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ThisÊhandbookÊfeaturesÊinforma onÊregardingÊprogramÊpoliciesÊandÊprocedures.ÊÊInÊconsidera onÊofÊCOVID-19,ÊsomeÊpoliciesÊmayÊ
beÊupdatedÊthroughoutÊtheÊyearÊwithÊanyÊchangesÊorÊnewÊrequirementsÊpassed.  SacoÊParksÊandÊRecrea onÊfeaturesÊaÊdedicatedÊ
teamÊofÊrecrea onÊprofessionalsÊworkingÊtoÊofferÊessen alÊservicesÊtoÊourÊcommunityÊunderÊaÊcon nuouslyÊevolvingÊsetÊofÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊ
guidelines.ÊÊWeÊareÊlookingÊaheadÊtoÊplanningÊprogramsÊwithÊaÊcrea veÊspiritÊandÊaÊwillingnessÊtoÊmodifyÊprogramsÊorÊdevelopÊnewÊ
onesÊsoÊthatÊweÊcanÊcon nueÊofferingÊaffordableÊservicesÊtoÊtheÊSacoÊcommunity.ÊÊYouÊcanÊbeÊsureÊthatÊourÊprogramsÊareÊofferedÊ
withÊtheÊsameÊlevelÊofÊenthusiasmÊandÊcareÊthatÊyouÊhaveÊcomeÊtoÊexpectÊfromÊSPR.ÊÊÊThankÊyouÊforÊyourÊcon nuedÊsupport! 
 



Contacts and Program Enrollment: page 2 

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

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

 Form 1—PARTICIPANT CONTACT FORM: 
· New par cipants may find this form under Department Info at www.sacorec.com 
· ThisÊformÊmustÊbeÊtyped,ÊnotÊhandÊwri en.ÊÊPleaseÊincludeÊallÊmedicalÊinforma onÊorÊspecialÊconcernsÊ

andÊallÊmedica onsÊchildÊtakesÊevenÊifÊit’sÊonlyÊtakenÊatÊhome.ÊÊPleaseÊseeÊbelowÊforÊmoreÊdetail. 
· SummerÊ2023Êpar cipantsÊmayÊrequestÊaÊrolloverÊofÊtheirÊformÊbyÊe-mailingÊ 
 parksandrec@sacomaine.org 

 

Things to make us aware of: 
· FoodÊandÊOtherÊAllergies 
· MedicalÊCondi onsÊ&ÊPrescrip onÊMedica ons 
· BehavioralÊProblems 
· CustodyÊArrangements 

 
All registra on forms must be completely filled out and kept up to date. All changes to this informa on must be made with the              
registra on office. Failure to update or disclose all informa on 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 excep ons to this. 
 

Only complete legal documents will be used to determine custody and decision making situa ons. This informa on will be kept              
confiden al! If a dispute arises it will be handled as outlined in our registra on 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). 
 

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

(con nued on next page) 

Important Program Contact Information 
 

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

Saco School’s Out Program:  
Community Center K-2 A er the Bell Program:  
ProgramÊPhone:Ê(207)Ê294-2436 
Loca on: 75 Franklin Street 
ATB Hours: dismissal un l 5:30pm 
 

CK Burns School Grades 3-5 A er the Bell Program:  
ProgramÊPhone:Ê(207)Ê294-2438 
Loca on: 135 Middle Street 
ATB Hours: dismissal un l 5:30pm 

 

Saco Pre-K A er School Program:  
ProgramÊPhone:Ê(207)Ê294-2435 
Loca on: 5 Willey Rd. 
Hours: dismissal un l 5:30pm 
 

Dayton Consolidated School A er School Program: 
ProgramÊPhone:Ê(207)Ê294-2437 
For children entering PreK through Fi h Grade 
Loca on: 21 Clarks Mills Road, Dayton 
Hours: dismissal un l 5:30pm 
 

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



Potty Training 
AllÊpar cipantsÊinÊprograms,ÊsuchÊasÊSummerÊCampÊandÊSchool’sÊOut,ÊmustÊbeÊfullyÊpo yÊtrainedÊtoÊregister.ÊÊIfÊaccidentsÊ
occur,ÊparentsÊwillÊbeÊcontactedÊandÊmayÊbeÊrequiredÊtoÊpickÊupÊtheirÊchild.ÊÊWeÊrecommendÊsendingÊaÊsimpleÊchangeÊofÊ
clothes.ÊRecurringÊaccidentsÊmayÊrequireÊaÊdiscussionÊtoÊevaluateÊop onsÊandÊdetermineÊongoingÊpar cipa on. 

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:ÊduringÊtheÊyearÊpriorÊtoÊstar ngÊschool,ÊparentsÊhaveÊtheÊop onÊtoÊhaveÊtheirÊchildÊpar cipateÊinÊÊ
eitherÊPre-KÊorÊKindergartenÊlevelÊprogramsÊorÊdivisions. ÊAÊgradeÊoverrideÊmayÊbeÊrequiredÊbyÊtheÊSPRÊOffice. ÊOnceÊ
theÊchildÊstartsÊschoolÊtheÊfollowingÊyear,ÊallÊeligibilityÊwillÊbeÊdeterminedÊbyÊtheÊcurrentÊgradeÊinÊschool,ÊnotÊtheÊ
gradeÊtheyÊwouldÊhaveÊbeenÊeligibleÊforÊifÊtheyÊhadÊstartedÊschoolÊaÊyearÊearlier. ThisÊmayÊmeanÊrepea ngÊdivisions. 

3. Age-based programs areÊbasedÊonÊtheÊpar cipant’sÊdateÊofÊbirthÊandÊhowÊtheÊbirthÊdateÊcorrespondsÊtoÊtheÊstartÊofÊ
theÊprogram. ÊTypicallyÊaÊpar cipant’sÊbirthdayÊmustÊfallÊwithinÊaÊweekÊofÊtheÊstartÊofÊtheÊprogramÊforÊanÊoverride. 

 

Excep ons: SacoÊParksÊandÊRecrea onÊtakesÊintoÊconsidera onÊtheÊage/gradeÊofÊpar cipantsÊwhenÊdeterminingÊtheÊ 
appropriateÊaudienceÊforÊaÊprogram. ÊAllÊexcep onsÊtoÊageÊorÊgrade-basedÊeligibilityÊmustÊbeÊrequestedÊtoÊ 
parksandrec@sacomaine.orgÊtoÊbeÊconsidered. ÊThisÊdoesÊnotÊguaranteeÊthatÊtheÊexcep onÊwillÊbeÊgrantedÊbutÊitÊisÊtheÊ
primaryÊwayÊtoÊini ateÊtheÊrequest. ÊForÊcontractedÊprograms,ÊeligibilityÊisÊdeterminedÊbyÊtheÊoutsideÊorganiza onÊandÊinÊ
theseÊcasesÊweÊareÊnotÊableÊtoÊoverrideÊtheirÊrequirements.ÊÊWeÊappreciateÊyourÊunderstanding. 

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

 Phone: (207)Ê283-3139ÊX801 
 

 E-mail: parksandrec@sacomaine.org 
 

EnrollmentsÊwillÊbeÊprocessedÊinÊdateÊandÊ me-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   ÊSchoolÊa endingÊ 
If we are missing informa on, this may delay processing of registra ons 
 

Confirma on: WeÊwillÊprocessÊyourÊenrollmentÊthroughÊyourÊhouseholdÊaccountÊatÊwww.sacorec.comÊandÊis-
sueÊaÊreceiptÊwhichÊwillÊshowÊenrollmentÊinÊtheÊSchool’sÊOutÊMembershipÊforÊ2023-2024ÊandÊanÊassignmentÊtoÊ
theÊa endanceÊgroupÊforÊyourÊchild’sÊgradeÊandÊscheduleÊcohort.ÊÊPleaseÊwatchÊyourÊe-mailÊforÊtheÊinvoiceÊ
fromÊwww.sacorec.comÊforÊconfirma on.ÊÊThisÊstepÊmustÊbeÊcompletedÊbyÊtheÊoffice;ÊmembershipsÊareÊÊÊÊÊÊÊÊÊÊÊÊÊ
unableÊtoÊbeÊpurchasedÊonÊtheÊpublicÊwebsite. 
 

Membership fee: OnceÊyouÊhaveÊreceivedÊyourÊenrollmentÊconfirma onÊandÊmembershipÊfeeÊinvoice,ÊpleaseÊ
logÊinÊtoÊyourÊhouseholdÊaccountÊatÊwww.sacorec.comÊtoÊpayÊtheÊmembershipÊfee.ÊOnceÊcomplete,ÊyourÊÊÊÊÊÊÊÊÊÊÊÊ
accountÊwillÊbeÊopenÊtoÊpurchaseÊdaysÊofÊserviceÊneededÊonÊtheÊprogramÊac vityÊpage. 

Outstanding Balances 
AnyÊfamilyÊwithÊanÊoutstandingÊbalanceÊfromÊanyÊprogramÊwillÊnotÊbeÊallowedÊtoÊregisterÊforÊaddi onalÊprogramsÊun lÊ
thatÊbalanceÊisÊpaid.ÊÊThisÊincludesÊaccountsÊassociatedÊwithÊyourÊchildÊthatÊhaveÊaÊbalance.ÊÊPaymentÊplansÊareÊavailableÊ
uponÊrequest.Ê 

Program Enrollment (continued) & Eligibility: page 3 

Fee Waiver Applications  
TheÊfeeÊwaiverÊapplica onÊforÊ2023-2024ÊprogramsÊisÊavailableÊatÊwww.sacorec.comÊunderÊ“DepartmentÊInfo.”ÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊ
CompletedÊapplica onsÊandÊsuppor ngÊmaterialsÊcanÊbeÊsubmi edÊviaÊmailÊto: 
Ê“A n: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-inÊtablesÊwillÊbeÊsta onedÊfromÊ7:30amÊun lÊapproximatelyÊ9:00Êam.ÊÊA erÊthatÊ me,ÊpleaseÊcallÊtheÊcampÊcellÊ

phoneÊtoÊarrangeÊaÊcheck-in. 

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

 

TheÊSPRÊSchool’sÊOutÊProgramÊfollowsÊtheÊSacoÊandÊDaytonÊschoolÊcalendarsÊwithÊservicesÊofferedÊaccordingly.ÊÊ 
· ForÊregularÊschoolÊdaysÊandÊAbbreviatedÊWednesdays,ÊweÊofferÊA erÊtheÊBell.ÊÊ 
· OnÊEarlyÊReleaseÊDays,ÊweÊofferÊEarlyÊReleaseÊDayÊop onsÊ(registerÊunderÊA erÊtheÊBell).ÊÊ 
· ForÊfullÊdaysÊoff,ÊwhichÊincludeÊTeacher’sÊWorkshops,ÊmostÊholidays,ÊandÊschoolÊvaca ons,ÊweÊofferÊtheÊFullÊDaysÊ

OffÊprogram. 
 

