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ABOUT CARDINAL’S AFTER SCHOOL PROGRAM (CASP):
After school care at CCA is on-site care for our K-8 students immediately following the school
day dismissal at 3:30 p.m. until 6:00 p.m. This program is run by trained adults who are First Aid
and CPR certified. Opportunities for students during after school care include assisted
homework time, reading, arts & crafts, and supervised recreation and games. Students will
always be supervised by a minimum of two adults, ensuring a low staff to child ratio.

HOURS OF OPERATION:
CASP is offered at the end of every school day, Tuesday – Friday, from 3:30 p.m. to 6:00 p.m. If
CCA closes early for inclement weather or other unexpected emergencies, CASP will not be
provided. Every effort will be made to contact parents in a timely manner and ensure that
those students are cared for until transportation arrives.

CONTACT INFORMATION:
Please contact the school office with any questions regarding CASP at 303-732-9312 Tuesday -
Friday 7:30 am - 3:30 pm. Our Secretary Katie Hopkins can answer any questions about
payments to the program. Should you need to contact the CASP staff while your child is using
the program, you may message the staff directly through the GROUP ME APP or on parent
square between 3:30 pm - 6:00 pm Tuesday - Friday (please add the GROUP ME APP to your
phone now). Once the GROUP ME app is downloaded and you create a profile with the email
address used in the CASP registration we will get you added to the group.

LOCATION:
CASP will take place in the Lunch Room in the auxiliary building. Immediately following the
dismissal at 3:30 p.m., students will meet in the library and will then travel together to the
Lunch Room in the auxiliary building. Students can be picked up every evening in the lunch



room, although depending on timing and weather, students could be located in the gym or on
the playground. See pick up protocol.

ENROLLMENT:
To enroll, complete the registration and health history form found on our school website
www.ccaschoo.net>parents>cardinal after school program. The registration fee is
non-refundable and will be due upon your second day of attendance. The registration fee is
$25 for a single student, $30 for families that have more than one child using the program. The
registration fees are used to provide a small snack for the students each day, as well as games,
equipment or other supplies needed for the program. Once the forms are collected, you can
use the after-school program at any time on a drop-in basis. If you need to use the program
unexpectedly, simply call the school office (303-732-9312) and we will pass along the
information to your child and your child’s teacher.

AFTER-SCHOOL CARE COSTS & BILLING
The cost for using CASP is $8 per day, regardless of the length of time your child stays each day.
For families with multiple children, the 2nd child will be $5/day and the 3rd child $4/day. Families
can expect to receive an email from the office every other week with an update of money owed
and can pay at that time via the link provided, or bring in cash and/or a check made out to
Cardinal Community Academy to the office. Please understand, that our childcare providers will
not have access to the amount that each of our families owe.

CASP closes promptly at 6:00 p.m. If you pick up your child after 6:00 p.m, an additional fee of
$10 will be assessed for every 15-minute increment.

Once two payments have been missed (approximately four weeks), your account will be
considered delinquent and students will not be able to use CASP until a full payment has been
made.

ACCIDENTS AND/OR MEDICAL EMERGENCIES:
If a child gets hurt during CASP, a report will be filled out describing the accident and given to
the parent. The childcare providers will use their discretion to determine if the parent needs to
be called immediately. If a medical emergency arises, we will administer first aid and make
every effort to contact the parent/guardian. If emergency medical treatment is required, we
will contact a doctor, hospital, or call an ambulance depending on the severity of the injury or
illness. Please be aware that any medical expenses incurred will be the responsibility of the
parent or guardian.

In case of severe weather conditions, the adults and students will seek shelter immediately and
stay there until the weather clears. Parents will be notified if shelter becomes necessary, but
this communication may not occur until after the weather threat has expired.

http://www.ccaschoo.net


ILLNESS:
If your child is ill, please do not send him/her to the program. If you are notified during the
school day that your child is ill, the child should NOT attend the after-school care program. A
child will not be admitted into CASP with any of the following symptoms: severe cold, sore
throat, fever, vomiting, undiagnosed rash, diarrhea, or lice. A child must be free from fever or
sickness for 24 hours before returning to the program. If a child becomes ill while at CASP, the
child will be isolated from the other children. Parents and/or emergency contacts will be
notified and requested to pick up the child as soon as possible.

MEDICATION:
Any medication, including over the counter medication such as Tylenol, cough drops, etc., will
not be administered to students during CASP. Likewise, students should not have any
medications in their possession unless it is a Epipen and/or inhaler that is pre-approved by the
parents and nurse at Cardinal Community Academy. This information should be documented on
the health history form at registration.

BEHAVIOR EXPECTATIONS:
The goal of CASP is to create a safe, respectful, and responsible environment where students
can have fun and learn. The same expectations for general behavior, treatment of others, the
use of playground equipment and the use of technology are the same as during the school day
at CCA. Behavior incidents will be reported to parents, as well as to the principal at CCA. A child
will not be permitted to remain in the program if they are potentially dangerous to other
children, him/herself or they continually disrupt the group as a whole.

RESTROOM USE:
Students can use the restrooms in the auxiliary building, which are located adjacent to the
cafeteria. However, due to the variety of ages of children using CASP, children will be asked to
use the one at a time.

TECHNOLOGY:
Students will be able to access the Internet at CASP to complete their class assignments ONLY.
This access for the completion of school work is a privilege, not a right, and students must
adhere to Re-3J’s Internet Usage Policy. Students will not be permitted to use technology for
games, texting, social media, etc. This includes the use of any personal devices, such as phones,
smartwatches, Chromebooks, etc.

DAILY ROUTINE:
3:30-3:45: Students meet and check-in with the CASP staff in the library. At the end of this time,
students will travel to the lunch room to leave their personal belongings. This time is allotted
for free play, either in the gym or on the playground, depending on the weather.

3:45-4:15: Study Hall: Students are expected to complete homework and/or read. Once
homework is completed, students must read until the study hall time is complete. Please have
students bring a book to read for enjoyment.



4:15: Snack time (Students are welcome to bring their own healthy snack, but are provided a
small snack if they don’t have one. Please remember that soda and energy drinks are not
permitted.

4:30-6:00: Students will participate in structured playtime inside or outside weather permitting
and/or crafts. However, students who need to continue with homework can do so at this time.
If the weather is nice, students may use the playground.

6:00: ALL students must be picked up by this time. Please contact the after school care staff
through the group me app to have your child picked up .

OUTDOOR PLAY:
Students will spend some time outside every day, weather permitting. Children should be
dressed for the weather, i.e. hats, mittens, and warm coats when it is cold, and boots and snow
pants when it is snowing. Children may be excused from outdoor activities only with a doctor’s
authorization.

REPORTING CHILD ABUSE:
Anyone who works with children is required by Colorado State Law to report any suspected
signs of child abuse or neglect. Some examples are (including but not limited to) suspected
verbal abuse, physical abuse, sexual abuse, lack of basic care in the areas of personal hygiene or
nutrition, or leaving a child alone or in the care of another child under the age of twelve. After
a report is made, it is up to the proper authorities to investigate.

SIGN-OUT POLICY:
An authorized adult should sign-out children daily to ensure the safety of all children in our
care. Anyone signing a child out at pick-up must be listed as an authorized pick-up person by
the parent-guardian and be able to provide a picture ID. If you wish to add or delete someone
to the listed adults authorized to sign your child out, please update the CASP form. Please note
that we cannot legally keep either parent from picking up his/her child from CASP without
having a copy of the restraining order from the courts. If there is a restraining order or custody
restrictions concerning your child, we must have a current copy on file in the office.


