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Chicago Autism Academy 
		“Building Brighter Futures”

Mission
Mission Statement:  Our mission is to educate each student with empirically based methodology 
to be a productive member of the community and life-long learner through the active 
participation with each student’s home, community, and school.

Vision 
Provide Critical skills to students to enable them to function in the least restrictive environment.
Reduce or eliminate those maladaptive behaviors, which prohibit students from
progressing to a least restrictive environment. Provide an intervention
service in conjunction with other departments to increase the
student’s successful contribution to the community.


School Days/Hours
Regular School Year: Monday –Friday 8:45am-2:45pm
Summer School: Monday –Friday 8:45am-2:45pm
Lunch/Recess Hours: 11:30am-12:30pm

School Office Hours
Regular School Year: Monday –Friday 8:00am-5:00pm
Summer School: Monday –Friday 8:00am-4:00pm

Contact Numbers
Chicago Autism Academy Main Office: 815-806-2900
Chicago Autism Academy Fax: 815-806-2901
Emergency Cell Phone: 708-218-2655

Website
www.chicagoautismacademy.com

General Email
caastaff@sbcglobal.net





Welcome

Dear Parents/Guardians,

The staff at the Chicago Autism Academy would like to take this opportunity to welcome your family to the 2012-2013 school year. Our students are encouraged to pursue their own interests, develop lasting friendships, and grow confidence, independence, and respect for themselves and others. This parent handbook outlines what you may expect from the Chicago Autism Academy Program and what the program expects from you in return. We hope it will be helpful and we welcome your suggestions and feedback.
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Accident/Incident Reports
If a minor accident or injury (a scrape, cut, bump, etc.) occurs with your child during school the staff person attending to your child will administer first aid and complete an Accident/Incident report. A copy of the report, including how the incident occurred and steps taken will be sent home with the student. In cases of serious injury in addition the written report a phone call will be placed to the parents/guardians immediately. 
*See Sample Accident/Incident Report
Allergies/Dietary Restrictions
It is the responsibility of the parent/guardian to inform the program if their child has any food or environmental allergies. Please note that any student with special dietary needs and restrictions will not be offered food items other than what has been provided by the parent. Changes to any restriction(s) on file must be submitted in writing by parents.
Child Custody
If you have court-ordered custody agreements which prohibit the child from being released to a particular person, please provide a copy of this agreement to the program coordinator.

Emergency and Disaster Preparedness
 Our program has an emergency and disaster plan which follows the schools procedures for reporting emergencies and evacuating the facility. This written plan is at the school and immediately accessible to all staff, substitutes and volunteers. Evacuation routes are posted in prominent locations of all offices and classrooms. The program holds quarterly emergency drills which are documented. The building is inspected annually by the local fire authority and maintains fire extinguishers with a current tag. 	 

Evacuation site: If there is an emergency or disaster which requires us to leave our site, 	 
we will evacuate to a safe location outside or within the school. We will transport the students to the evacuation site by walking. 	 
	 
Notification of emergency situations will be communicated to parents/guardians through the phone numbers given during registration. Please keep this information up to date. 	 

