (in ink) to the sheet next to the child’s name before leaving with the child. Please do not leave your car running when you are picking up your child from the Program and do not send siblings under the age of twelve to do the pick-up for you. The only doors that will be open after 3 P.M. are the lobby doors facing the Cabot Field. All other doorways will be locked for safety purposes. If you opt to park in the parking lot you will need to walk around to the lobby doors to get in the building.
ABSENCES

If your child will be a absent from the Program on a particular day, you must notify the Program. Please do not rely on the school to convey attendance information.  When CASP is closed, you may still contact us by leaving a message on voicemail: 617-964-2749 or through E-Mail @ lee_guertin@newton.k12.ma.us. If a child is absent from school due to illness, he/she may not attend CASP on that day as well.
CALLING FEE

The Program’s policy is that on days your child is scheduled to attend CASP, all plans to go to friends’ houses will be made BEFORE school begins that day.  Parents should phone, write, or E-Mail alternative plans by the start of the day. We do not allow children to make arrangements spontaneously when school ends and CASP begins.  Please understand that this policy is for your child’s safety as well as our own planning.

A calling fee, of $25.00 will be assessed, when a member of the staff needs to place a call to your home, office or cell looking for your child. To avoid the fee, parents must notify the program of an absence PRIOR to your child’s anticipated arrival.

PROGRAM CLOSINGS

The Program strives to close at 6:00 P.M. so that the custodian can lock all the doors to the building. Parents should call the Program’s cell phone at 617-777-0665 to provide a back-up plan in the event of a problem. Several CASP educators’ are designated during the year to take on the role of “late person” and will remain with your child until a designated adult arrives.  

If a child has not been picked up by 6:10 and we have not heard from you the “late person” will call the parent(s) and person(s) authorized to pick-up the child.  Calls will be placed every 5-10 minutes until someone has been reached or until 6:30 P.M. If contact has not been made, the Newton Police will be notified and a report of the action will be placed in the child’s folder. The “late person” will remain with the child until he/she is turned over to an authorized person.
EARLY CLOSING POLICY (due to weather)  
No child will be released before the scheduled dismissal without permission from a parent or authorized person. Parents are encouraged to call CASP early in the day if unusually inclement weather is predicted to find out if CASP will be closing early. Our policy has been to remain open until the last child is picked up. However, in the event school closes before the regularly schedule NPS dismissal, CASP may be asked to close.  If this were to occur we WOULD have to abide by this ruling. If that were to happen, CASP would begin to contact parents via e-mail, phone, and the NPS Reverse 911.  The latter would only be put in effect if the Cabot Office Staff were still in the building. If during inclement weather you are able to adjust your schedule for an earlier pick-up, it would be appreciated.

UNUSUAL CLOSING (storm occurring mid day)

If the meteorologists are reporting inclement weather conditions prior to the school day that would make travel difficult for the educators’ that arrive at 2:30 P.M., the Program reserves the right to make the decision on closing early or not open at all.  If this were to occur, CASP would do everything possible to get the word out to families in advance.
HEALTH AND SAFETY

A copy of the Program’s Health Care Policy is posted on the left wall in the CASP office as well as inside the door of the Jean Mineo Studio at the New Art Center. Parents are welcome to refer to it or ask for a copy.
Upon hiring, all educators are trained and certified in first aid and most if not all in CPR. Whenever first aid is administered to a child in the Program, the situation is documented in our injury log and a written injury report is completed and placed in the family mailbox. A parent signature is required on the report which is then placed in the child’s file while a copy is placed in the mail folder for the parent. 

In circumstances where the child becomes ill at the Program, staff will attempt to contact a parent.  In an extreme emergency, the child will be transported to Newton-Wellesley Hospital (or the nearest hospital) and parents will be contacted to meet us there.  
Medication (either prescribed or over-the-counter) will only be given to a child once the parent has filled out a Medication Consent Form which is available on our website (www.cabotafterschool.org) or by asking the Program Director, Coordinator’s or Office Manager. CASP keeps a record of medication given. All medication must be in its original container and labeled with the date, child’s name, drug name, physician’s name, and the directions for administration. Medication may not be placed in a child’s backpack or lunch box as it needs to go directly to the Cabot School Nurse, Program Director and/or CASP Coordinators. Any unused medication will be returned to the parent. Please note: CASP 
educators are not permitted to give the first dose of a prescribed medication (with the exception of an Epi-pen in an emergency situation.)