AllÊpaymentsÊareÊdueÊinÊadvanceÊofÊa endingÊcampÊaccordingÊtoÊtheÊdeadlinesÊbelow.ÊPaymentÊop onsÊareÊavailableÊ
onlineÊatÊwww.sacorec.comÊorÊyouÊmayÊpayÊatÊtheÊoffice.ÊÊ 
 

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

 

Fees paid a er these deadlines are subject to a $7.00 per day, per child, per program late fee.  ExcessiveÊlateÊfeesÊmayÊ
resultÊinÊmovingÊtoÊourÊsecondÊ erÊofÊlateÊfeesÊbilledÊatÊ$14.00ÊperÊdayÊorÊinÊextremeÊcases,ÊmayÊcauseÊremovalÊfromÊtheÊ
program.ÊPaymentsÊle ÊinÊtheÊdropÊboxÊshouldÊincludeÊaÊdetailedÊbreakdownÊincludingÊyourÊchild’sÊname,Êprogram,ÊandÊ
datesÊneeded,ÊandÊmustÊbeÊle ÊwithÊenoughÊ meÊforÊprocessing.ÊPaymentsÊwillÊnotÊbeÊacceptedÊonÊcamp.Ê 

Children registered for After School but who do not arrive  
IfÊweÊareÊexpec ngÊaÊchildÊandÊtheyÊdoÊnotÊarriveÊtoÊourÊA erÊSchoolÊprogramÊandÊnoÊpriorÊno fica onÊhasÊbeenÊreceivedÊ
fromÊaÊparentÊ(seeÊnextÊpage),ÊthenÊweÊwillÊstartÊtheÊprocessÊofÊaccoun ngÊforÊtheÊchildren.ÊPartÊofÊtheÊprocessÊinvolvesÊ 
talkingÊwithÊtheÊschoolsÊtoÊfindÊoutÊifÊaÊchildÊwasÊabsent,ÊpickedÊup,ÊorÊtookÊtheÊbus.ÊÊThisÊinforma onÊmustÊbeÊverifiedÊbyÊ
aÊparentÊsoÊpleaseÊbeÊsureÊthatÊyouÊcanÊbeÊreachedÊinÊaÊ melyÊmanner. ÊEveryÊchildÊmustÊbeÊaccountedÊfor.ÊÊ 

Children who arrive to After School but are not signed up 
IfÊaÊchildÊarrivesÊtoÊtheÊprogramÊwhoÊisÊnotÊregisteredÊforÊthatÊday,ÊweÊwillÊno fyÊtheÊparentsÊthatÊtheÊchildÊhasÊarrivedÊtoÊ
confirmÊtheyÊareÊmeantÊtoÊbeÊhere.ÊÊWhileÊthisÊoccursÊmostÊcommonlyÊdueÊtoÊaÊmissedÊregistra on,ÊthereÊareÊ mesÊwhenÊ
aÊchildÊisÊsentÊtoÊusÊinÊerror.ÊÊForÊthisÊreason,ÊweÊwillÊalwaysÊcallÊparentsÊifÊaÊchildÊarrivesÊwhenÊnotÊsignedÊup. 

Check-in Processes 

Arrival for “After the Bell” After School Programs 
AllÊstudentsÊarrivingÊtoÊA erÊtheÊBellÊprogramsÊareÊgreetedÊuponÊarrival,ÊverifiedÊwithÊtheÊmembershipÊlist,ÊandÊthenÊ
cross-referencedÊwithÊtheÊa endanceÊsheetÊforÊthatÊspecificÊday.ÊÊAnyÊexpectedÊstudentsÊwhoÊdoÊnotÊarriveÊorÊaddi onalÊ
studentsÊwhoÊareÊnotÊregisteredÊbutÊdoÊarriveÊwillÊhaveÊaddi onalÊa endanceÊstepsÊasÊfollows. 

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



Check Out and Pick Up Procedures: page 5 
Camper Check Out/Pick Up ItÊisÊimportantÊthatÊeachÊpersonÊpickingÊupÊcampersÊknowsÊwhereÊandÊhowÊtoÊpickÊupÊ
theirÊcampers.ÊSeeÊourÊprocessÊbelowÊwithÊdetailedÊinforma onÊbyÊloca on.Ê 
 

Pick Up informa on: PickÊUpÊareasÊareÊmannedÊfromÊ4:00ÊpmÊtoÊ5:30Êpm.ÊDependingÊonÊweather,ÊtheÊcheck-outÊtableÊ
mayÊbeÊindoorsÊorÊoutdoors.ÊÊForÊa erÊschool,ÊweÊaskÊthatÊparentsÊpickingÊupÊearlyÊpleaseÊbeÊpa entÊatÊtheÊstartÊofÊtheÊ
yearÊasÊweÊcompleteÊa endanceÊprocessesÊandÊplanÊaccordinglyÊforÊextraÊ me.ÊÊThisÊtypicallyÊtakesÊlongerÊun lÊbusÊÊÊÊÊÊÊÊÊÊÊ
rou nesÊbecomeÊmoreÊconsistent.ÊÊWeÊwillÊdoÊourÊbestÊtoÊhaveÊtheÊcheckÊoutÊprocessÊavailableÊforÊallÊloca onsÊasÊquickÊ
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: PleaseÊseeÊourÊlis ngÊofÊeachÊcheck-outÊloca onÊinÊschool-basedÊa erÊcareÊprograms.ÊÊ
ToÊcheckÊout,ÊaÊstaffÊmemberÊwillÊconfirmÊyourÊID,ÊsignÊoutÊyourÊcamperÊusingÊourÊdigitalÊprocess,ÊandÊcallÊoverÊtheÊradioÊ
toÊhaveÊthemÊbroughtÊtoÊyou.ÊPleaseÊmakeÊsureÊtoÊhaveÊIDÊreadyÊandÊpickupsÊmustÊwearÊappropriateÊfacialÊcoveringsÊinÊ
schoolÊbuildings.ÊÊ 
· Burns a er school: EnterÊtheÊschoolÊusingÊtheÊves buleÊdoorsÊonÊtheÊrightÊsideÊofÊtheÊbuilding.ÊUseÊtheÊsmallÊparkingÊ

lotÊclosestÊtoÊtheÊplayground.ÊPickÊupÊisÊbyÊ5:30pm.ÊÊ 
· Dayton a er school: PickÊupÊisÊatÊtheÊ“schoolÊpickÊupÊdoors”ÊnearÊtheÊgym.ÊPickÊupÊisÊbyÊ5:30pm.Ê 
· Saco Pre-K a er 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 
personÊmustÊwaitÊatÊtheÊtableÊforÊsafetyÊreasonsÊun lÊyourÊchildÊhasÊbeenÊbroughtÊoverÊtoÊleave.Ê 
 

Picture ID:ÊAÊposi veÊpictureÊIDÊmustÊbeÊprovidedÊatÊeveryÊpickÊupÊforÊparentsÊandÊallÊapprovedÊpickÊupÊpeople.ÊThisÊisÊ
especiallyÊcri calÊwhileÊwearingÊfacialÊcoverings.ÊÊPosi veÊIDÊdoesÊnotÊincludeÊaÊphotocopyÊofÊaÊlicenseÊorÊcreditÊcards,ÊasÊ
examples.ÊÊOtherÊstaffÊareÊnotÊallowedÊtoÊvouchÊforÊyou.ÊTheÊcheckÊoutÊpersonÊmustÊbeÊableÊtoÊiden fyÊyouÊorÊtheyÊwillÊ
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 & Recrea on 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 informa on about parent pick up rights and disputes on added contacts. 
 

Walkers: childrenÊwhoÊareÊallowedÊtoÊwalkÊhomeÊmustÊleaveÊtheÊcampÊgroundsÊimmediatelyÊa erÊsigningÊout.ÊÊ 

Late Pick Ups: AllÊparentsÊwhoÊpickÊupÊa erÊtheÊscheduledÊclosingÊ meÊofÊ5:30Êp.m.ÊwillÊbeÊresponsibleÊforÊpayingÊaÊlateÊ
pickÊupÊfeeÊasÊnotedÊbelow.ÊIfÊyouÊareÊgoingÊtoÊbeÊlate,ÊpleaseÊphoneÊtheÊcampÊdirectlyÊtoÊletÊthemÊknow.ÊTheyÊcanÊpassÊ
thisÊinforma onÊonÊtoÊyourÊchildÊwhoÊmayÊbecomeÊworriedÊandÊanxiousÊifÊyouÊareÊrunningÊlate.ÊÊ 
The fee for late pick up is dependent on the me the child is picked up; seeÊinforma onÊbelow.ÊTimeÊisÊ 
accordingÊtoÊtheÊdesignatedÊdevice:ÊcampÊcellÊphone,ÊcheckÊoutÊperson’sÊwatch,ÊiPad,Êetc.ÊÊ 

· Between 5:31 pm and 6:00 pm: $1.00ÊperÊminuteÊwith a minimum $10.00 charge.  
· A er 6:01 pm: $2.00ÊperÊminute.ÊThisÊfeeÊisÊappliedÊtoÊtheÊen reÊtotalÊofÊminutesÊlate. 
· YourÊfirstÊ meÊwillÊbeÊwaivedÊif it is under 15 minutes late, orÊdueÊtoÊaÊlargerÊissuesÊsuchÊasÊsnowÊstorms.ÊÊ 

 

There are NO excep ons to these guidelines 



Cancellations and Credits 
· A endance updates: ifÊyourÊa endanceÊchangeÊisÊmadeÊpriorÊtoÊrequiredÊdeadlinesÊ(seeÊabove),ÊyourÊaccountÊwillÊbeÊ

creditedÊwithÊtheÊregistra onÊcostÊforÊthatÊday. 
· Weather closures: inÊtheÊeventÊofÊaÊwinterÊweatherÊschoolÊclosure,ÊallÊSPRÊSchool’sÊOutÊprogramsÊwillÊbeÊcancelledÊ

andÊyourÊaccountÊwillÊbeÊcredited.ÊÊSeeÊaddi onalÊinforma onÊbelow. 
· All a endance and closure changes will be automa cally issued as account credits, not as refunds. ÊCreditsÊareÊis-

suedÊtypicallyÊwithinÊtwoÊbusinessÊdaysÊandÊcanÊbeÊappliedÊtoÊanyÊfutureÊSPRÊprogram.ÊÊ 
· Unenrolling: IfÊyouÊwishÊtoÊunenroll,ÊunusedÊdailyÊregistra onÊcostsÊwillÊbeÊcredited.ÊRegistra onÊfeesÊareÊnon-

refundable. 
· COVID-19 Cancella on Policies: 

à ForÊtheÊmostÊcurrentÊpoliciesÊregardingÊquaran nesÊandÊexcep ons,ÊpleaseÊseeÊourÊCOVID-19ÊpolicyÊpage.ÊÊ 
à Par cipantsÊrequiredÊtoÊquaran neÊareÊeligibleÊtoÊreturnÊtoÊSPRÊprogramsÊwhenÊtheyÊareÊeligibleÊtoÊreturnÊtoÊ

school.ÊÊPleaseÊno fyÊtheÊofficeÊforÊa endanceÊchangesÊtoÊcancelÊA erÊSchoolÊdatesÊduringÊquaran ne. 
à InÊtheÊeventÊofÊanÊSPRÊprogramÊpostponement,Êclosure,ÊorÊcancella onÊdueÊtoÊCOVID-19,ÊallÊcorrespondingÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊ

registra onsÊfeesÊwillÊbeÊeligibleÊforÊanÊaccountÊcreditÊtoÊyourÊhouseholdÊaccount. 
à InÊtheÊeventÊofÊaÊschoolÊclosureÊorÊformatÊchangeÊsuchÊasÊchangingÊtoÊremoteÊinstruc on,ÊcorrespondingÊSPRÊ

childcareÊbasedÊprogramsÊwillÊbeÊtemporarilyÊclosedÊtoÊevaluateÊop ons. 

