[image: image1.png]




 20841 Ventura Boulevard Woodland Hills, CA  91364  (  (818) 348-PLAY  (  www.otbee.com
OTB CENTER POLICIES & PROCEDURES  - 2017
Classes are GREAT, and business is booming thanks to you! THANK YOU! We appreciate you trusting us with your children, and being such an intricate part of our program. Please take note of the following policies and procedures in place at the OTB Center in Woodland Hills:

1) Classes are capped at 10 and 12 students (12 students is only for YB classes). If a class is full, you will not be allowed to join if the maximum number of students is present. There are no exceptions to this rule.

2) All attendees/students must register for classes. You must do this online.  The front desk will no longer be registering people for classes, or canceling them out of a class.  We purposely obtained the software that we did so that clients can have complete control of their accounts in honor of flexibility.
3) If you are more than 10 minutes late to class without calling us, your spot can and will be given away to someone on the waiting list.

5) Classes do not roll over if you are on a membership. You have a certain number of classes to use during your 30 day billing cycle. If you don't use them, you lose them. They cannot be given away.

6) We do not offer refunds for any reason. There is no exception to this policy. Rather, in certain and approved circumstances, a class credit may be given. This is at the discretion of the Owner. 
7) If you are on a membership and want to cancel so that you are not billed again, it is your responsibility to do this yourself online and timely. A refund will not be issued if you fail to do this.
8) We don't give refunds or class credits for illnesses, vacations, nap schedule changes, etc. 

9) When we have clients/customers in class who have privacy issues, NO PHOTOS will be permitted to protect their confidentiality. Parents not respecting this request will be asked to leave and a class credit will be issued to attend another class. 
10)  If you are enrolled in a  class that is full, and you do not show up, or call us to cancel you out before class time, you will be charged for the spot taken in class.  If you call to cancel, you must get the name of the person you spoke with so there are no miscommunications.  This is also expected to be done by you online, but we understand time may be an issue in this regard (last minute situations, etc.)
11) Those interested in purchasing Monthly Members need to know that they require a 6-month commitment to “auto-pay”.
We appreciate your cooperation and acknowledgement of these policies and procedures. If you have questions, please email registration@otbee.com. Thank you.
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