For each child with a chronic health condition, the Program will develop an Individual Health Care Plan (IHCP.) This plan will be created in collaboration with the child’s physician and the Program’s Health Care Consultant.  Parents of this child will be allowed to train CASP educators in the child’s IHCP.

The Program has procedures in place for meeting potential emergencies.  In case of fire or other emergencies that would make the building unsafe, all children will be escorted out of the building through the nearest safe exit.  If students were unable to return to The New Art Center or Cabot School the Program will evacuate to Newton North High School. 

All educators are mandated reporters of child abuse and neglect. Suspicions of either will be reported to the Department of Children and Family Services as required by law.

Smoking is not allowed on the premises of The New Art Center or Cabot Elementary School during Program hours.

BEHAVIOR MANAGEMENT
Program staff has developed rules, limits, and guidelines, and behavior management methods.  At the beginning of the year, rules are explained, the limits set, and the guidelines outlined for appropriate and inappropriate behavior to children. These rules are explained, but not displayed as we are primarily in shared space. The rules may be modified through the course of the year, but always with the children’s understanding.  

No child shall be subject to abuse, cruel, unusual, severe, or corporal punishment including any type of physical hitting inflicted in any manner upon the body: punishments which subject a child to verbal abuse, ridicule, or humiliation; denial of food, rest, or bathroom facilities; punishment for soiling, wetting or not using the toilet; or punishment related to eating or not eating food.  

No teacher shall be subject to abuse, including physical harm (hitting, kicking, punching, biting, etc.) inflicted by an out-of-control child or threatening gestures or actions which include weapons and/or any common item used in a harmful or threatening manner.  

TYPICAL PROGRESSION OF TECHNIQUES

· Verbal warning addressing the specific issue

· Preventative action: Removal of child from situation or area.  Attempts made to redirect the child’s behavior.

· If inappropriate behavior persists, one or both of the following may occur: 

1. Child spends a specific amount of time from apart from the group and activity. After the specific amount of time has elapsed, the educator and child will discuss the behavior which led to the “time out.”

2. Child is asked to “right the wrong done” if at all possible. The teacher will try to determine a logical consequence for the action. 
Should either of these final stages be reached, the parent will be notified. Please refer to the Cabot After School’s Conduct Agreement along with the Student Conduct Agreement and Incident Report that has been put in place.

SUSPENSION AND TERMINATION

Certain types of behavior are unacceptable and may result in suspension from the Program. The Cabot Kindergarten Program and CASP use guidelines set up by the Newton Public Schools for suspension. Refer to the handbook “Students Rights and Responsibilities” published by NPS.

Enrollment of a child may be terminated at any time if, in the judgment of the Program Director (in consultation with Coordinators and/or the Board), further participation of the child in the Program is not in the best interest of the child or the Program. In the event of such termination, the tuition obligation of parents shall be only to the date on which attendance in the Program ceases.
Appropriate efforts will be made by the CASP educators to avoid suspension or termination by using the following tools: 

1. meet with parents to discuss other options

2. provide parents with referrals for evaluation and services

3. pursue consultation and training for program staff

4. develop a behavioral intervention plan for home and the Program 

If the plan to avoid suspension or termination fails, the Program will inform parents of the specific reasons why (in writing) and the conditions for a return to the Program, if any.
RESOLVING PROBLEMS 
We encourage prompt and direct resolution of concerns. If there are problems with your child’s behavior or treatment at CASP, please discuss your concerns directly with the staff involved at a mutually acceptable time. Coordinators are available at pick-up time to let you know how your child’s day went. If you need more information than time allows at the end of the day, you should set up a conference with the Coordinator of your child’s program. If concerns cannot be resolved, the Program Director should be contacted. If these efforts do not resolve the problem, a member of the CASP Board should be contacted.  The designated member will help arrange a meeting with the individuals involved.  
OTHER POLICIES AND PROCEDURES

CONFIDENTIALITY: All information of a confidential nature concerning a child enrolled in the CASP Kindergarten Program and CASP will be treated as such. It is understood, however, that the educators may communicate with School Department employees, including teachers, to discuss matters pertaining to children enrolled in our programs in order to best serve them.  Parents are encouraged to invite a Cabot Kindergarten Program and/or CASP educator to IEP meetings if they feel it would be beneficial for their child. 