Emergency Contacts and Telephone Numbers: 	
	Emergency Medical Personnel
	911

	Fire Department/Paramedics      

	911/ Non-Emergency #: 815-469-1700

	Police (Illinois State)
	911/Non- Emergency #: 815-726-6377

	Poison Control
	800-222-1222


	 
Healthy Practices
Staff and students will wash their hands with liquid soap and warm running water at the following times:
· After using the restroom
· Before and after eating and food preparations
· Upon returning from outdoor activities
· After wiping noses
· After handling animals
Illness Policy
Your child must remain home until symptom free (for 24 hours or more):
· If he/she has vomited within the past 24 hours
· If he/she have had diarrhea within the past 24 hours
· If he/she has a fever over 100 degrees
· If he/she has a persistent, phlegm cough
· If he/she has a green, runny nose for more than 48 hours
· If he/she is unusually irritable
· If he/she has any rash that has not been treated by a doctor
· If he/she has any sign of the flu or bodily discomfort 
· If he/she has pink eye or conjunctivitis
· If he/she has been knowingly exposed to the chicken pox virus or lice in the past 3-4 days
· If he/she has any airborne illness
· If he/she has been hospitalized in the past 48 hours
· If he/she has been prescribed an antibiotic in the past 24 hours (children are still contagious for up to 48 hours)
Please report any chronic illness such as bronchitis, asthma and /or allergies to the administrative and teaching staff to avoid any miscommunication. A doctor must treat any rash or virus and a release from the doctor must be provided for your child to return to school. All students that are absent for 3 days or more require a doctor’s note to return to school. Please report any and all medications (and changes to medication) to the school.
The Chicago Autism Academy reserves the right to call you to pick up your child when:
· Your child has had more than 2 episodes of diarrhea in one school day
· Your child has vomited for any reason other than indicated on a behavior plan
· Your child has a fever over 100 degrees
· Your child has 3 or more of the following symptoms:
· Chest cough
· Persistent green runny nose
· Fever between 99- 100 degree
· Signs of bodily discomfort 
· Any rash that looks suspicious and/ or contagious
· Any eye that looks pink in nature
· Any persistent, uncontrollable, inconsolable cry/tantrum that is not indicated on a behavior plan.
All students must be picked up within 60 minutes from the time of call. We will attempt to contact parents at first. We will continue down the emergency list until someone is available to pick your child up. You will receive a sick child notice if your child is sent home due to illness. (*Sample notice enclosed in packet)
In addition to help maintain a healthy environment and to help avoid your child from becoming ill, please maintain the proper guidelines in good hygiene and see a doctor regularly for further advice.
Bathe your child daily, especially if he or she is in diapers or pull ups
Encourage your child to wash their hands routinely
Encourage your child to brush their teeth daily
Please keep your child’s nails trimmed and clean
Keep hair neat and brushed
Kiss and hug your child daily!
Medication
Our program will administer medication (prescription or non-prescription) to a student only after receiving a completed medication release form from the student’s doctor. The medication release form must include:
· Name of the medication
· Illness/condition being treated
· Dosage
· Route of administration
· Times/dates to be administered
· Parent/Guardian Signature
· Physician Signature
Medication changes must be submitted in writing and proper documentation must be submitted for any and all changes to the student’s medication. Medication authorization forms must be completed by your child’s physician annually.
*See Medication Administration Handbook
Parent Communication
Daily Notebook:
A communication log will be sent home daily to notify you of your child’s day, including any behavior updates, request for student supplies, and any other important information your child’s teacher would like to share with you. This log is also for you to write daily notes to your child’s teacher, related service staff or administration. If for any reason you would like to contact any staff member via email you may do so by using the community email box: caastaff@sbcglobal.net  Please allow 2-3 school days for email responses. 

Parent/Teacher Conferences:
Parents will have conferences 2 times per school year to review their student’s progress. These meetings will be approximately 10-15 minutes in length. Conference request forms will be sent home 2 weeks prior to the meeting to check your availability. 

Phone Calls:
Parents may contact their child’s classroom teacher, related service provider or administration via telephone Please feel free to contact administration at any time throughout the school day between the hours of 8:00am-4:30pm. Teachers and related service staff are available before students arrive 8:00am-8:45am and after students leave 2:45pm-4:00pm. 
Please note that CAA staff members are not allowed to give out their personal information including cell phone numbers, email, home address, etc. Personal services such as babysitting or home therapy by any staff member of the Chicago Autism Academy are not permitted unless prior authorization has been granted by the Principal.

If for any reason you are not able to reach your child’s teacher on the school line or if you have a concern that needs to be addressed immediately or outside of the regular hours you may contact a school administrator on the CAA emergency contact line by calling: 708-218-2655. 
Meetings:
Parents can call to schedule an appointment to discuss issues, concerns, or progress with their child’s teacher, related service provider and/or supervisor. We will schedule the meeting within 10 school days.

