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PRINCE GEORGE’S COUNTY PUBLIC SCHOOLS
Board of Education
Upper Marlboro, Maryland
0113
Policy No.
BOARD OF EDUCATION POLICY
BASIC COMMITMENTS
School Boundaries - Attendance Areas
The Board of Education authorizes the Superintendent to develop a system of school boundaries,
also known as attendance areas.
The Board of Education is committed to making the most economical and practical use of its
physical resources in the implementation of its educational programs. As such, school
boundaries will be developed as to best utilize available school facilities in support of
educational objectives by full consideration of school capabilities, capacities, transportation, and
student assignment stability. The following guidance applies:
1.

Each school should operate within its established capacity in keeping with the
five-year educational facility master plan.

2.

Available classroom space at nearby schools should be used to relieve
overcrowding.

3.

Such usage is predicated on reasonable transportation distance and time.

4.

Contiguous areas should be established, as first priority. Appropriate space within
each school may be scheduled for board of education approved programs from
outside the immediate contiguous attendance area.

5.

School attendance areas should include as many walking students as can be
accommodated.

6.

Communities or areas reassigned to other schools should expect some stability and
not be subject to yearly reassignment.

7.

Tentative attendance areas for any new schools should be presented at the time the
project is conceived. Such factors as mobility of population and new residential
development will affect the final proposed attendance area.

Policy Adopted as 0130
3/20/74
Policy Amended and Renumbered 0113
3/13/03

Z-2

Policy Reviewed-No Revisions Required
11/9/04
Policy Reviewed-No Revisions Required
9/15/05
Policy Amended
4/29/10
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ADMINISTRATIVE PROCEDURE
AFTER SCHOOL USE OF FACILITIES

1330
Procedure No.

July 1, 2016
Date

I.

PURPOSE: To provide the procedures for after school use of facilities.

II.

POLICY: Community groups shall be permitted to use school facilities for
worthwhile purposes when such uses will not interfere with the program of the
school. The use of school facilities shall be available to community groups on
application in the prescribed manner and shall be subject to school law. (Board
Policy 1330)

III.

PROCEDURES:
A.

B.

General
1.

The principal shall be responsible for making every reasonable
effort to see that the building is available for use by non-school
organizations.

2.

Any group or organization using school property shall conform to
the requirements of insurance as set forth in Section E of this
Administrative Procedure.

Priority Schedule - The ultimate use of facilities must be sought at all times
in accordance with the following order of priority.
1.

First priority - Any curricular or extracurricular program of the
educational system.

2.

Second priority - Parent-Teacher Associations (PTA) or ParentTeacher-Student Associations (PTSA).

3.

Third priority - Any public park and recreation program sponsored
by the Maryland National Capital Park and Planning Commission
(MNCPPC), its affiliated Recreation Councils, the Prince George's
County Boys and Girls Clubs, and the Municipal Recreation
Departments of any municipality within the jurisdictional limits of
Prince George's County.

4.

Fourth priority - Other youth groups, such as Boy Scouts, Girl
Scouts, Cub Scouts, Brownies, 4-H Clubs, YMCA, YWCA, and
Recreation Councils not affiliated with the MNCPPC.

5.

Fifth priority - All other users such as volunteer agencies,
improvement associations, private groups, and the like.
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C.

Classification of Groups Authorized to Use Facilities
1.

The following may use the buildings and grounds free of rental
charges, providing the user charges no admission fees.
(Exceptions: (1) fees will be charged for lighted exterior facilities
and for weekend and holiday custodial services under Fee Schedule
1; (2) when fees are charged or the activity is a fundraising event,
Fee Schedule 2 applies.)
a.
b.
c.

d.
e.
f.

g.
h.

i.
j.
k.
l.
m.

2.

Any public school activity is permitted and is exempt from
custodial fees except when admission fees are charged.
All regularly scheduled meetings of PTAs and PTA
Councils.
Branch or local meetings of any state, national or
international professional education and all Prince George's
County Public Schools' employee organizations.
A function deemed to be an educational one by the principal
and the appropriate Instructional Director.
Prince George's County government and departments.
Recreation Councils of the Department of Parks and
Recreation of the Maryland National Capital Park and
Planning Commission.
Recreation Councils of any municipality of Prince George's
County.
Youth groups, such as: Prince George's County Boys and
Girls Clubs, Boy Scouts, Girl Scouts, Campfire Girls, 4-H
Clubs, YMCA, and YWCA.
Majorette groups affiliated with the Capital Area Majorette
Association.
Senior Citizens Programs.
Programs for handicapped citizens.
Civic associations, farm groups, and veteran groups.
A partisan political organization as stated in the provisions
of the Maryland Annotated Code, Education Article, Section
7-108.

The following groups will be charged a rental fee, and fees are
payable at least quarter-annually in advance in accordance with Fee
Schedule 2.
a.
b.

Religious organizations.
Adult groups not covered in III.C.1. above.
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c.

d.
e.

f.
g.

3.

D.

Social and fraternal organizations which, pursuant to both
their charter and practice, in the policy of admission, do not
discriminate in their membership on account of any person's
race, religion or national origin.
Colleges and universities.
Private schools which, pursuant to both their charter and
practice, in their policy of admission, do not discriminate in
their membership on account of any person's race, religion
or national origin.
Square dancing groups not affiliated with the MNCPPC.
Those groups listed under III.C.1. who charge admission
fees.

Profit-making organizations may seek the use of certain public
school facilities. The purpose of such use is for the offering of
recitals or performances by music studios, dance studios, modeling
schools and the like provided that a rental fee is paid in accordance
with Fee Schedule 3.

Limitations for Use
1.

If written application is made to the Chief Executive Officer (CEO),
the Board of Education of Prince George's County shall provide for
the use of a public school facility for:
a.
b.
c.
d.

The presentation and discussion of public questions.
Public speaking.
Lectures.
Other civic, educational, social or recreational purposes, or
church affiliated civic purposes.

These meetings shall be open to the public.
2.

The Board of Education of Prince George's County may refuse the
use of any school facility for these purposes if it appears that the use
is likely to:
a.
b.

Provoke or add to a public riot or breach of the peace.
Create a clear and present danger to the peace and welfare of
the County or State.

3
PRINCE GEORGE’S COUNTY PUBLIC SCHOOLS

Z-6

ADMINISTRATIVE PROCEDURE
AFTER SCHOOL USE OF FACILITIES

1330
Procedure No.

July 1, 2016
Date

3.

Insofar as possible, dances should be held in the multipurpose
room. However, school gyms may be used for dances by the
following groups:
a.
b.

Public school groups.
Organized recreation departments and parent-teacher
associations, which groups shall assume financial
responsibility for any damages resulting from the dance.

4.

The use of alcoholic beverages in school buildings or on school
grounds is strictly prohibited.

5.

Gambling (such as bingo or other games of chance, raffles, and
lotteries) is prohibited in school facilities or on school grounds.

6.

There shall be no smoking in school property at any time.

7.

All use of buildings and/or grounds is restricted to the area as
described on the application form. The size of any group using a
facility may not exceed the posted capacity limits.

8.

Heat and air-conditioning (where available) will be provided for the
approved facility use within the limits prescribed by the most
current CEO's bulletin governing energy conservation.

9.

All persons shall vacate the building when the fire alarm sounds.
No one is exempt from fire department regulations.

10.

All use of schools by outside groups shall be automatically canceled
when schools must be closed due to inclement weather or other
emergency conditions.

11.