Weather Related After School Activity Cancellation Announcements 
 

TheÊSacoÊParksÊandÊRecÊDepartmentÊfollowsÊtheÊcancella onÊandÊclosureÊpoliciesÊofÊtheÊSacoÊSchoolÊDepartment. 
Examples: 
· IfÊschool-relatedÊa erÊschoolÊac vi esÊareÊcancelledÊdueÊtoÊinclementÊweatherÊduringÊtheÊday,ÊSPRÊprac cesÊandÊÊÊ

ac vi esÊwillÊbeÊcancelledÊasÊwellÊforÊtheÊevening. 
· Excep on: theÊexcep onÊtoÊthisÊwouldÊbeÊA erÊSchool.ÊÊTheseÊac vi esÊwillÊs llÊbeÊheldÊforÊthatÊevening. 
· IfÊweÊdetermineÊthatÊourÊA erÊSchoolÊprogramsÊwillÊalsoÊbeÊimpacted,ÊweÊwillÊsendÊaÊseparateÊcommunica onÊÊÊÊÊÊÊ

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

TheÊSacoÊParksÊandÊRecrea onÊDepartmentÊwillÊpostÊclosureÊandÊcancella onÊannouncementsÊinÊtheÊfollowingÊareas: 
à Primary: www.sacorec.com.ÊÊCancella onsÊandÊclosuresÊareÊpostedÊasÊAlertsÊthatÊappearÊonÊeveryÊpageÊofÊtheÊsite. 
à Secondary: EmailÊorÊtextÊannouncementsÊfromÊSacoÊParksÊandÊRecrea on 

Attendance Updates & Cancellations: page 6 
Changes to Attendance for After School Program Only 
 

InÊtheÊinterestÊofÊyourÊchild’sÊsafety,ÊitÊisÊimportantÊforÊusÊtoÊbeÊupdatedÊifÊyourÊchildÊwillÊnotÊbeÊa endingÊaÊdayÊofÊA erÊ
School.ÊÊWeÊhaveÊtwoÊwaysÊtoÊcommunicateÊthisÊinforma on:ÊyouÊcanÊcallÊtheÊofficeÊatÊ283-3139ÊorÊyouÊcanÊemailÊusÊatÊ
sacoreca endance@sacomaine.org.ÊÊPleaseÊleaveÊaÊvoicemailÊonÊourÊgeneralÊmailboxÊ(x801)ÊifÊstaffÊareÊunavailable. 
 

For all loca ons: If your child is not a ending our A er School program, please let us know by the following mes: 
· before 1:00 pm for A er 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/Vaca on Days 
· Separate calls must be made to the schools and our department for a endance changes.   

ThisÊwillÊallowÊusÊtoÊaccountÊforÊthemÊasÊquicklyÊasÊpossibleÊandÊensureÊtheirÊsafety.ÊÊIfÊweÊdoÊnotÊhearÊfromÊyouÊinÊÊ 
advance,ÊweÊmayÊalsoÊuseÊinforma onÊfromÊtheÊschoolÊdepartmentÊtoÊverifyÊa endanceÊchanges.ÊÊ 
 
 

Informa on we need for a endance changes: 
Voicemail - whoÊisÊcalling,ÊtheÊchild’sÊname,Êprogram/loca onÊtheyÊareÊscheduledÊtoÊa end,ÊparentÊphoneÊnumber. 
Email - subjectÊlineÊshouldÊreadÊ“(Child’sÊname)ÊwillÊnotÊbeÊa endingÊcampÊonÊ(date)”.ÊÊEmailÊshouldÊinclude:ÊwhoÊisÊ
emailing,ÊtheÊchild’sÊname,ÊtheÊprogram/loca onÊtheyÊareÊscheduledÊtoÊa end,ÊparentÊphoneÊnumber. 



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

Facial Coverings: duringÊindoorÊac vi es,ÊweÊwillÊrequireÊthatÊpar cipantsÊandÊstaffÊwearÊmasks.ÊÊIfÊaÊchildÊhasÊaÊmedicalÊ
reasonÊthatÊexcusesÊtheÊuseÊofÊaÊfacialÊcovering,ÊweÊcanÊaccommodateÊthisÊrequestÊwithÊdocumenta onÊfromÊyourÊchild’sÊ
physicianÊsubmi edÊtoÊtheÊofficeÊinÊadvance.ÊÊFMI:Êparksandrec@sacomaine.org 
 

Healthy Hygiene Prac ces: AllÊpar cipantsÊwillÊhaveÊaÊregularÊrota onÊtoÊwashÊtheirÊhandsÊand/orÊsani zeÊmul pleÊ mesÊ
throughoutÊtheÊprogram.ÊÊSignageÊwithÊremindersÊforÊhandÊwashingÊareÊposted. 
 

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

Dedicated Rest Area: ShouldÊaÊpar cipantÊbecomeÊsickÊforÊanyÊreasonÊwhileÊinÊourÊprograms,ÊeachÊloca onÊhasÊaÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊ
dedicatedÊroomÊtoÊrestÊwhileÊtheyÊawaitÊtheirÊparentÊpickÊup. 
 

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

In the event of a close contact at our program: WeÊworkÊwithÊtheÊSacoÊSchoolÊDepartmentÊonÊpolicies,ÊandÊhaveÊÊÊÊÊÊÊÊÊÊÊ
adoptedÊtheÊmostÊrecentÊguidelinesÊforÊquaran neÊandÊexcep onsÊissuedÊbyÊschoolÊadministra onÊinÊDecemberÊofÊ2021: 



Participation in After School Extracurricular Activities or Programs through School Department 
PleaseÊmakeÊsureÊtheÊSPRÊOfficeÊisÊinformedÊifÊyourÊchildÊisÊpar cipa ngÊinÊa erÊschoolÊac vi esÊthroughÊtheÊschoolÊwhileÊ
enrolledÊinÊourÊprogram.ÊNo fica on accompanied by a full ac vity schedule must be received by the office at least 
one business day prior to the ac vity beginning.  AllÊac vityÊinforma onÊmustÊbeÊreportedÊinÊaÊ melyÊmannerÊtoÊavoidÊ
anyÊlateÊno fica onÊfees. 
 
InÊpastÊyears,ÊthisÊhasÊprimarilyÊimpactedÊtheÊA erÊSchoolÊprogramsÊatÊDaytonÊandÊforÊgradesÊ3-5ÊatÊBurnsÊSchool.ÊÊ 
ExamplesÊmayÊincludeÊfieldÊtrips,ÊmathÊclub,ÊtalentÊshowÊprac ce,Êtutoring,Êetc.ÊÊ 
 
ThisÊprocessÊwillÊallowÊourÊstaffÊtoÊsafelyÊandÊquicklyÊaccountÊforÊallÊchildrenÊarrivingÊrightÊatÊtheÊconclusionÊofÊtheÊschoolÊ
dayÊwithoutÊanyÊconfusionÊasÊtoÊthoseÊarrivingÊlater.ÊÊPleaseÊnoteÊthatÊun lÊyourÊchildÊisÊcheckedÊintoÊourÊprogram,ÊtheyÊ
areÊunderÊtheÊcareÊandÊliabilityÊofÊtheÊschool.Ê 

School’s Out & Extracurricular Activities: page 8 

Participants Moving from After School to other SPR or School Programs 
ThisÊpolicyÊappliesÊtoÊchildrenÊwho,ÊifÊneeded,ÊwillÊmoveÊfromÊA erÊSchoolÊprogramsÊintoÊotherÊSacoÊParksÊandÊ 
Recrea onÊorÊschool-sponsoredÊprogramsÊthatÊareÊlocated in the same building.ÊÊThisÊwouldÊincludeÊrehearsals,ÊeveningÊ
sportsÊprac ces,Êetc.ÊÊPleaseÊmakeÊsureÊtheÊSacoÊParksÊ&ÊRecrea onÊOfficeÊisÊinformedÊinÊadvanceÊifÊyourÊchildÊisÊ 
par cipa ngÊinÊanotherÊprogramÊeitherÊdirectlyÊfollowingÊA erÊtheÊBellÊorÊthatÊtheyÊmustÊbeÊsignedÊoutÊofÊA erÊtheÊBellÊ
from. 
 AllÊrequestsÊmustÊbeÊsubmi edÊtoÊtheÊSPRÊOfficeÊatÊleastÊoneÊfullÊbusinessÊdayÊpriorÊtoÊtheÊprogram.ÊÊRequestsÊ
mayÊbeÊmadeÊbyÊphoneÊatÊ283-3139ÊorÊbyÊemailÊtoÊsacoreca endance@sacomaine.org.ÊÊRequestsÊshouldÊincludeÊtheÊ
child’sÊname,ÊaÊdescrip onÊorÊnameÊofÊtheÊprogram,ÊdetailsÊsuchÊasÊdatesÊandÊ mes,ÊandÊalsoÊshouldÊincludeÊwhetherÊorÊ
notÊyourÊchildÊwillÊreturnÊtoÊtheÊA erÊtheÊBellÊprogramÊ(dependingÊonÊ me)ÊorÊifÊtheyÊwillÊbeÊpickedÊupÊfromÊtheirÊotherÊ
ac vityÊdirectly.ÊThisÊpolicyÊmayÊnotÊapplyÊtoÊallÊSPRÊprograms.ÊÊLateÊrequests/no fica onsÊmayÊnotÊalwaysÊbeÊ 
accommodated.ÊÊAnyÊchangesÊtoÊtheÊscheduleÊmustÊbeÊreportedÊinÊaÊ melyÊmannerÊtoÊavoidÊanyÊlateÊno fica onÊfees. 

