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Please take the Ɵme to read this over. It will answer many quesƟons and will  
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ThisÊhandbookÊfeaturesÊinformaƟonÊregardingÊprogramÊpoliciesÊandÊprocedures.ÊÊInÊconsideraƟonÊofÊCOVID-19,ÊsomeÊpoliciesÊmayÊ
beÊupdatedÊthroughoutÊtheÊyearÊwithÊanyÊchangesÊorÊnewÊrequirementsÊpassed.  SacoÊParksÊandÊRecreaƟonÊfeaturesÊaÊdedicatedÊ
teamÊofÊrecreaƟonÊprofessionalsÊworkingÊtoÊofferÊessenƟalÊservicesÊtoÊourÊcommunityÊunderÊaÊconƟnuouslyÊevolvingÊsetÊofÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊ
guidelines.ÊÊWeÊareÊlookingÊaheadÊtoÊplanningÊprogramsÊwithÊaÊcreaƟveÊspiritÊandÊaÊwillingnessÊtoÊmodifyÊprogramsÊorÊdevelopÊnewÊ
onesÊsoÊthatÊweÊcanÊconƟnueÊofferingÊaffordableÊservicesÊtoÊtheÊSacoÊcommunity.ÊÊYouÊcanÊbeÊsureÊthatÊourÊprogramsÊareÊofferedÊ
withÊtheÊsameÊlevelÊofÊenthusiasmÊandÊcareÊthatÊyouÊhaveÊcomeÊtoÊexpectÊfromÊSPR.ÊÊÊThankÊyouÊforÊyourÊconƟnuedÊsupport! 
 



Contacts and Program Enrollment: page 2 

Enrolling in the School’s Out Program 
All parƟcipants must be pre-registered to parƟcipate in this program. All families are required to complete a 
new and separate enrollment between programs.  We process registraƟon rollovers upon request. 
 

Step 1: Complete Enrollment Forms at home to submit to the office  
 

 Form 1—PARTICIPANT CONTACT FORM: 
· New parƟcipants may find this form under Department Info at www.sacorec.com 
· ThisÊformÊmustÊbeÊtyped,ÊnotÊhandÊwriƩen.ÊÊPleaseÊincludeÊallÊmedicalÊinformaƟonÊorÊspecialÊconcernsÊ

andÊallÊmedicaƟonsÊchildÊtakesÊevenÊifÊit’sÊonlyÊtakenÊatÊhome.ÊÊPleaseÊseeÊbelowÊforÊmoreÊdetail. 
· SummerÊ2023ÊparƟcipantsÊmayÊrequestÊaÊrolloverÊofÊtheirÊformÊbyÊe-mailingÊ 
 parksandrec@sacomaine.org 

 

Things to make us aware of: 
· FoodÊandÊOtherÊAllergies 
· MedicalÊCondiƟonsÊ&ÊPrescripƟonÊMedicaƟons 
· BehavioralÊProblems 
· CustodyÊArrangements 

 
All registraƟon forms must be completely filled out and kept up to date. All changes to this informaƟon must be made with the              
registraƟon office. Failure to update or disclose all informaƟon is grounds for removal from this program. Updates cannot be              
reported directly to the camp staff. Any changes made to these forms must be agreed on by all legal parents or guardians. Anyone 
calling in a change must provide their driver’s license number for security purposes. There will be no excepƟons to this. 
 

Only complete legal documents will be used to determine custody and decision making situaƟons. This informaƟon will be kept              
confidenƟal! If a dispute arises it will be handled as outlined in our registraƟon and pick up policy (pg. 17). If legal review is required 
legal guardians will be responsible for paying all fees up front ($115.00 per hour, minimum of one hour). 
 

 
Submiƫng Completed Forms: FormsÊcanÊbeÊprintedÊandÊbroughtÊtoÊtheÊSPRÊMainÊOfficeÊorÊe-mailedÊtoÊ
parksandrec@sacomaine.orgÊandÊcanÊbeÊeitherÊsigned/scannedÊorÊsignedÊdigitally. 

(conƟnued on next page) 

Important Program Contact Information 
 

Saco Parks and RecreaƟon Main Office:  
(207)Ê283-3139Êx801 
Office Hours: Monday-Friday 9:00am-1:00pm. 
LocaƟon: 75 Franklin Street   
 

Saco School’s Out Program:  
Community Center K-2 AŌer the Bell Program:  
ProgramÊPhone:Ê(207)Ê294-2436 
LocaƟon: 75 Franklin Street 
ATB Hours: dismissal unƟl 5:30pm 
 

CK Burns School Grades 3-5 AŌer the Bell Program:  
ProgramÊPhone:Ê(207)Ê294-2438 
LocaƟon: 135 Middle Street 
ATB Hours: dismissal unƟl 5:30pm 

 

Saco Pre-K AŌer School Program:  
ProgramÊPhone:Ê(207)Ê294-2435 
LocaƟon: 5 Willey Rd. 
Hours: dismissal unƟl 5:30pm 
 

Dayton Consolidated School AŌer School Program: 
ProgramÊPhone:Ê(207)Ê294-2437 
For children entering PreK through FiŌh Grade 
LocaƟon: 21 Clarks Mills Road, Dayton 
Hours: dismissal unƟl 5:30pm 
 

Full Days Out Program:  
Saco Community Center  
ProgramÊPhone:Ê(207)Ê294-2436 
LocaƟon: 75 Franklin Street 
Hours: 7:30am-5:30pm 



Potty Training 
AllÊparƟcipantsÊinÊprograms,ÊsuchÊasÊSummerÊCampÊandÊSchool’sÊOut,ÊmustÊbeÊfullyÊpoƩyÊtrainedÊtoÊregister.ÊÊIfÊaccidentsÊ
occur,ÊparentsÊwillÊbeÊcontactedÊandÊmayÊbeÊrequiredÊtoÊpickÊupÊtheirÊchild.ÊÊWeÊrecommendÊsendingÊaÊsimpleÊchangeÊofÊ
clothes.ÊRecurringÊaccidentsÊmayÊrequireÊaÊdiscussionÊtoÊevaluateÊopƟonsÊandÊdetermineÊongoingÊparƟcipaƟon. 

Determining Eligibility for Programs – Grades and Ages  
ForÊSPRÊprogramsÊwithÊeligibilityÊdeterminedÊbyÊeitherÊaÊgradeÊorÊage,ÊpleaseÊconsiderÊtheÊfollowing: 
1. Grade-based programs areÊbasedÊonÊcurrentÊgradeÊduringÊtheÊschoolÊyear,ÊandÊforÊsummerÊprogramsÊbasedÊonÊtheÊ

gradeÊenteringÊinÊtheÊupcomingÊschoolÊyear. 
2. For families that choose to have a child wait to start school but would be grade-eligible for kindergarten based 

on their birthday:ÊduringÊtheÊyearÊpriorÊtoÊstarƟngÊschool,ÊparentsÊhaveÊtheÊopƟonÊtoÊhaveÊtheirÊchildÊparƟcipateÊinÊÊ
eitherÊPre-KÊorÊKindergartenÊlevelÊprogramsÊorÊdivisions. ÊAÊgradeÊoverrideÊmayÊbeÊrequiredÊbyÊtheÊSPRÊOffice. ÊOnceÊ
theÊchildÊstartsÊschoolÊtheÊfollowingÊyear,ÊallÊeligibilityÊwillÊbeÊdeterminedÊbyÊtheÊcurrentÊgradeÊinÊschool,ÊnotÊtheÊ
gradeÊtheyÊwouldÊhaveÊbeenÊeligibleÊforÊifÊtheyÊhadÊstartedÊschoolÊaÊyearÊearlier. ThisÊmayÊmeanÊrepeaƟngÊdivisions. 

3. Age-based programs areÊbasedÊonÊtheÊparƟcipant’sÊdateÊofÊbirthÊandÊhowÊtheÊbirthÊdateÊcorrespondsÊtoÊtheÊstartÊofÊ
theÊprogram. ÊTypicallyÊaÊparƟcipant’sÊbirthdayÊmustÊfallÊwithinÊaÊweekÊofÊtheÊstartÊofÊtheÊprogramÊforÊanÊoverride. 

 

ExcepƟons: SacoÊParksÊandÊRecreaƟonÊtakesÊintoÊconsideraƟonÊtheÊage/gradeÊofÊparƟcipantsÊwhenÊdeterminingÊtheÊ 
appropriateÊaudienceÊforÊaÊprogram. ÊAllÊexcepƟonsÊtoÊageÊorÊgrade-basedÊeligibilityÊmustÊbeÊrequestedÊtoÊ 
parksandrec@sacomaine.orgÊtoÊbeÊconsidered. ÊThisÊdoesÊnotÊguaranteeÊthatÊtheÊexcepƟonÊwillÊbeÊgrantedÊbutÊitÊisÊtheÊ
primaryÊwayÊtoÊiniƟateÊtheÊrequest. ÊForÊcontractedÊprograms,ÊeligibilityÊisÊdeterminedÊbyÊtheÊoutsideÊorganizaƟonÊandÊinÊ
theseÊcasesÊweÊareÊnotÊableÊtoÊoverrideÊtheirÊrequirements.ÊÊWeÊappreciateÊyourÊunderstanding. 

 Step 2: Following the compleƟon of forms, contact the main office to enroll 
 

 Phone: (207)Ê283-3139ÊX801 
 

 E-mail: parksandrec@sacomaine.org 
 

EnrollmentsÊwillÊbeÊprocessedÊinÊdateÊandÊƟme-stampedÊorderÊsoÊpleaseÊmakeÊsureÊtoÊleaveÊaÊvoicemailÊifÊyouÊ
cannotÊgetÊthroughÊbyÊphone,ÊorÊsendÊanÊe-mail.ÊÊ 
Please do not e-mail specific staff members.  Please use the general e-mail address above. 
 

Info Needed:  In your voicemail or e-mail, please include: 

ÊÊ ÊYourÊName   ÊChild’sÊName  ÊGradeÊforÊ2023-2024ÊschoolÊyear   ÊSchoolÊaƩendingÊ 
If we are missing informaƟon, this may delay processing of registraƟons 
 

ConfirmaƟon: WeÊwillÊprocessÊyourÊenrollmentÊthroughÊyourÊhouseholdÊaccountÊatÊwww.sacorec.comÊandÊis-
sueÊaÊreceiptÊwhichÊwillÊshowÊenrollmentÊinÊtheÊSchool’sÊOutÊMembershipÊforÊ2023-2024ÊandÊanÊassignmentÊtoÊ
theÊaƩendanceÊgroupÊforÊyourÊchild’sÊgradeÊandÊscheduleÊcohort.ÊÊPleaseÊwatchÊyourÊe-mailÊforÊtheÊinvoiceÊ
fromÊwww.sacorec.comÊforÊconfirmaƟon.ÊÊThisÊstepÊmustÊbeÊcompletedÊbyÊtheÊoffice;ÊmembershipsÊareÊÊÊÊÊÊÊÊÊÊÊÊÊ
unableÊtoÊbeÊpurchasedÊonÊtheÊpublicÊwebsite. 
 

Membership fee: OnceÊyouÊhaveÊreceivedÊyourÊenrollmentÊconfirmaƟonÊandÊmembershipÊfeeÊinvoice,ÊpleaseÊ
logÊinÊtoÊyourÊhouseholdÊaccountÊatÊwww.sacorec.comÊtoÊpayÊtheÊmembershipÊfee.ÊOnceÊcomplete,ÊyourÊÊÊÊÊÊÊÊÊÊÊÊ
accountÊwillÊbeÊopenÊtoÊpurchaseÊdaysÊofÊserviceÊneededÊonÊtheÊprogramÊacƟvityÊpage. 

Outstanding Balances 
AnyÊfamilyÊwithÊanÊoutstandingÊbalanceÊfromÊanyÊprogramÊwillÊnotÊbeÊallowedÊtoÊregisterÊforÊaddiƟonalÊprogramsÊunƟlÊ
thatÊbalanceÊisÊpaid.ÊÊThisÊincludesÊaccountsÊassociatedÊwithÊyourÊchildÊthatÊhaveÊaÊbalance.ÊÊPaymentÊplansÊareÊavailableÊ
uponÊrequest.Ê 

Program Enrollment (continued) & Eligibility: page 3 

Fee Waiver Applications  
TheÊfeeÊwaiverÊapplicaƟonÊforÊ2023-2024ÊprogramsÊisÊavailableÊatÊwww.sacorec.comÊunderÊ“DepartmentÊInfo.”ÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊ
CompletedÊapplicaƟonsÊandÊsupporƟngÊmaterialsÊcanÊbeÊsubmiƩedÊviaÊmailÊto: 
Ê“AƩn:ÊRyanÊSommer,ÊSacoÊCommunityÊCenter,Ê75ÊFranklinÊSt.,ÊSaco,ÊMEÊ04072” 



School’s Out Payments: page 4 

Full Day Program Check-In 
AllÊchildrenÊbeingÊdroppedÊoffÊatÊprogramsÊmustÊbeÊcheckedÊin.ÊÊPleaseÊfollowÊtheseÊstepsÊtoÊcheck-in: 
· IMPORTANT: The person dropping off must accompany campers to the check in area, either in the lobby or gym of 

the Saco Community Center.ÊPlease do not drop off your child and have them approach by themselves.  
· EveryoneÊenteringÊtheÊbuildingÊmustÊwearÊappropriateÊfacialÊcoverings.ÊÊ 
· Check-inÊtablesÊwillÊbeÊstaƟonedÊfromÊ7:30amÊunƟlÊapproximatelyÊ9:00Êam.ÊÊAŌerÊthatÊƟme,ÊpleaseÊcallÊtheÊcampÊcellÊ

phoneÊtoÊarrangeÊaÊcheck-in. 