Continued use of a school building by any group is contingent upon
the group's vigilant good faith to protect the school property and to
ensure complete safety, the observance of no smoking regulations
in public school buildings, and the reimbursement of its expenses to
the Board of Education.
If a principal feels that the building is being misused by any group,
it is the duty of the principal to point out the misuse to the group so
that, through the cooperation of the group, the misuses may be
stopped. If continued misuses occur, the principal may stop the
activity. This shall be reported to the Chief of Supporting Services,
4
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who shall (in cooperation with the appropriate department head--if
educational matters are involved) investigate the complaint and
determine whether the group should be prohibited from any further
use of county schools.
12.

E.

School buildings shall not be used for funerals, parties and
celebrations that are essentially private in nature-this exclusion
includes birthday, anniversary and other similar events.

Application for Use
1.

Permit applications shall be made out in triplicate, and shall include
all information requested on the application forms.

2.

A public liability insurance policy, naming the Board of Education
of Prince George's County as an additional party insured, for one
(1) million dollars Combined Single Limit, Comprehensive General
Liability, covering the period of time that the use is required, shall
accompany each School Facility Use Application and Permit.

3.

If the organization is in good standing (no previous record of abuse
to school facilities) and eligible, the application will be processed.

4.

Organizations wishing to use a school facility for brief periods
(single meetings, etc.) make application as the need arises. A
minimum of seven (7) days’ notice is required.

5.

Groups submitting applications which cover a long period of time
should be specific in stating each date for which they are applying.
Should any changes be made that alter the fees payable during these
extended periods, a new permit is required. See Number 6 below
for application date deadlines. The applicant must notify the school
administration if: (a) the facility will not be used on any single date
and (b) if the group's use of a facility will terminate prior to the
expiration date of the permit. At the option of the principal, failure
of a group to notify the school administration of a cancellation prior
to 12:00 noon on the day of the scheduled use may constitute
sufficient cause to cancel the permit. Repeated failure to notify
school administration as indicated above can jeopardize the user's
good standing and eligibility for future use of school facilities.

6.

Applications for use of indoor and outdoor school facilities shall not
be acted upon prior to the below listed deadlines, and furthermore
5
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shall be acted upon within thirty (30) days following the below
listed deadlines. All applications shall be acted upon consistent
with this Administrative Procedure. Any applications not submitted
prior to these deadlines will be acted upon on a space available
basis.
a.

b.

Indoor Facilities
Deadline

To Cover Dates

April 15

July 1-August 31

July 15

September 1-June 30

Outdoor Facilities - The Parks and Recreation Department
of the Maryland National Capital Park and Planning
Commission will schedule the use of designated outdoor
athletic facilities for the spring and summer seasons. The
school will continue to schedule use of outdoor facilities for
fall and winter use. This scheduling shall not interfere with
any regular activity of the school. All applications shall
continue to be filed with the individual school and will be
forwarded to the MNCPPC Permit Office.
Deadline

To Cover Dates

February 15

Spring and Summer outdoor use
(March 15 through Labor Day)

July 15

Fall and Winter outdoor use

7.

All estimated payments for rental of facilities shall be made in
advance, at least quarter-annually, by check made payable to the
Board of Education of Prince George's County. Such payments
shall accompany the application and permit sent to the Department
of Building Services. Any additional costs will be paid within ten
(10) days after the specific activity is over. Additional costs billed
separately would include food or supply purchases, additional rental
fees, and labor costs.

8.

Copies of each permit issued shall be transmitted to the following:
a.
b.
c.

Principal's file and custodian in charge (white).
Department of Building Services (yellow).
Applicant (Pink).
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F.

G.

Principal's Responsibility
1.

The principal, being locally responsible for the building, shall also
be the final local authority in scheduling the use of that building.

2.

All facility use applications approved by the principal shall be
forwarded to the Department of Building Services for processing.
Any facility use application which is disapproved by the principal
will be sent to the Chief of Supporting Services for review.

3.

Any facility use application may be appealed to the Chief of
Supporting Services for final resolution.

4.

No school equipment may be borrowed without the prior written
consent of the principal. Full responsibility for such equipment
shall be assumed by the borrower.

Group or Agency's Responsibility
1.

Each group or agency using the building must accept responsibility
for supervision of all participants and the facility for which use is
approved. The responsible adult or agent of the requesting
organization must be designated on request.
A bill will be sent to the user to cover the cost of repairs to the
building and/or replacement of equipment.
If the person, group, or organization does not pay for the damages
to the property, the Board of Education may refuse any other
application by that person, group or organization for the use of the
property until the damage is repaired without expense to the Board
of Education.

2.

An agency must arrange ahead of time, with the principal, if timeconsuming jobs need to be done, such as setting up several hundred
chairs, receiving and setting up scenery, stage equipment, etc.

3.

Tables, chairs and benches shall not be placed on the playing
surface of tennis and multi-use courts by any group. Groups shall
not bring heavy mechanical equipment on the grounds, except in
driveways and parking areas. Portable booths and equipment shall
be removed immediately after the activity.
7
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4.

Groups shall not be allowed to dig holes or drive supporting stakes,
but use only portable booths.

5.

Stakes are not to be driven into the hard surface area. Lines are not
to be painted on tennis and multi-use courts or any other hard
surface area.

6.

There shall be no temporary or permanent signs, banners, pennants,
or the like placed in or on school buildings or school grounds by
any group except those associated with activities sponsored by or
for the school community or school PTA/PTSA and the two
exceptions that follows:
Activities carried on in the schools by the Board of Supervisors of
Elections shall be free of this restriction. Other groups which use
schools may place temporary identification signs on school grounds
only during the actual hours the building is used. At the conclusion
of the use of the school, the group must remove the signs.

H.

7.

Grass cutting will be performed only by the school groundsmen or
appropriate agency personnel by mutual agreement.

8.

An adult member or representative of the user group is responsible
for inspecting the areas of use prior to the activity and notifying the
custodial employee on duty if any damage is noted. At the
conclusion of the activity, the custodian will inspect the area and
complete a School Facility Use Inspection Report if any damage
has occurred. The user group will be billed for the cost of any
repairs.

Custodial Service
1.

It is required that a custodian shall be on duty at all times when a
school building is being used by outside organizations.

2.

Any necessary custodial services resulting from the use of schools
by the following groups will be at no expense to the groups. The
principal should contact the Department of so that the best method
of handling the extra work may be arranged.
a.

Board of Education meetings and activities.
8
PRINCE GEORGE’S COUNTY PUBLIC SCHOOLS

Z-11

ADMINISTRATIVE PROCEDURE
AFTER SCHOOL USE OF FACILITIES

1330
Procedure No.

July 1, 2016
Date

b.
c.
d.

3.

School sponsored activities (if no admission is charged).
Regularly scheduled meetings of PTAs and PTA Councils.
Prince George's County government activities (other than
those sponsored by the Municipal Recreation Department
and MNCPPC).

All other groups using school facilities will be charged a custodial
fee based on current salary schedules, as follows:
a.
b.

c.

For any use of school facilities on Saturdays, Sundays, or
holidays.
For any use of facilities on weekdays when a charge is made
for admission or participation, or when more than ten (10)
minutes of custodial services are required (to clean or move
furniture or make inspections).
All other use of facilities will be on a no-charge basis
provided there is a custodian regularly scheduled during the
activity and there is no increase in the custodial workload.

4.

The custodial fee will include the time necessary for preparation
and restoration of the school facility both before and after the event.
The principal and building supervisor will jointly determine the
total time to be covered by the fee.

5.

Custodial fees must be collected in advance by check made payable
to the local school. The school will then deposit this to their
account and send the proper overtime fee by school check to the
Department of Building Services, Upper Marlboro, along with the
overtime report after the activity has taken place. Unless the
overtime is an extension of the custodian's regular working hours, a
minimum two (2) hours shall be paid.