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

checkingÊyourÊchildÊoutÊofÊtheÊprogramÊorÊifÊtheyÊwillÊneedÊaccessÊtoÊaÊspaceÊforÊcounselingÊonÊsite. 
· ParentsÊmustÊaddÊtheÊspecialistÊtoÊtheÊapprovedÊpickÊupÊlist.ÊThisÊverifiesÊthatÊyouÊasÊtheÊparentÊgiveÊpermissionÊforÊ

thisÊpersonÊtoÊworkÊwithÊyourÊchild,ÊevenÊifÊtheyÊaren’tÊtakingÊthemÊoffÊsite. 
· AÊbackgroundÊcheckÊfromÊtheÊspecialist’sÊofficialÊjobÊsiteÊorÊagencyÊmustÊbeÊprovidedÊtoÊtheÊofficeÊtoÊkeepÊonÊfileÊwithÊ

enrollmentÊpaperwork. 
· UponÊarrival,ÊspecialistsÊvisi ngÊSPRÊprogramsÊmustÊfollowÊtheÊsameÊhealthÊscreeningÊprocessÊasÊcampersÊandÊstaff. 
· IfÊtheyÊwillÊbeÊprovidingÊon-siteÊsupport,ÊweÊmustÊconfirmÊthatÊweÊhaveÊanÊavailableÊspaceÊinÊourÊfacility.ÊÊDuringÊtheirÊ

meÊwithÊtheÊspecialist,Êpar cipantsÊareÊconsideredÊcheckedÊoutÊfromÊourÊprograms. 
· SpecialistsÊareÊnotÊSPRÊstaff.ÊTheyÊwillÊonlyÊbeÊwatchingÊtheÊcamperÊtheyÊareÊcontractedÊtoÊsupport.ÊTheyÊareÊnotÊÊÊÊÊÊÊÊÊÊÊ

responsibleÊforÊrunningÊprogramsÊorÊadministeringÊdiscipline.ÊIfÊtheyÊseeÊsomethingÊthatÊneedsÊtoÊbeÊaddressed,ÊtheyÊ
willÊreportÊitÊtoÊanÊSPRÊProgramÊDirector.Ê 



Program Questions and Staff Attention  
AllÊbasicÊques onsÊaboutÊaÊprogramÊshouldÊbeginÊwithÊtheÊDirectorÊandÊLeaders.ÊForÊaddi onalÊques ons,ÊpleaseÊcontactÊ
theÊParksÊ&ÊRecrea onÊDirectorÊorÊDeputyÊDirector.ÊDoÊnotÊengageÊtheÊyoungerÊstaffÊdirectly.ÊStaffÊmustÊneverÊbeÊÊÊÊÊÊÊÊÊÊ
approachedÊwithoutÊspeakingÊtoÊaÊLeaderÊorÊDirectorÊfirst.ÊPleaseÊdoÊnotÊdistractÊtheÊstaffÊfromÊdoingÊtheirÊjobs.ÊBeÊ
awareÊofÊwhatÊisÊgoingÊonÊaroundÊthemÊbeforeÊenteringÊintoÊaÊconversa on.ÊDoÊnotÊcallÊthemÊawayÊfromÊaÊloca onÊ 
unlessÊitÊinvolvesÊanÊemergency. 

Staff Working Outside the Program  
StaffÊareÊallowedÊtoÊworkÊoutsideÊtheÊprogramÊasÊbabysi ers,ÊandÊthisÊmustÊbeÊreportedÊtoÊtheÊoffice.ÊÊThisÊarrangementÊ
mustÊtakeÊplaceÊoutsideÊofÊnormalÊprogramÊhoursÊandÊshouldÊnotÊbeÊusedÊinÊplaceÊofÊregularlyÊscheduledÊprograms;ÊthisÊ
putsÊourÊstaffÊinÊaÊconflictÊofÊinterestÊandÊcouldÊjeopardizeÊtheirÊposi onÊatÊSacoÊParksÊandÊRecrea on.ÊÊStaffÊmustÊbeÊ 
addedÊtoÊtheÊpickÊupÊlistÊifÊtheyÊwillÊbeÊtakingÊchildrenÊfromÊtheÊprogram. 

SPR Program Staff: page 9 
Program Staff 
ProgramÊstaffÊcanÊbeÊiden fiedÊbyÊtheirÊCityÊofÊSacoÊ“Staff”ÊshirtsÊÊ 
Full Time Staff, Directors & LeadersÊ–ÊplanÊtheÊprogram’sÊstructure,Êac vi esÊandÊgames.ÊTheyÊsuperviseÊallÊcounselorsÊ
andÊhandleÊdisciplinaryÊissues.ÊÊTheyÊalsoÊoverseeÊtheÊadministra onÊofÊallÊCOVID-19Êpreven onÊproceduresÊincludingÊ
safetyÊprotocols,ÊhygieneÊandÊhandwashingÊprocesses,ÊcleaningÊschedules,ÊandÊmore. 
 

Head Senior Counselors – areÊexperiencedÊstaffÊwhoÊhandleÊcheckÊinÊandÊcheckÊout.ÊTheyÊhelpÊmanageÊtheÊdailyÊ 
ScheduleÊandÊoverseeÊtheÊimplementa onÊofÊac vi es. 
 

Recrea on CounselorsÊ–ÊRecrea onÊCounselorsÊhaveÊdu esÊassignedÊtoÊthemÊbasedÊonÊtheirÊageÊandÊexperienceÊlevel,Ê
andÊmanyÊhaveÊpreviousÊexperienceÊworkingÊwithÊchildren.ÊRecÊCounselorsÊareÊtypicallyÊhighÊschoolÊstudentsÊwhoÊexcelÊ
atÊschoolÊinÊbothÊacademicsÊandÊextraÊcurricularÊac vi es,ÊandÊmanyÊstayÊwithÊusÊfromÊyearÊtoÊyearÊprogressingÊintoÊHeadÊ
SeniorÊCounselorsÊandÊCampÊLeaders.ÊNewÊRecÊCounselorsÊareÊjustÊbeginningÊwithÊourÊprograms.ÊTheyÊbringÊexperienceÊ
withÊchildrenÊandÊnowÊareÊlearningÊtheÊstructureÊofÊourÊprograms,Êassis ngÊstaffÊandÊhelpingÊprovideÊanÊextraÊsetÊofÊ
handsÊandÊeyesÊtoÊkeepÊchildrenÊbusyÊandÊsafe.Ê 

Mandated Reporters 
AnyÊsuspicionsÊofÊchildÊabuseÊorÊneglectÊmustÊbeÊbroughtÊtoÊtheÊa en onÊofÊtheÊproperÊauthori es.ÊThisÊisÊaÊhighlyÊ 
sensi veÊandÊconfiden alÊma er.ÊAbuseÊandÊneglectÊisÊconsideredÊbutÊnotÊlimitedÊtoÊphysicalÊ&ÊmentalÊviolence,ÊÊ 
abandonmentÊandÊwithholdingÊofÊessen alÊneedsÊsuchÊasÊfood,ÊwaterÊorÊclothing.Ê 



What to Bring to Programs: page 10 
Snacks, Food & Drinks 
 

School System Lunch Program: onlyÊofferedÊduringÊsummerÊprograms. 
 

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

DuringÊFullÊDayÊprograms,ÊyourÊchildÊshouldÊpackÊenoughÊsnacksÊandÊlunchÊtoÊlastÊtheÊday.ÊWeÊofferÊaÊscheduledÊsnackÊ
meÊinÊtheÊmorningÊandÊa ernoon.ÊLunchÊisÊtakenÊbetweenÊ11:30amÊandÊ12:30pmÊdependingÊonÊthatÊday’sÊac vi es.Ê

ChildrenÊwillÊhaveÊaccessÊtoÊtheirÊbagsÊduringÊtheÊdayÊbutÊshouldÊbeÊadvisedÊnotÊtoÊeatÊeverythingÊtheyÊbringÊearlyÊasÊtheyÊ
willÊgetÊhungryÊlaterÊinÊtheÊday.ÊÊNo Lunch Fee: aÊ$25.00 will be issued if the department must supply a lunch. 
  

DuringÊA erÊSchool,ÊweÊhaveÊaÊregularÊsnackÊ meÊinÊtheÊa ernoonÊsoÊpleaseÊsendÊyourÊchildÊtoÊschoolÊwithÊanÊa ernoonÊ
snack. 

Personal Items  
PersonalÊitemsÊbroughtÊfromÊhomeÊwillÊbeÊveryÊlimitedÊatÊprogramsÊthisÊyear.ÊÊEveryÊchildÊwillÊhaveÊaÊdedicatedÊbinÊtoÊ
placeÊtheirÊbelongings.ÊÊWeÊaskÊthatÊitemsÊbroughtÊtoÊcampÊareÊkeptÊtoÊanÊabsoluteÊminimumÊ(changeÊofÊclothes,ÊschoolÊ
bagÊonÊA erÊSchoolÊdays,Êlunch/snackÊandÊwaterÊbo leÊonÊFullÊDaysÊOff)ÊtoÊensureÊthatÊitemsÊwillÊfitÊinÊtoÊtheÊbinsÊandÊ
areÊnotÊsharedÊwithÊotherÊcampers. 

· AnyÊitemsÊallowedÊatÊcampÊshouldÊhaveÊtheÊcamper’sÊnameÊclearlyÊmarkedÊonÊit.Ê 
· TheÊSacoÊParksÊandÊRecrea onÊDepartmentÊwillÊnotÊbeÊresponsibleÊforÊlostÊorÊstolenÊitems.Ê 

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

 
· ClothingÊthatÊadver sesÊalcohol,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 
Par cipantÊContactÊForm.ÊFailureÊtoÊdiscloseÊthisÊinforma onÊcouldÊresultÊinÊdismissalÊfromÊtheÊprogram.ÊÊ 
 

FoodÊandÊotherÊallergiesÊcanÊbeÊlifeÊthreatening.ÊInÊanyÊcampÊse ng:ÊdayÊcamps,Êresiden alÊcamps,ÊsportsÊcamps,ÊorÊ
travelÊcampsÊtheÊriskÊofÊaccidentalÊexposureÊtoÊaÊfoodÊorÊotherÊallergenÊisÊpresent.ÊCampÊstaff,Êphysicians,Êparents,ÊandÊ
campersÊthemselvesÊmustÊworkÊtogetherÊtoÊminimizeÊtheÊrisk.ÊThereÊmustÊalsoÊbeÊproceduresÊinÊplaceÊtoÊdealÊwithÊ 
accidentalÊinges onÊorÊcontact. 
 

CAMPER RESPONSIBILITY—Campers should: 
· NEVERÊtradeÊfoodÊwithÊotherÊcampersÊandÊshouldÊnotÊeatÊanythingÊwithÊunknownÊingredients. 
· ReadÊeveryÊlabelÊandÊcheckÊwithÊaÊcounselorÊ(ifÊageÊappropriate). 
· LimitÊperfumes,Êcologne,ÊbodyÊspray,ÊandÊotherÊfragrances. 
· BeÊproac veÊinÊtheÊmanagementÊofÊmildÊreac ons,ÊsuchÊasÊseekingÊhelpÊifÊaÊreac onÊisÊsuspected. 
· TellÊanÊadultÊifÊaÊreac onÊseemsÊtoÊbeÊstar ng,ÊevenÊifÊthereÊisÊnoÊvisibleÊappearanceÊofÊallergicÊresponse. 
· DOÊNOTÊgoÊoffÊaloneÊifÊsymptomsÊareÊbeginning. 

Requests to Leave Equipment at Programs 
Due to limita ons in space and for the safety of your items, we are unable to accommodate requests to leave  
equipment at programs for par cipants or other parents/guardians to pick up later.  ThisÊincludesÊbutÊisÊnotÊlimitedÊtoÊ
carÊseats,ÊsportsÊequipment,Êetc. 
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Dress Code and Lost and Found Information 
ItÊisÊimportantÊthatÊchildrenÊwearÊorÊbringÊproperÊclothesÊtoÊcamp.ÊWeatherÊcondi onsÊchangeÊduringÊtheÊdayÊandÊ 
campersÊshouldÊbeÊpreparedÊforÊallÊcondi onsÊwithÊlayersÊorÊop ons. 
 

Camper Warm Weather Dress Code: 
· ComfortableÊclothingÊthatÊisÊeasyÊtoÊplayÊinÊisÊrecommended. 
· ClosedÊtoeÊshoesÊorÊsneakersÊareÊalsoÊrecommendedÊforÊeaseÊofÊplayÊandÊpar cipa on. 
· LayersÊareÊrecommended. 
· Op onal:ÊifÊyourÊchildÊdressesÊupÊforÊschool,ÊweÊrecommendÊhavingÊaÊchangeÊofÊclothesÊforÊplayÊandÊcra s. 
· WeÊaskÊthatÊfamiliesÊfollowÊtheÊschoolÊdepartment’sÊrecommenda onsÊregardingÊappropriateÊclothing. 
· IfÊweÊwillÊbeÊofferingÊaÊwaterÊac vityÊorÊaÊmessier,Êmore-involvedÊcra Êac vity,ÊparentsÊwillÊbeÊno fiedÊinÊadvanceÊ

toÊplanÊop onsÊforÊclothingÊthatÊallowÊpar cipa on. 
 