School’s Out Program 2023-2024 Payments 
· Grades PreK*-5 AŌer the Bell/Abbreviated Wednesdays/Early Release: $18.00/day  
· Full Day Off and VacaƟon Days for grades K-8: $36.00/day 
· Before and aŌer care programs are open to parƟcipants of the Saco School Department preschool. 

 

TheÊSPRÊSchool’sÊOutÊProgramÊfollowsÊtheÊSacoÊandÊDaytonÊschoolÊcalendarsÊwithÊservicesÊofferedÊaccordingly.ÊÊ 
· ForÊregularÊschoolÊdaysÊandÊAbbreviatedÊWednesdays,ÊweÊofferÊAŌerÊtheÊBell.ÊÊ 
· OnÊEarlyÊReleaseÊDays,ÊweÊofferÊEarlyÊReleaseÊDayÊopƟonsÊ(registerÊunderÊAŌerÊtheÊBell).ÊÊ 
· ForÊfullÊdaysÊoff,ÊwhichÊincludeÊTeacher’sÊWorkshops,ÊmostÊholidays,ÊandÊschoolÊvacaƟons,ÊweÊofferÊtheÊFullÊDaysÊ

OffÊprogram. 
 

AllÊpaymentsÊareÊdueÊinÊadvanceÊofÊaƩendingÊcampÊaccordingÊtoÊtheÊdeadlinesÊbelow.ÊPaymentÊopƟonsÊareÊavailableÊ
onlineÊatÊwww.sacorec.comÊorÊyouÊmayÊpayÊatÊtheÊoffice.ÊÊ 
 

Payment deadlines are as follows: 
· AŌer the Bell & Abbreviated Wednesdays – AŌer School:ÊbeforeÊ1:00ÊPMÊofÊtheÊdayÊofÊtheÊprogram 
· Early Release Days:ÊbeforeÊ11:00ÊAMÊtheÊdayÊofÊtheÊprogram 
· Full Days Off:ÊdueÊinÊadvance.ÊÊRegistraƟonÊdeadlinesÊareÊannouncedÊonÊwebsite. 

 

Fees paid aŌer these deadlines are subject to a $7.00 per day, per child, per program late fee.  ExcessiveÊlateÊfeesÊmayÊ
resultÊinÊmovingÊtoÊourÊsecondÊƟerÊofÊlateÊfeesÊbilledÊatÊ$14.00ÊperÊdayÊorÊinÊextremeÊcases,ÊmayÊcauseÊremovalÊfromÊtheÊ
program.ÊPaymentsÊleŌÊinÊtheÊdropÊboxÊshouldÊincludeÊaÊdetailedÊbreakdownÊincludingÊyourÊchild’sÊname,Êprogram,ÊandÊ
datesÊneeded,ÊandÊmustÊbeÊleŌÊwithÊenoughÊƟmeÊforÊprocessing.ÊPaymentsÊwillÊnotÊbeÊacceptedÊonÊcamp.Ê 

Children registered for After School but who do not arrive  
IfÊweÊareÊexpecƟngÊaÊchildÊandÊtheyÊdoÊnotÊarriveÊtoÊourÊAŌerÊSchoolÊprogramÊandÊnoÊpriorÊnoƟficaƟonÊhasÊbeenÊreceivedÊ
fromÊaÊparentÊ(seeÊnextÊpage),ÊthenÊweÊwillÊstartÊtheÊprocessÊofÊaccounƟngÊforÊtheÊchildren.ÊPartÊofÊtheÊprocessÊinvolvesÊ 
talkingÊwithÊtheÊschoolsÊtoÊfindÊoutÊifÊaÊchildÊwasÊabsent,ÊpickedÊup,ÊorÊtookÊtheÊbus.ÊÊThisÊinformaƟonÊmustÊbeÊverifiedÊbyÊ
aÊparentÊsoÊpleaseÊbeÊsureÊthatÊyouÊcanÊbeÊreachedÊinÊaÊƟmelyÊmanner. ÊEveryÊchildÊmustÊbeÊaccountedÊfor.ÊÊ 

Children who arrive to After School but are not signed up 
IfÊaÊchildÊarrivesÊtoÊtheÊprogramÊwhoÊisÊnotÊregisteredÊforÊthatÊday,ÊweÊwillÊnoƟfyÊtheÊparentsÊthatÊtheÊchildÊhasÊarrivedÊtoÊ
confirmÊtheyÊareÊmeantÊtoÊbeÊhere.ÊÊWhileÊthisÊoccursÊmostÊcommonlyÊdueÊtoÊaÊmissedÊregistraƟon,ÊthereÊareÊƟmesÊwhenÊ
aÊchildÊisÊsentÊtoÊusÊinÊerror.ÊÊForÊthisÊreason,ÊweÊwillÊalwaysÊcallÊparentsÊifÊaÊchildÊarrivesÊwhenÊnotÊsignedÊup. 

Check-in Processes 

Arrival for “After the Bell” After School Programs 
AllÊstudentsÊarrivingÊtoÊAŌerÊtheÊBellÊprogramsÊareÊgreetedÊuponÊarrival,ÊverifiedÊwithÊtheÊmembershipÊlist,ÊandÊthenÊ
cross-referencedÊwithÊtheÊaƩendanceÊsheetÊforÊthatÊspecificÊday.ÊÊAnyÊexpectedÊstudentsÊwhoÊdoÊnotÊarriveÊorÊaddiƟonalÊ
studentsÊwhoÊareÊnotÊregisteredÊbutÊdoÊarriveÊwillÊhaveÊaddiƟonalÊaƩendanceÊstepsÊasÊfollows. 

After School Locations and Bus Transportation Info 
K-2ÊstudentsÊfromÊYoungÊandÊFairfieldÊSchoolsÊtakeÊassignedÊbusesÊtoÊC.K.ÊBurnsÊSchool.ÊÊStudentsÊinÊgradesÊ3-5ÊatÊC.K.Ê
BurnsÊstayÊatÊAŌerÊtheÊBellÊon-siteÊatÊschool.ÊÊSacoÊPre-KÊstudentsÊstayÊon-siteÊatÊWilleyÊRoad.ÊÊDaytonÊPreK-5thÊgradeÊ
studentsÊstayÊon-siteÊatÊDaytonÊConsolidatedÊSchool. 



Check Out and Pick Up Procedures: page 5 
Camper Check Out/Pick Up ItÊisÊimportantÊthatÊeachÊpersonÊpickingÊupÊcampersÊknowsÊwhereÊandÊhowÊtoÊpickÊupÊ
theirÊcampers.ÊSeeÊourÊprocessÊbelowÊwithÊdetailedÊinformaƟonÊbyÊlocaƟon.Ê 
 

Pick Up informaƟon: PickÊUpÊareasÊareÊmannedÊfromÊ4:00ÊpmÊtoÊ5:30Êpm.ÊDependingÊonÊweather,ÊtheÊcheck-outÊtableÊ
mayÊbeÊindoorsÊorÊoutdoors.ÊÊForÊaŌerÊschool,ÊweÊaskÊthatÊparentsÊpickingÊupÊearlyÊpleaseÊbeÊpaƟentÊatÊtheÊstartÊofÊtheÊ
yearÊasÊweÊcompleteÊaƩendanceÊprocessesÊandÊplanÊaccordinglyÊforÊextraÊƟme.ÊÊThisÊtypicallyÊtakesÊlongerÊunƟlÊbusÊÊÊÊÊÊÊÊÊÊÊ
rouƟnesÊbecomeÊmoreÊconsistent.ÊÊWeÊwillÊdoÊourÊbestÊtoÊhaveÊtheÊcheckÊoutÊprocessÊavailableÊforÊallÊlocaƟonsÊasÊquickÊ
asÊpossible.Ê 
 

Check-Out at the Community Center: CheckÊoutÊproceduresÊwillÊfollowÊtheÊsameÊformatÊasÊcheckÊin.ÊTheÊpickÊupÊpersonÊ
willÊenterÊtheÊlobby,ÊpresentÊtheirÊID,ÊstaffÊwillÊsignÊoutÊtheÊcamperÊusingÊourÊdigitalÊprocess,ÊandÊcallÊoverÊtheÊradioÊforÊ
check-out.ÊTheÊcamperÊwillÊmeetÊtheirÊparentÊatÊtheÊcheck-outÊarea.ÊPleaseÊmakeÊsureÊtoÊhaveÊIDÊreadyÊandÊpickupsÊmustÊ
wearÊappropriateÊfacialÊcoveringsÊinÊtheÊSacoÊCommunityÊCenter. 
 

Check-Out at Burns/Dayton/PreK: PleaseÊseeÊourÊlisƟngÊofÊeachÊcheck-outÊlocaƟonÊinÊschool-basedÊaŌerÊcareÊprograms.ÊÊ
ToÊcheckÊout,ÊaÊstaffÊmemberÊwillÊconfirmÊyourÊID,ÊsignÊoutÊyourÊcamperÊusingÊourÊdigitalÊprocess,ÊandÊcallÊoverÊtheÊradioÊ
toÊhaveÊthemÊbroughtÊtoÊyou.ÊPleaseÊmakeÊsureÊtoÊhaveÊIDÊreadyÊandÊpickupsÊmustÊwearÊappropriateÊfacialÊcoveringsÊinÊ
schoolÊbuildings.ÊÊ 
· Burns aŌer school: EnterÊtheÊschoolÊusingÊtheÊvesƟbuleÊdoorsÊonÊtheÊrightÊsideÊofÊtheÊbuilding.ÊUseÊtheÊsmallÊparkingÊ

lotÊclosestÊtoÊtheÊplayground.ÊPickÊupÊisÊbyÊ5:30pm.ÊÊ 
· Dayton aŌer school: PickÊupÊisÊatÊtheÊ“schoolÊpickÊupÊdoors”ÊnearÊtheÊgym.ÊPickÊupÊisÊbyÊ5:30pm.Ê 
· Saco Pre-K aŌer school: PickÊupÊisÊatÊtheÊmainÊdoorsÊofÊtheÊbuilding.ÊPickÊupÊisÊbyÊ5:30pm.Ê 

Signing Out: Pick up from School’s Out programs is a digital format for a contact-free check-out process.  You will be 
asked to present an ID, but you will not have to physically sign a form to check-out.  If possible, we ask for direct          
family only to be picking up from camp in order to limit exposure.   
ChildrenÊwillÊnotÊbeÊallowedÊtoÊleaveÊprogramsÊifÊtheÊpersonÊpickingÊthemÊupÊdoesÊnotÊcomeÊtoÊtheÊappropriateÊpickÊupÊ
areaÊandÊofficiallyÊsignÊout.ÊÊTheÊstaffÊmustÊknowÊwhoÊisÊpickingÊupÊtheÊchildÊandÊseeÊphotoÊID.ÊÊTheÊparentÊorÊpickÊupÊ 
personÊmustÊwaitÊatÊtheÊtableÊforÊsafetyÊreasonsÊunƟlÊyourÊchildÊhasÊbeenÊbroughtÊoverÊtoÊleave.Ê 
 

Picture ID:ÊAÊposiƟveÊpictureÊIDÊmustÊbeÊprovidedÊatÊeveryÊpickÊupÊforÊparentsÊandÊallÊapprovedÊpickÊupÊpeople.ÊThisÊisÊ
especiallyÊcriƟcalÊwhileÊwearingÊfacialÊcoverings.ÊÊPosiƟveÊIDÊdoesÊnotÊincludeÊaÊphotocopyÊofÊaÊlicenseÊorÊcreditÊcards,ÊasÊ
examples.ÊÊOtherÊstaffÊareÊnotÊallowedÊtoÊvouchÊforÊyou.ÊTheÊcheckÊoutÊpersonÊmustÊbeÊableÊtoÊidenƟfyÊyouÊorÊtheyÊwillÊ
askÊforÊanÊID.ÊFailure to provide a picture ID will result in a fee of $50.00.   
 

Adding new pick ups to your contact sheet:ÊIfÊsomeoneÊnewÊisÊgoingÊtoÊbeÊpickingÊupÊtheÊchild,Êa request must be made 
to the Parks & RecreaƟon OfficeÊduringÊbusinessÊhoursÊ(9:00Êam-1:00Êpm)ÊtoÊaddÊthemÊtoÊtheÊapprovedÊlist;Êthese  
updates cannot be made with program staff at the check-in desk. ÊIfÊsomeoneÊarrivesÊtoÊpickÊupÊtheÊchildÊbutÊisÊnotÊonÊtheÊ
list,ÊtheÊchildÊwillÊnotÊbeÊreleasedÊunlessÊweÊcanÊmakeÊcontactÊwithÊaÊparentÊorÊguardianÊtoÊverify.ÊThe fee for sending 
someone not on the list to pick up is $50.00. 

· PleaseÊmakeÊsureÊthatÊallÊpickÊupÊpeopleÊunderstandÊandÊadhereÊtoÊourÊcheckÊoutÊprocedures.ÊÊ 
· WeÊreserveÊtheÊrightÊtoÊremoveÊpeopleÊfromÊyourÊauthorizedÊlistÊifÊtheyÊareÊunableÊtoÊfollowÊpolicy. 

Please see our Policy on page 18 for informaƟon about parent pick up rights and disputes on added contacts. 
 

