	
	
	



Lunenburg Parks and Recreation Department 
PROGRAM POLICIES 

Program Information and Communication Policy

· To register for programs, you will need a MyRec account Lunenburg Parks & Recreation: Account Creation
· Email will serve as the primary method of communication from the Recreation Department. Please ensure that your email address is up to date to receive important information regarding classes, schedule changes, cancellations, and other updates. 
· Facebook will be utilized to promote new classes, announce cancellations, and share photographs/videos of current programs/events. 
· A welcome email will be sent to registered participants one week prior to the start date of the program. This email will serve as a reminder and include details such as program dates, location, necessary items to bring, and other relevant information.
· Our seasons will run as follows- Summer: June-August, Fall: September-November, Winter: December-February, Spring: March-May.  

Program Credit & Refund Policy 
· Participants who wish to withdraw from a program after they register will be issued a credit to their account, which can be applied toward future Lunenburg Recreation programs/events. No refunds will be provided. 
· A non-refundable $3 administrative fee will be charged for any withdrawal after registration.
· Credits are valid for one year from the date issued.
· To withdraw from a program, participants must contact the Recreation Director via email.
· Full credit (minus the administrative fee) will be issued if the withdrawal request is made at least 7 days prior to the program's start date.
· Half credit (minus the administrative fee) will be issued if the withdrawal request is made less than 7 days before the program's start date.
· If the program has already started, refunds or credits will only be considered for medical reasons. Medical withdrawals require a doctor’s note submitted to the Recreation Director, along with a formal withdrawal request. Refunds will be prorated based on the number of classes missed due to medical reasons. Refunds are not available for short-term illnesses or injuries that are expected to be resolved within the program's duration.
· Refunds will only be provided in the following cases:
· A participant withdraws due to medical reasons.
· The Recreation Department cancels a program because of low enrollment or other unforeseen circumstances.
· In the event of a cancellation, participants will receive an email informing them of the cancellation and asking for their preference between a credit or a refund. If no response is received within two weeks, a credit will be issued to the participant’s account, and no refund will be provided.
· If a class is canceled, the Department will make every effort to reschedule. If rescheduling occurs, credits or refunds will not be issued.
· Programs costing less than $20 are non-refundable; only credits will be issued.
· We understand that participants may occasionally miss a day due to other commitments or illnesses. However, because instructor fees, facility costs, and supply expenses are fixed, we are unable to provide pro-rated refunds, credits, or make-ups for missed days.
· Participants who are dismissed from a program due to inappropriate or aggressive behavior are not eligible for credits or refunds.
· Programs that require advance ticket purchases or have specific registration deadlines are not eligible for withdrawals unless the spot can be filled by another participant.
· Program availability, enrollment, and supplies are dependent on registration numbers. Therefore, some programs, such as events or summer camps, may not be eligible for credits or refunds after registration. Such details will be clearly indicated in the program description.
Program Low Enrollment Cancellation Policy
· To ensure the effective operation of our programs and to cover associated costs, many classes have a minimum enrollment requirement.
· The Recreation Department will assess class enrollment one week prior to the scheduled start date. If the minimum enrollment has not been met, the program may be canceled.
· In cases where enrollment is close to the required minimum, the department may notify participants one week in advance but may choose to postpone cancellation in hopes of increasing enrollment in the following days.
· Full-day programs, such as vacation camps and extended-day activities that run for more than four hours per day and serve as childcare options, will be canceled at least two weeks prior to the scheduled start date to allow participants sufficient time to make alternative arrangements.
· If a program is canceled due to low enrollment, all participants will receive an email asking if they prefer a credit or refund.  If you do not respond within 2 weeks of that email, your account will receive a credit and cannot be refunded.

Program Inclement Weather Policy

· Please be advised that weather conditions can change rapidly. While we make every effort to provide advance notice of cancellations, short notice may sometimes be necessary. We recommend checking our Facebook page, website, and email updates before leaving for your scheduled activity.
· During the academic year, if Lunenburg Public Schools are closed or experience delays due to weather conditions, recreation programs will adhere to the same schedule.
Program Resident / Non-Resident Policy 
· Lunenburg Recreation offers programs and services that accommodate both residents and nonresidents.
·  A household with a Lunenburg address as the primary residence will be classified as a resident automatically. If you have recently moved to Lunenburg or if another individual has already created an account using your address, please contact the Recreation Department to provide proof of residency prior to establishing a household account. 
· The Recreation Department reserves the right to request verification of residency, such as a current utility bill, from the primary account holder if necessary.
· Registration for programs will open one week earlier for residents than for nonresidents. For programs with high demand, nonresident participation may be limited or restricted.
Program Photo / Video Policy
· By participating or registering for programs and/or events, individuals and/or their children authorize and consent to the Lunenburg Parks & Recreation Department and vendors to take photographs and videos during recreational activities. These may be used on department’s website, social media platforms, and printed materials. 
· We respect your privacy rights. If you wish to opt out of having photographs or videos of you and/or your children taken, please contact the Recreation Director via email. We will make every effort to inform photographers and videographers of your preferences. If you notice someone capturing photos or videos at a program or event, kindly inform them that you prefer not to be included.
· Photography and videography are prohibited in private areas such as locker rooms and bathrooms. Any photos or videos captured in these locations will result in removal from the facility and may involve law enforcement notification. 
Program Behavior Policy 
· Participant Expectations 
· Treat others with respect (no bullying, teasing, or harassment) 
· Follow staff directions 
· Keep hands, feet, and objects to yourself
· Use appropriate language 
· Respect equipment, facilities, and personal property
· Stay within designated program areas
· Participate safely and appropriately 
· Parent/Guardian Expectations 
· Ensure children understand and follow program rules 
· Communicate any behavioral, medical, or emotional needs in advance 
· Treat staff and other participants respectfully 
· Pick up children on time
· Behavior Management Approach: 
· Verbal Warning: Provide a reminder of expected behavior and offer redirection to the participant.
· Second Warning: Conduct a clear discussion regarding the behavior and expected conduct with parents or guardians. For adult participants, they may be asked to temporarily disengage or sit out.
· Third Warning: Issue a formal written notice outlining the expected behavior and consequences if expectations are not met within a timeline. 
· Behaviors that may result in immediate dismissal include:
· Physical aggression (such as hitting, kicking, or fighting) 
· Threatening behavior or unsafe conduct
· Leaving the program area without permission
· Vandalism or property destruction
· All circumstances and conduct are subject to review by the Recreation Director and may result in removal or suspension without prior warnings.  
· Participants who are dismissed from a program due to inappropriate or aggressive behavior are not eligible for credits or refunds.
Program Inclusion Philosophy 
· We value the importance of including individuals of all ability levels and aim to create a welcoming and inclusive environment for all.
· Please note that Lunenburg Recreation is a small department; however, we are committed to trying to support everyone's ability to participate fully and actively through collaboration with families.
· To discuss any support or accommodation needed, please reach out to the Recreation Director. 
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	Recreation Director, Krista Deveau
Kdeveau@lunenburgma.gov 
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