DONATIONS 
CASP recyclable materials, paint smocks and technology materials that can be stored in limited space. The program is a nonprofit corporation and gifts are tax deductible.  
UPDATING YOUR INFORMATION 

CASP should be notified in writing of any new and significant physical conditions, personal problems, or changes in contact information contained in the enrollment application as the year progresses. 

REFERRALS  
CASP has a plan for referring families to appropriate social, educational, mental health, and medical services, including dental and vision. For more information ask the Program Director.
Evacuation Site

In the case of fire, loss of electricity, or other emergencies, all children will be escorted out of Cabot School via the nearest available exit. If students are unable to return to Cabot School, the Program will evacuate to Newton North High School which is the same evacuation site used by Cabot School. If this were to occur, a note would be taped to the building informing families that we evacuated along with our destination and cell phone number.  In addition, the Newton Police would be called with our departure information.  Once at Newton North, the CASP Coordinators will begin calling parents and or emergency contacts if the parent can not be reached.  The director and staff will be keeping children occupied and calm. If we are unable to use Newton North, our back-up plan will be the annex at Our Lady Help of Christian’s Church at 573 Washington Street in Newtonville.

SNACK        
CASP strives to provide healthy snack options for children staying beyond 3:00 P.M. CASP is required by the EEC to follow USDA Guidelines.  If your child has special dietary requirements, please contact the Program Director on how best to accommodate your child’s needs. If your child will only eat specific foods, we suggest that an extra snack be packed in their lunchbox. Some students who attend the Program have life threatening allergies; therefore, peanut products are restricted to specific tables that are designated for “PEANUTS ONLY.” In some Program groups we may ask that families refrain from sending in any and all peanut products.
TRANSITIONING TO ANOTHER PROGRAM

The Cabot Kindergarten staff and CASP will assist with a child’s transition to another program whenever such transitions occur.  They will do so in a manner that the child can understand and with parental permission, we will share information with the new program. 
VOLUNTEERS

Occasionally, we have alumni and high school students requesting to volunteer at CASP. We believe that this is a great experience for the volunteers as well as our students. Volunteers are always under the direct supervision of the CASP educators and have limited responsibilities. 
Parents are invited and encouraged to be involved in their child’s program activities. There are many different ways in which parents can participate and volunteer. Parents may volunteer to attend trips, assist teachers and coordinate special events. CASP depends on parent volunteers to assist with events such as bake sales, musical, fund raisers, ski program, field trips, and other activities. Parents who are not interested in volunteering directly can offer computer assistance, carpentry, and additional skills that will improve the program.

FEES AND PAYMENTS

APPLICATION FEE: A non refundable fee of $15 for new families only must accompany the application.
FAMILY FEE: Once your child(ren)have been accepted a yearly fee of $175 must accompany the Enrollment Paperwork. This fee is reduced to $100 if a child enrolls in the Program after January. The fee will not be refunded.

TUITION: A tuition schedule and fees can be found at the end of this handbook and on our website. Tuition is billed two weeks prior to the start of each month. Each installment is due on the first day of the new month with a grace period of five days before a late fee of $25 will be charged. If the payment including the late fee remains unpaid, CASP may take necessary or appropriate action, including but not limited to suspension of the child from the Program until the payment is made. Families may also request to meet with the Program Director to discuss a workable solution in the form of payment plan or tuition assistance. 
CABOT KINDERGARTEN TRANSPORTATION FEE