Walkers: childrenÊwhoÊareÊallowedÊtoÊwalkÊhomeÊmustÊleaveÊtheÊcampÊgroundsÊimmediatelyÊaŌerÊsigningÊout.ÊÊ 

Late Pick Ups: AllÊparentsÊwhoÊpickÊupÊaŌerÊtheÊscheduledÊclosingÊƟmeÊofÊ5:30Êp.m.ÊwillÊbeÊresponsibleÊforÊpayingÊaÊlateÊ
pickÊupÊfeeÊasÊnotedÊbelow.ÊIfÊyouÊareÊgoingÊtoÊbeÊlate,ÊpleaseÊphoneÊtheÊcampÊdirectlyÊtoÊletÊthemÊknow.ÊTheyÊcanÊpassÊ
thisÊinformaƟonÊonÊtoÊyourÊchildÊwhoÊmayÊbecomeÊworriedÊandÊanxiousÊifÊyouÊareÊrunningÊlate.ÊÊ 
The fee for late pick up is dependent on the Ɵme the child is picked up; seeÊinformaƟonÊbelow.ÊTimeÊisÊ 
accordingÊtoÊtheÊdesignatedÊdevice:ÊcampÊcellÊphone,ÊcheckÊoutÊperson’sÊwatch,ÊiPad,Êetc.ÊÊ 

· Between 5:31 pm and 6:00 pm: $1.00ÊperÊminuteÊwith a minimum $10.00 charge.  
· AŌer 6:01 pm: $2.00ÊperÊminute.ÊThisÊfeeÊisÊappliedÊtoÊtheÊenƟreÊtotalÊofÊminutesÊlate. 
· YourÊfirstÊƟmeÊwillÊbeÊwaivedÊif it is under 15 minutes late, orÊdueÊtoÊaÊlargerÊissuesÊsuchÊasÊsnowÊstorms.ÊÊ 

 

There are NO excepƟons to these guidelines 



Cancellations and Credits 
· AƩendance updates: ifÊyourÊaƩendanceÊchangeÊisÊmadeÊpriorÊtoÊrequiredÊdeadlinesÊ(seeÊabove),ÊyourÊaccountÊwillÊbeÊ

creditedÊwithÊtheÊregistraƟonÊcostÊforÊthatÊday. 
· Weather closures: inÊtheÊeventÊofÊaÊwinterÊweatherÊschoolÊclosure,ÊallÊSPRÊSchool’sÊOutÊprogramsÊwillÊbeÊcancelledÊ

andÊyourÊaccountÊwillÊbeÊcredited.ÊÊSeeÊaddiƟonalÊinformaƟonÊbelow. 
· All aƩendance and closure changes will be automaƟcally issued as account credits, not as refunds. ÊCreditsÊareÊis-

suedÊtypicallyÊwithinÊtwoÊbusinessÊdaysÊandÊcanÊbeÊappliedÊtoÊanyÊfutureÊSPRÊprogram.ÊÊ 
· Unenrolling: IfÊyouÊwishÊtoÊunenroll,ÊunusedÊdailyÊregistraƟonÊcostsÊwillÊbeÊcredited.ÊRegistraƟonÊfeesÊareÊnon-

refundable. 
· COVID-19 CancellaƟon Policies: 

à ForÊtheÊmostÊcurrentÊpoliciesÊregardingÊquaranƟnesÊandÊexcepƟons,ÊpleaseÊseeÊourÊCOVID-19ÊpolicyÊpage.ÊÊ 
à ParƟcipantsÊrequiredÊtoÊquaranƟneÊareÊeligibleÊtoÊreturnÊtoÊSPRÊprogramsÊwhenÊtheyÊareÊeligibleÊtoÊreturnÊtoÊ

school.ÊÊPleaseÊnoƟfyÊtheÊofficeÊforÊaƩendanceÊchangesÊtoÊcancelÊAŌerÊSchoolÊdatesÊduringÊquaranƟne. 
à InÊtheÊeventÊofÊanÊSPRÊprogramÊpostponement,Êclosure,ÊorÊcancellaƟonÊdueÊtoÊCOVID-19,ÊallÊcorrespondingÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊ

registraƟonsÊfeesÊwillÊbeÊeligibleÊforÊanÊaccountÊcreditÊtoÊyourÊhouseholdÊaccount. 
à InÊtheÊeventÊofÊaÊschoolÊclosureÊorÊformatÊchangeÊsuchÊasÊchangingÊtoÊremoteÊinstrucƟon,ÊcorrespondingÊSPRÊ

childcareÊbasedÊprogramsÊwillÊbeÊtemporarilyÊclosedÊtoÊevaluateÊopƟons. 

Weather Related After School Activity Cancellation Announcements 
 

TheÊSacoÊParksÊandÊRecÊDepartmentÊfollowsÊtheÊcancellaƟonÊandÊclosureÊpoliciesÊofÊtheÊSacoÊSchoolÊDepartment. 
Examples: 
· IfÊschool-relatedÊaŌerÊschoolÊacƟviƟesÊareÊcancelledÊdueÊtoÊinclementÊweatherÊduringÊtheÊday,ÊSPRÊpracƟcesÊandÊÊÊ

acƟviƟesÊwillÊbeÊcancelledÊasÊwellÊforÊtheÊevening. 
· ExcepƟon: theÊexcepƟonÊtoÊthisÊwouldÊbeÊAŌerÊSchool.ÊÊTheseÊacƟviƟesÊwillÊsƟllÊbeÊheldÊforÊthatÊevening. 
· IfÊweÊdetermineÊthatÊourÊAŌerÊSchoolÊprogramsÊwillÊalsoÊbeÊimpacted,ÊweÊwillÊsendÊaÊseparateÊcommunicaƟonÊÊÊÊÊÊÊ

directlyÊfromÊtheÊSacoÊParksÊandÊRecreaƟonÊDepartmentÊviaÊemailÊandÊtext. 
We do not offer Full Snow Day programs or Snow Day delayed start programs during the school year in event of school 
closure. 

TheÊSacoÊParksÊandÊRecreaƟonÊDepartmentÊwillÊpostÊclosureÊandÊcancellaƟonÊannouncementsÊinÊtheÊfollowingÊareas: 
à Primary: www.sacorec.com.ÊÊCancellaƟonsÊandÊclosuresÊareÊpostedÊasÊAlertsÊthatÊappearÊonÊeveryÊpageÊofÊtheÊsite. 
à Secondary: EmailÊorÊtextÊannouncementsÊfromÊSacoÊParksÊandÊRecreaƟon 
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Changes to Attendance for After School Program Only 
 

InÊtheÊinterestÊofÊyourÊchild’sÊsafety,ÊitÊisÊimportantÊforÊusÊtoÊbeÊupdatedÊifÊyourÊchildÊwillÊnotÊbeÊaƩendingÊaÊdayÊofÊAŌerÊ
School.ÊÊWeÊhaveÊtwoÊwaysÊtoÊcommunicateÊthisÊinformaƟon:ÊyouÊcanÊcallÊtheÊofficeÊatÊ283-3139ÊorÊyouÊcanÊemailÊusÊatÊ
sacorecaƩendance@sacomaine.org.ÊÊPleaseÊleaveÊaÊvoicemailÊonÊourÊgeneralÊmailboxÊ(x801)ÊifÊstaffÊareÊunavailable. 
 

For all locaƟons: If your child is not aƩending our AŌer School program, please let us know by the following Ɵmes: 
· before 1:00 pm for AŌer the Bell on a regular school day or Abbreviated Wednesday 
· before 11:00 am for an Early Release Day 
· 1 full business day prior for Full Days Off/VacaƟon Days 
· Separate calls must be made to the schools and our department for aƩendance changes.   

ThisÊwillÊallowÊusÊtoÊaccountÊforÊthemÊasÊquicklyÊasÊpossibleÊandÊensureÊtheirÊsafety.ÊÊIfÊweÊdoÊnotÊhearÊfromÊyouÊinÊÊ 
advance,ÊweÊmayÊalsoÊuseÊinformaƟonÊfromÊtheÊschoolÊdepartmentÊtoÊverifyÊaƩendanceÊchanges.ÊÊ 
 
 

InformaƟon we need for aƩendance changes: 
Voicemail - whoÊisÊcalling,ÊtheÊchild’sÊname,Êprogram/locaƟonÊtheyÊareÊscheduledÊtoÊaƩend,ÊparentÊphoneÊnumber. 
Email - subjectÊlineÊshouldÊreadÊ“(Child’sÊname)ÊwillÊnotÊbeÊaƩendingÊcampÊonÊ(date)”.ÊÊEmailÊshouldÊinclude:ÊwhoÊisÊ
emailing,ÊtheÊchild’sÊname,ÊtheÊprogram/locaƟonÊtheyÊareÊscheduledÊtoÊaƩend,ÊparentÊphoneÊnumber. 



COVID-19 Prevention Protocols: page 7 
Here are some of the protocols that will be in place for all programs following recommendaƟons by the state of Maine 
and Center for Disease Control for the prevenƟon of COVID-19.  Policies are evaluated throughout the year should any 
guidelines change.  
 

Facial Coverings: duringÊindoorÊacƟviƟes,ÊweÊwillÊrequireÊthatÊparƟcipantsÊandÊstaffÊwearÊmasks.ÊÊIfÊaÊchildÊhasÊaÊmedicalÊ
reasonÊthatÊexcusesÊtheÊuseÊofÊaÊfacialÊcovering,ÊweÊcanÊaccommodateÊthisÊrequestÊwithÊdocumentaƟonÊfromÊyourÊchild’sÊ
physicianÊsubmiƩedÊtoÊtheÊofficeÊinÊadvance.ÊÊFMI:Êparksandrec@sacomaine.org 
 

Healthy Hygiene PracƟces: AllÊparƟcipantsÊwillÊhaveÊaÊregularÊrotaƟonÊtoÊwashÊtheirÊhandsÊand/orÊsaniƟzeÊmulƟpleÊƟmesÊ
throughoutÊtheÊprogram.ÊÊSignageÊwithÊremindersÊforÊhandÊwashingÊareÊposted. 
 

Cleaning: WeÊhaveÊanÊextensiveÊcleaningÊscheduleÊwhichÊincludesÊregularÊcleaningÊofÊallÊtables,Êchairs,Êequipment,ÊandÊ
high-trafficÊareasÊthroughoutÊtheÊcourseÊofÊtheÊday. 
 

Dedicated Rest Area: ShouldÊaÊparƟcipantÊbecomeÊsickÊforÊanyÊreasonÊwhileÊinÊourÊprograms,ÊeachÊlocaƟonÊhasÊaÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊ
dedicatedÊroomÊtoÊrestÊwhileÊtheyÊawaitÊtheirÊparentÊpickÊup. 
 

In the event of a confirmed case of COVID-19 at our program: ShouldÊweÊhaveÊaÊconfirmedÊcaseÊofÊCOVID-19ÊforÊanÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊ
individualÊinÊourÊprogram,ÊweÊwillÊfollowÊallÊCDCÊprotocolsÊinÊplaceÊatÊthatÊƟmeÊforÊclosuresÊandÊnoƟficaƟons.ÊÊ 
 

In the event of a close contact at our program: WeÊworkÊwithÊtheÊSacoÊSchoolÊDepartmentÊonÊpolicies,ÊandÊhaveÊÊÊÊÊÊÊÊÊÊÊ
adoptedÊtheÊmostÊrecentÊguidelinesÊforÊquaranƟneÊandÊexcepƟonsÊissuedÊbyÊschoolÊadministraƟonÊinÊDecemberÊofÊ2021: 



Participation in After School Extracurricular Activities or Programs through School Department 
PleaseÊmakeÊsureÊtheÊSPRÊOfficeÊisÊinformedÊifÊyourÊchildÊisÊparƟcipaƟngÊinÊaŌerÊschoolÊacƟviƟesÊthroughÊtheÊschoolÊwhileÊ
enrolledÊinÊourÊprogram.ÊNoƟficaƟon accompanied by a full acƟvity schedule must be received by the office at least 
one business day prior to the acƟvity beginning.  AllÊacƟvityÊinformaƟonÊmustÊbeÊreportedÊinÊaÊƟmelyÊmannerÊtoÊavoidÊ
anyÊlateÊnoƟficaƟonÊfees. 
 