Camper Cold Weather Dress Code: 
· PleaseÊsendÊyourÊchildÊwithÊextraÊlayersÊappropriateÊforÊseasonalÊweatherÊcondi ons.ÊÊDuringÊwinterÊmonths,ÊthisÊ

couldÊincludeÊhats,Êmi ens,ÊwinterÊcoat,Êsnowsuit,ÊwaterproofÊboots,Êetc.ÊÊ 
· WeÊhopeÊtoÊprovideÊchildrenÊopportuni esÊtoÊplayÊoutdoorsÊinÊcoldÊweatherÊmonthsÊwhenÊtemperaturesÊandÊÊ

condi onsÊpermit,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 
conjunc vi sÊandÊotherÊmedicalÊissues.Ê 

Bicycles and Skateboards  
MayÊbeÊbroughtÊtoÊcampÊbutÊcanÊonlyÊbeÊusedÊunderÊtheÊsupervisionÊofÊtheÊcampÊstaff.ÊBikesÊshouldÊbeÊlockedÊinÊtheÊbikeÊ
rackÊandÊskateboardsÊshouldÊbeÊle ÊinÊaÊdesignatedÊarea.ÊCampersÊareÊnotÊtoÊuseÊsomeoneÊelse’sÊbikeÊorÊskateboardÊ
withoutÊtheirÊpermissionÊandÊwithoutÊcheckingÊwithÊaÊcounselor.ÊHelmetsÊandÊproperÊsafetyÊgearÊareÊmandatoryÊwhenÊ
opera ngÊbicyclesÊandÊskateboardsÊonÊcampÊproperty.Ê 

Sunscreen  
SunscreenÊwillÊbeÊprovidedÊatÊcertainÊprogramsÊincludingÊourÊA erÊSchoolÊprogram,ÊandÊallÊsummerÊcamps.ÊSunscreen 
should be applied to the child before arriving at camp.ÊWeÊwillÊhaveÊscheduledÊsunscreenÊ mesÊespeciallyÊonÊhotÊdays.Ê
ParentsÊshouldÊshowÊtheirÊchildrenÊhowÊtoÊapplyÊsunscreen.ÊOurÊop onÊonÊcampÊisÊaÊspray-onÊstyle;ÊifÊanotherÊop onÊorÊ
aÊspecificÊbrandÊisÊpreferred,ÊthisÊmustÊbeÊprovided.ÊÊCounselorsÊwillÊbeÊthereÊtoÊhelpÊcampersÊbutÊwillÊonlyÊapplyÊsprayÊ
onÊsunscreen.ÊCampersÊshouldÊnotÊshareÊanyÊsunscreenÊtheyÊbringÊfromÊhomeÊunlessÊtheyÊareÊinÊtheirÊimmediateÊfamily.Ê
PleaseÊmakeÊsureÊtheirÊnameÊisÊwri enÊonÊtheÊbo le.ÊPlease note: we will not let campers go without sunscreen.   
ParentsÊnotÊwan ngÊtheirÊchildÊtoÊuseÊsunscreenÊmustÊindicateÊthisÊrequestÊinÊwri ngÊonÊtheÊcamper’sÊPar cipantÊ 
ContactÊForm. 
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Refund requests  
MustÊbeÊinÊwri ngÊviaÊemailÊtoÊparksandrec@sacomaine.orgÊandÊtakeÊaÊminimumÊofÊtwoÊweeksÊtoÊprocess.ÊPleaseÊincludeÊ
theÊreasonÊforÊtheÊrequest.ÊWeÊdoÊnotÊprovideÊcashÊrefunds.ÊÊAllÊpaymentsÊforÊserviceÊmustÊclearÊpriorÊtoÊaÊrefundÊbeingÊ
processed.ÊÊAllÊrefundÊrequestsÊareÊsubjectÊtoÊapproval.ÊÊIfÊaÊrefundÊisÊgranted,ÊpleaseÊnoteÊthatÊcardÊprocessingÊfees,ÊtripÊ
deposits,ÊorÊstaffÊ meÊmayÊnotÊbeÊableÊtoÊbeÊrefunded.ÊÊSeeÊthisÊsec onÊforÊaddi onalÊdetails.Ê 

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

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

Discipline  
IfÊyourÊchildÊisÊremovedÊfromÊanÊSPRÊprogramÊorÊeventÊforÊdisciplineÊreasons,ÊtheÊdepartmentÊwillÊscheduleÊaÊmee ngÊwithÊ
youÊandÊyourÊchildÊtoÊdetermineÊifÊthatÊchildÊmayÊreturnÊtoÊtheÊprogram.ÊThisÊbehaviorÊwillÊalsoÊaffectÊtheÊchild’sÊabilityÊtoÊ
beÊenrolledÊinÊfutureÊac vi es.ÊInÊmostÊcases,ÊweÊareÊunableÊtoÊprovideÊaÊfullÊrefundÊifÊyourÊchildÊisÊdismissedÊfromÊaÊ 
program.ÊÊHowever,ÊifÊyouÊwouldÊlikeÊaÊrefundÊrequestÊtoÊbeÊconsidered,ÊallÊrequestsÊmustÊbeÊmadeÊwithinÊoneÊweekÊofÊ
removalÊfromÊtheÊprogramÊinÊorderÊtoÊbeÊreviewed. 
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Refunds as Credit to your www.sacorec.com Household Account  
RefundsÊmayÊbeÊusedÊasÊaÊcreditÊtowardsÊyourÊnextÊregistra onÊandÊshouldÊbeÊnotedÊonÊyourÊrequestÊforÊrefund.ÊSomeÊÊÊÊ
registra onÊop onsÊrequireÊtheÊrefundÊtoÊbeÊissuedÊasÊaÊcredit.ÊÊYourÊcreditÊwillÊshowÊupÊonÊyourÊaccountÊandÊcanÊbeÊÊÊÊÊÊÊÊÊÊÊÊÊ
appliedÊtoÊyourÊnextÊregistra onÊwithÊtheÊSacoÊParksÊandÊRecrea onÊDepartment.ÊÊSomeÊimportantÊnotesÊonÊcreditsÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊ
receivedÊfromÊaÊprogramÊeitherÊforÊnon-useÊofÊserviceÊorÊbyÊaÊrefundÊrequest: 

· CreditsÊissuedÊtoÊyourÊsacorec.comÊaccountÊcannotÊbeÊrefunded*,ÊbutÊmayÊbeÊusedÊtowardsÊanyÊfutureÊprogramÊ
withÊtheÊSacoÊParksÊandÊRecrea onÊDepartment. 

· NoÊcreditsÊwillÊbeÊissuedÊifÊyourÊchildÊisÊremovedÊfromÊtheÊprogramÊforÊdisciplinaryÊreasons.ÊÊ 
· WeÊreserveÊtheÊrightÊtoÊapplyÊcreditsÊtowardsÊbilledÊitemsÊonÊyourÊaccountÊorÊrequireÊthatÊcreditsÊaccumulatedÊbeÊ

appliedÊtowardsÊyourÊnextÊregistra on. 
 
To use a credit in your online account:  

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

toÊhaveÊitÊappliedÊtoÊyourÊtransac on.ÊÊCon nueÊtoÊtheÊfinalÊprocessingÊpage. 
3. IfÊyouÊarriveÊatÊtheÊpageÊaskingÊforÊcreditÊcardÊinforma onÊbeforeÊapplyingÊtheÊcredit,ÊyouÊhaveÊgoneÊoneÊstepÊtooÊ

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

useÊthemÊtowardsÊyourÊtransac onÊtoÊavoidÊanyÊa endanceÊissues. 
 
*Reques ng a refund of credits: IfÊyourÊhouseholdÊhasÊanÊavailableÊcreditÊbalanceÊandÊyouÊwillÊnoÊlongerÊbeÊpar cipa ngÊinÊ
SPRÊprogramsÊinÊtheÊfuture,ÊyouÊmayÊrequestÊaÊcheckÊrefundÊofÊyourÊcreditÊandÊweÊwillÊconsiderÊtheÊexcep on.ÊÊ 

 
Please send Refund and Cancella on requests to parksandrec@sacomaine.org 



Annual Statements and Dependent Care Reimbursement Requests   
 
Dependent Care Reimbursement: RequestsÊforÊdependentÊcareÊreimbursementÊdocumenta onÊcanÊonlyÊbeÊmadeÊÊÊÊÊÊÊÊÊÊÊÊÊ
followingÊreceiptÊofÊpaymentÊthroughÊtheÊdatesÊofÊserviceÊindicated.ÊÊItÊcannotÊbeÊusedÊtowardsÊan cipatedÊpayments.ÊÊ
PleaseÊallowÊ7-10ÊbusinessÊdaysÊforÊtheÊofficeÊtoÊprocessÊtheseÊrequests.Ê 
 
Annual Statements:Êstatements of registra ons are available through your household account.  Here are the steps:  
· LogÊinÊtoÊaccountÊatÊwww.sacorec.comÊandÊclickÊhouseholdÊnameÊonÊtheÊle Ê–ÊExample:Ê“SmithÊHousehold” 
· InÊtheÊcenterÊtabÊop ons,ÊselectÊFinanceÊandÊchooseÊ“Payments”ÊinÊtheÊmiddleÊop ons 
· SelectÊyourÊdateÊrangeÊ–ÊExample:ÊforÊ2022,ÊchangeÊtheÊStartÊDateÊtoÊ01/01/2022ÊandÊEndÊDateÊtoÊ12/31/2022 
· LeaveÊ“ShowÊAllÊPayments”ÊuncheckedÊ–ÊthisÊwillÊprovideÊaÊsummaryÊofÊpaymentsÊmadeÊbyÊcreditÊcard,ÊcashÊorÊ

check. ÊCheckingÊthisÊboxÊwillÊalsoÊincludeÊanyÊaccountÊcreditsÊissuedÊorÊused,ÊwhichÊessen allyÊisÊdoubleÊrepor ngÊ
sinceÊtheÊoriginalÊpaymentÊthatÊgeneratedÊtheÊcreditÊisÊalreadyÊreflectedÊelsewhereÊinÊtheÊsummary. 

· ClickÊ"Print"Ê–ÊthisÊwillÊprovideÊaÊPDFÊsummaryÊofÊitemizedÊtransac ons. ÊTheÊCityÊofÊSaco’sÊTaxÊIDÊnumberÊappearsÊatÊ
theÊtop. 

 
Please note that this summary includes all payments for all ac vi es by all par es for any household member  
throughout the year.  We cannot advise you on what informa on may be used for tax purposes and please be aware that 
programs offered through Saco Parks and Recrea on Department are considered recrea onal programming.  For  
addi onal ques ons on qualifica ons, we recommend consul ng with a tax specialist or financial advisor.  