6.

It shall be the duty of the custodian covering an activity to check the
condition of the facility before and immediately after the activity.
Any abnormality or misuse of the facility, damage or destruction of
property, etc., shall be indicated on the School Facility Inspection
Report form provided. This form must be signed both by the
custodian and the person in charge of the activity. These forms are
to be returned to the principal of the school.
If damage should occur, three (3) copies of the Inspection Report
should be completed and distributed as follows:
9
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a.
b.
c.
7.

Custodial services shall include only unlocking and locking the
building, operation of light, heating the building, setting up chairs,
normal cleaning, and providing required inspections. It is not the
duty of the custodian to discipline or supervise groups or to
maintain order or to remove litter or debris.

8.

If the custodian covering the activity is on a regular tour of duty
while the activity is in session, the custodian will continue to
perform regular duties with the exception of a maximum of ten (10)
minutes necessary to render the services mentioned above. Should
those services require more than ten (10) minutes, they should be
completed on an overtime basis, after the custodian's regular tour of
duty; with the user group being charged a custodial fee on a backcharge basis.

9.

If the custodian is covering the activity on an overtime basis (a
custodial fee having been collected from the group using the
facility), the custodian will be responsible for the following:
a.
b.
c.
d.
e.
f.

g.

I.

One copy sent to the Department of Building Services.
One copy retained at the school.
One copy sent to the applicant/user group.

Arrival at the school at least fifteen (15) minutes before the
scheduled activity.
Checking boilers upon arrival (during heating season).
Unlocking the necessary doors and turning on lights as
needed.
Having the furniture set up as required by the activity.
Interacting in a courteous and cooperative manner.
Rendering necessary custodial services to the paying group
in addition to performing regularly assigned custodial
duties. Working with the representative of the user group by
reporting infractions of any rules. Calling the police if
unauthorized person(s) refuse to leave.
Locking all doors and windows after group has left.
Cleaning the area. Turning off all lights and making
necessary adjustments to heating and air-conditioning
equipment.

Use of Equipment by Outside Organizations
1.

Stage Equipment (excluding auditoriums)
10
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For rentals, only the following stage equipment shall be provided:
a.

A speaker's stand or table, chairs (not to exceed 20), regular
stage lights (this does not include special stage lighting
which requires use of complicated switchboards, use of gels,
etc.), backdrop, and the front curtain
Audiovisual equipment shall not be included.
Custodian or school stage crew is not obligated to assist in
changing scenery.
Any alterations to electric service panels or electrical
equipment is forbidden, unless arranged for with the
Department of Building Services and paid for by the facility
user.

b.
c.
d.

2.

Multipurpose Rooms, Auditoriums and Gymnasiums
Use of these facilities shall include only their normal complement
of chairs. When no custodial fee is charged, a custodian will be
required to remove the cafeteria tables if needed and to set up no
more than 20 chairs. If additional chairs are set up, the number
shall, in no case, exceed the posted maximum seating capacity.

3.

Pianos
a.
b.

c.

d.

4.

Pianos may be used by other than school personnel only
upon written authorization of the principal.
Pianos shall not be moved unless prior permission is
granted, in writing, by the principal. This includes electric
pianos.
Heavy upright and grand pianos may be moved only by
professional piano movers whose services shall be arranged
and paid for by the renter. This shall include the return of
the piano to its original location.
It is not the responsibility of the school to tune the piano
prior to use. Users desiring to have a piano tuned will do so
at their own expense utilizing a piano tuner approved by the
school system.

Renting of School Equipment or Facility
a.

No equipment shall be rented to outside organizations.
11
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b.

c.

5.

No concession for profit by an individual may be operated
on school property nor shall an activity be allowed where
profit accrues to the individual user.
Notwithstanding any of the above, the Chief of Supporting
Services may waive the strictures of this provision, 4.b, if it
appears that the group seeking the use of school facilities
intends to conduct an activity therein commonly known as a
"flea market," "yard sale" or similar thereto and plans to rent
space, as distinguished from school equipment, to one or
more individuals who plan to sell goods and/or wares from
such space for profit to themselves, provided such rental is
incidental and supplemental to the overall activity for which
said group has initially sought the use of school facilities
pursuant to this policy and the space to be rented, per
individual, is no larger than the size of a card table and its
immediate environs or approximately 100 square feet.

Use of Auditoriums
a.

b.

c.

d.
e.

In any use of the auditorium, the school shall maintain direct
supervision for the safe and effective use of the facility.
Much of the technical equipment is complex and
sophisticated. Its improper use could result in its damage
and/or pose a safety hazard to untrained persons attempting
its use. Therefore, the operation and maintenance shall
remain in the hands of school-based personnel who are
knowledgeable and are trained in the use and operation of
the technical equipment. For community use of the
auditorium, paid technical assistance furnished by the school
is mandatory. The number of personnel required will
depend on the needs of the production, this being
determined at the time of scheduling. Fee schedules have
charges.
Community use is restricted to times outside the school day.
The facility should be vacated by 11:00 p.m. on weeknights
and by 12:00 midnight on weekends.
Stage lighting does not include gel, or any other expendable
item, which must be furnished by the group making use of
the auditorium.
Where available, the use of the orchestra pit includes chairs
and music stands, but not orchestra music stand lights.
Where limited storage is available on a short-term basis for
"in production" activities, the school is not responsible for
12
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f.
g.
h.
i.

theft, damage or loss of such items stored. All groups using
scene shops, dressing rooms, orchestra warm-up rooms, etc.
are expected to leave them free of trash and debris.
Neither food nor beverages may be sold or consumed on the
premises.
The cat walks and fly loft are off limits to all without
express permission of the auditorium technician.
The rental of auditoriums does not include offices or use of
school telephones.
All groups must strictly adhere to fire regulations.
(1)
(2)
(3)
(4)

J.

There is to be absolutely no smoking on school
property.
The seating capacity must never be exceeded.
No sitting in the aisle or placement of objects that
may obstruct egress.
Exterior fire lanes must be maintained.

Use of Cafeteria and Kitchen
1.

Arrangements must be made with the principal and cafeteria
manager. Upon request of the principal, an applicant will be
furnished information on procedures, menus and fees for providing
meals in the cafeteria. All expenses of food, labor, materials, and
cleaning supplies will be calculated in the cost of the meal for
service rendered.

2.

During the preparation of meals or parts thereof, a cafeteria
manager or cafeteria assistant will be present during the use of the
kitchen to ensure that safety standards are observed in the use of
machinery, equipment or utensils, and that sanitary procedures are
followed.

3.

Employees will receive pay through the Payroll Office. A separate
check must accompany and be forwarded with the payroll register.
A separate check will be deposited by the cafeteria manager to the
cafeteria fund for the cost of any food and miscellaneous items
used.

4.

Normally, cafeteria employees on duty are not expected to perform
the preparation or general cleanup duties. The applicant is expected
to provide adequate support in this regard.
13
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K.

5.

If damage or loss of items should occur, the applicant will be
responsible to ensure replacement or reimbursement.

6.

By mutual agreement and arrangement with the principal and
cafeteria manager, exceptions can be made for certain occasions.

Police Supervision
When determined by the Board of Education, Chief of Supporting Services,
Area Assistant Associate Superintendent, Principal, or when the need is felt
by the applicant, police supervision shall be obtained for the particular
function or activity. Police supervision will be paid for and arranged for by
the using organization. Approval of applications can be made contingent
on securing adequate police presence.

L.

Exceptions
Any exceptions or special requests not covered in the stated procedures
shall be referred to the Office of the Superintendent for Chief of Supporting
Services.

IV.