InÊpastÊyears,ÊthisÊhasÊprimarilyÊimpactedÊtheÊAŌerÊSchoolÊprogramsÊatÊDaytonÊandÊforÊgradesÊ3-5ÊatÊBurnsÊSchool.ÊÊ 
ExamplesÊmayÊincludeÊfieldÊtrips,ÊmathÊclub,ÊtalentÊshowÊpracƟce,Êtutoring,Êetc.ÊÊ 
 
ThisÊprocessÊwillÊallowÊourÊstaffÊtoÊsafelyÊandÊquicklyÊaccountÊforÊallÊchildrenÊarrivingÊrightÊatÊtheÊconclusionÊofÊtheÊschoolÊ
dayÊwithoutÊanyÊconfusionÊasÊtoÊthoseÊarrivingÊlater.ÊÊPleaseÊnoteÊthatÊunƟlÊyourÊchildÊisÊcheckedÊintoÊourÊprogram,ÊtheyÊ
areÊunderÊtheÊcareÊandÊliabilityÊofÊtheÊschool.Ê 
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Participants Moving from After School to other SPR or School Programs 
ThisÊpolicyÊappliesÊtoÊchildrenÊwho,ÊifÊneeded,ÊwillÊmoveÊfromÊAŌerÊSchoolÊprogramsÊintoÊotherÊSacoÊParksÊandÊ 
RecreaƟonÊorÊschool-sponsoredÊprogramsÊthatÊareÊlocated in the same building.ÊÊThisÊwouldÊincludeÊrehearsals,ÊeveningÊ
sportsÊpracƟces,Êetc.ÊÊPleaseÊmakeÊsureÊtheÊSacoÊParksÊ&ÊRecreaƟonÊOfficeÊisÊinformedÊinÊadvanceÊifÊyourÊchildÊisÊ 
parƟcipaƟngÊinÊanotherÊprogramÊeitherÊdirectlyÊfollowingÊAŌerÊtheÊBellÊorÊthatÊtheyÊmustÊbeÊsignedÊoutÊofÊAŌerÊtheÊBellÊ
from. 
 AllÊrequestsÊmustÊbeÊsubmiƩedÊtoÊtheÊSPRÊOfficeÊatÊleastÊoneÊfullÊbusinessÊdayÊpriorÊtoÊtheÊprogram.ÊÊRequestsÊ
mayÊbeÊmadeÊbyÊphoneÊatÊ283-3139ÊorÊbyÊemailÊtoÊsacorecaƩendance@sacomaine.org.ÊÊRequestsÊshouldÊincludeÊtheÊ
child’sÊname,ÊaÊdescripƟonÊorÊnameÊofÊtheÊprogram,ÊdetailsÊsuchÊasÊdatesÊandÊƟmes,ÊandÊalsoÊshouldÊincludeÊwhetherÊorÊ
notÊyourÊchildÊwillÊreturnÊtoÊtheÊAŌerÊtheÊBellÊprogramÊ(dependingÊonÊƟme)ÊorÊifÊtheyÊwillÊbeÊpickedÊupÊfromÊtheirÊotherÊ
acƟvityÊdirectly.ÊThisÊpolicyÊmayÊnotÊapplyÊtoÊallÊSPRÊprograms.ÊÊLateÊrequests/noƟficaƟonsÊmayÊnotÊalwaysÊbeÊ 
accommodated.ÊÊAnyÊchangesÊtoÊtheÊscheduleÊmustÊbeÊreportedÊinÊaÊƟmelyÊmannerÊtoÊavoidÊanyÊlateÊnoƟficaƟonÊfees. 

Onsite Support from Outside Agency 
IfÊyourÊchildÊwillÊbeÊreceivingÊanyÊsupportÊservicesÊbyÊanÊoutsideÊagencyÊduringÊtheirÊƟmeÊwithÊSPRÊprograms,ÊforÊexampleÊ
withÊaÊcounselorÊorÊbehavioralÊhealthÊprofessional,ÊthereÊareÊaÊfewÊstepsÊtoÊcompleteÊwithÊtheÊofficeÊpriorÊtoÊtheirÊfirstÊ
visit.ÊÊ 
 
Please use the following steps: 
· PleaseÊsendÊaÊrequestÊbyÊemailÊtoÊparksandrec@sacomaine.org.ÊÊLetÊusÊknowÊinÊyourÊrequestÊifÊtheÊspecialistÊwillÊbeÊ

checkingÊyourÊchildÊoutÊofÊtheÊprogramÊorÊifÊtheyÊwillÊneedÊaccessÊtoÊaÊspaceÊforÊcounselingÊonÊsite. 
· ParentsÊmustÊaddÊtheÊspecialistÊtoÊtheÊapprovedÊpickÊupÊlist.ÊThisÊverifiesÊthatÊyouÊasÊtheÊparentÊgiveÊpermissionÊforÊ

thisÊpersonÊtoÊworkÊwithÊyourÊchild,ÊevenÊifÊtheyÊaren’tÊtakingÊthemÊoffÊsite. 
· AÊbackgroundÊcheckÊfromÊtheÊspecialist’sÊofficialÊjobÊsiteÊorÊagencyÊmustÊbeÊprovidedÊtoÊtheÊofficeÊtoÊkeepÊonÊfileÊwithÊ

enrollmentÊpaperwork. 
· UponÊarrival,ÊspecialistsÊvisiƟngÊSPRÊprogramsÊmustÊfollowÊtheÊsameÊhealthÊscreeningÊprocessÊasÊcampersÊandÊstaff. 
· IfÊtheyÊwillÊbeÊprovidingÊon-siteÊsupport,ÊweÊmustÊconfirmÊthatÊweÊhaveÊanÊavailableÊspaceÊinÊourÊfacility.ÊÊDuringÊtheirÊ

ƟmeÊwithÊtheÊspecialist,ÊparƟcipantsÊareÊconsideredÊcheckedÊoutÊfromÊourÊprograms. 
· SpecialistsÊareÊnotÊSPRÊstaff.ÊTheyÊwillÊonlyÊbeÊwatchingÊtheÊcamperÊtheyÊareÊcontractedÊtoÊsupport.ÊTheyÊareÊnotÊÊÊÊÊÊÊÊÊÊÊ

responsibleÊforÊrunningÊprogramsÊorÊadministeringÊdiscipline.ÊIfÊtheyÊseeÊsomethingÊthatÊneedsÊtoÊbeÊaddressed,ÊtheyÊ
willÊreportÊitÊtoÊanÊSPRÊProgramÊDirector.Ê 



Program Questions and Staff Attention  
AllÊbasicÊquesƟonsÊaboutÊaÊprogramÊshouldÊbeginÊwithÊtheÊDirectorÊandÊLeaders.ÊForÊaddiƟonalÊquesƟons,ÊpleaseÊcontactÊ
theÊParksÊ&ÊRecreaƟonÊDirectorÊorÊDeputyÊDirector.ÊDoÊnotÊengageÊtheÊyoungerÊstaffÊdirectly.ÊStaffÊmustÊneverÊbeÊÊÊÊÊÊÊÊÊÊ
approachedÊwithoutÊspeakingÊtoÊaÊLeaderÊorÊDirectorÊfirst.ÊPleaseÊdoÊnotÊdistractÊtheÊstaffÊfromÊdoingÊtheirÊjobs.ÊBeÊ
awareÊofÊwhatÊisÊgoingÊonÊaroundÊthemÊbeforeÊenteringÊintoÊaÊconversaƟon.ÊDoÊnotÊcallÊthemÊawayÊfromÊaÊlocaƟonÊ 
unlessÊitÊinvolvesÊanÊemergency. 

Staff Working Outside the Program  
StaffÊareÊallowedÊtoÊworkÊoutsideÊtheÊprogramÊasÊbabysiƩers,ÊandÊthisÊmustÊbeÊreportedÊtoÊtheÊoffice.ÊÊThisÊarrangementÊ
mustÊtakeÊplaceÊoutsideÊofÊnormalÊprogramÊhoursÊandÊshouldÊnotÊbeÊusedÊinÊplaceÊofÊregularlyÊscheduledÊprograms;ÊthisÊ
putsÊourÊstaffÊinÊaÊconflictÊofÊinterestÊandÊcouldÊjeopardizeÊtheirÊposiƟonÊatÊSacoÊParksÊandÊRecreaƟon.ÊÊStaffÊmustÊbeÊ 
addedÊtoÊtheÊpickÊupÊlistÊifÊtheyÊwillÊbeÊtakingÊchildrenÊfromÊtheÊprogram. 
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Program Staff 
ProgramÊstaffÊcanÊbeÊidenƟfiedÊbyÊtheirÊCityÊofÊSacoÊ“Staff”ÊshirtsÊÊ 
Full Time Staff, Directors & LeadersÊ–ÊplanÊtheÊprogram’sÊstructure,ÊacƟviƟesÊandÊgames.ÊTheyÊsuperviseÊallÊcounselorsÊ
andÊhandleÊdisciplinaryÊissues.ÊÊTheyÊalsoÊoverseeÊtheÊadministraƟonÊofÊallÊCOVID-19ÊprevenƟonÊproceduresÊincludingÊ
safetyÊprotocols,ÊhygieneÊandÊhandwashingÊprocesses,ÊcleaningÊschedules,ÊandÊmore. 
 

Head Senior Counselors – areÊexperiencedÊstaffÊwhoÊhandleÊcheckÊinÊandÊcheckÊout.ÊTheyÊhelpÊmanageÊtheÊdailyÊ 
ScheduleÊandÊoverseeÊtheÊimplementaƟonÊofÊacƟviƟes. 
 

RecreaƟon CounselorsÊ–ÊRecreaƟonÊCounselorsÊhaveÊduƟesÊassignedÊtoÊthemÊbasedÊonÊtheirÊageÊandÊexperienceÊlevel,Ê
andÊmanyÊhaveÊpreviousÊexperienceÊworkingÊwithÊchildren.ÊRecÊCounselorsÊareÊtypicallyÊhighÊschoolÊstudentsÊwhoÊexcelÊ
atÊschoolÊinÊbothÊacademicsÊandÊextraÊcurricularÊacƟviƟes,ÊandÊmanyÊstayÊwithÊusÊfromÊyearÊtoÊyearÊprogressingÊintoÊHeadÊ
SeniorÊCounselorsÊandÊCampÊLeaders.ÊNewÊRecÊCounselorsÊareÊjustÊbeginningÊwithÊourÊprograms.ÊTheyÊbringÊexperienceÊ
withÊchildrenÊandÊnowÊareÊlearningÊtheÊstructureÊofÊourÊprograms,ÊassisƟngÊstaffÊandÊhelpingÊprovideÊanÊextraÊsetÊofÊ
handsÊandÊeyesÊtoÊkeepÊchildrenÊbusyÊandÊsafe.Ê 

Mandated Reporters 
AnyÊsuspicionsÊofÊchildÊabuseÊorÊneglectÊmustÊbeÊbroughtÊtoÊtheÊaƩenƟonÊofÊtheÊproperÊauthoriƟes.ÊThisÊisÊaÊhighlyÊ 
sensiƟveÊandÊconfidenƟalÊmaƩer.ÊAbuseÊandÊneglectÊisÊconsideredÊbutÊnotÊlimitedÊtoÊphysicalÊ&ÊmentalÊviolence,ÊÊ 
abandonmentÊandÊwithholdingÊofÊessenƟalÊneedsÊsuchÊasÊfood,ÊwaterÊorÊclothing.Ê 
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Snacks, Food & Drinks 
 

School System Lunch Program: onlyÊofferedÊduringÊsummerÊprograms. 
 

Meals & Snacks are not provided by SPR.  ItÊisÊtheÊparents’ÊresponsibilityÊtoÊsendÊlunchÊandÊsnacks.ÊÊWaterÊwillÊbeÊ 
providedÊinÊcoolersÊorÊdrinkingÊfountainsÊonly.ÊChildrenÊshouldÊbringÊanÊampleÊsupplyÊofÊliquidsÊforÊtheÊday;ÊweÊ 
recommendÊusingÊrefillableÊcontainersÊandÊavoidingÊsugaryÊdrinksÊwhichÊareÊdehydraƟng.Ê 
 

DuringÊFullÊDayÊprograms,ÊyourÊchildÊshouldÊpackÊenoughÊsnacksÊandÊlunchÊtoÊlastÊtheÊday.ÊWeÊofferÊaÊscheduledÊsnackÊ
ƟmeÊinÊtheÊmorningÊandÊaŌernoon.ÊLunchÊisÊtakenÊbetweenÊ11:30amÊandÊ12:30pmÊdependingÊonÊthatÊday’sÊacƟviƟes.Ê
ChildrenÊwillÊhaveÊaccessÊtoÊtheirÊbagsÊduringÊtheÊdayÊbutÊshouldÊbeÊadvisedÊnotÊtoÊeatÊeverythingÊtheyÊbringÊearlyÊasÊtheyÊ
willÊgetÊhungryÊlaterÊinÊtheÊday.ÊÊNo Lunch Fee: aÊ$25.00 will be issued if the department must supply a lunch. 
  

DuringÊAŌerÊSchool,ÊweÊhaveÊaÊregularÊsnackÊƟmeÊinÊtheÊaŌernoonÊsoÊpleaseÊsendÊyourÊchildÊtoÊschoolÊwithÊanÊaŌernoonÊ
snack. 

Personal Items  
PersonalÊitemsÊbroughtÊfromÊhomeÊwillÊbeÊveryÊlimitedÊatÊprogramsÊthisÊyear.ÊÊEveryÊchildÊwillÊhaveÊaÊdedicatedÊbinÊtoÊ
placeÊtheirÊbelongings.ÊÊWeÊaskÊthatÊitemsÊbroughtÊtoÊcampÊareÊkeptÊtoÊanÊabsoluteÊminimumÊ(changeÊofÊclothes,ÊschoolÊ
bagÊonÊAŌerÊSchoolÊdays,Êlunch/snackÊandÊwaterÊboƩleÊonÊFullÊDaysÊOff)ÊtoÊensureÊthatÊitemsÊwillÊfitÊinÊtoÊtheÊbinsÊandÊ
areÊnotÊsharedÊwithÊotherÊcampers. 

· AnyÊitemsÊallowedÊatÊcampÊshouldÊhaveÊtheÊcamper’sÊnameÊclearlyÊmarkedÊonÊit.Ê 
· TheÊSacoÊParksÊandÊRecreaƟonÊDepartmentÊwillÊnotÊbeÊresponsibleÊforÊlostÊorÊstolenÊitems.Ê 

What not   to bring  
· School-issuedÊtechnology/devices 
· ItemsÊofÊvalue 
· ExcessÊmoney 
· WeaponsÊorÊFireworks 
· MusicÊthatÊcontainsÊexplicitÊwords 

 
· ClothingÊthatÊadverƟsesÊalcohol,ÊdrugsÊorÊotherÊ

offensiveÊmaterial 
· WaterÊGunsÊ 
· AnythingÊyouÊdoÊnotÊwantÊtoÊchanceÊbeingÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊ

damaged,ÊlostÊorÊstolen 

Guidelines for Managing Food and Other Allergies at Camp 
Sharing of food and drinks will not be allowed. AllÊfoodÊallergiesÊorÊissuesÊmustÊbeÊdocumentedÊonÊyourÊchild’sÊ 
ParƟcipantÊContactÊForm.ÊFailureÊtoÊdiscloseÊthisÊinformaƟonÊcouldÊresultÊinÊdismissalÊfromÊtheÊprogram.ÊÊ 
 

FoodÊandÊotherÊallergiesÊcanÊbeÊlifeÊthreatening.ÊInÊanyÊcampÊseƫng:ÊdayÊcamps,ÊresidenƟalÊcamps,ÊsportsÊcamps,ÊorÊ
travelÊcampsÊtheÊriskÊofÊaccidentalÊexposureÊtoÊaÊfoodÊorÊotherÊallergenÊisÊpresent.ÊCampÊstaff,Êphysicians,Êparents,ÊandÊ
campersÊthemselvesÊmustÊworkÊtogetherÊtoÊminimizeÊtheÊrisk.ÊThereÊmustÊalsoÊbeÊproceduresÊinÊplaceÊtoÊdealÊwithÊ 
accidentalÊingesƟonÊorÊcontact. 
 