Refund Policy (continued): page 13 
Online Gift Certificates Use and Refunds/Credits Policy  
Gi Êcer ficatesÊmayÊbeÊpurchasedÊinÊoneÊaccountÊandÊgi edÊforÊuseÊinÊanotherÊaccount;ÊonceÊaÊgi Êcer ficateÊisÊ 
redeemed,ÊcreditsÊmayÊnotÊbeÊtransferredÊtoÊanotherÊaccount.ÊGi Êcer ficatesÊmayÊonlyÊbeÊredeemedÊforÊaccountÊcreditsÊ
andÊareÊnotÊeligibleÊtoÊbeÊredeemedÊasÊcash.ÊÊAccountÊcreditsÊdoÊnotÊexpireÊandÊmayÊbeÊappliedÊtowardsÊanyÊfutureÊSPRÊ
ProgramÊforÊanyÊhouseholdÊmember.ÊRegistra onÊdeadlinesÊs llÊapplyÊwhenÊusingÊcreditsÊandÊcreditsÊmayÊbeÊappliedÊfromÊ
homeÊforÊonlineÊcheck-out.ÊIfÊaÊpromo onalÊdiscountÊisÊappliedÊtoÊaÊgi Êcer ficateÊpurchaseÊandÊaÊrefundÊisÊlaterÊ 
requested,ÊrefundsÊwillÊbeÊbasedÊonÊtheÊactualÊpaidÊvalue,ÊnotÊtheÊdiscountedÊvalue,ÊandÊanyÊpor onÊofÊtheÊcreditÊusedÊwillÊ
beÊfactoredÊintoÊtheÊtotalÊeligibleÊremainingÊforÊrefund. 

Other SPR Program Refund Policies 
 

Non-Contracted Programs/Events (Saco Parks & Recrea on Administered Program)–ÊIfÊyouÊwithdrawÊpriorÊtoÊtheÊfirstÊ
classÊorÊevent,ÊyouÊwillÊreceiveÊaÊfullÊrefundÊunlessÊdepositsÊwereÊrequiredÊforÊac vi esÊandÊequipmentÊusedÊinÊthatÊÊÊÊÊÊÊÊÊÊÊÊÊÊ
program.ÊIfÊyouÊwithdrawÊa erÊtheÊfirstÊclassÊorÊeventÊandÊpriorÊtoÊtheÊsecondÊmee ng/session,ÊyouÊwillÊreceiveÊaÊrefundÊ
lessÊaÊ$15.00ÊrequiredÊdepositÊtowardsÊprocessingÊfeesÊandÊequipmentÊusedÊinÊthatÊprogram.ÊÊNoÊrefundsÊwillÊbeÊgivenÊ
a erÊtheÊsecondÊclassÊofÊaÊprogramÊorÊa erÊaÊsingleÊmee ngÊprogram.ÊÊ 
 
Contracted Programs/Events (Outside Organiza on Administered Program)Ê–ÊAllÊrefundsÊwillÊfollowÊtheÊcontractedÊ 
companiesÊrefundÊproceduresÊandÊpoliciesÊfirst.ÊÊSecondly,ÊtheÊdepartmentalÊpolicyÊonÊcontractedÊeventsÊisÊasÊfollows:ÊIfÊ
youÊwithdrawÊ3ÊbusinessÊdaysÊpriorÊtoÊtheÊfirstÊclassÊorÊeventÊyouÊwillÊreceiveÊaÊfullÊrefundÊlessÊanyÊdepositsÊorÊrequiredÊ 
pre-paymentsÊtoÊtheÊcontractedÊcompany.ÊIfÊyouÊwithdrawÊlessÊthanÊ3ÊbusinessÊdaysÊbeforeÊtheÊfirstÊclassÊorÊprojectÊyouÊ
willÊreceiveÊaÊ50%ÊrefundÊlessÊanyÊdepositsÊorÊrequiredÊpre-paymentsÊtoÊtheÊcontractedÊcompany.ÊRefundsÊonÊcontractedÊ
eventsÊareÊsubjectÊtoÊchangeÊandÊwillÊbeÊstatedÊonÊallÊeventÊpublica ons.Ê 
 
Quality of a ProgramÊ-ÊIfÊyouÊareÊdissa sfiedÊwithÊaÊprogramÊa erÊtheÊfirstÊclass/mee ng,ÊyouÊmustÊletÊtheÊdepartmentÊ
knowÊbeforeÊtheÊsecondÊclass/mee ngÊofÊtheÊsession.ÊWeÊwillÊissueÊaÊ50%ÊrefundÊatÊthisÊ me.ÊNoÊrefundsÊwillÊbeÊgivenÊ
a erÊtheÊsecondÊclassÊofÊaÊprogramÊorÊa erÊaÊsingleÊmee ngÊprogram.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) 

Par cipants with medical condi ons requiring emergency administra on of prescrip on or non prescrip on medica ons are 
welcome and may par cipate in all Saco Parks & Recrea on Department Programs.  If at any me it is found that this policy 
has not been followed or been kept up to date dismissal from Saco Parks & Recrea on programs may result.  
 

1. Program Requirements 
a. CheckÊwithÊtheÊOfficeÊtoÊverifyÊthatÊtheÊprogramÊyouÊareÊregisteringÊforÊfallsÊunderÊtheÊtermsÊofÊthisÊpolicy. 
b. RequestsÊforÊemergencyÊmedica onÊatÊaÊprogramÊmustÊbeÊnotedÊonÊtheÊPar cipantÊContactÊFormÊunderÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊ

SPECIALÊCONCERNS,ÊincludingÊanÊoverviewÊofÊtheÊbehavioralÊorÊmedicalÊconcerns,ÊandÊsymptoms.ÊÊÊÊÊÊÊÊÊÊÊÊ 
c. Informa onÊaboutÊanyÊrequiredÊmedica onsÊforÊbothÊon-siteÊemergencyÊmedica onsÊandÊprescrip onsÊtakenÊatÊ

homeÊshouldÊbeÊincludedÊinÊtheÊmedica onsÊsec onÊwithÊdetailsÊonÊdosage,Êexpira on,ÊwhenÊtaken,Êetc. 
d. Addi onalÊforms/medica onsÊmayÊbeÊrequiredÊforÊac vi esÊatÊdifferentÊloca ons. 
e. AllÊinforma onÊwillÊbeÊkeptÊconfiden alÊandÊisÊforÊtheÊsafetyÊandÊwellÊbeingÊofÊyourÊchild,ÊtheÊotherÊchildrenÊinÊ

theÊprogramÊandÊourÊstaff. 
 
2. Emergency Medica on 
TheÊDepartmentÊmayÊtrainÊitsÊpersonnelÊtoÊadministerÊepi-pensÊandÊasthmaÊinhalersÊforÊemergencyÊsitua ons.ÊÊÊÊÊ 
 
AsÊpartÊofÊaÊDoctor’sÊwri enÊmedicalÊac onÊplan,Êdiphenhydramine (BenadrylÊorÊequivalent)ÊmayÊalsoÊbeÊincludedÊforÊ
treatmentÊasÊspecifiedÊinÊtheÊwri enÊmedicalÊplan:ÊtheÊtypeÊandÊdosingÊofÊdiphenhydramineÊprovidedÊmustÊmatchÊthatÊ
indicatedÊinÊtheÊac onÊplan.ÊÊAÊpar cipantÊwhoÊusesÊand/orÊreliesÊuponÊsuchÊemergencyÊprescrip onsÊandÊdevicesÊlistedÊ
aboveÊshallÊbeÊwelcomeÊinÊaÊprogramÊprovidedÊtheÊfollowingÊcondi onsÊareÊmet: 

a. ForÊPROGRAMSÊALREADYÊINÊSESSION:ÊallÊmedica onsÊandÊtheirÊlabels*ÊwithÊtheÊchild’sÊname,ÊnameÊofÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊ
medica on,ÊdateÊfilledÊ&Êexpira onÊdateÊforÊepi-penÊorÊasthmaÊinhalerÊmustÊbeÊprovidedÊatÊleastÊ2ÊfullÊbusinessÊ
daysÊpriorÊtoÊtheÊchildÊpar cipa ngÊinÊoneÊofÊourÊprograms,ÊprovidedÊthatÊadequateÊadvanceÊno ceÊofÊeachÊÊÊÊÊÊÊÊÊÊÊÊÊÊ
programÊisÊmadeÊavailableÊtoÊeligibleÊpar cipants.ÊÊ 
*LabelsÊcanÊbeÊoneÊofÊtheÊfollowingÊformats:Ê1.ÊaÊcopyÊofÊaÊdoctor’sÊprescrip on;Ê2.Êmedica onÊlabel;ÊORÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊ
3.ÊpharmacyÊprescrip onÊlabel. 

b. ByÊchoosingÊop onÊAÊtheÊparent/guardianÊisÊexpresslyÊchoosingÊtoÊhaveÊtheÊpar cipantÊadministerÊtheirÊownÊ
emergencyÊmedica on.ÊÊDepartmentÊstaffÊwillÊonlyÊadministerÊemergencyÊmedica onÊifÊtheÊchildÊisÊunableÊtoÊdoÊ
soÊonÊtheirÊown.ÊÊForÊthisÊreasonÊaÊbackÊupÊofÊallÊmedica onsÊmustÊbeÊprovidedÊtoÊtheÊdepartmentÊunderÊOp onÊ
A. 

c. ByÊchoosingÊop onÊBÊtheÊparent/guardianÊisÊexpresslyÊauthorizingÊandÊconsen ngÊthatÊtheÊDepartmentÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊ
administerÊtheÊmedica onÊinÊtheÊeventÊofÊanÊemergencyÊinÊlieuÊofÊtheirÊchild.ÊÊUnderÊOp onÊB,ÊyourÊchildÊmayÊ
notÊselfÊmedicate. 

d. ByÊchoosingÊop onÊCÊtheÊparent/guardianÊoptsÊtoÊwaiveÊtheirÊchoiceÊtoÊhaveÊtheirÊchildÊselfÊmedicateÊandÊisÊalsoÊ
reques ngÊthatÊtheÊDepartmentÊstaffÊNOTÊADMINISTERÊmedica onÊinÊtheÊeventÊofÊanÊemergency.ÊÊInÊsuchÊcases,Ê
theÊpatent/guardianÊisÊexpresslyÊdirec ngÊthatÊEMS/911ÊpersonnelÊactÊasÊfirstÊrespondersÊandÊÊadministerÊanyÊ
emergencyÊmedica on. 

e. TheÊDepartmentÊwillÊnotÊallowÊanyÊotherÊemergencyÊmedica onÊotherÊthanÊthoseÊindicatedÊaboveÊtoÊbeÊheldÊbyÊ
theÊchildÊorÊbyÊDepartmentÊstaff. 

f. RegardlessÊofÊwhichÊOp onÊisÊselected,ÊtheÊDepartmentÊwillÊcallÊuponÊEMS/911ÊservicesÊandÊpersonnelÊforÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊ
assistanceÊinÊanyÊemergencyÊwithoutÊpriorÊconsulta onÊwithÊparent/guardian. 
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3. Storage of Medica on 
a. AtÊnoÊ meÊisÊitÊacceptableÊforÊpar cipantsÊtoÊcarryÊanyÊtypeÊofÊmedica onÊonÊthemÊorÊinÊtheirÊbelongings. 

  i.ÊExcep onsÊareÊEpi-pen/BenadrylÊTabletsÊorÊasthmaÊinhalerÊforÊemergencyÊuse.ÊÊInÊthisÊcase,ÊtheÊdepartmentÊ
  mustÊalsoÊhaveÊtheÊsameÊmedica onÊprovidedÊforÊtheÊcamperÊtoÊkeepÊwithÊourÊmedicalÊsupplies. 

b. Medica onÊmustÊbeÊdroppedÊoffÊtoÊtheÊOfficeÊatÊleastÊoneÊweekÊpriorÊtoÊtheÊstartÊofÊtheÊprogram. 
c. AllÊmedica onÊdroppedÊoffÊbyÊparentsÊmustÊbeÊinÊtheÊoriginalÊcontainerÊfromÊtheÊpharmacyÊandÊclearlyÊlabeledÊ

withÊtheÊindividualsÊname,ÊprescribedÊdosage,ÊnameÊofÊmedica on,ÊandÊexpira onÊdate. 
d. TheÊdepartmentÊcannotÊacceptÊanyÊmedica onÊthatÊmustÊbeÊclimateÊcontrolled. 
e. TheÊdepartmentÊwillÊstoreÊallÊmedica onÊinÊaÊsecureÊloca onÊonlyÊaccessibleÊbyÊseniorÊstaff.ÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊ 
f. Diphenhydramine (BenadrylÊorÊequivalent)ÊmustÊbeÊprovidedÊinÊaccordanceÊwithÊtheÊmedicalÊac onÊplanÊinÊ

premeasuredÊdosages.ÊÊ(WeÊdoÊnotÊacceptÊliquidÊformsÊthatÊareÊnotÊpremeasured). 
 

