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Newton Parks, Recreation & Culture Department       
246 Dudley Road, Newton, MA 02459 
Office: (617) 796-1500  
parks@newtonma.gov 
 

Class and Program Proposal Form 
A separate proposal is required for each proposed class or program. 
 

Instructor/Company Information 
Instructor/Company Name:             
Address:         Phone:      
Email:                
Are you able to provide proof of insurance and list Newton Parks, Recreation & Culture as additionally 
insured?               
Will you be the person running the class or do you hire additional staff?       
Do staff have background checks completed annually?         
Have you run classes or programs for Newton Parks, Recreation & Culture before?  If no, please provide a 
reference:               
How do you plan on marketing this program?         
            
Class/Program Information 
Class Title/Offering:              
To your knowledge, is this program currently being offered in the City?         
Class description (please feel free to include marketing materials):       
               
               
                
Participant Ages/Grades:     Instructor/Student Ratio:     
Length of Class:      # of Weeks it Runs:      
Minimum # Participants:     Maximum # Participants:     
Cost of Program for Participants:    % or $ for Newton Parks, Rec & Culture:   
Special requirements to participate (specific equipment needed that isn’t provided, materials fees, previous 
experience, etc):             
                
Facility requirements:             
                
Proposed Schedule (please provide 1st choice, 2nd choice in case your desired day/time is not available:  
               
                
Type of Partnership: (see page 2)            
Other Comments:             
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Types of Partnerships and Requirements 
Partnerships will be evaluated on a regular basis 

 
1. Renter – See Building Permit or Field Permit for this option 

a. Instructor/Company rents field or building space from Newton Parks, Recreation & Culture and 
completes a short term rental contract or a license agreement for a long term rental.    

b. Instructor/Company provides the City with Liability Insurance for use of public space and is 
responsible for any damage caused by running their program. 

c. Partnership is as a renter and Instructor/Company independently markets their own program, 
collects all fees and registers participants.   

2. Become a vendor or contracted service with Newton Parks, Recreation & Culture 
a. Pending approval from the department, instructor/Company gets set up as a vendor with the 

City of Newton providing a W9, proof of background checks on employees, certificate of liability 
insurance, license agreement if applicable, and other necessary documents.   

b. Any income potential of $25,000.00 or higher requires a formal bid process. 
c. Instructor/company works with Parks, Recreation & Culture to secure time and space (permit) 

to run their program and offers programming at a pre-determined time. 
d. Vendor brings in all materials and supplies needed to run their program. 
e. Vendor invoices the City for services provided. 
f. Registration is run through the department with the department collecting fees and paying the 

instructor/company as a vendor.   
g. Program fees charged to participants will cover all program costs including vendor fees, 

building/permit fees, administrative costs, etc. Additional fees can range anywhere between 10 
– 35% depending on additional requirements for the program. 

h. Complete any necessary reports including accident, injury or incident reports and submit to 
department within 24 hours. 

3. Become a seasonal employee with Newton Parks, Recreation & Culture 
a. Pending approval from the department, instructor fills out City of Newton paperwork and 

becomes a part time, seasonal, non-benefitted employee with the department as a certified 
instructor, assistant instructor, or other applicable job title. 

b. Instructor works with Parks, Recreation & Culture to secure time and space to run their 
program and offers programming at a pre-determined time 

c. Registration is run through the department with the department collecting fees and paying the 
instructor an hourly rate. 

d. Program fees charged to participants will cover all program costs including instructor fees, 
building/permit fees, administrative costs, program materials, etc. 

e. Complete any necessary reports including accident, injury or incident reports and submit to 
department within 24 hours. 
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