RELATED PROCEDURES: Administrative Procedure 5153, Guidelines for
Live Performance Artist(s)/Disc Jockey(s).

V.

MAINTENANCE AND UPDATE OF THESE PROCEDURES: The Office of
the Chief of Supporting Services will update these procedures as needed.
Questions concerning these procedures should be referred to the Office of the
Chief of Supporting Services, 302-952-6520.

VI.

CANCELLATIONS AND SUPERSEDURES: This Administrative Procedure
cancels and supersedes Administrative Procedure 1330, dated October 1, 2015.

VII.

EFFECTIVE DATE: July 1, 2016

Attachments: Fee Schedules

Distribution: List 1, 2, 3, 4, 5, 9 and 10
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I.

PURPOSE: To provide Administrative Procedures for the shared space of school
facilities by non-commercial users.

II.

POLICY: Board of Education Policy 1331

III.

BACKGROUND: The Board of Education has a long history of providing for
community uses of school facilities after school hours in line with the Public
School Laws of Maryland, Education, ED 7-108 and has now adopted the concept
of sharing vacant space within active schools, generally in line with ED 3-805 of
the Public School Laws.

IV.

PRELIMINARY CONSIDERATIONS:
A.

Eligibility of User:
A user shall be deemed eligible to rent space pursuant to this
Administrative Procedure if said user can demonstrate compliance with all
of the following:

B.

1.

The user shall be a tax-exempt organization possessing a currently
valid Tax Exempt Certificate pursuant to a provision of Section 501
of the Internal Revenue Service Code.

2.

The proposed use shall not be competitive to or with any of the
educational functions maintained or delivered in or by the public
schools of Prince George’s County.

3.

The user shall at the user’s sole cost and expense, obtain whatever
approvals, permits, or licenses are required by Prince George’s
County or Department of Health for the space that is the subject of
the use as well as the purpose of the use. It is specifically
understood that the Board of Education of Prince George’s County
will not acquiesce as owner in any zoning map amendment or other
requested change in zoning ordinances to accommodate the purpose
of the proposed use.

Prioritizing of Eligible Users:
In the event more than one eligible user seeks to rent the same space
pursuant to this Administrative Procedure, the following order of priority
shall govern:
1
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C.

1.

Day Care Centers (before and/or after regular school hours) to be
operated consistent with previously established procedures for
same.

2.

Preschool programs consistent with previously established
procedures for same children no less than three years of age and not
eligible for Prince George’s County Public Schools enrollment,
grades K-12 in the current school year.

3.

Any type of after-school educational program that serves to
stimulate or enhance the learning experiences offered on a regular
basis in the Prince George’s County Public Schools.

4.

Any type of educational program servicing the educational needs of
persons beyond school age.

5.

Unique and/or specialized educational programs as may be operated
by agencies of either the State of Maryland or Prince George’s
County, the operation of which such programs within public school.
premises shall not interfere with the purposes or regularly
established programs of the Prince George’s County Public
Schools.

Space Eligible for Use:
Any classroom or classrooms in a portion or section of a school building
together with separate restrooms facilities for both sexes, that can be
readily isolated from the ongoing educational program of such public
school, which classroom or classrooms have been determined by the school
principal, the Director of Pupil Accounting, and the Assistant
Superintendent of Schools for Administration and Personnel, not be needed
for public school educational programs for a period at least two full school
years following the date of such determination.

D.

Availability of the Use:
Mondays through Fridays, during the hours of 7:00 a.m. to 9:00 p.m.,
throughout the calendar year, excepting all legal holidays and days during a
regular school year when schools are closed for both staff and pupils.

E.

Term of Use:
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In all instances the user shall enter into a Lease Agreement with the Board
of Education of Prince George’s County in a form similar to the one
attached herewith as Exhibit “A”.

F.

1.

The minimal rental period shall be the full length of a school year,
with the maximum rental period being one full calendar year.

2.

The Lease may contain an option to renew for one additional term.

3.

No Lease term shall commence prior to July 1 of any year nor later
than October 1 of any year.

Prohibition of Uses:
No application for a use shall be entertained if the proposed user seeks
usage for any of the following:
1.

Alcohol and/or drug treatment programs.

2.

Programs established for persons who are emotionally handicapped
and whose presence in a public school environment may, in the
opinion of the Superintendent of Schools, serve to create an
atmosphere not conducive to the general well-being of the staff and
students assigned to the public school wherein the proposed use is
contemplated.

3.

Programs established for persons who have been convicted for any
type of misdemeanor or felony under any laws of the United States
of America and any State thereof.

4.

Programs established for persons who, in lieu of a conviction as set
forth in F.3. above or who are under a court ordered probation
before judgment, or any other type of court ordered requirement
issued as a substitute for a conviction.

5.

Programs established for persons not deemed to be of sufficient
good health and alacrity to participate in such program by virtue of
the existence of architectural barriers or other type of structural
impediments either within the space wherein the program is to be
operated or within or upon any of the routes upon public school
property leading to the space to be so used.
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6.

G.

Any other use which, in the opinion of the Superintendent of
Schools, may interfere with the delivery of the educational
programs offered at the public school where the proposed use is
contemplated.

Restrictions on Usage:
No application for a use shall be entertained if the proposed user seeks, in
addition to the used space, access to any of the following, which may be
located in parts of the school building or upon the public school grounds,
which are not the subject of the used space:

H.

1.

Restroom Facilities

2.

Food Services Facilities

3.

Health Room Facilities

4.

Vending Machine Facilities

5.

Telephone Stations

6.

Parking Facilities

Prohibition Upon User:
No application for a use shall be entertained if the proposed user seeks to
cause material alterations to be made to the space to be used.

V.

PROCEDURES:
A.

At least six months before an intended party who would conform to the
scope outlined in IV. above and desirous of use of a portion of an active
school shall submit a letter of request to the Chief of Supporting Services,
indicating at least the following basic information:
1.

Nature of intended use

2.

Population to be served

3.

School (and alternative school) desired

4.

Space needed
4
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5.

Days and hours of use

6.

Parking requirements

7.

Expected life of the program

8.

Starting date

B.

The Chief of Supporting Services, after preliminary coordination with
Principal, Area Associate Superintendent and other appropriate staff, shall
negotiate with the IV. E. above and Exhibit A.

C.

The resultant lease proposal shall be submitted to the Chief Executive
Officer for review and submission to the Board of Education for
consideration. In the event there are unresolved differences between
applicant and staff, those differences shall be enunciated to the Board of
Education for decision.

D.

Upon acceptance of a lease proposal by the Board of Education, the lease
shall be tendered to applicant for signature. After execution, conformed
copies of the agreement shall be distributed to interested parties.

E.

Any matter of administration of the agreement or dispute arising therefrom
shall be under the administrative direction of the Chief of Supporting
Services.

VI.

MAINTENANCE AND UPDATE OF THESE PROCEDURES: The Chief of
Supporting Services will update these procedures as needed. Questions should be
referred to that office.

VII.

RELATED PROCEDURE: Administrative Procedure 1330, After School Use of
Facilities.

VIII.

SUPERSEDURES AND CANCELLATIONS: This Administrative Procedure
cancels and supersedes Administrative Procedure 1331, dated August 18, 1983.

IX.

EFFECTIVE DATE: July 1, 2013.

Attachment: Exhibit “A”
Distribution: Lists 1, 2, 3, 4, 5, 9 and 10
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I.

PURPOSE: To establish procedures to address adequate space and facilities for
special education programs and for assigning regional programs to specific
schools.

II.

BOARD POLICY: Each Prince George’s County public school must allocate
sufficient and appropriate space for the provision of special education and related
services. Special Education students must be educated in the least restrictive
environment appropriate to provide a free and appropriate public education.
(Board Policy 2505)

III.