4. Rou ne Medica on 
a. TheÊDepartmentÊandÊpar cipantsÊwillÊnotÊcarryÊorÊadministerÊrou neÊmedica on.ÊÊ 
b. Parent/guardianÊwillÊbeÊsolelyÊresponsibleÊforÊassuringÊthatÊtheyÊhaveÊcorrectlyÊadministeredÊtheirÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊ

medica onsÊeitherÊpriorÊtoÊorÊduringÊprogramÊ me.ÊÊ 
c. IfÊrou neÊmedica onÊmustÊbeÊadministeredÊduringÊprogramÊ me,ÊaÊparent/guardianÊorÊdesigneeÊmustÊcomeÊ

toÊtheÊprogram,ÊcheckÊinÊwithÊtheÊprogramÊstaff,ÊandÊadministerÊtheÊmedica onÊdirectly.ÊÊTheÊparent/guardianÊ
mustÊgiveÊpriorÊauthoriza onÊofÊdesigneeÊtoÊtheÊSPRÊOfficeÊbeforehandÊandÊlistÊthemÊunderÊtheÊSpecialÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊ
ConcernsÊsec onÊofÊtheÊPar cipantÊContactÊForm.ÊÊ 

d. InÊallÊcircumstances,ÊtheÊDepartmentÊmustÊbeÊmadeÊawareÊonÊtheÊPar cipantÊContactÊFormÊofÊanyÊmedica onÊ
usedÊbyÊaÊpar cipant,ÊpriorÊtoÊtheÊadmissionÊtoÊanyÊprogram.ÊÊThisÊinforma onÊisÊvitalÊforÊemergencyÊmedicalÊ
personnelÊwhoÊmayÊbeÊrespondingÊtoÊanÊemergencyÊsitua on. 

 
5. 911 Policy 

a. InÊallÊcasesÊandÊcircumstances,ÊtheÊSacoÊParksÊ&ÊRecrea onÊDepartmentÊwillÊcallÊ911ÊandÊStaffÊwillÊabideÊbyÊ
andÊfollowÊallÊEMS/911Êinstruc onsÊduringÊaÊmedicalÊemergencyÊconcerningÊyourÊchild.ÊÊTheÊParent/GuardianÊ
willÊbeÊno fiedÊbyÊParksÊ&ÊRecrea onÊStaffÊatÊtheÊearliestÊopportunity. 

 
6. Expira on & Return of Medica on 

a. Parents/guardiansÊareÊresponsibleÊforÊpickingÊupÊanyÊandÊallÊmedica onÊatÊtheÊendÊofÊtheÊprogram. 
b. IfÊpar cipantÊisÊenrolledÊinÊanotherÊprogramÊthatÊstartsÊimmediatelyÊa erÊtheÊendingÊprogram,ÊtheÊcurrentÊ

medica onÊandÊformsÊ(unlessÊotherwiseÊspecified)ÊcanÊs llÊbeÊused. 
c. ForÊtheÊpurposesÊofÊtheÊSacoÊParksÊandÊRecrea onÊDepartment,Êexpira onÊdatesÊareÊregardedÊasÊtheÊfirstÊdayÊ

ofÊtheÊexpira onÊmonth.ÊÊWeÊhaveÊconsultedÊwithÊpediatriciansÊandÊpharmacistsÊtoÊdetermineÊthis.ÊÊAsÊanÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊ
example,ÊaÊmedica onÊthatÊexpiresÊonÊ08/2017ÊisÊconsideredÊtoÊbeÊexpiredÊonÊ8/1/2017. 

d. ParentsÊareÊresponsibleÊforÊprovidingÊupdatedÊprescrip ons/medica onsÊpriorÊtoÊthemÊexpiring.ÊMedica onÊ
mustÊbeÊupdatedÊ1ÊweekÊpriorÊtoÊexpira onÊtoÊallowÊDepartmentÊadequateÊ meÊforÊdistribu on.ÊÊFailureÊtoÊ
keepÊmedica onsÊupÊtoÊdateÊwillÊresultÊinÊimmediateÊsuspensionÊofÊservices.ÊÊ 

e. InÊallÊcasesÊparents/guardiansÊareÊresponsibleÊforÊpickingÊupÊexpiredÊmedica onÊwithinÊtwoÊweek’sÊofÊaÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊ
program’sÊend.ÊÊAÊ$50.00ÊdisposalÊfeeÊwillÊbeÊissuedÊtoÊtheÊhouseholdÊaccountÊifÊtheÊmedica onsÊareÊnotÊ
pickedÊupÊwithinÊtheÊdeadline. 

7. Picking up and dropping off medica ons—how this impacts memberships 
a. AllÊemergencyÊmedica onsÊmustÊbeÊprovidedÊpriorÊtoÊtheÊprogramÊregistra onÊdeadline. 
b. MembershipsÊprovideÊaccessÊtoÊmanyÊprogramÊregistra onsÊsuchÊasÊSummerÊCamp,ÊSchoolsÊOutÊprograms,Ê

andÊTheater.ÊÊInÊorderÊtoÊmaintainÊanÊac veÊmembership,ÊallÊÊrequiredÊemergencyÊmedica onsÊmustÊbeÊkeptÊ
withÊtheÊSacoÊParksÊandÊRecrea onÊDepartment. 

c. ForÊfamiliesÊthatÊuseÊourÊprogramsÊoccasionallyÊandÊwouldÊlikeÊtoÊpickÊupÊemergencyÊmedica onsÊbetweenÊ
programs,ÊpleaseÊnoteÊthatÊduringÊtheseÊperiodsÊmembershipsÊwillÊbeÊsuspendedÊun lÊtheÊmedica onsÊareÊ
returned.ÊÊThisÊwillÊlimitÊaccessÊtoÊprogramÊregistra onÊwhileÊyourÊmembershipÊisÊsuspended. 
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Additional Policies on Medicines & Illnesses: page 16 
Emergency Medication & Non Prescription Medicinal Information 
Emergency Medica ons: AllÊEpiPensÊandÊInhalersÊonÊsiteÊmustÊadhereÊtoÊallÊSacoÊParksÊ&ÊRecrea onÊMedicalÊPolicies.Ê
RegardingÊotherÊmedica ons:ÊAllÊprescrip onÊmedicinesÊtakenÊatÊanyÊ me,ÊatÊhomeÊorÊatÊtheÊprogram,ÊmustÊbeÊ 
disclosedÊandÊdocumentedÊonÊtheÊPar cipantÊContactÊForm.ÊThisÊinforma onÊisÊrequiredÊinÊtheÊeventÊthatÊaÊcamperÊ
neededÊemergencyÊcare,ÊtheÊemergencyÊpersonnelÊwouldÊneedÊtoÊknowÊwhatÊmedica onÊtheÊchildÊcurrentlyÊtakesÊtoÊ
safelyÊtreatÊtheÊcamper.ÊÊFailureÊtoÊdiscloseÊthisÊinforma onÊorÊtoÊfollowÊtheÊprescribedÊdosageÊandÊfrequencyÊcanÊ 
resultÊinÊremovalÊfromÊourÊprogram.ÊThisÊinforma onÊwillÊbeÊkeptÊconfiden alÊandÊisÊforÊtheÊsafetyÊandÊwellÊbeingÊofÊ
yourÊchild,ÊtheÊotherÊchildrenÊonÊcampÊandÊourÊstaff. 

 
Non-Prescrip on Medica ons: Non-prescrip on medica ons are not allowed at camp.  ExamplesÊofÊ 
non-prescrip onÊmedica onsÊinclude: 

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

camper’sÊforÊsafetyÊconcerns. 
 

IfÊanyÊnon-prescrip onÊmedica onsÊareÊfoundÊinÊaÊcamper’sÊbag,ÊtheyÊwillÊbeÊconfiscated.ÊÊThisÊmayÊalsoÊ 
resultÊinÊremovalÊfromÊtheÊprogram. 

Contagious Diseases 
AnyÊpar cipantÊwithÊanyÊofÊtheÊfollowingÊorÊotherÊsimilarÊcondi onsÊmustÊbeÊremovedÊfromÊtheÊprogram:Ê 
Conjunc vi sÊ–ÊHeadÊLiceÊ–ÊImpe goÊ–ÊRingworm.ÊÊ 
ChildrenÊwithÊheadÊliceÊmayÊreturnÊtoÊaÊprogramÊfollowingÊtreatment. 
 
No fying the office: parentsÊareÊremindedÊtoÊcheckÊtheirÊchildrenÊforÊanyÊpossibleÊliceÊinfesta onsÊandÊalertÊusÊtoÊtheirÊ
occurrence. ÊItÊisÊveryÊimportantÊthatÊparentsÊreportÊtoÊusÊifÊyourÊchildÊhasÊrecentlyÊshownÊsymptomsÊandÊthatÊtheyÊ
haveÊbeenÊtreated.ÊÊTheseÊupdatesÊgiveÊourÊstaffÊtheÊinforma onÊtheyÊneedÊtoÊcleanÊourÊfacilityÊasÊrequiredÊwithÊ 
poten alÊliceÊexposure,ÊandÊmonitorÊcontactÊbetweenÊpar cipantsÊtoÊpreventÊtheÊspreadÊofÊlice.ÊÊAsÊalwaysÊweÊwillÊ
treatÊthisÊinforma onÊconfiden allyÊandÊappreciateÊyourÊcoopera on.ÊÊFailureÊtoÊreportÊthisÊinforma onÊmayÊresultÊinÊaÊ
parentÊhandbookÊinfrac onÊfeeÊbeingÊbilled.Ê 

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

· *FailureÊtoÊpickÊupÊwithinÊanÊhourÊofÊno fica onÊwillÊfollowÊlateÊpickÊupÊfeeÊpolicies. 