CAMPER RESPONSIBILITY—Campers should: 
· NEVERÊtradeÊfoodÊwithÊotherÊcampersÊandÊshouldÊnotÊeatÊanythingÊwithÊunknownÊingredients. 
· ReadÊeveryÊlabelÊandÊcheckÊwithÊaÊcounselorÊ(ifÊageÊappropriate). 
· LimitÊperfumes,Êcologne,ÊbodyÊspray,ÊandÊotherÊfragrances. 
· BeÊproacƟveÊinÊtheÊmanagementÊofÊmildÊreacƟons,ÊsuchÊasÊseekingÊhelpÊifÊaÊreacƟonÊisÊsuspected. 
· TellÊanÊadultÊifÊaÊreacƟonÊseemsÊtoÊbeÊstarƟng,ÊevenÊifÊthereÊisÊnoÊvisibleÊappearanceÊofÊallergicÊresponse. 
· DOÊNOTÊgoÊoffÊaloneÊifÊsymptomsÊareÊbeginning. 

Requests to Leave Equipment at Programs 
Due to limitaƟons in space and for the safety of your items, we are unable to accommodate requests to leave  
equipment at programs for parƟcipants or other parents/guardians to pick up later.  ThisÊincludesÊbutÊisÊnotÊlimitedÊtoÊ
carÊseats,ÊsportsÊequipment,Êetc. 
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Dress Code and Lost and Found Information 
ItÊisÊimportantÊthatÊchildrenÊwearÊorÊbringÊproperÊclothesÊtoÊcamp.ÊWeatherÊcondiƟonsÊchangeÊduringÊtheÊdayÊandÊ 
campersÊshouldÊbeÊpreparedÊforÊallÊcondiƟonsÊwithÊlayersÊorÊopƟons. 
 

Camper Warm Weather Dress Code: 
· ComfortableÊclothingÊthatÊisÊeasyÊtoÊplayÊinÊisÊrecommended. 
· ClosedÊtoeÊshoesÊorÊsneakersÊareÊalsoÊrecommendedÊforÊeaseÊofÊplayÊandÊparƟcipaƟon. 
· LayersÊareÊrecommended. 
· OpƟonal:ÊifÊyourÊchildÊdressesÊupÊforÊschool,ÊweÊrecommendÊhavingÊaÊchangeÊofÊclothesÊforÊplayÊandÊcraŌs. 
· WeÊaskÊthatÊfamiliesÊfollowÊtheÊschoolÊdepartment’sÊrecommendaƟonsÊregardingÊappropriateÊclothing. 
· IfÊweÊwillÊbeÊofferingÊaÊwaterÊacƟvityÊorÊaÊmessier,Êmore-involvedÊcraŌÊacƟvity,ÊparentsÊwillÊbeÊnoƟfiedÊinÊadvanceÊ

toÊplanÊopƟonsÊforÊclothingÊthatÊallowÊparƟcipaƟon. 
 

Camper Cold Weather Dress Code: 
· PleaseÊsendÊyourÊchildÊwithÊextraÊlayersÊappropriateÊforÊseasonalÊweatherÊcondiƟons.ÊÊDuringÊwinterÊmonths,ÊthisÊ

couldÊincludeÊhats,ÊmiƩens,ÊwinterÊcoat,Êsnowsuit,ÊwaterproofÊboots,Êetc.ÊÊ 
· WeÊhopeÊtoÊprovideÊchildrenÊopportuniƟesÊtoÊplayÊoutdoorsÊinÊcoldÊweatherÊmonthsÊwhenÊtemperaturesÊandÊÊ

condiƟonsÊpermit,ÊandÊappreciateÊparentsÊsendingÊclothingÊnecessaryÊforÊoutdoorÊplay. 
 
Lost and Found:  

· PleaseÊlabelÊallÊclothingÊandÊotherÊitemsÊbroughtÊtoÊcampÊwithÊfullÊnameÊwheneverÊpossible.Ê 
· ItemsÊthatÊareÊlabeledÊwillÊbeÊreturnedÊtoÊyourÊchild’sÊbin,ÊwhichÊyouÊcanÊaskÊaboutÊatÊcheck-out. 
· AtÊtheÊendÊofÊeachÊweekÊweÊwillÊdisplayÊunlabeledÊitemsÊatÊtheÊcheck-outÊarea.ÊÊUnclaimedÊitemsÊwillÊbeÊdonatedÊ

bi-weekly. 

Hats, Hair Brushes, Combs & Make Up 
CampersÊshouldÊnotÊshareÊcombs,Êbrushes,ÊhairÊpins,ÊhatsÊorÊanyÊotherÊitemÊthatÊmayÊbeÊwornÊonÊtheÊhead.ÊThere 
willÊbeÊnoÊsharingÊofÊmakeÊupÊorÊotherÊcommonÊitemsÊthatÊcouldÊresultÊinÊtheÊspreadingÊofÊheadÊlice,Êcolds,Ê 
conjuncƟviƟsÊandÊotherÊmedicalÊissues.Ê 

Bicycles and Skateboards  
MayÊbeÊbroughtÊtoÊcampÊbutÊcanÊonlyÊbeÊusedÊunderÊtheÊsupervisionÊofÊtheÊcampÊstaff.ÊBikesÊshouldÊbeÊlockedÊinÊtheÊbikeÊ
rackÊandÊskateboardsÊshouldÊbeÊleŌÊinÊaÊdesignatedÊarea.ÊCampersÊareÊnotÊtoÊuseÊsomeoneÊelse’sÊbikeÊorÊskateboardÊ
withoutÊtheirÊpermissionÊandÊwithoutÊcheckingÊwithÊaÊcounselor.ÊHelmetsÊandÊproperÊsafetyÊgearÊareÊmandatoryÊwhenÊ
operaƟngÊbicyclesÊandÊskateboardsÊonÊcampÊproperty.Ê 

Sunscreen  
SunscreenÊwillÊbeÊprovidedÊatÊcertainÊprogramsÊincludingÊourÊAŌerÊSchoolÊprogram,ÊandÊallÊsummerÊcamps.ÊSunscreen 
should be applied to the child before arriving at camp.ÊWeÊwillÊhaveÊscheduledÊsunscreenÊƟmesÊespeciallyÊonÊhotÊdays.Ê
ParentsÊshouldÊshowÊtheirÊchildrenÊhowÊtoÊapplyÊsunscreen.ÊOurÊopƟonÊonÊcampÊisÊaÊspray-onÊstyle;ÊifÊanotherÊopƟonÊorÊ
aÊspecificÊbrandÊisÊpreferred,ÊthisÊmustÊbeÊprovided.ÊÊCounselorsÊwillÊbeÊthereÊtoÊhelpÊcampersÊbutÊwillÊonlyÊapplyÊsprayÊ
onÊsunscreen.ÊCampersÊshouldÊnotÊshareÊanyÊsunscreenÊtheyÊbringÊfromÊhomeÊunlessÊtheyÊareÊinÊtheirÊimmediateÊfamily.Ê
PleaseÊmakeÊsureÊtheirÊnameÊisÊwriƩenÊonÊtheÊboƩle.ÊPlease note: we will not let campers go without sunscreen.   
ParentsÊnotÊwanƟngÊtheirÊchildÊtoÊuseÊsunscreenÊmustÊindicateÊthisÊrequestÊinÊwriƟngÊonÊtheÊcamper’sÊParƟcipantÊ 
ContactÊForm. 



 City of Saco, Maine 
  

Parks & Recreation Department Telephone: (207) 283-3139 
75 Franklin St.  
Saco, ME 04072-1538 E-mail: parksandrec@sacomaine.org 
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Refund requests  
MustÊbeÊinÊwriƟngÊviaÊemailÊtoÊparksandrec@sacomaine.orgÊandÊtakeÊaÊminimumÊofÊtwoÊweeksÊtoÊprocess.ÊPleaseÊincludeÊ
theÊreasonÊforÊtheÊrequest.ÊWeÊdoÊnotÊprovideÊcashÊrefunds.ÊÊAllÊpaymentsÊforÊserviceÊmustÊclearÊpriorÊtoÊaÊrefundÊbeingÊ
processed.ÊÊAllÊrefundÊrequestsÊareÊsubjectÊtoÊapproval.ÊÊIfÊaÊrefundÊisÊgranted,ÊpleaseÊnoteÊthatÊcardÊprocessingÊfees,ÊtripÊ
deposits,ÊorÊstaffÊƟmeÊmayÊnotÊbeÊableÊtoÊbeÊrefunded.ÊÊSeeÊthisÊsecƟonÊforÊaddiƟonalÊdetails.Ê 

School’s Out Program   
Please see Page 6 for cancellaƟon and credit informaƟon specific to the 2023-2024 school year program. 

Refunds to your Credit Card  
CreditÊcardÊrefundsÊmustÊbeÊappliedÊtoÊtheÊoriginalÊcreditÊcardÊofÊpurchase.ÊÊAllÊcardÊrefundsÊmustÊbeÊrequestedÊwithinÊ3Ê
monthsÊofÊtheÊoriginalÊtransacƟonÊdateÊtoÊbeÊputÊbackÊonÊtheÊcardÊandÊareÊsubject to a 5% processing fee.ÊÊUponÊ 
processing,ÊcreditÊcardÊrefundsÊtypicallyÊtakeÊbetweenÊ3-7ÊbusinessÊdaysÊtoÊappearÊbackÊtoÊyourÊcard. 

Discipline  
IfÊyourÊchildÊisÊremovedÊfromÊanÊSPRÊprogramÊorÊeventÊforÊdisciplineÊreasons,ÊtheÊdepartmentÊwillÊscheduleÊaÊmeeƟngÊwithÊ
youÊandÊyourÊchildÊtoÊdetermineÊifÊthatÊchildÊmayÊreturnÊtoÊtheÊprogram.ÊThisÊbehaviorÊwillÊalsoÊaffectÊtheÊchild’sÊabilityÊtoÊ
beÊenrolledÊinÊfutureÊacƟviƟes.ÊInÊmostÊcases,ÊweÊareÊunableÊtoÊprovideÊaÊfullÊrefundÊifÊyourÊchildÊisÊdismissedÊfromÊaÊ 
program.ÊÊHowever,ÊifÊyouÊwouldÊlikeÊaÊrefundÊrequestÊtoÊbeÊconsidered,ÊallÊrequestsÊmustÊbeÊmadeÊwithinÊoneÊweekÊofÊ
removalÊfromÊtheÊprogramÊinÊorderÊtoÊbeÊreviewed. 
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Refunds as Credit to your www.sacorec.com Household Account  
RefundsÊmayÊbeÊusedÊasÊaÊcreditÊtowardsÊyourÊnextÊregistraƟonÊandÊshouldÊbeÊnotedÊonÊyourÊrequestÊforÊrefund.ÊSomeÊÊÊÊ
registraƟonÊopƟonsÊrequireÊtheÊrefundÊtoÊbeÊissuedÊasÊaÊcredit.ÊÊYourÊcreditÊwillÊshowÊupÊonÊyourÊaccountÊandÊcanÊbeÊÊÊÊÊÊÊÊÊÊÊÊÊ
appliedÊtoÊyourÊnextÊregistraƟonÊwithÊtheÊSacoÊParksÊandÊRecreaƟonÊDepartment.ÊÊSomeÊimportantÊnotesÊonÊcreditsÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊ
receivedÊfromÊaÊprogramÊeitherÊforÊnon-useÊofÊserviceÊorÊbyÊaÊrefundÊrequest: 

· CreditsÊissuedÊtoÊyourÊsacorec.comÊaccountÊcannotÊbeÊrefunded*,ÊbutÊmayÊbeÊusedÊtowardsÊanyÊfutureÊprogramÊ
withÊtheÊSacoÊParksÊandÊRecreaƟonÊDepartment. 

· NoÊcreditsÊwillÊbeÊissuedÊifÊyourÊchildÊisÊremovedÊfromÊtheÊprogramÊforÊdisciplinaryÊreasons.ÊÊ 
· WeÊreserveÊtheÊrightÊtoÊapplyÊcreditsÊtowardsÊbilledÊitemsÊonÊyourÊaccountÊorÊrequireÊthatÊcreditsÊaccumulatedÊbeÊ

appliedÊtowardsÊyourÊnextÊregistraƟon. 
 