Commencing in October the Cabot Kindergarten Families will be assessed a $25 (one day) or $50 (two day) transportation fee to cover transportation from Cabot Elementary School to the New Art Center at 12:40 P.M. Children will return back to the Cabot School and the Cabot After School Program from the New Art Center at  2:40 P.M.  We will be using the services of Local Motion of Boston located at 61 North Street, Newtonville, MA 02460.  
LATE PICK-UP FEE: A late pick-up fee will be applied to your account for pick-ups after 3 or 6 P.M. If you are ten minutes late or less the fee is $10.00. The fee goes up to $20.00 for eleven to twenty minutes. After each ten minute period the fee goes up accordingly. This fee doubles after three incidents of ten minutes or more.
VACATION WEEK TUITION: February and April Vacation week fees are $65 per day plus an activity fee.  Should an enrolled child be sick during the week of vacation the activity fee will be waived if event tickets were not purchased in advance. The daily fee can only be waived if there is a child on the waitlist who is able to fill the space. 
EXTRA HOURS: CASP may be able to offer extra hours at certain grade levels if the Program has not reached the maximum capacity of twenty students per grade level.
FIELD TRIPS: Nominal fees (usually $15-$25) will be imposed for children participating in fieldtrips.  These charges help to defer the cost of admission and transportation. This fee is billed on your tuition invoice.

EXTRACURRICULAR CLASSES: Fees vary for classes. Most classes 

are 6-10 weeks in duration and costs range from $100-$150. The Ski Program at Nashoba Valley is considerably higher due to equipment rentals and transportation. Costs and information about classes are shared with parents via E-Mail and/or mailboxes in advance of the start dates. 
BOUNCED CHECKS:  In the event a check for payment to CASP is returned to the Program unpaid, a fee will be charged to the payer. If a check is bounced on more than one occasion the payer will be required to pay all tuition and fees thereafter with a bank check, money order, or cash.  
CHANGE OF SCHEDULE: Hours can be added as space allows, but can not be reduced without the parents being financially responsible. Parents can request in writing to drop a day for the current school year as long as they do not go under the required number of hours needed for enrollment.  Requests will only be granted if there is a child in the same grade level on the waitlist who can fill the slot the member is requesting to be dropped. If there is no one available to fill your slot, day dropping will only be allowed in the event of an extraordinary hardship such as extended or serious illness of a child, family relocation or loss of employment.  
TUITION INCREASES: In the event deemed necessary by the Board of Directors, tuition charges may be increased during the school year upon 30 days written notice in advance to parents. Upon notice of such increase, parents may elect to terminate enrollment in the Program if notice in writing is given to the Board within such 30 day period.
FIELD TRIPS
Written permission is required for field trips and all walking trips over a mile from the Cabot Elementary School. Permission slips will give information about the destination, transportation, duration and the cost of the trips.  CASP educators will have a plan for supervision and care of the children for each field trip, including practices specific to the transportation used.
PROGRESS REPORTS

Annual progress reports will be written for each child enrolled in the Cabot Kindergarten Program and CASP. The reports are placed in Family Mailboxes in late February early March and parents are welcome to meet with a member of the Cabot Kindergarten team or CASP educator for additional feedback.   
WEBSITE
Check our website (www.cabotafterschool.org) for permission slips, program calendars, newsletters, Board information, Financial Assistance Applications, Background Record Check forms, and forms for medications and releasing your child so that they can attend additional activities such as Community Education Classes, Girl Scouts, Martial Arts, etc.
DRESS CODE
Children should come to the program dressed appropriately for the day’s weather.  Parents are advised to send an extra set of clothing during the winter months or if your child is prone to accidents. During the snow season, in addition to a winter jacket, hats, gloves, boots and snow pants are advised if your child wants to use the playground area and not remain on the hardtop. 

Parents and staff are required to dress in appropriate clothing while at CASP, or involved in any CASP sponsored events.  Inappropriate clothing would include revealing, extremely short, ripped/torn (in inappropriate places), and/or see through articles of clothing.  Anything with suggestive or vulgar language is inappropriate. 
	CABOT AFTER SCHOOL, INC.
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	TUITION CHARGES - 2010-2011
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Rate:        $8.00
	36 weeks
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	2.00
	576.00
	57.60
	
	2.50
	720.00
	72.00
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	3.00
	864.00
	86.40
	
	3.50
	1,008.00
	100.80
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	4.00
	1,152.00
	115.20
	
	4.50
	1,296.00
	129.60
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	5.00
	1,440.00
	144.00
	
	5.50
	1,584.00
	158.40
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	6.00
	1,728.00
	172.80
	
	6.50
	1,872.00
	187.20
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	7.00
	2,016.00
	201.60
	
	7.50
	2,160.00
	216.00
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	8.00
	2,304.00
	230.40
	
	8.50
	2,448.00
	244.80
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