DEFINITIONS: The following definitions apply to the content of this
Administrative Procedure:

IV.

A.

Capital Improvement Program (CIP): The aggregate of those projects for
the acquisition, construction, additions, and renovations of school system
facilities, including land, buildings, or equipment.

B.

CIP Subcommittee: An advisory group for the purpose of reviewing the
Capital Improvement Program and making recommendations to the Chief
Executive Officer.

C.

Special Education Classroom: A cluster of special education classes
located within a designated school, such as CSEP, CRI, Autism, etc. A
designated separate classroom assigned for the delivery of special
education services, when so designated by the Individualized Education
Programs (IEPs) of students.

D.

Separate Day School/Regional Special Education Program: These classes
provide an intensive special education program to students with IEPs that
cannot be implemented in the general education environment or at the
school in their attendance area.

PROCEDURES: The following procedures will be followed for assigning
Regional Special Education Programs/Comprehensive Special Education
Programs/Community Referenced Instruction Programs to specific schools:
A.

An annual assessment of the need for Special Education classrooms will be
completed by the Department of Special Education in cooperation with the
Department of Pupil Accounting and School Boundaries. The annual
assessment shall provide a mechanism whereby input from special
education administrative and school-based staff will be solicited. The
results of this assessment will be reported to the CIP Subcommittee.
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B.

The CIP Subcommittee will review the results of the assessment and will
include any recommendations, as deemed appropriate, within the proposed
Capital Improvement Program that is submitted to the Chief Executive
Officer by May 15 of each year.

C.

When, in the opinion of the CIP Subcommittee, it is necessary to move an
existing Regional/Comprehensive/Community Referenced Special
Education Program(s) from a school, an orderly procedure shall be
followed. This procedure will include prompt parental notification of the
impending move. When possible, parents should be notified of the location
change during the previous school year. To the extent possible, programs
shall be re-assigned to an alternative site within the same Administrative
Region.

V.

RELATED PROCEDURES: None.

VI.

MAINTENANCE AND UPDATE OF THESE PROCEDURES: This
Administrative Procedure originates with the Department of Special Education and
the Department of Pupil Accounting and School Boundaries and will be updated as
necessary.

VII.

CANCELLATIONS AND SUPERSEDURES: The Administrative Procedure
2505 cancels and supersedes Administrative Procedure 2505, dated January 7,
2005.

VIII.

EFFECTIVE DATE: July 1, 2013.

Distribution: Lists 1, 2, 3, 4, 5, 9 and 10
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I. PURPOSE: To set forth the procedures used by the Chief Executive Officer to
determine if a school building is to be closed.
II. POLICY: The Board of Education is committed to making the most economical
and practical use of its physical resources in the implementation of its educational
programs (Board Policy 2570).
III. INFORMATION: It is the goal of Prince George’s County Public Schools to
provide quality education, equality of opportunity, and stability of school
assignment for all children of Prince George’s County. These procedures shall
ensure, at a minimum that consideration is given to the impact of any proposed
school closing, in relation to the following factors:
1.
2.
3.
4.
5.
6.
7.
8.

Student enrollment trends;
Age or condition of school buildings;
Transportation;
Education programs;
Racial composition of student body;
Financial considerations;
Student relocation; and
Impact on community in geographic attendance area for school
proposed to be closed, or schools, to which students will be
relocating.

IV. PROCEDURES:
A. The Chief Executive Officer shall have the authority to consolidate schools.
B. Recommendations may also be submitted to the Chief Executive Officer from
groups such as, but not limited to citizens’ groups, local school PTAs, County
Council of PTAs, County Government, and Board of Education Members.
C. Upon determination of the Chief Executive Officer to consider such
recommendations, there shall be informational meetings as a part of or in
addition to a public hearing to permit citizen input.
D. There shall be advertising, in at least two newspapers having general
circulation in the geographic attendance area for the affected school or schools
to be closed and for schools to be used for the relocation of students, at least
two weeks in advance of public hearings. Time limits on the submission of
oral or written testimony and data shall be defined in the notice of the hearing.
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E. The final decision of the Chief Executive Officer shall be in writing and
announced at a public meeting. The decision shall include the rationale for the
school closing, and address the impact of the closing on the relevant factors set
forth above.
F. Notification of the decision of the Chief Executive Officer, including the right
to appeal to the State Board of Education as set forth in the COMAR, shall be
given to the community or communities in the geographic attendance area(s) of
both the school to be closed and the school(s) to which students will be
relocated.
G. The decision to close a school shall be announced at least 90 days prior to the
scheduled closing – but not later than April 30 of any school year, except in the
case of the need for an emergency school closing, pursuant to the provisions of
COMAR.
V. LEGAL AUTHORITY: Maryland Code, Education Article section 4-120.
COMAR 13A.02.09.01.
VI. RELATED PROCEDURES: None.
VII. MAINTENANCE AND UPDATE OF THESE PROCEDURES: The Office of
the Chief Executive Officer is responsible for review and update as needed.
VIII. CANCELLATIONS AND SUPERSEDURES: This Administrative Procedure
cancels and supersedes Administration Procedure 2570, dated October 1, 2016.
IX.

EFFECTIVE DATE: July 26, 2017.

Distribution: Lists 1, 2, 3, 4, 5, 6, 10, and 11
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I.

PURPOSE: To provide procedures for utilizing or disposing of buildings which
are closed by the Board of Education.

II.

POLICY: Board of Education Policy 2570.2 provides for citizen participation in
the decision process. When buildings are closed by the Board of Education, Board
of Education use of that facility will assume a first priority. If the building is not
needed for Board of Education purposes, the community will be notified and the
building will be turned over to the county.

III.

INFORMATION: As indicated in Administrative Procedure 2570.2, closing
schools is a very sensitive and complex issue. The Board of Education is aware
that we are in a period of declining enrollment. However, good management
dictates that existing buildings, although closed for purposes of housing students,
offer other uses for the mission of the Board of Education.

IV.

DEFINITIONS: None.

V.

CRITERIA TO BE USED IN DETERMINING WHETHER OR NOT A
BUILDING CAN BE UTILIZED FOR OTHER BOARD OF EDUCATION
USES:
1.
2.
3.
4.
5.

VI.

Age of building
Location
Cost of renovations
Projected cost factors
Size of facility

PROCEDURES:
A.

The Superintendent will designate a standing committee, known as the
Building Utilization Committee, to initiate action concerning all buildings
which are to be closed by the Board of Education.
1.
2.
3.
4.
5.
6.
7.
8.

Chief Operating Officer, Chairman
Associate Superintendent (for the area in which the school is
located)
Member of School Community Task Force
Director of Capital Programs
Director of Building Services
Director of Purchasing
Chief of Supporting Services
Chief of Student Services (or his designee)
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B.

The Building Utilization Committee will solicit requests for space needs of
all departments within the Board of Education, which could be satisfied
through the utilization of surplus school buildings.

C.

The Building Utilization Committee will study and prioritize space
requirement requests.

D.

The Building Utilization Committee will include a member of the local
school community Task Force, when alternative uses of a particular
building are being considered.

E.

The Building Utilization Committee, using the priority ranking (in C
above) will recommend department or program to use the surplus school.
The recommendations of the committee will be forwarded to the
Superintendent of Schools.

F.

The Superintendent will make final recommendations to the Board of
Education.

G.

In the event the Superintendent’s recommendation is that the school be
closed and the Board of Education affirms such proposed closing, further
approvals shall be sought from the State Superintendent of Schools and the
Interagency Committee on School Construction.

H.