To use a credit in your online account:  

1. AddÊtheÊprogram/acƟvityÊtoÊyourÊcartÊasÊusualÊandÊselectÊ“PayÊOnline”ÊtoÊcheck-outÊwhenÊready.Ê 
2. YouÊwillÊseeÊtheÊcreditÊduringÊoneÊofÊtheÊfirstÊstepsÊofÊcheckingÊoutÊinÊtheÊmiddleÊofÊtheÊpageÊandÊmustÊhitÊ“Apply”Ê

toÊhaveÊitÊappliedÊtoÊyourÊtransacƟon.ÊÊConƟnueÊtoÊtheÊfinalÊprocessingÊpage. 
3. IfÊyouÊarriveÊatÊtheÊpageÊaskingÊforÊcreditÊcardÊinformaƟonÊbeforeÊapplyingÊtheÊcredit,ÊyouÊhaveÊgoneÊoneÊstepÊtooÊ

farÊandÊpleaseÊgoÊbackÊoneÊstepÊtoÊapplyÊit. 
4. Use of credits must follow our aƩendance payment deadlines.ÊÊIfÊyouÊhaveÊcredits,ÊpleaseÊmakeÊsureÊtoÊofficiallyÊ

useÊthemÊtowardsÊyourÊtransacƟonÊtoÊavoidÊanyÊaƩendanceÊissues. 
 
*RequesƟng a refund of credits: IfÊyourÊhouseholdÊhasÊanÊavailableÊcreditÊbalanceÊandÊyouÊwillÊnoÊlongerÊbeÊparƟcipaƟngÊinÊ
SPRÊprogramsÊinÊtheÊfuture,ÊyouÊmayÊrequestÊaÊcheckÊrefundÊofÊyourÊcreditÊandÊweÊwillÊconsiderÊtheÊexcepƟon.ÊÊ 

 
Please send Refund and CancellaƟon requests to parksandrec@sacomaine.org 



Annual Statements and Dependent Care Reimbursement Requests   
 
Dependent Care Reimbursement: RequestsÊforÊdependentÊcareÊreimbursementÊdocumentaƟonÊcanÊonlyÊbeÊmadeÊÊÊÊÊÊÊÊÊÊÊÊÊ
followingÊreceiptÊofÊpaymentÊthroughÊtheÊdatesÊofÊserviceÊindicated.ÊÊItÊcannotÊbeÊusedÊtowardsÊanƟcipatedÊpayments.ÊÊ
PleaseÊallowÊ7-10ÊbusinessÊdaysÊforÊtheÊofficeÊtoÊprocessÊtheseÊrequests.Ê 
 
Annual Statements:Êstatements of registraƟons are available through your household account.  Here are the steps:  
· LogÊinÊtoÊaccountÊatÊwww.sacorec.comÊandÊclickÊhouseholdÊnameÊonÊtheÊleŌÊ–ÊExample:Ê“SmithÊHousehold” 
· InÊtheÊcenterÊtabÊopƟons,ÊselectÊFinanceÊandÊchooseÊ“Payments”ÊinÊtheÊmiddleÊopƟons 
· SelectÊyourÊdateÊrangeÊ–ÊExample:ÊforÊ2022,ÊchangeÊtheÊStartÊDateÊtoÊ01/01/2022ÊandÊEndÊDateÊtoÊ12/31/2022 
· LeaveÊ“ShowÊAllÊPayments”ÊuncheckedÊ–ÊthisÊwillÊprovideÊaÊsummaryÊofÊpaymentsÊmadeÊbyÊcreditÊcard,ÊcashÊorÊ

check. ÊCheckingÊthisÊboxÊwillÊalsoÊincludeÊanyÊaccountÊcreditsÊissuedÊorÊused,ÊwhichÊessenƟallyÊisÊdoubleÊreporƟngÊ
sinceÊtheÊoriginalÊpaymentÊthatÊgeneratedÊtheÊcreditÊisÊalreadyÊreflectedÊelsewhereÊinÊtheÊsummary. 

· ClickÊ"Print"Ê–ÊthisÊwillÊprovideÊaÊPDFÊsummaryÊofÊitemizedÊtransacƟons. ÊTheÊCityÊofÊSaco’sÊTaxÊIDÊnumberÊappearsÊatÊ
theÊtop. 

 
Please note that this summary includes all payments for all acƟviƟes by all parƟes for any household member  
throughout the year.  We cannot advise you on what informaƟon may be used for tax purposes and please be aware that 
programs offered through Saco Parks and RecreaƟon Department are considered recreaƟonal programming.  For  
addiƟonal quesƟons on qualificaƟons, we recommend consulƟng with a tax specialist or financial advisor.  
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Online Gift Certificates Use and Refunds/Credits Policy  
GiŌÊcerƟficatesÊmayÊbeÊpurchasedÊinÊoneÊaccountÊandÊgiŌedÊforÊuseÊinÊanotherÊaccount;ÊonceÊaÊgiŌÊcerƟficateÊisÊ 
redeemed,ÊcreditsÊmayÊnotÊbeÊtransferredÊtoÊanotherÊaccount.ÊGiŌÊcerƟficatesÊmayÊonlyÊbeÊredeemedÊforÊaccountÊcreditsÊ
andÊareÊnotÊeligibleÊtoÊbeÊredeemedÊasÊcash.ÊÊAccountÊcreditsÊdoÊnotÊexpireÊandÊmayÊbeÊappliedÊtowardsÊanyÊfutureÊSPRÊ
ProgramÊforÊanyÊhouseholdÊmember.ÊRegistraƟonÊdeadlinesÊsƟllÊapplyÊwhenÊusingÊcreditsÊandÊcreditsÊmayÊbeÊappliedÊfromÊ
homeÊforÊonlineÊcheck-out.ÊIfÊaÊpromoƟonalÊdiscountÊisÊappliedÊtoÊaÊgiŌÊcerƟficateÊpurchaseÊandÊaÊrefundÊisÊlaterÊ 
requested,ÊrefundsÊwillÊbeÊbasedÊonÊtheÊactualÊpaidÊvalue,ÊnotÊtheÊdiscountedÊvalue,ÊandÊanyÊporƟonÊofÊtheÊcreditÊusedÊwillÊ
beÊfactoredÊintoÊtheÊtotalÊeligibleÊremainingÊforÊrefund. 

Other SPR Program Refund Policies 
 

Non-Contracted Programs/Events (Saco Parks & RecreaƟon Administered Program)–ÊIfÊyouÊwithdrawÊpriorÊtoÊtheÊfirstÊ
classÊorÊevent,ÊyouÊwillÊreceiveÊaÊfullÊrefundÊunlessÊdepositsÊwereÊrequiredÊforÊacƟviƟesÊandÊequipmentÊusedÊinÊthatÊÊÊÊÊÊÊÊÊÊÊÊÊÊ
program.ÊIfÊyouÊwithdrawÊaŌerÊtheÊfirstÊclassÊorÊeventÊandÊpriorÊtoÊtheÊsecondÊmeeƟng/session,ÊyouÊwillÊreceiveÊaÊrefundÊ
lessÊaÊ$15.00ÊrequiredÊdepositÊtowardsÊprocessingÊfeesÊandÊequipmentÊusedÊinÊthatÊprogram.ÊÊNoÊrefundsÊwillÊbeÊgivenÊ
aŌerÊtheÊsecondÊclassÊofÊaÊprogramÊorÊaŌerÊaÊsingleÊmeeƟngÊprogram.ÊÊ 
 
Contracted Programs/Events (Outside OrganizaƟon Administered Program)Ê–ÊAllÊrefundsÊwillÊfollowÊtheÊcontractedÊ 
companiesÊrefundÊproceduresÊandÊpoliciesÊfirst.ÊÊSecondly,ÊtheÊdepartmentalÊpolicyÊonÊcontractedÊeventsÊisÊasÊfollows:ÊIfÊ
youÊwithdrawÊ3ÊbusinessÊdaysÊpriorÊtoÊtheÊfirstÊclassÊorÊeventÊyouÊwillÊreceiveÊaÊfullÊrefundÊlessÊanyÊdepositsÊorÊrequiredÊ 
pre-paymentsÊtoÊtheÊcontractedÊcompany.ÊIfÊyouÊwithdrawÊlessÊthanÊ3ÊbusinessÊdaysÊbeforeÊtheÊfirstÊclassÊorÊprojectÊyouÊ
willÊreceiveÊaÊ50%ÊrefundÊlessÊanyÊdepositsÊorÊrequiredÊpre-paymentsÊtoÊtheÊcontractedÊcompany.ÊRefundsÊonÊcontractedÊ
eventsÊareÊsubjectÊtoÊchangeÊandÊwillÊbeÊstatedÊonÊallÊeventÊpublicaƟons.Ê 
 
Quality of a ProgramÊ-ÊIfÊyouÊareÊdissaƟsfiedÊwithÊaÊprogramÊaŌerÊtheÊfirstÊclass/meeƟng,ÊyouÊmustÊletÊtheÊdepartmentÊ
knowÊbeforeÊtheÊsecondÊclass/meeƟngÊofÊtheÊsession.ÊWeÊwillÊissueÊaÊ50%ÊrefundÊatÊthisÊƟme.ÊNoÊrefundsÊwillÊbeÊgivenÊ
aŌerÊtheÊsecondÊclassÊofÊaÊprogramÊorÊaŌerÊaÊsingleÊmeeƟngÊprogram.ÊÊForÊcontractedÊprograms,ÊallÊrefundsÊwillÊfollowÊtheÊ
contractedÊcompaniesÊrefundÊproceduresÊandÊpoliciesÊfirst.ÊÊ 
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M E D I C A L    I N F O R M A T I O N    &    W A I V E R   P O L I C Y (2MARCH17) 

ParƟcipants with medical condiƟons requiring emergency administraƟon of prescripƟon or non prescripƟon medicaƟons are 
welcome and may parƟcipate in all Saco Parks & RecreaƟon Department Programs.  If at any Ɵme it is found that this policy 
has not been followed or been kept up to date dismissal from Saco Parks & RecreaƟon programs may result.  
 

1. Program Requirements 
a. CheckÊwithÊtheÊOfficeÊtoÊverifyÊthatÊtheÊprogramÊyouÊareÊregisteringÊforÊfallsÊunderÊtheÊtermsÊofÊthisÊpolicy. 
b. RequestsÊforÊemergencyÊmedicaƟonÊatÊaÊprogramÊmustÊbeÊnotedÊonÊtheÊParƟcipantÊContactÊFormÊunderÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊ

SPECIALÊCONCERNS,ÊincludingÊanÊoverviewÊofÊtheÊbehavioralÊorÊmedicalÊconcerns,ÊandÊsymptoms.ÊÊÊÊÊÊÊÊÊÊÊÊ 
c. InformaƟonÊaboutÊanyÊrequiredÊmedicaƟonsÊforÊbothÊon-siteÊemergencyÊmedicaƟonsÊandÊprescripƟonsÊtakenÊatÊ

homeÊshouldÊbeÊincludedÊinÊtheÊmedicaƟonsÊsecƟonÊwithÊdetailsÊonÊdosage,ÊexpiraƟon,ÊwhenÊtaken,Êetc. 
d. AddiƟonalÊforms/medicaƟonsÊmayÊbeÊrequiredÊforÊacƟviƟesÊatÊdifferentÊlocaƟons. 
e. AllÊinformaƟonÊwillÊbeÊkeptÊconfidenƟalÊandÊisÊforÊtheÊsafetyÊandÊwellÊbeingÊofÊyourÊchild,ÊtheÊotherÊchildrenÊinÊ

theÊprogramÊandÊourÊstaff. 
 
2. Emergency MedicaƟon 
TheÊDepartmentÊmayÊtrainÊitsÊpersonnelÊtoÊadministerÊepi-pensÊandÊasthmaÊinhalersÊforÊemergencyÊsituaƟons.ÊÊÊÊÊ 
 
AsÊpartÊofÊaÊDoctor’sÊwriƩenÊmedicalÊacƟonÊplan,Êdiphenhydramine (BenadrylÊorÊequivalent)ÊmayÊalsoÊbeÊincludedÊforÊ
treatmentÊasÊspecifiedÊinÊtheÊwriƩenÊmedicalÊplan:ÊtheÊtypeÊandÊdosingÊofÊdiphenhydramineÊprovidedÊmustÊmatchÊthatÊ
indicatedÊinÊtheÊacƟonÊplan.ÊÊAÊparƟcipantÊwhoÊusesÊand/orÊreliesÊuponÊsuchÊemergencyÊprescripƟonsÊandÊdevicesÊlistedÊ
aboveÊshallÊbeÊwelcomeÊinÊaÊprogramÊprovidedÊtheÊfollowingÊcondiƟonsÊareÊmet: 

a. ForÊPROGRAMSÊALREADYÊINÊSESSION:ÊallÊmedicaƟonsÊandÊtheirÊlabels*ÊwithÊtheÊchild’sÊname,ÊnameÊofÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊ
medicaƟon,ÊdateÊfilledÊ&ÊexpiraƟonÊdateÊforÊepi-penÊorÊasthmaÊinhalerÊmustÊbeÊprovidedÊatÊleastÊ2ÊfullÊbusinessÊ
daysÊpriorÊtoÊtheÊchildÊparƟcipaƟngÊinÊoneÊofÊourÊprograms,ÊprovidedÊthatÊadequateÊadvanceÊnoƟceÊofÊeachÊÊÊÊÊÊÊÊÊÊÊÊÊÊ
programÊisÊmadeÊavailableÊtoÊeligibleÊparƟcipants.ÊÊ 
*LabelsÊcanÊbeÊoneÊofÊtheÊfollowingÊformats:Ê1.ÊaÊcopyÊofÊaÊdoctor’sÊprescripƟon;Ê2.ÊmedicaƟonÊlabel;ÊORÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊ
3.ÊpharmacyÊprescripƟonÊlabel. 