Photo/Media Release
Throughout the school year, we take photographs and may video tape students for a variety of reasons including student programs, family events, school assemblies and other school events. If for any reason, you do not want your child to photographed, please notify the school in writing.
Progress Reports/Report Cards
Report cards are issued at the end of each twelve weeks marking period. You must sign and return the Report Card/Progress Report receipt form. If you have any concerns about progress throughout the school year, we encourage you to notify the program coordinator to set up a scheduled meeting with your child’s teachers and treating therapist. 
Responsibilities & Expectations
Educator 
· Be respectful of all students regardless of cultural difference, family orientation, race, and/ or disability.
· Provide effective treatment to all students who attend our agency
· Maintain a community of good learning behavior
· Provide an environment that promotes each child an opportunity to learn
· Enforce all rules and responsibilities 
· Treat each student with dignity
· Initiate communication with parents regarding unsatisfactory progress to partner is resolving the problem
· Protect students and staff from harm

Parent/ Guardian 
It is essential that parents cooperate with the staff to provide the most effective treatment possible. Parents have the responsibility of their child’s behavior as determined by law and common practice. 
[bookmark: _GoBack]Therefore, Parents are responsible for: 
· Making sure your child attends school daily, unless they are absent due to an illness or family emergency beyond your control.
· Reporting any tardiness or absence to the school before 8am.
· Assist you child in being neat, clean, and courteous.
· Assist your child in completing homework. 
· Review goals and practice with your child.
· Check your child’s backpack daily and read all communication notes.
· Respond to communication notes. 
· Attend conferences.
· Be available to pick up child when necessary when ill.
· Have your child stay home when truly ill.

Staff 
The staff of the Chicago Autism Academy, Inc strives to take careful consideration when teaching appropriate student behavior. At times, when behavior is impeding on your child’s or other children’s’ learning, it is our responsibility to conduct a Functional Analysis (FA) and Behavior Intervention Plan (BIP) when typical discipline methodologies have not been effective. During this procedure we may call you in, interview you, and/or ask you to fill out surveys to assist us in completing the FA or BIP. Please be as cooperative, honest, and informative as possible. Our BIP will be sent home for review by the parents/guardians before we implement. At times our treatment may contain, but not limited to, punishment, positive practice, manipulation of antecedents, restriction of privileges, etc. At times staff may need to use a manual restraint and /or blocking to protect them, another child, staff, or property from harm as an emergency procedure.
 
Student Responsibilities
Each student has the right to:
· Learn in a safe and healthy environment
· Learn in an environment free for partiality
· Be treated with dignity and respect
· Be allowed to express their view points in an appropriate manner

