City of Lawrence
Parks, Recreation and Culture

SUBJECT Policy APPLIES TO

Refund Policy Procedure Parks, Recreation and Culture
Department

EFFECTIVE DATE REVISED DATE NEXT REVIEW DATE

March 19, 2026

IAPPROVED BY TOTAL PAGES POLICY NUMBER

Lindsay Hart, Interim Director |3

Purpose: The purpose of thispolicyis to define the process and requirements for providing refunds
for Lawrence Parks, Recreation and Culture programs and services.

This policy covers 3 program and service areas:

Programs, classes and leagues
Park, shelter, and facility reservations
Recreation Center memberships

1. PROGRAMS, CLASSES AND LEAGUES

Summary: The Department offers a variety of recreational programs for all ages and abilities.
Although many programs are supported by tax subsidies and other City resources, program
sustainability mayalso require fees to be paidfromparticipants. The Department follows established
best practices, market trends, andthecostrecovery model to determine appropriate fees. Classnon-
participation andrefunds can affect other communitymembers signed up for an activity, paid class
instructors, performance metrics, costrecovery goals, Departmentrevenues, and the ability to offer
similar activities in the future.

A. Cancellations/Refunds
1.In orderto maintain minimumclass size and classschedule stability, the Department requires

class or activity cancellations to be requested at least five (5) business days prior to the
activity startdate. Businessdays are Monday through Friday and exclude City holidays. As an
example, a class beginning ona Mondaywould require a cancellation andrefund request to
be made no later than the previous Monday by close of business at 5 pm.

Cancellation requests can be made via the Parks, Recreation and Culture e-mail address
LPRD@lawrenceks.gov or to the Administrative Office phone line at

(785) 832-3450. A phone or e-mail request can also be made to the staff programmer
responsible for the activity.

Refundswill be providedin the same method payment wasmade, withthe exception of cash
(no cash refunds). A credit on the RecTrac household account is an additional option.
Refundsor credits will be honored to anyregistrant withoutreason, so longas the request is
made at leastfive (5) working days prior to thefirst day of the program. All refunds initiated
by the participant are subjectto a 5% cancellation charge. Please allow up to 60 days for the
city to process refunds. Credits will not be subject to a 5% cancellation charge.

B. Transfers



1.If the transfer from one classor activity toanother can be accomplished so it does not impact

the minimumor maximumnumber of program participants for either activity, such atransfer

should berequestedat least five (5) business days in advance due the necessary approvals
from bothprograms. Requests to transfer to programs that are already at capacity will be
denied.

2. Any additional cost of the new program must be paid at the time of the transfer to the new

class

3.Ifthe cost ofthe new classis lessthanwhat waspaid for the initial class/activity, the difference

will be refunded.

4. Transfers will not be subject to a 5% cancellation charge.

Classes Cancelled Due To Low Participation
1.Classescancelled bythe Parks, Recreationand Culture Department due to low participation

will be eligible for a full refund.

2. Any paymentsmade by the City of Lawrence Human Resources Department as part of the

BeHealthy programwillbe refundedto the Human Resources Department {not the City
employee).

Classes Cancelled Due To Weather
1.Upto one week of classes per sessionmaybe cancelled, due to severe weather, without a

makeup session. Refunds or credits will not be issued.

2.Subsequent cancellations will result in a refund, credit, or make-up class.

Class Changes Due To Customer Service Needs

1.

If a participant takes a class andis unsatisfied with the results of the class after the first or
secondsession, theymay receive a pro-ratedrefundforremaining classes if the withdrawal
will not impact minimum participation requirements.

If the participant is no fonger able to participate in future classes due to serious iliness or
medical reasons, moving outof Douglas County, or safety considerations they may receive a
pro-rated refund for remaining classes if the withdrawal will not impact minimum
participation requirements.

3.Class withdrawals and refunds require approval from the Programmer or Supervisor.
4, Any payments made by the City of Lawrence Human Resources Department as part of the

BeHealthy programwill be refundedto the Human Resources Department (not the City
employee).

Items Not Eligible For Refund
1.Pre-purchased items such as jerseys, tickets, and camp supplies are non-refundable.

. Refunds For Credit On Individual

1.No credits can remain on account for longer than one year.
2.Credits of $10.00 or less for more than one year from the date of the credit will not be

refunded and will be donated to the scholarship fund.

3.Credits of $10.01 or greater will be refunded one year from the date of the credit.

Processing can take up to two months.

PARK/SHELTER/FACILITY RESERVATIONS



Summary: The Department offers park, shelter, andfacilityreservations. Although many programs
are supported by tax subsidiesand other City resources, facility sustainability may alsorequire fees to
be paid from renters. The Departmentfollows established bestpractices, market trends, andthe cost
recovery model to determine appropriatefees. No-showsand refunds can affect other community
memberswhowishto usethese facilities, staff preparation time, performance metrics, cost recovery
goals, Department revenues, and the ability to offer similar services in the future.

A. Cancellations/Refunds

1.All shelters, gazebos, parks and facility rental fees are non-refundable and non-
transferable.

2.All facility rental fees must be paid at the time of reservation, unless a payment
schedule has been prearranged. All facility rental fees are refundable within 10
business days of the reservation process date. After 10 business days of the
reservation process date, refunds and credits (which include transfers) will not be
given for no-show or cancelled reservations. Refunds and credits will not be given for
no-show or cancelled reservations.

3.For questions regarding special circumstances, please contact the appropriate
Recreation Facility Operations Supervisor or the Administrative Office in South Park.

3. AQUATIC CENTER AND RECREATION CENTER MEMBERSHIPS

Summary: The Department offers Aquatic Center and Recreation Center Memberships. Although
many programsare supported by tax subsidies and other City resources, facility sustainability may
alsorequirefeesto be paidfrom users. The Department followsestablished best practices, market
trends, and the cost recovery model to determine appropriate fees.

A. Cancellations/Refunds
1.Refunds are available for Annual Pool and Recreation Center Memberships.
2.A 50% refund will be given if the membership is cancelled prior to 6 months.
3. After 6 months the membership will be non-refundable.
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