b. ByÊchoosingÊopƟonÊAÊtheÊparent/guardianÊisÊexpresslyÊchoosingÊtoÊhaveÊtheÊparƟcipantÊadministerÊtheirÊownÊ
emergencyÊmedicaƟon.ÊÊDepartmentÊstaffÊwillÊonlyÊadministerÊemergencyÊmedicaƟonÊifÊtheÊchildÊisÊunableÊtoÊdoÊ
soÊonÊtheirÊown.ÊÊForÊthisÊreasonÊaÊbackÊupÊofÊallÊmedicaƟonsÊmustÊbeÊprovidedÊtoÊtheÊdepartmentÊunderÊOpƟonÊ
A. 

c. ByÊchoosingÊopƟonÊBÊtheÊparent/guardianÊisÊexpresslyÊauthorizingÊandÊconsenƟngÊthatÊtheÊDepartmentÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊ
administerÊtheÊmedicaƟonÊinÊtheÊeventÊofÊanÊemergencyÊinÊlieuÊofÊtheirÊchild.ÊÊUnderÊOpƟonÊB,ÊyourÊchildÊmayÊ
notÊselfÊmedicate. 

d. ByÊchoosingÊopƟonÊCÊtheÊparent/guardianÊoptsÊtoÊwaiveÊtheirÊchoiceÊtoÊhaveÊtheirÊchildÊselfÊmedicateÊandÊisÊalsoÊ
requesƟngÊthatÊtheÊDepartmentÊstaffÊNOTÊADMINISTERÊmedicaƟonÊinÊtheÊeventÊofÊanÊemergency.ÊÊInÊsuchÊcases,Ê
theÊpatent/guardianÊisÊexpresslyÊdirecƟngÊthatÊEMS/911ÊpersonnelÊactÊasÊfirstÊrespondersÊandÊÊadministerÊanyÊ
emergencyÊmedicaƟon. 

e. TheÊDepartmentÊwillÊnotÊallowÊanyÊotherÊemergencyÊmedicaƟonÊotherÊthanÊthoseÊindicatedÊaboveÊtoÊbeÊheldÊbyÊ
theÊchildÊorÊbyÊDepartmentÊstaff. 

f. RegardlessÊofÊwhichÊOpƟonÊisÊselected,ÊtheÊDepartmentÊwillÊcallÊuponÊEMS/911ÊservicesÊandÊpersonnelÊforÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊ
assistanceÊinÊanyÊemergencyÊwithoutÊpriorÊconsultaƟonÊwithÊparent/guardian. 
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3. Storage of MedicaƟon 
a. AtÊnoÊƟmeÊisÊitÊacceptableÊforÊparƟcipantsÊtoÊcarryÊanyÊtypeÊofÊmedicaƟonÊonÊthemÊorÊinÊtheirÊbelongings. 

  i.ÊExcepƟonsÊareÊEpi-pen/BenadrylÊTabletsÊorÊasthmaÊinhalerÊforÊemergencyÊuse.ÊÊInÊthisÊcase,ÊtheÊdepartmentÊ
  mustÊalsoÊhaveÊtheÊsameÊmedicaƟonÊprovidedÊforÊtheÊcamperÊtoÊkeepÊwithÊourÊmedicalÊsupplies. 

b. MedicaƟonÊmustÊbeÊdroppedÊoffÊtoÊtheÊOfficeÊatÊleastÊoneÊweekÊpriorÊtoÊtheÊstartÊofÊtheÊprogram. 
c. AllÊmedicaƟonÊdroppedÊoffÊbyÊparentsÊmustÊbeÊinÊtheÊoriginalÊcontainerÊfromÊtheÊpharmacyÊandÊclearlyÊlabeledÊ

withÊtheÊindividualsÊname,ÊprescribedÊdosage,ÊnameÊofÊmedicaƟon,ÊandÊexpiraƟonÊdate. 
d. TheÊdepartmentÊcannotÊacceptÊanyÊmedicaƟonÊthatÊmustÊbeÊclimateÊcontrolled. 
e. TheÊdepartmentÊwillÊstoreÊallÊmedicaƟonÊinÊaÊsecureÊlocaƟonÊonlyÊaccessibleÊbyÊseniorÊstaff.ÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊ 
f. Diphenhydramine (BenadrylÊorÊequivalent)ÊmustÊbeÊprovidedÊinÊaccordanceÊwithÊtheÊmedicalÊacƟonÊplanÊinÊ

premeasuredÊdosages.ÊÊ(WeÊdoÊnotÊacceptÊliquidÊformsÊthatÊareÊnotÊpremeasured). 
 

4. RouƟne MedicaƟon 
a. TheÊDepartmentÊandÊparƟcipantsÊwillÊnotÊcarryÊorÊadministerÊrouƟneÊmedicaƟon.ÊÊ 
b. Parent/guardianÊwillÊbeÊsolelyÊresponsibleÊforÊassuringÊthatÊtheyÊhaveÊcorrectlyÊadministeredÊtheirÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊ

medicaƟonsÊeitherÊpriorÊtoÊorÊduringÊprogramÊƟme.ÊÊ 
c. IfÊrouƟneÊmedicaƟonÊmustÊbeÊadministeredÊduringÊprogramÊƟme,ÊaÊparent/guardianÊorÊdesigneeÊmustÊcomeÊ

toÊtheÊprogram,ÊcheckÊinÊwithÊtheÊprogramÊstaff,ÊandÊadministerÊtheÊmedicaƟonÊdirectly.ÊÊTheÊparent/guardianÊ
mustÊgiveÊpriorÊauthorizaƟonÊofÊdesigneeÊtoÊtheÊSPRÊOfficeÊbeforehandÊandÊlistÊthemÊunderÊtheÊSpecialÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊ
ConcernsÊsecƟonÊofÊtheÊParƟcipantÊContactÊForm.ÊÊ 

d. InÊallÊcircumstances,ÊtheÊDepartmentÊmustÊbeÊmadeÊawareÊonÊtheÊParƟcipantÊContactÊFormÊofÊanyÊmedicaƟonÊ
usedÊbyÊaÊparƟcipant,ÊpriorÊtoÊtheÊadmissionÊtoÊanyÊprogram.ÊÊThisÊinformaƟonÊisÊvitalÊforÊemergencyÊmedicalÊ
personnelÊwhoÊmayÊbeÊrespondingÊtoÊanÊemergencyÊsituaƟon. 

 
5. 911 Policy 

a. InÊallÊcasesÊandÊcircumstances,ÊtheÊSacoÊParksÊ&ÊRecreaƟonÊDepartmentÊwillÊcallÊ911ÊandÊStaffÊwillÊabideÊbyÊ
andÊfollowÊallÊEMS/911ÊinstrucƟonsÊduringÊaÊmedicalÊemergencyÊconcerningÊyourÊchild.ÊÊTheÊParent/GuardianÊ
willÊbeÊnoƟfiedÊbyÊParksÊ&ÊRecreaƟonÊStaffÊatÊtheÊearliestÊopportunity. 

 
6. ExpiraƟon & Return of MedicaƟon 

a. Parents/guardiansÊareÊresponsibleÊforÊpickingÊupÊanyÊandÊallÊmedicaƟonÊatÊtheÊendÊofÊtheÊprogram. 
b. IfÊparƟcipantÊisÊenrolledÊinÊanotherÊprogramÊthatÊstartsÊimmediatelyÊaŌerÊtheÊendingÊprogram,ÊtheÊcurrentÊ

medicaƟonÊandÊformsÊ(unlessÊotherwiseÊspecified)ÊcanÊsƟllÊbeÊused. 
c. ForÊtheÊpurposesÊofÊtheÊSacoÊParksÊandÊRecreaƟonÊDepartment,ÊexpiraƟonÊdatesÊareÊregardedÊasÊtheÊfirstÊdayÊ

ofÊtheÊexpiraƟonÊmonth.ÊÊWeÊhaveÊconsultedÊwithÊpediatriciansÊandÊpharmacistsÊtoÊdetermineÊthis.ÊÊAsÊanÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊ
example,ÊaÊmedicaƟonÊthatÊexpiresÊonÊ08/2017ÊisÊconsideredÊtoÊbeÊexpiredÊonÊ8/1/2017. 

d. ParentsÊareÊresponsibleÊforÊprovidingÊupdatedÊprescripƟons/medicaƟonsÊpriorÊtoÊthemÊexpiring.ÊMedicaƟonÊ
mustÊbeÊupdatedÊ1ÊweekÊpriorÊtoÊexpiraƟonÊtoÊallowÊDepartmentÊadequateÊƟmeÊforÊdistribuƟon.ÊÊFailureÊtoÊ
keepÊmedicaƟonsÊupÊtoÊdateÊwillÊresultÊinÊimmediateÊsuspensionÊofÊservices.ÊÊ 

e. InÊallÊcasesÊparents/guardiansÊareÊresponsibleÊforÊpickingÊupÊexpiredÊmedicaƟonÊwithinÊtwoÊweek’sÊofÊaÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊ
program’sÊend.ÊÊAÊ$50.00ÊdisposalÊfeeÊwillÊbeÊissuedÊtoÊtheÊhouseholdÊaccountÊifÊtheÊmedicaƟonsÊareÊnotÊ
pickedÊupÊwithinÊtheÊdeadline. 

7. Picking up and dropping off medicaƟons—how this impacts memberships 
a. AllÊemergencyÊmedicaƟonsÊmustÊbeÊprovidedÊpriorÊtoÊtheÊprogramÊregistraƟonÊdeadline. 
b. MembershipsÊprovideÊaccessÊtoÊmanyÊprogramÊregistraƟonsÊsuchÊasÊSummerÊCamp,ÊSchoolsÊOutÊprograms,Ê

andÊTheater.ÊÊInÊorderÊtoÊmaintainÊanÊacƟveÊmembership,ÊallÊÊrequiredÊemergencyÊmedicaƟonsÊmustÊbeÊkeptÊ
withÊtheÊSacoÊParksÊandÊRecreaƟonÊDepartment. 

c. ForÊfamiliesÊthatÊuseÊourÊprogramsÊoccasionallyÊandÊwouldÊlikeÊtoÊpickÊupÊemergencyÊmedicaƟonsÊbetweenÊ
programs,ÊpleaseÊnoteÊthatÊduringÊtheseÊperiodsÊmembershipsÊwillÊbeÊsuspendedÊunƟlÊtheÊmedicaƟonsÊareÊ
returned.ÊÊThisÊwillÊlimitÊaccessÊtoÊprogramÊregistraƟonÊwhileÊyourÊmembershipÊisÊsuspended. 
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Additional Policies on Medicines & Illnesses: page 16 
Emergency Medication & Non Prescription Medicinal Information 
Emergency MedicaƟons: AllÊEpiPensÊandÊInhalersÊonÊsiteÊmustÊadhereÊtoÊallÊSacoÊParksÊ&ÊRecreaƟonÊMedicalÊPolicies.Ê
RegardingÊotherÊmedicaƟons:ÊAllÊprescripƟonÊmedicinesÊtakenÊatÊanyÊƟme,ÊatÊhomeÊorÊatÊtheÊprogram,ÊmustÊbeÊ 
disclosedÊandÊdocumentedÊonÊtheÊParƟcipantÊContactÊForm.ÊThisÊinformaƟonÊisÊrequiredÊinÊtheÊeventÊthatÊaÊcamperÊ
neededÊemergencyÊcare,ÊtheÊemergencyÊpersonnelÊwouldÊneedÊtoÊknowÊwhatÊmedicaƟonÊtheÊchildÊcurrentlyÊtakesÊtoÊ
safelyÊtreatÊtheÊcamper.ÊÊFailureÊtoÊdiscloseÊthisÊinformaƟonÊorÊtoÊfollowÊtheÊprescribedÊdosageÊandÊfrequencyÊcanÊ 
resultÊinÊremovalÊfromÊourÊprogram.ÊThisÊinformaƟonÊwillÊbeÊkeptÊconfidenƟalÊandÊisÊforÊtheÊsafetyÊandÊwellÊbeingÊofÊ
yourÊchild,ÊtheÊotherÊchildrenÊonÊcampÊandÊourÊstaff. 

 
Non-PrescripƟon MedicaƟons: Non-prescripƟon medicaƟons are not allowed at camp.  ExamplesÊofÊ 
non-prescripƟonÊmedicaƟonsÊinclude: 

· CoughÊdrops 
· Ibuprofen 
· Advil 
· Aspirin 
· MedicatedÊloƟonsÊorÊointments 
· OrÊanyÊotherÊover-the-counterÊtreatmentÊthatÊmayÊeffectÊtheÊcamper’sÊhealth,ÊandÊtheÊhealthÊofÊotherÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊ

camper’sÊforÊsafetyÊconcerns. 
 

IfÊanyÊnon-prescripƟonÊmedicaƟonsÊareÊfoundÊinÊaÊcamper’sÊbag,ÊtheyÊwillÊbeÊconfiscated.ÊÊThisÊmayÊalsoÊ 
resultÊinÊremovalÊfromÊtheÊprogram. 

Contagious Diseases 
AnyÊparƟcipantÊwithÊanyÊofÊtheÊfollowingÊorÊotherÊsimilarÊcondiƟonsÊmustÊbeÊremovedÊfromÊtheÊprogram:Ê 
ConjuncƟviƟsÊ–ÊHeadÊLiceÊ–ÊImpeƟgoÊ–ÊRingworm.ÊÊ 
ChildrenÊwithÊheadÊliceÊmayÊreturnÊtoÊaÊprogramÊfollowingÊtreatment. 
 