Each Student is responsible for: 
· Making an effort to be an effective learner
· Attend class and be on time
· To be clean and free of illness
· Come prepared with all supplies and materials
· Complete assigned homework
· Follow directions
· Adhere to standards of good conduct
School Cancellation
Announcements via telephone, email and website updates regarding school closings or delays due to poor/severe weather conditions will be made by 6:30am the morning of the closing or delayed start time.  
Please check the website www.chicagoautismacademy.com  for up to date and current notifications.
Transportation 
Student transportation is set up by your child’s school district. If you have any problems or concerns with transportation, please contact your district transportation department. 
Parents must inform the staff if someone other than yourself or the bus will be transporting your child. We will need this information in writing or a phone call from the parent/guardian. All authorized individuals will be required to present a photo id when picking up your child.
The staff at Chicago Autism Academy cannot transport your child under any circumstance.
Some students may require a safety harness during transportation. If there are any problems with your child’s harness or if you feel that your child needs a harness or no longer requires a harness you must contact the Special Education Director for your School District. 
Transportation (CAA School Van)
 Our program policies apply to the transportation of students to and from off-site activities. All vehicles used for transporting students to will be currently registered, insured and maintained in a clean and safe condition. Students will not be left unattended in the vehicle for any reason. Students will remain seated and buckled while the vehicle is in motion. Keys will be removed from the vehicle at all times when the driver is not in the driver’s seat. Each vehicle used will be driven by an adult over the age of 21 years; with a current and valid state driver’s license that authorizes the driver to operate the type of vehicle driven. For each student enrolled a transportation release form signed by the parent or guardian (included during registration process).
Updating Information
It is vital that CAA has current contact information on all students. If there is any change in any student’s contact information (address, phone number, etc.), please submit documentation of the changes to the program coordinator as soon as possible. Please keep in mind and remember, the information you give us is the information that we use to contact you.
Visitors in the Building
All visitors must check in with the main office upon arrival. Parents wishing to visit their child’s class and or therapy session may do so at any time. However, it is requested that you make prior arrangements to avoid any scheduling conflicts. Visitors must sign in at the front office wear a name badge while in the building. Visitors will need to provide CAA with a valid state issued id to be copied and filed.
Visitor and Student Drop Sign-In/Out Procedures
It is mandatory for all visitors to enter into the building at the south entrance; students must be signed in and out daily at the time of drop off and pick up. The student sign in/out form is located on the front counter in the main office.  As of Monday June 4, 2012 we will have two parking spots dedicated and reserved for parents/visitors dropping off or picking up students.  These 2 spots will be marked and are located at the front (south end) of the building.  Visitors will be directed to report to the main office if they enter into the building at any other entrance other than the Visitor Entrance.
During regular arrival and departure times if you would like for a CAA staff member to bring your child into the school, we ask that you remain in your vehicle at the time of drop off or pickup, a staff member will bring your child in or out. For the safety of our students and staff we ask that you follow the instructions of the CAA staff member directing traffic. Please do not pull around a parked car or school bus in line unless you are instructed to do so. It is not required that you sign your student in or out if you are in the bus line for drop off or pick up; your child will be accounted for on his/her daily classroom  attendance sheet. 
Late Arrivals/Early Dismissals: If for any reason your child arrives to school after 9:00am or if he/she is leaving before 2:45pm, it is mandatory that you enter into the visitor entrance at the south end of the building to sign your student in or out. Please contact your bus company to inform them that your child was dropped off at school or picked up early, if the bus company is not already aware of your child’s late arrival or early dismissal. If you do not notify the bus company it may result in a delayed pick up from CAA, if your child is the only student on the bus route. Also, any student that is required to wear a safety seat restraint (harness) will not be transported by the bus without it. So please be sure to bring the students safety restraints if you are driving your child to school. 
Student Release: Please notify us in advance, if someone else that is not currently listed on file will be picking up your child. We are unable to release your child to anyone not listed on the student release form without prior written notification from the parent or guardian. Please contact the Program Director if you need to update or make changes to your student’s files including any changes to your students emergency contact information, phone numbers and home address.  
Zero Tolerance Policy
The Chicago Autism Academy has a zero tolerance policy for certain offences. Students can be dismissed immediately for the following offences: 
1. Possession of any weapon
2. Possession of drug paraphernalia
3. Sexual Harassment
4. Violating any law
5. Severe Property Destruction

Chicago Autism Academy
2012-2013 School Year

Please return this RECEIPT OF STUDENT-PARENT HANDBOOK
By: Friday August 10, 2011

	

RECEIPT OF STUDENT- PARENT HANDBOOK 


I have received the Student-Parent Handbook and accept the responsibility to review, complete and return all necessary documents enclosed in my child’s Registration Packet.




________________________________________________
Print Student Name



_______________________________________        _______________________________________
Print Parent/Guardian Name                          Parent/Guardian Signature



_______________________
 Date




The Parent-Student Handbook and all CAA Registration Paperwork is available online at: www.chicagoautismacademy.com under the 2012-2013 Parent/Student Handbook tab. 

If you do not have internet service, you may request an additional copy of the handbook by calling the main office at 815-806-2900.
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