Standard Operating Procedures for Schools and FMCs
Division of Financial Operations

Chapter: Extended Use of School Buildings Topic: 5 — Regulations Governing the
Extended Use of School Facilities

Applicants are responsible for adhering to all applicable provisions of this
chapter, including the regulations set forth below.

5.1 Permit holders shall exercise the utmost care in the use of school premises
and property; make good any damage arising from the occupancy of any
part of school premises; and save harmless the Board of Education from
any claim, loss, or damage by reason of any act on the part of the permit
holder, its members, officers, employees and agents, or any person using
or coming upon the premises by invitation or with the permission of the
permit holder.

5.2 The use of school facilities must be in accordance with federal law, New
York State law, local law and Board of Education policies.

5.3 The primary use of school premises must be for Board of Education
programs and activities.

5.4 Every group or organization must have an approved Permit to use a
school's premises.

5.5 After Board of Education programs and activities, preference will be given
to use of school premises for community, youth and adult group activities.

5.6 In addition to the use described in items 2.11, 5.3 and 5.5, school premises
may also be used for the following purposes:

5.6.1 For the purpose of instruction in any branch of education,
learning or the arts; examinations; graduations;

5.6.2 For holding social, civic and recreational meetings and
entertainment, and other uses pertaining to the welfare of the
community; but such uses shall be non-exclusive and open to the
general public;

5.6.3 For polling places for holding primaries, elections and special
elections for the registration of voters;
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5.6.4 For conducting candidate forums, provided all candidates are
invited to participate. Permit applications for such forums must
include a written representation that all candidates have been
invited to participate. Once approved by the school and the
superintendent, the Permit must be submitted to the Office of
Community School District Affairs for approval,

5.6.5 For civic forums and community centers in accordance with
applicable law;

5.6.6 For recreation, physical training and athletics, including
competitive athletic contests of children attending nonpublic,
nonprofit schools; and

5.6.7 For such other uses as may be authorized by law.

5.7 School Buildings may not be used for conducting political events, activities
or meetings except as indicated in 5.6.4 above. Political events, activities
or meetings include but are not limited to:

5.7.1 Use of any school by a person, group, organization, committee, etc.
on behalf of, or for the benefit of, any elected official, candidate,
candidates, slate of candidates or political organization/committee
except as indicated in 5.6.4 above; and

5.7.2 Rallies, forums, programs etc. on behalf of, or for the benefit of any
elected official, candidate, candidates, slate of candidates, or
political organization/committee as indicated in 5.6.4 above; and

5.8 No candidate for public office or elected official seeking re-election may
use any school building during the 60 calendar days prior to a primary
and/or election, except if directly related to the elected official’s public
duties and responsibilities.

5.9 Organizations requesting space where fund-raising or solicitation or
acceptance of donations will take place, must observe the specific rules
outlined in 2.11.
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School premises may not be used for commercial purposes, except for
flea market operations authorized pursuant to Regulation of the
Chancellor, A-650.

No outside organization or group may be allowed to conduct religious
services or religious instruction on school premises after school. However,
the use of school premises by outside organizations or groups after school
for the purpose of discussing religious material or material which contains a
religious viewpoint or for distributing such material is permissible.

Classrooms and offices must be left in the same condition in which they
were found. Desks, displays, papers, etc., shall not be disturbed.

Masking tape, plastic tape and similar substances shall not be used to
affix materials to painted surfaces or chalkboards.

Where services by Board of Education employees are required by these
regulations, the applicant organization is responsible for all charges
incurred.

5.14.1  When shop rooms, home economics rooms, or similar rooms
with special equipment are required, a licensed Board of
Education teacher must be assigned.

5.14.2  Where kitchen equipment is to be used in the preparation of
food, an Office of School Food and Nutrition Services
employee must be assigned.

5.14.3  For the use of audio-visual equipment, public address
systems, stage lighting, pianos and similar items, prior
approval of the principal must be obtained in writing, with a
copy attached to the Permit Application. Only Board of
Education assigned persons may operate school equipment.
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5.14.4  For the use of swimming pools, one Board of Education
licensed swimming teacher or a licensed Board of Education
teacher with current American Red Cross Water Safety
Instructor's certification must be assigned for every 25 pool
participants. All persons participating in pool activities must
have their head and shoulders above the water at the shallow
end of the pool. No more than 40 persons may utilize the pool
at any one time. The appropriate Department of Health
regulations regarding the use and operation of swimming pools
must be observed.

5.14.5 Scuba Diving instructors must hold a license or
certificate indicating special training. One instructor
must be provided for every 25 pool participants.

5.15 Athletic fields, gymnasiums, auditoriums, swimming pools and other
large areas shall not be scheduled in a way that creates an
unreasonable restriction of use by others.

5.16 Title 27, Chapter 4, Sub-Chapter 28, Section 27-4256(b) of the
NYC Administrative Code mandates that “in all places of public
amusement or entertainment not provided with (uniformed members
of the Fire Department), there shall be employed by the owner
or proprietor thereof, one or more persons who possess a
certificate of fitness as a fireguard issued by the commissioner, who
shall be on duty continuously in the main audience area during the

performance to protect and guard the occupants of such buildings from
fire and other sources of danger.”

THE APPLICANT SHALL BE RESPONSIBLE FOR COMPLIANCE
WITH THIS SECTION.

5.17 The number of tickets sold or the number of persons admitted
must not exceed the capacity listed on the fire regulations for the
area.
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5.18 Those patrticipating in athletic activities in the gymnasium
must wear sneakers.

5.19 Tips shall not be solicited or accepted on school premises.

5.20 Boxing and wrestling shall not be permitted on school
premises.

5.21 Gambling shall not be permitted on school premises.

5.22 Intoxicating substances shall not be brought to nor consumed

upon school premises.

5.23 The selling of refreshments on school premises shall be
prohibited unless specifically approved on the Permit.

5.24 Organizations using school premises are responsible for providing
appropriate security and supervision of the program activity. The
organization must provide appropriate building security at the main
door, and supervision in the room or rooms in which the activities
are being conducted. This supervision and security shall be
provided by a responsible, mature adult.

5.25 Responsible adults must be in attendance at all times when
youth groups are using school premises.

5.26 Permits cannot be extended beyond midnight unless special
permission has been granted by the Community School District or

High School or Citywide Special Education Superintendent, as
applicable.

5.27 No group or organization which invites members of the public to a
meeting in a school facility may exclude persons on the basis of
race, religion or any other impermissibly discriminatory reason.

SOPM - Extended Use of School Buildings
Date: October 2001 (Revised)



Standard Operating Procedures for Schools and FMCs
Division of Financial Operations

Chapter: Extended Use of School Buildings Topic: 5 — Regulations Governing the
Extended Use of School Facilities

5.28 Permits are not transferable. Organizations receiving a Permit

may not transfer a portion of the premises covered by the Permit
to another organization or group.

5.29 Organizations may not use the address of school premises as a
mailing address.

5.30 THE CENTRAL BOARD OF EDUCATION OR COMMUNITY
SCHOOL BOARD MAY REVOKE A PERMIT FOR VIOLATION
OF THE RULES AND REGULATIONS CONTAINED IN THIS

CHAPTER OR ANY OTHER APPLICABLE LAWS AND
REGULATIONS.
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