NoƟfying the office: parentsÊareÊremindedÊtoÊcheckÊtheirÊchildrenÊforÊanyÊpossibleÊliceÊinfestaƟonsÊandÊalertÊusÊtoÊtheirÊ
occurrence. ÊItÊisÊveryÊimportantÊthatÊparentsÊreportÊtoÊusÊifÊyourÊchildÊhasÊrecentlyÊshownÊsymptomsÊandÊthatÊtheyÊ
haveÊbeenÊtreated.ÊÊTheseÊupdatesÊgiveÊourÊstaffÊtheÊinformaƟonÊtheyÊneedÊtoÊcleanÊourÊfacilityÊasÊrequiredÊwithÊ 
potenƟalÊliceÊexposure,ÊandÊmonitorÊcontactÊbetweenÊparƟcipantsÊtoÊpreventÊtheÊspreadÊofÊlice.ÊÊAsÊalwaysÊweÊwillÊ
treatÊthisÊinformaƟonÊconfidenƟallyÊandÊappreciateÊyourÊcooperaƟon.ÊÊFailureÊtoÊreportÊthisÊinformaƟonÊmayÊresultÊinÊaÊ
parentÊhandbookÊinfracƟonÊfeeÊbeingÊbilled.Ê 

Sickness and Fever 
YourÊchildÊshouldÊnotÊaƩendÊprogramsÊifÊtheyÊareÊsickÊorÊhaveÊaÊfever.ÊIfÊtheyÊbecomeÊsickÊorÊhaveÊaÊfeverÊatÊcampÊtheyÊ
mustÊbeÊpickedÊupÊfromÊtheÊprogram.ÊAÊmemberÊofÊourÊstaffÊwillÊcallÊyouÊwithÊdetails.ÊÊIfÊyouÊreceiveÊaÊcallÊaboutÊ 
ContagiousÊDiseasesÊorÊSicknessÊyouÊmustÊpickÊyourÊchildÊupÊwithinÊoneÊhourÊofÊbeingÊcalled*.ÊWeÊhaveÊaÊdedicatedÊ
spaceÊinÊprogramsÊforÊchildrenÊtoÊwaitÊforÊtheirÊparent. 

· *FailureÊtoÊpickÊupÊwithinÊanÊhourÊofÊnoƟficaƟonÊwillÊfollowÊlateÊpickÊupÊfeeÊpolicies. 
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P R O G R A M    P A R T I C I P A N T     P I C K    U P    P O L I C Y   (REV 5AUG10) 

Saco Parks and RecreaƟon shall follow the policies and procedures  
detailed below regarding pick-ups of all program parƟcipants. 

 
1. AbsentÊaÊCourtÊOrderÊtoÊtheÊcontrary,ÊparentsÊandÊlegalÊguardiansÊmayÊpickÊupÊtheirÊchildÊatÊSacoÊParksÊandÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊ

RecreaƟonÊProgramsÊuponÊpresentaƟonÊofÊID,ÊprovidedÊtheyÊareÊlistedÊonÊtheÊoriginalÊprogramÊregistraƟonÊform.ÊÊIfÊ
aÊCourtÊorderÊbarsÊorÊlimitsÊtheÊrightsÊofÊeitherÊparentÊorÊguardian,ÊthatÊorderÊshouldÊbeÊpresentedÊtoÊtheÊCityÊforÊitsÊ
recordsÊandÊreviewÊbeforeÊtheÊenrollmentÊofÊtheÊparƟcipant. 

 
2. SacoÊParksÊandÊRec.ÊwillÊassumeÊthatÊparentsÊandÊguardiansÊhaveÊconsultedÊandÊagreedÊasÊtoÊtheÊnamesÊofÊanyÊthirdÊ

parƟesÊ(friends,Êgrandparents,ÊotherÊrelaƟves,ÊnewÊspouses,Êetc)ÊwhoÊmayÊalsoÊpickÊupÊaÊchild.ÊÊOnlyÊthoseÊthirdÊ
parƟesÊwhoseÊnamesÊappearÊonÊtheÊoriginalÊPick-UpÊAuthorizaƟonÊFormÊmayÊpickÊupÊaÊchild.ÊÊAsÊwithÊparents/
guardians,ÊallÊauthorizedÊthirdÊparƟesÊmustÊalsoÊpresentÊphotoÊIDsÊatÊtheÊƟmeÊofÊanyÊpick-up. 

 
3. IfÊoneÊorÊanotherÊparentÊorÊguardian,ÊduringÊtheÊregistraƟonÊprocess,ÊÊrequestsÊorÊaƩemptsÊtoÊ“strike”ÊorÊbarÊaÊthirdÊ

partyÊonÊtheÊregistraƟonÊformÊfromÊbeingÊallowedÊtoÊpickÊupÊaÊchild,ÊandÊabsentÊaÊCourtÊorderÊdirecƟngÊsuchÊacƟon,Ê
thatÊaƩemptÊorÊrequestÊwillÊbeÊviewedÊasÊaÊ“Dispute”ÊunderÊthisÊpolicy,ÊandÊtheÊDepartmentÊwillÊfollowÊtheÊpolicyÊ
setÊforthÊbelowÊinÊSecƟonÊ4Ê(parent/guardianÊpickÊupÊonly;ÊnoÊthirdÊpartyÊpick-ups)ÊunƟlÊsuchÊƟmeÊasÊeitherÊaÊCourtÊ
OrderÊisÊproducedÊauthorizingÊtheÊprohibiƟon,ÊorÊtheÊparents/guardiansÊreachÊaÊcommonÊagreementÊasÊprovidedÊ
belowÊpermiƫngÊauthorizedÊthirdÊparƟesÊtoÊpickÊup. 

 
4. IfÊaÊdisputeÊarisesÊbetweenÊparentsÊorÊguardians,ÊatÊanyÊƟmeÊandÊinÊtheÊsoleÊopinionÊofÊtheÊDepartment,ÊoverÊtheÊ

issueÊofÊwhoÊmayÊpickÊupÊaÊchild,ÊtheÊDepartmentÊwillÊimmediatelyÊthereaŌerÊbarÊthirdÊparƟesÊfromÊpickingÊupÊtheÊ
childÊregardlessÊofÊwhetherÊsuchÊthirdÊparƟesÊareÊlistedÊonÊtheÊoriginalÊPick-UpÊAuthorizaƟonÊForm,ÊorÊhaveÊpickedÊ
upÊinÊtheÊpast.ÊÊInÊcasesÊofÊdispute,ÊtheÊDepartmentÊwillÊonlyÊturnÊoverÊaÊchildÊtoÊeitherÊaÊparentÊorÊguardianÊunƟlÊ
suchÊƟmeÊasÊeitherÊaÊCourtÊOrderÊdirectsÊotherwise,ÊorÊunƟlÊtheÊparents/guardiansÊreachÊaÊcommonÊagreementÊasÊ
toÊwhichÊthirdÊparƟesÊmayÊpickÊupÊtheÊchild.ÊÊIfÊtheÊparents/guardiansÊreachÊaÊcommonÊagreement,ÊtheyÊwillÊbothÊ
beÊrequiredÊtoÊre-execute;ÊinÊperson,ÊaÊPick-UpÊAuthorizaƟonÊFormÊatÊtheÊDepartment’sÊmainÊoffice. 

 
5. ShouldÊaÊparent/guardianÊinadvertentlyÊorÊintenƟonallyÊomitÊtheÊnameÊofÊtheÊotherÊparent/guardian,ÊandÊprovidedÊ

suchÊotherÊparentÊorÊguardianÊcontactsÊtheÊDepartmentÊandÊrequestsÊtoÊbeÊaddedÊtoÊtheÊpick-upÊlist,ÊtheÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊ
DepartmentÊwillÊtreatÊtheÊomissionÊasÊaÊ“Dispute”,ÊandÊtheÊpolicyÊsetÊoutÊinÊSecƟonÊ4ÊaboveÊ(parent/guardianÊpick-
upÊonly)ÊwillÊbeÊfollowedÊunƟlÊsuchÊƟmeÊasÊeitherÊaÊCourtÊorderÊisÊproducedÊauthorizingÊtheÊexclusionÊofÊtheÊoneÊ
parent/guardian,ÊorÊanÊagreementÊisÊreachedÊbetweenÊtheÊparent/guardians. 

 
6. IfÊaÊdisputeÊrequiresÊtheÊDepartmentÊtoÊsecureÊlegalÊadviceÊasÊtoÊtheÊnatureÊandÊeffectÊofÊanyÊCourtÊorder,ÊtheÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊ

parents/guardiansÊwillÊbeÊchargedÊ$115.00ÊforÊthatÊwork,ÊsuchÊcostÊaddedÊontoÊtheÊparƟcipant’sÊprogramÊfees. 
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Infraction of Handbook Policies for Parents/Guardians 
IfÊweÊreceiveÊaÊreportÊofÊhandbookÊpolicyÊviolaƟonÊfromÊanyÊSacoÊParksÊandÊRecreaƟonÊprogram,ÊaÊfeeÊmayÊbeÊ
assessed.  DependingÊonÊseverity,ÊinfracƟonsÊmayÊresultÊinÊwarnings,Êfines,ÊaÊmeeƟngÊwithÊtheÊdepartmentÊ
director,ÊorÊremovalÊfromÊourÊprogramÊdependingÊonÊseverity. 
 

Examples include: lateÊregistraƟons,ÊyellingÊatÊstaff,ÊnotÊfollowingÊcheck-inÊorÊcheck-outÊprocedures,ÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊ
incompleteÊorÊoutdatedÊinformaƟonÊonÊaÊcontactÊsheet,ÊnotÊbeingÊaccessibleÊ(badÊphoneÊnumberÊorÊvoicemailÊ
isÊfull),Êetc.ÊÊÊ 
 

IfÊthereÊareÊquesƟons,ÊpleaseÊemailÊparksandrec@sacomaine.orgÊsoÊweÊmayÊconsiderÊtheÊinquiry.Ê 

Overview for Program Participants 
SacoÊParksÊandÊRecreaƟonÊhasÊworkedÊoverÊtheÊyearsÊtoÊdevelopÊaÊfairÊpolicyÊwhenÊitÊcomesÊtoÊhandlingÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊ
disciplinaryÊsituaƟonsÊinÊourÊprograms. ÊThisÊpolicyÊisÊalwaysÊevolving. ÊAsÊweÊdevelopÊourÊpolicies,ÊfactorsÊweÊ
considerÊincludeÊdevelopmentalÊbenchmarksÊforÊeachÊageÊgroupsÊandÊprovidingÊconsistentÊexpectaƟonsÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊ
betweenÊschoolÊandÊourÊprogramsÊtoÊcreateÊaÊfamiliarÊsystemÊforÊparentsÊandÊparƟcipants. ÊMostÊsituaƟonsÊ
fallÊunderÊoneÊofÊtheÊfollowingÊcategories: 
· DefianceÊorÊnon-compliance 
· DisrupƟon 
· InappropriateÊlanguageÊorÊbehavior 
· PhysicalÊcontactÊorÊaggression 
· andÊPropertyÊmisuse 
 
OurÊgoalÊisÊtoÊcreateÊaÊlearning-teachingÊenvironmentÊinÊourÊprogram. ÊWeÊunderstandÊthatÊallÊchildrenÊaƩendÊ
SPRÊprogramsÊforÊtheÊfunÊandÊsafeÊenvironmentÊweÊoffer,ÊandÊitÊisÊourÊgoalÊtoÊworkÊwithÊparƟcipantsÊtoÊhelpÊ
themÊachieveÊsuccessÊatÊourÊprogramsÊwhenÊissuesÊoccur. ÊShouldÊsituaƟonsÊhappenÊinÊourÊprogramsÊthatÊÊÊÊÊÊÊÊÊÊÊ
requireÊdisciplinaryÊaƩenƟon,ÊourÊprogramÊstaffÊareÊtrainedÊtoÊfollowÊstepsÊthatÊinclude:ÊtalkingÊtoÊallÊparƟesÊ
involvedÊtoÊgetÊtheÊbestÊsenseÊofÊwhatÊhappenedÊandÊcreateÊresoluƟon;ÊtalkingÊtoÊstaffÊwhoÊwitnessedÊtheÊÊÊ
incident;ÊdocumenƟngÊtheÊincidentÊonÊaÊreportÊform;ÊandÊinformingÊparents/guardians. 
 
InÊtheÊeventÊofÊrepeatedÊorÊsevereÊbehaviors,ÊitÊmayÊbeÊnecessaryÊtoÊdiscussÊifÊanyÊdisciplinaryÊconsequencesÊ
shouldÊbeÊinsƟtuted. ÊProgramÊstaffÊworkÊwithÊourÊfull-ƟmeÊstaffÊandÊdepartmentÊadministraƟonÊinÊtheÊÊÊÊÊÊÊÊÊÊÊÊÊÊ
majorityÊofÊtheseÊdecisions. ÊConsequencesÊcanÊincludeÊaÊdiscussionÊwithÊparents,ÊƟmeÊoffÊfromÊtheÊprogram,Ê
andÊinÊsomeÊcases,ÊremovalÊfromÊtheÊprogram.Ê RemovalÊdecisionsÊareÊnotÊtakenÊlightlyÊandÊtypicallyÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊ
incorporateÊmeeƟngsÊwithÊparentsÊtoÊdiscussÊtheÊincidentÊandÊnextÊbestÊstepsÊforÊeveryone. 
 
WeÊstriveÊtoÊprovideÊaÊprogramÊthatÊconsidersÊtheÊsafety,Êneeds,ÊandÊwell-beingÊofÊallÊourÊparƟcipants,ÊandÊ
appreciateÊyourÊsupportÊinÊreinforcingÊwithÊyourÊchildrenÊourÊexpectaƟons.ÊIfÊyouÊhaveÊanyÊquesƟonsÊaboutÊ
ourÊdisciplinaryÊprotocols,ÊpleaseÊemailÊatÊparksandrec@sacomaine.org. Ê 