Simultaneous to the seeking of further approvals, as above, the Board of
Education, through its Superintendent of Schools, shall place the Office of
the Executive of Prince George’s County on notice that a certain school
building is in the process of being closed and declared “surplus”, thereby
alerting Prince George’s County of its prospective ownership of same, as
such building is no longer needed for school purposes.

I.

Immediately upon final approvals, required under law, having been
obtained, the Board shall cause to prepare and deliver a Deed to Prince
George’s County, after which occurrence the Board shall no longer be
responsible for the maintenance or payment of utility bills for same. Once
the building has been turned over to the County, all negotiations for the use
of the building will be with the County office.

J.

All removable fixtures, furnishings and the like however, shall be deemed
to remain the property of the Board And be removed from the building,
prior to delivery of the Deed, for utilization by the Board in other schools
or offices if such fixtures, furnishings and the like, or any portions thereof,
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are deemed to have a continuing value to the Board of Education by the
Superintendent of Schools, or his designee.
K.

The staff of the Board shall at all times refrain from entering into or
discussing negotiations, with persons or groups seeking the ultimate use of
school building in the process of being declared “surplus”, pursuant to law,
As the Board of Education fully recognizes the authority of Prince
George’s County having the exclusive right to make final disposition of
same.

VII.

RELATED PROCEDURES: Board Policy 2570, Closing of School Buildings.

VIII.

MAINTENANCE AND UPDATE OF THESE PROCEDURES: These
procedures originate with the Chief of Student Services. Regular updating of
procedures will be accomplished when changes are required.

IX.

CANCELLATIONS AND SUPERSEDURES: This Administrative Procedure
cancels and supersedes Administrative Procedure 2571, dated August 13, 1976.

X.

EFFECTIVE DATE: July 1, 2013.

Distribution: Lists 1, 2, 3, 4, 5, 8, and 9.
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I. PURPOSE: To provide mandatory procedures to request and authorize
substantial alterations or improvements to administrative office buildings or school
facilities/grounds requiring communication, planning and budgetary consideration.
II. BACKGROUND: All administrative office building and school facility/grounds
alterations or improvements are supervised by the Director of Building Services or
his/her designee. This direct oversight ensures compliance with all applicable
standards and building codes. To ensure that such alterations and modifications are
properly authorized, the Request for Facility Alterations or Improvements form
must be submitted to the Director of Building Services. Requests not submitted
using the Request for Facility Alterations or Improvements form will not be
considered.
III. DEFINITION: “Building Alterations or Improvements” means any major
modification, improvement, addition or change to electrical, heating, plumbing,
grounds or other installed systems including walls, doors or partitions of the
building, or construction of and modifications to small outbuildings requiring
communication, planning and budgetary consideration. Smaller projects will be
recommended to be submitted in the work order management system.
IV. PROCEDURES: The following procedure will be used in initiating the building
alteration and improvement process:
A. Initiating a Request: Principal, Director, Chief Administrator
1.

All requests for alterations or improvements must be completed by
the principal, director or Chief Administrator using the Request for
Facility Alterations or Improvements form and submitted to the
Director of Building Services. A detailed written description and
justification of the desired alterations or improvements including
diagrams, scheduling requirements, specific location, etc., must be
provided.
The Director of Building Services will determine if the project will
be submitted to the Work Order Management System or to the
Facility Advisory Committee/CIP for review. If the project is
recommended for the Work Order Management System the
requestor is notified in writing by the Director of Building Services.
Projects that are submitted to Facility Review Committee/CIP will
be recommended to continue or denied. Funding must be identified
for those projects recommended to continue.
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2.

Where a funding source has not been identified by the requestor and
the cost is under $100,000, the Associate Superintendent of
Supporting Services will recommend either approval or denial of
the request for alterations or improvements. If authorized to move
forward, the request will be forwarded to the Chief Financial
Officer for the identification of funding. Once funding is identified,
the Director of Building Services/CIP will schedule a site visit, the
project’s prioritization and timeline. The requestor will be notified
in writing that the project has been approved. If funding is denied
at any phase, the requestor will be notified in writing by the
Director of Building Services.

3.

Where a funding source has not been identified by the requestor and
the cost is over $100,000, the Associate Superintendent of
Supporting Services and Director of CIP will approve or deny the
project. If approved, CIP determine the inclusion into the CIP as a
future project. Once funding is identified, the Director of Building
Services/CIP will schedule a site visit, and develop the project’s
prioritization and timeline. The requestor will be notified in writing
that the project has been approved. If denied, the requestor is
notified in writing and the project is identified as a future project in
the CIP.

B. Submitting Requests:
1.

The Department of Building Services and Capital Improvement
Program staff will work with the requestor to determine project
scope; develop cost estimates; select consultants; receive and
analyze bids; award the work; monitor the contractor’s
performance; and coordinate the departments’ timeline and budget.
The expenditure and time commitments required for alterations and
improvements and the large number of requests received annually
demand careful scrutiny by the staff of Building Services, Capital
Improvement Program office and the Facility Advisory Committee
in an effort to set priorities for the limited funds available.

2.

All requests for alterations and improvements will be carefully
reviewed to determine long range impact on the school system
including state rated capacity (SRC), identified Capital
Improvement Program (CIP) projects, instructional programs, and
other initiatives. The review will address whether the request is
aligned with the Master Plan, the school’s academic plan and if the
request is a legal compliance issue. Projects will also be reviewed
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to determine if they can best be handled through the work order
management system.
3.

Projects costing under $100,000 that are recommended for
authorization to move forward by the Associate Superintendent of
Supporting Services will be forwarded to the Chief Financial
Officer for the identification of funding from the operating budget.
If approved, the Department of Building Services and the Capital
Improvement Program staff will determine the prioritization and
timeline. If denied, the project will be identified as a future project
in the Comprehensive Maintenance Plan.

4.

Projects costing more than $100,000 that are recommended for
approval will be considered for funding through the CIP.

C. Gifts: Where applicable, all administrative office buildings or school
facility/grounds alterations or improvements, resulting from gifts by any
organization including, but not limited to, civic groups, booster clubs and
PTAs must follow the procedures outlined in this Administrative
Procedure. A gift to a school or administrative office may not be accepted
as property of the Board of Education of Prince George’s County until
approved by the Director of Building Services. Upon approval by the
Director of Building Services, the gift automatically becomes the property
of the Board of Education of Prince George’s County. Donors must be
notified in writing from the Associate Superintendent of this
Administrative Procedure in advance of the donation.
VI.

RELATED PROCEDURES: None.

VII.

MAINTENANCE AND UPDATE OF THESE PROCEDURES: This
Administrative Procedure will be reviewed periodically by the Associate
Superintendent of Supporting Services and changes will be made as necessary.

VIII.

CANCELLATIONS AND SUPERSEDURES: This Administrative Procedure
cancels and supersedes Administrative Procedures 3522 dated July 1, 2015 and
7110.50 dated July 1, 2013.

IX.

EFFECTIVE DATE: July 26, 2017

Attachment:
Form AP-3522 Request for Facility Alterations or Improvements
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I.

PURPOSE: To provide guidelines for the transportation of students on Prince
George’s County public school buses.

II.

POLICY: Safe and efficient transportation services are essential to meet the
educational objectives of the Prince George’s County public school system.
(Board Policy 3541)

III.

PROCEDURES:
A.

Students Eligible for Transportation
1.

Regular Students:
a.

Middle school and high school students residing two (2)
miles or more from their assigned school.

b.

Elementary school students residing one and one-half miles
(1½) or more from their assigned school.

c.

Students who may be required to walk to a bus stop a
distance equal to the walking distance of students in the
non-transported area.

d.