 City of Saco, Maine 
  

Parks & Recreation Department Telephone: (207) 283-3139 
75 Franklin St.  
Saco, ME 04072-1538 E-mail: parksandrec@sacomaine.org 

      

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 Recrea on shall follow the policies and procedures  
detailed below regarding pick-ups of all program par cipants. 

 
1. AbsentÊaÊCourtÊOrderÊtoÊtheÊcontrary,ÊparentsÊandÊlegalÊguardiansÊmayÊpickÊupÊtheirÊchildÊatÊSacoÊParksÊandÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊ

Recrea onÊProgramsÊuponÊpresenta onÊofÊID,ÊprovidedÊtheyÊareÊlistedÊonÊtheÊoriginalÊprogramÊregistra onÊform.ÊÊIfÊ
aÊCourtÊorderÊbarsÊorÊlimitsÊtheÊrightsÊofÊeitherÊparentÊorÊguardian,ÊthatÊorderÊshouldÊbeÊpresentedÊtoÊtheÊCityÊforÊitsÊ
recordsÊandÊreviewÊbeforeÊtheÊenrollmentÊofÊtheÊpar cipant. 

 
2. SacoÊParksÊandÊRec.ÊwillÊassumeÊthatÊparentsÊandÊguardiansÊhaveÊconsultedÊandÊagreedÊasÊtoÊtheÊnamesÊofÊanyÊthirdÊ

par esÊ(friends,Êgrandparents,ÊotherÊrela ves,ÊnewÊspouses,Êetc)ÊwhoÊmayÊalsoÊpickÊupÊaÊchild.ÊÊOnlyÊthoseÊthirdÊ
par esÊwhoseÊnamesÊappearÊonÊtheÊoriginalÊPick-UpÊAuthoriza onÊFormÊmayÊpickÊupÊaÊchild.ÊÊAsÊwithÊparents/
guardians,ÊallÊauthorizedÊthirdÊpar esÊmustÊalsoÊpresentÊphotoÊIDsÊatÊtheÊ meÊofÊanyÊpick-up. 

 
3. IfÊoneÊorÊanotherÊparentÊorÊguardian,ÊduringÊtheÊregistra onÊprocess,ÊÊrequestsÊorÊa emptsÊtoÊ“strike”ÊorÊbarÊaÊthirdÊ

partyÊonÊtheÊregistra onÊformÊfromÊbeingÊallowedÊtoÊpickÊupÊaÊchild,ÊandÊabsentÊaÊCourtÊorderÊdirec ngÊsuchÊac on,Ê
thatÊa emptÊorÊrequestÊwillÊbeÊviewedÊasÊaÊ“Dispute”ÊunderÊthisÊpolicy,ÊandÊtheÊDepartmentÊwillÊfollowÊtheÊpolicyÊ
setÊforthÊbelowÊinÊSec onÊ4Ê(parent/guardianÊpickÊupÊonly;ÊnoÊthirdÊpartyÊpick-ups)Êun lÊsuchÊ meÊasÊeitherÊaÊCourtÊ
OrderÊisÊproducedÊauthorizingÊtheÊprohibi on,ÊorÊtheÊparents/guardiansÊreachÊaÊcommonÊagreementÊasÊprovidedÊ
belowÊpermi ngÊauthorizedÊthirdÊpar esÊtoÊpickÊup. 

 
4. IfÊaÊdisputeÊarisesÊbetweenÊparentsÊorÊguardians,ÊatÊanyÊ meÊandÊinÊtheÊsoleÊopinionÊofÊtheÊDepartment,ÊoverÊtheÊ

issueÊofÊwhoÊmayÊpickÊupÊaÊchild,ÊtheÊDepartmentÊwillÊimmediatelyÊtherea erÊbarÊthirdÊpar esÊfromÊpickingÊupÊtheÊ
childÊregardlessÊofÊwhetherÊsuchÊthirdÊpar esÊareÊlistedÊonÊtheÊoriginalÊPick-UpÊAuthoriza onÊForm,ÊorÊhaveÊpickedÊ
upÊinÊtheÊpast.ÊÊInÊcasesÊofÊdispute,ÊtheÊDepartmentÊwillÊonlyÊturnÊoverÊaÊchildÊtoÊeitherÊaÊparentÊorÊguardianÊun lÊ
suchÊ meÊasÊeitherÊaÊCourtÊOrderÊdirectsÊotherwise,ÊorÊun lÊtheÊparents/guardiansÊreachÊaÊcommonÊagreementÊasÊ
toÊwhichÊthirdÊpar esÊmayÊpickÊupÊtheÊchild.ÊÊIfÊtheÊparents/guardiansÊreachÊaÊcommonÊagreement,ÊtheyÊwillÊbothÊ
beÊrequiredÊtoÊre-execute;ÊinÊperson,ÊaÊPick-UpÊAuthoriza onÊFormÊatÊtheÊDepartment’sÊmainÊoffice. 

 
5. ShouldÊaÊparent/guardianÊinadvertentlyÊorÊinten onallyÊomitÊtheÊnameÊofÊtheÊotherÊparent/guardian,ÊandÊprovidedÊ

suchÊotherÊparentÊorÊguardianÊcontactsÊtheÊDepartmentÊandÊrequestsÊtoÊbeÊaddedÊtoÊtheÊpick-upÊlist,ÊtheÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊ
DepartmentÊwillÊtreatÊtheÊomissionÊasÊaÊ“Dispute”,ÊandÊtheÊpolicyÊsetÊoutÊinÊSec onÊ4ÊaboveÊ(parent/guardianÊpick-
upÊonly)ÊwillÊbeÊfollowedÊun lÊsuchÊ meÊasÊeitherÊaÊCourtÊorderÊisÊproducedÊauthorizingÊtheÊexclusionÊofÊtheÊoneÊ
parent/guardian,ÊorÊanÊagreementÊisÊreachedÊbetweenÊtheÊparent/guardians. 

 
6. IfÊaÊdisputeÊrequiresÊtheÊDepartmentÊtoÊsecureÊlegalÊadviceÊasÊtoÊtheÊnatureÊandÊeffectÊofÊanyÊCourtÊorder,ÊtheÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊ

parents/guardiansÊwillÊbeÊchargedÊ$115.00ÊforÊthatÊwork,ÊsuchÊcostÊaddedÊontoÊtheÊpar cipant’sÊprogramÊfees. 
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Discipline Policy and Core Values: page 18 

Infraction of Handbook Policies for Parents/Guardians 
IfÊweÊreceiveÊaÊreportÊofÊhandbookÊpolicyÊviola onÊfromÊanyÊSacoÊParksÊandÊRecrea onÊprogram,ÊaÊfeeÊmayÊbeÊ
assessed.  DependingÊonÊseverity,Êinfrac onsÊmayÊresultÊinÊwarnings,Êfines,ÊaÊmee ngÊwithÊtheÊdepartmentÊ
director,ÊorÊremovalÊfromÊourÊprogramÊdependingÊonÊseverity. 
 

Examples include: lateÊregistra ons,ÊyellingÊatÊstaff,ÊnotÊfollowingÊcheck-inÊorÊcheck-outÊprocedures,ÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊ
incompleteÊorÊoutdatedÊinforma onÊonÊaÊcontactÊsheet,ÊnotÊbeingÊaccessibleÊ(badÊphoneÊnumberÊorÊvoicemailÊ
isÊfull),Êetc.ÊÊÊ 
 

IfÊthereÊareÊques ons,ÊpleaseÊemailÊparksandrec@sacomaine.orgÊsoÊweÊmayÊconsiderÊtheÊinquiry.Ê 

Overview for Program Participants 
SacoÊParksÊandÊRecrea onÊhasÊworkedÊoverÊtheÊyearsÊtoÊdevelopÊaÊfairÊpolicyÊwhenÊitÊcomesÊtoÊhandlingÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊ
disciplinaryÊsitua onsÊinÊourÊprograms. ÊThisÊpolicyÊisÊalwaysÊevolving. ÊAsÊweÊdevelopÊourÊpolicies,ÊfactorsÊweÊ
considerÊincludeÊdevelopmentalÊbenchmarksÊforÊeachÊageÊgroupsÊandÊprovidingÊconsistentÊexpecta onsÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊ
betweenÊschoolÊandÊourÊprogramsÊtoÊcreateÊaÊfamiliarÊsystemÊforÊparentsÊandÊpar cipants. ÊMostÊsitua onsÊ
fallÊunderÊoneÊofÊtheÊfollowingÊcategories: 
· DefianceÊorÊnon-compliance 
· Disrup on 
· InappropriateÊlanguageÊorÊbehavior 
· PhysicalÊcontactÊorÊaggression 
· andÊPropertyÊmisuse 
 
OurÊgoalÊisÊtoÊcreateÊaÊlearning-teachingÊenvironmentÊinÊourÊprogram. ÊWeÊunderstandÊthatÊallÊchildrenÊa endÊ
SPRÊprogramsÊforÊtheÊfunÊandÊsafeÊenvironmentÊweÊoffer,ÊandÊitÊisÊourÊgoalÊtoÊworkÊwithÊpar cipantsÊtoÊhelpÊ
themÊachieveÊsuccessÊatÊourÊprogramsÊwhenÊissuesÊoccur. ÊShouldÊsitua onsÊhappenÊinÊourÊprogramsÊthatÊÊÊÊÊÊÊÊÊÊÊ
requireÊdisciplinaryÊa en on,ÊourÊprogramÊstaffÊareÊtrainedÊtoÊfollowÊstepsÊthatÊinclude:ÊtalkingÊtoÊallÊpar esÊ
involvedÊtoÊgetÊtheÊbestÊsenseÊofÊwhatÊhappenedÊandÊcreateÊresolu on;ÊtalkingÊtoÊstaffÊwhoÊwitnessedÊtheÊÊÊ
incident;Êdocumen ngÊtheÊincidentÊonÊaÊreportÊform;ÊandÊinformingÊparents/guardians. 
 
InÊtheÊeventÊofÊrepeatedÊorÊsevereÊbehaviors,ÊitÊmayÊbeÊnecessaryÊtoÊdiscussÊifÊanyÊdisciplinaryÊconsequencesÊ
shouldÊbeÊins tuted. ÊProgramÊstaffÊworkÊwithÊourÊfull- meÊstaffÊandÊdepartmentÊadministra onÊinÊtheÊÊÊÊÊÊÊÊÊÊÊÊÊÊ
majorityÊofÊtheseÊdecisions. ÊConsequencesÊcanÊincludeÊaÊdiscussionÊwithÊparents,Ê meÊoffÊfromÊtheÊprogram,Ê
andÊinÊsomeÊcases,ÊremovalÊfromÊtheÊprogram.Ê RemovalÊdecisionsÊareÊnotÊtakenÊlightlyÊandÊtypicallyÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊÊ
incorporateÊmee ngsÊwithÊparentsÊtoÊdiscussÊtheÊincidentÊandÊnextÊbestÊstepsÊforÊeveryone. 
 
WeÊstriveÊtoÊprovideÊaÊprogramÊthatÊconsidersÊtheÊsafety,Êneeds,ÊandÊwell-beingÊofÊallÊourÊpar cipants,ÊandÊ
appreciateÊyourÊsupportÊinÊreinforcingÊwithÊyourÊchildrenÊourÊexpecta ons.ÊIfÊyouÊhaveÊanyÊques onsÊaboutÊ
ourÊdisciplinaryÊprotocols,ÊpleaseÊemailÊatÊparksandrec@sacomaine.org. Ê 


