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CPS Frequently Asked Questions – Schools
Is ‘Early Opening’ allowed?

No.  ‘Early Opening’ is not allowed for staff prior to the building opening.  ‘Early opening’ is only permissible when there is a student activity and a permit is created.
Can a school create a permit for moving furniture?
Permits created for the movement of furniture are not allowed and will not be approved by the Borough Center.  
Can a school request ‘Special Services’ for an event?
Schools should request prior approval before requesting ‘Special Services’ for an event.  Schools should contact their CFN Network Extended Use designee regarding pre-approval.  The CFN Network will then liaise with the Borough Center to obtain pre-approval and advise their school accordingly.
What is a ‘Blanket Permit’ and are they permissible?
A ‘Blanket Permit’ is a permit that is created covering an unusually extensive date range and hours per day.  ‘Blanket permits’ will not be approved by Borough Centers.  Extended Use Permits should be submitted for specific events and activities covering specific time frames.
How does one gain access to CPS?

School users obtain access to CPS by contacting their network Data/It team member.

What is the role of CFN networks in supporting Extended Use?
CFN networks are the primary point of contact for schools.  CFN Extended Use designees assist schools and build capacity around Extended Use permit processing.

CFN designees will liaise with Borough Center staff as needed to resolve issues and answer inquiries.
CFN designees will be advised by Borough Center staff when permits are rejected and advise their schools accordingly. 
How long before an event date should an Extended Use Permit be requested?
In order to allow for Borough Centers to review permits, custodial staff to ensure proper staffing levels and for the provision of Safety Agents, permits should be submitted 3wks ahead of an event start date.  Failure to enter a permit in a timely manner can lead to the permit not being approved, security not being assigned and/or the event having to be cancelled.
How long before an event start time can a permit be requested?

Permits should be created to mirror actual start and end times for an activity.  Approval of permits starting and ending more than 15 minutes before and/or after on event should be scrutinized prior to approval.
How long before an event start time can Security Agents be requested?
Security Agents should not be requested prior to 4pm on regular school days.  The request for security agents should mirror the start and end time for the permit request while making reasonable allowances for extenuating circumstances e.g. disbursement of a large gathering.
How are permits created in CPS?

School data entry staff create permits via the ‘Create Permit” link found in the ‘CPS Options’ tab
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***Please note that data entry staff MUST click ‘NEXT’ on the bottom of the ‘Organization Information’ tab and ‘Submit’ on the bottom of the ‘Permit Details’ tab.  Failure to do so will result in the permit not proceeding to the next level of approval at the Borough Center.***

How are permits approved at the school level?
School approvers are able to view permits that are ‘awaiting approval’ on their CPS home page. There is a section titled ‘Permits Awaiting Approval.
By clicking on the respective number of permits awaiting approval for School and/or CBO permits a school approver will see a detail of the permits awaiting approval.  By clicking on individual permit numbers and navigating to the permit details page the permit would be approved by clicking the ‘Submit’ button.  More detailed information can be found in the document titled ‘Permit Help’ located in the ‘Help’ section on the CPS toolbar.
How is a Principal advised of pending permit requests?
Principals can view the ‘Permit Awaiting Approval’ section of the home page to see pending permits.  Please note that principals do not receive email communications in regards to pending permits awaiting approval.  Therefore it is crucial that data entry personnel are in communication with their school level permit approvers, in most cases the principal, in regards to permits that have been submitted and are awaiting school level approval.
Why would a permit that has been submitted not appear as awaiting Principal approval?
Please see the above note regarding the data entry process for permit creation.
***Also, permits that are submitted by data entry staff that do not include ‘Permit Details’ will not appear as a ‘Permit Awaiting Approval’ on the Approver’s Home Page.***
My Principal (or School Approval Designee) has created a permit and the permit is not awaiting school level approval?
Permits created by Principals, other school level approval designees and CFN staff are automatically submitted to the Borough Center for approval.
How can I find a permit # and/or check the status of a permit?
If the permit # is unknown a user can browse for ALL permits (no matter the level of approval or lack thereof) for a specific school via the ‘Permit Browse’ link and identify the specific permit by start date or other relevant information.  The ‘Permit Browse’ link can be accessed via the ‘Advanced Search’ link on the CPS home page.
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Users can also use the ‘Advanced Search’ link to access the ‘Unprocessed Permits’ link  The unprocessed permits link will only show permits that have been approved at the school level and are awaiting further approval.  More detailed information can be found in the document titled ‘Permit Help’ located in the ‘Help’ section on the CPS toolbar.
Does School Level approval mean the permit is completely approved?
No. After a request for a permit is approved at the school level the permit then goes to the Borough Center for review and approval.  Once approved by the Borough Center the Principal and Custodian receive a confirmation email.  

After Borough Center approval there are two levels of Safety approval.  The First Level is completed by the School Safety Office and generates a control #.  The Second and final approval is by the Borough Commander and ensures that Safety Agents are assigned accordingly.
How is a control # for Safety Agents assigned?

There are two approval levels for Safety Agents.  The School Safety Office will only become aware of a pending ‘Permit Awaiting Approval’ when the permit is fully completed and approved by the Borough Center with accounting information.  School Safety Office approval generates a control #.  The second level of approval is completed by the Safety Borough Commander.  Safety Borough Commanders are responsible for assigning Safety Agents.
Where can one find the safety control #?
The safety control # can be found by clicking on the ‘Comments History’ tab in the permit line item screen[image: image3.png]REQUESTED ACTUAL
e Mool SSA's Tmefrom  TmeTo  Type NootSsas Tmerom  TimeTo
ssa1 1 08:00am | v 05:00 pm SsA1 1 08:00am |¥| |05:00 pm | ¥
ssa2 Too0pm v o0pm | sk Troopm ] [zo0mm
ssas Too0pm v o0pm | ssas T200pm]v| (12000
554 Scamner 1200pm v 1200pm v SsA Scamner T200pm]v] [12000m ]
oers 1200pm v 12005m v omers Boopn]| [Zoosm]v
Comments .
e s i
R close

‘SCHL SAFETY(TFRELI-10-7-7042-1453
ON: 20110119 09.35




How does a school request space at another school?
The school in which the event is taking place would create a permit selecting ‘Other’ from the activity selection drop down menu.  Auto-populated information can then be manually changed as needed.  Phone # and Authorized Representative info will have to be entered.
Include as much information as possible in the School Safety Request comment field.  Safety will communicate with the appropriate principal as needed.
How can a permit be modified?
Permits can be modified by accessing the ‘Permit Adjust’ link from the ‘CPS Options’ drop down menu located on the CPS home page.

***Please note that any modifications that are made to an existing permit will require that the permit follow the same approval path as if it were a new permit i.e. School Approval, Borough Center, and applicable School Safety approvals***

Should a custodian open a building without a permit?

Custodians have been advised that they will not be paid if a building is opened without a permit for an event that would normally require a permit.

How should holidays be treated when making a permit request in CPS?
Holidays need to be manually selected in the ‘Permit Line item’ screen located in the ‘Permit Details’ tab.  A holiday, for CPS purposes, is considered any day when students are not scheduled to be present.
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