The adoption of new bell schedules and other policy
changes may necessitate using comprehensive bus stop
locations that are central to a population for a particular
school in a particular area. Those students in FOCUS
(CLE), vocational, technical or any other specialized
programs may be asked to walk to those locations.

e.

Students for whom unsafe walking conditions exist, as
determined by the Director of Transportation or their
designee, and the Prince George’s County Police
Department, Special Operations Division.

f.

Students staying with a babysitter or at a day care center
must meet the criteria of all other eligible riders. If the
address of a babysitter or day care center is not within the
student’s residence attendance area, the student must then
meet transfer policy requirements. Bus stops will only be
placed at the door of commercial day care centers when
1
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possible. Students at private babysitters will be assigned to
the closest stop.

2.

g.

Each school shall have a non-transported area which shall be
determined by measuring the appropriate walking distance
from the student’s driveway, private lane, or sidewalk where
it meets the public walkway or roadway to the nearest
entrance of the school building. The distance shall be
measured by the most direct traveled route and may be
along public roads or walkways.

h.

FOCUS (CLE) bus routes may exceed one (1) hour riding
time (one-way) due to large service areas.

Students with Disabilities
A student with a disability is one who has been identified by the
Multidisciplinary Team (MDT) as disabled under the IDEA, or by
the Section 504 Team as disabled under Section 504 of the
Rehabilitation Act. A student with a disability may require
specialized transportation as a related service to a public school, a
non-public day school, or a residential school.
a.

Public Students
(1)

(2)

(3)

Daily transportation will be provided from one a.m.
pick-up to one p.m. drop-off location. The location
must be a residence or day care center. Students
may not be dropped off at parking lots, shopping
centers, or other commercial establishments.
An MDT or Section 504 meeting shall be convened
if the student requires special transportation or
specialized arrangements, such as the need to
transport medical or other equipment. A
representative from the Department of
Transportation shall attend the MDT or Section 504
meeting to discuss the transportation needs.
Students will be dropped off or picked-up at day care
centers or babysitters only within the assigned school
boundary based on the student’s address. A transfer
must be requested if the day care provider is outside
of the school boundary area. Students will only be
2
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(4)

b.

provided with transportation if there is an existing
bus. (See item 3 “Transfer Students”)
One or more bus attendants may be provided by the
Department of Transportation to the bus if the
Director of Transportation deems it necessary, or if
determined necessary by the MDT.

Non-Public Students
Daily transportation shall be provided for non- public day
school students. Prince George’s County Public Schools
does not provide transportation to students privately placed
at separate day schools. Only students placed at private,
separate day schools through the Multidisciplinary Team
(MDT) process are entitled to transportation.

c.

Residential Students
(1)

(2)

3.

Students enrolled in a five (5) day per week
residential program shall be eligible for
transportation to and/or from their home on
weekends.
The parents/guardians of students placed in a seven
(7) day per week residential program by Prince
George’s County Public Schools may be reimbursed
the transportation expenses for up to four (4) round
trips during each calendar year from the
parent/guardian’s Prince George’s County residence
to the residential school. Reimbursement shall be
limited to the cost of the least expensive, appropriate
mode of transportation available.

Transfer Students
A student who attends a school other than their boundary school as
a result of a transfer is not entitled to transportation. A student who
attends a school as a result of a transfer may ride an existing bus so
long as space is available and the student demonstrates appropriate
behavior on the bus. The student must board and disembark at the
existing stop.

4.

Other Students
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Technical Academy students will be provided transportation to their
approved assigned schools. Students may be required to embark
and disembark at central locations in the interest of time and route
efficiency.
5.

Other Transportation
Transportation may be provided educational programs such as:

B.

a.

Fields trips.

b.

Curriculum related swimming programs.

c.

Tutoring programs.

d.

Science Center programs.

e.

Overnight outdoor education programs.

f.

Work-study programs.

g.

Athletic teams.

h.

Summer School (disabled programs).

i.

Federal programs where federal funds provide transportation
reimbursement.

j.

Summer programs approved by the Chief Executive Officer.

k.

Other programs as requested and approved.

l.

Students with disabilities may not be prevented from
attending field trips because of the need for specialized
transportation.

Unauthorized Riders
Unauthorized riders are not permitted on a school bus. Any person not a
bona fide student of the school to which a bus is proceeding or from which
a bus is departing is an unauthorized rider.
1.

Parents are authorized to ride only if they:
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2.

C.

a.

are in the parent-infant program,

b.

are on a field trip bus acting as a chaperone,

c.

are in the Head Start Program, or

d.

have been authorized by the Director of Transportation or
their designee to ride on the bus to assist with discipline
problems.

Employees of the Prince George’s County public school system
shall not utilize a public school bus as a means of transportation
either to or from work or for any other purpose whatsoever unless
such employee is specifically authorized to ride such a public
school bus in their capacity as a bus aide or chaperone.

Other Related Procedures
1.

Associate Superintendents, Instructional Directors, and Principals
should refer to Administrative Procedure 5131.1, School Bus
Conduct and Administrative Procedure 10101, Code of Student
Conduct, for proper procedures related to disruptive students.

2.

Annually, each Principal shall discuss with all students the
necessity for orderly conduct on school buses.

3.

After-school activity transportation may be provided for secondary
students only. A request must be made by the Associate
Superintendent, Instructional Director, or Principal for weekly
hours, staying within budgetary guidelines.
a.

An administrator or designee must be on duty at the bus
loading area when the afternoon activity buses arrive.

b.

Only students who remained after school with school
personnel permission may be permitted to ride an afterschool activity bus.

c.

After-school activity buses may be required to make
“centralized stops” because of time constraints and are to be
covered.
5
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4.

Annually, each Principal shall ensure students are aware of safe bus
loading and unloading procedures at bus stops. The procedures are
as follows:
a.

Elementary Students
(1)

(2)

(3)

b.

To the extent feasible, a safety patrol may be
assigned to those bus stops where there are a
considerable number of students waiting for the bus.
Safety patrols should be encouraged to maintain
order and to keep students on the pavement or the
side of the roadway until the bus arrives.
After the driver activates the lights, comes to a
complete stop, and all traffic stops, the driver will
then motion to the safety patrol to bring the children
across the road.
If no safety patrol is at the stop, the students should
follow the same procedure and wait for their driver
to motion them across.

Secondary Students
The proper procedure for middle schools and high schools
will be the same as the elementary students without safety
patrols.

c.

Afternoon Drop-off
(1)
(2)
(3)
(4)

The driver will activate lights and come to a
complete stop.
The driver will open the door, only after all traffic
has stopped.
The driver will motion the safety patrols and/or
students to cross only after it is safe to cross.
All students should cross at least ten paces in front of
the bus.

5.

Administrative Procedure 6153, Student Trips and bulletins
referring to field trips will be distributed. Those procedures shall be
followed by each school.

6.

Associate Superintendents, Instructional Directors, and Principals
shall refer to Administrative Procedure 3541.35, Evacuation of
6
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School Buses, for proper procedures concerning annual evacuation
drills.
7.

Annual written requests should be submitted to the Director of
Transportation for transportation for all programs other than to and
from school and programs requiring field trip procedures.
(Example: work-study buses, tutoring programs, Federal programs,
etc.)

8.

Prince George’s County school buses shall be used for only those
trips and programs for which they have been authorized. (Example:
work-study buses are to be used for work-study programs, and
work-study students only; Head Start trips should transport only
Head Start students, etc.)

IV.

RELATED PROCEDURES: Administrative Procedure 3541.35, Evacuation of
School Buses; Administrative Procedure 5131.1, School Bus Conduct;
Administrative Procedure 5146, Procedural Guidelines for Students Disabled
Under Section 504 of Rehabilitation Act of 1973; Administrative Procedure 6153,
Student Trips; Administrative Procedure 10101, Code of Student Conduct; and
Bulletin S-49-03, Section 504 Medical Transportation Process.

V.

LEGAL REFERENCE: Code of Maryland Regulations, 13A.06.07.

VI.

MAINTENANCE AND UPDATE OF THESE PROCEDURES: This
Administration Procedure originates with the Department of Transportation and
will be updated as necessary.

VII.

CANCELLATIONS AND SUPERSEDURES: This Administrative Procedure
cancels and supersedes Administrative Procedure 3541, dated September 1, 2004.

VIII.

EFFECTIVE DATE: July 1, 2013.

Distribution: Lists 1, 2, 3, 4, 5, 9 and 10
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BOARD OF EDUCATION POLICY
STUDENTS
Attendance
The Board of Education authorizes the Superintendent to establish a system of school attendance
areas.
Attendance Areas
The Board of Education establishes the following guidelines for the Superintendent in
establishing these attendance areas:
•

The school attendance areas shall be established for every school without regard to race,
color, religion, or national origin.

•

The school attendance areas for all pupils will be determined by the residence of their
parents or legal guardians.

•

The school attendance areas established shall serve all pupils in proximity to the school
where reasonable and proper, with appropriate regard to the safety and transportation of
the pupils and to the capacities of buildings.

•

The school attendance areas shall be reviewed annually by staff personnel.
Recommendations for changes in existing boundaries will be presented to the Board as
new school facilities are available and school population increases or decreases in a given
geographical area, thereby affecting pupil and staff assignment. When new attendance
areas have been established and approved by the Board of Education, the parents and/or
legal guardian of all pupils will be informed in writing of the school or schools in which
their children belong.

Transportation
School bus transportation shall be based upon serving the school attendance areas without regard
to race, color, religion, or national origin.
Except as provided for by special programs, a pupil attending a school outside of his/her
attendance area will not be entitled to receive free transportation.
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I.

PURPOSE: To establish procedures for planning and construction of new
facilities, including additions and renovations to existing facilities.

II.

BOARD POLICY: Planning and construction of new facilities, including
additions and renovations to existing facilities, will be accomplished in compliance
with the regulations and procedures as published by the Interagency Committee
(IAC) for Maryland Public School Construction, and in support of the Educational
Facilities Master Plan (EFMP), Comprehensive Maintenance Plan (CMP), and
Capital Improvement Program (CIP) as approved by the Board of Education of
Prince George’s County and the IAC. (Board Policy 7100).

III.

DEFINITION:

IV.

A.

State Rated Capacity – The maximum number of students, computed in
accordance with the procedures published by the IAC, that can be
reasonably be accommodated in a facility without significantly hampering
delivery of the educational program. (See Attachment)

B.

Capital Improvement Program (CIP): The annual six-year capital funding
request for all projects to include acquisition, planning, design and
construction of facilities, land and/or equipment.

C.

Comprehensive Maintenance Plan (CMP): A scheduled strategy for
maintaining public school facilities in a way that is fiscally prudent and
preserves the economic value of prior investments.

D.

Educational Facilities Master Plan (EFMP): The long-range, 20 year master
plan that guides the selection of projects to be included in the CIP, and is
developed to be in alignment with the instructional objectives of the system
and with the current and future population distribution and enrollment
projections.

E.

Facilities Advisory Committee: A permanent committee of school system
administrators for the purpose of making recommendations to the Chief
Executive Officer regarding the EFMP, CMP, and CIP.

PROCEDURES:
A.

Facilities Advisory Committee
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B.

1.

The Chief Executive Officer will establish a permanent Facilities
Advisory Committee of school system administrators to regularly
review school system facilities and recommend projects to be
included in each annual Capital Improvement Program, to
recommend changes in uses of facilities, and to recommend
disposition of facilities declared excess to the needs of the school
system.

2.

Community Services - Park-Schools, which include community
parks and recreation spaces in addition to school gymnasiums, will
be developed to the maximum extent in cooperation with the
Maryland-National Capital Park and Planning Commission (MNCPPC). Where feasible, planning will be coordinated with State
and County government agencies for the placement of community
services, such as health clinics, recreation facilities, etc., in schools.

3.

Acquisition of School Sites - The Board of Education will have
final approval authority on the acquisition and location of new
school sites. Land acquisition projects will be submitted to the
County Government annually as part of the Capital Improvement
Program.

School Site Standards
1.

2.

New School Sites:
a.

Elementary School: 10 - 15 acres (minimum of 10 useable
acres)

b.

Middle School: 20 - 25 acres (minimum of 20 useable
acres)

c.

High School: 35 - 50 acres (minimum of 35 useable acres)

d.

Special Education Center: (minimum of 15 acres)

New School Sites Inside the Beltway (or on sites deemed urban in
nature):
a.

Elementary School: 3 - 8 acres (minimum of 3 useable
acres)

b.

Middle School: 9 - 16 acres (minimum of 9 useable acres)
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C.

c.

High School: 15- 25 acres (minimum of 15 useable acres)

d.

Special Education Center: (minimum of 3 useable acres)

Building Standards
School design guidelines shall be developed and maintained for
elementary, middle and high schools and will include the following design
features:

D.

1.

Air conditioning - Air conditioning will be provided in all
administrative and instructional spaces where budget allows, except
vocational education shops producing high heat loads or spaces
requiring excessive ventilation in existing schools as they receive
renovations. Air conditioning will be included in all new schools.

2.

Auditoriums - One auditorium shall be provided in each new high
school.

3.

Gymnasiums - One gymnasium shall be provided in each
elementary, middle, and high school (for the smaller elementary
schools, this may be a large gymnasium/multipurpose room
combination). There will be one instructional gymnasium and one
instructional spectator gymnasium in each high school of 1500 or
more capacity.

Educational Specifications:
1.

Educational specifications for each project will be prepared and
submitted to the Board of Education for approval prior to
submission to the Interagency Committee (IAC) for review. Project
specific educational specifications will conform to Board of
Education policy and be limited to the scope and capacity as
approved by the IAC.

2.

Project specific educational specifications will be coordinated with
the following departments and representatives:
a.

Teaching and Learning,

b.

Capital Programs,

c.

Transportation,
3
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E.

d.

Purchasing,

e.

Food Services,

f.

Building Services,

g.

Pupil Accounting and School Boundaries,

h.

Human Resources, and

i.

Parent and/or Community Member.

Educational Facilities Master Plan (EFMP) Development
1.

PGCPS will adhere to applicable State and County regulations in
the development of the EFMP.

2.

The EFMP will contain PGCPS policies, goals, standards and
guidelines for effectively and efficiently developing, utilizing, and
maintaining the full inventory of school facilities.

3.

The EFMP will indicate shifts and trends in the County population
and distribution that impact PGCPS facility needs.

4.

The EFMP will evaluate the current condition, educational
adequacy, and utilization of all PGCPS facilities.

5.

The EFMP will include the PGCPS current and projected student
enrollment and capital project needs for the next 6 years.

6.

Yearly Calendar
a.

The Facilities Advisory Committee shall develop a
competent recommendation for an EFMP to reach the Chief
Executive Officer by May 15.

b.

One public hearing on the EFMP will be held by June 1.

c.

The Preliminary EFMP will be submitted to the County
Government no later than June 1.

d.

The Board of Education will adopt the EFMP by June 20,
and, subsequently, submit it to the IAC/PSCP by July 1.
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F.

V.

Capital Improvement Program (CIP) Development
1.

PGCPS will adhere to applicable State and County regulations in
the development and execution of the CIP.

2.

Acquisition of School Sites - Funding needed for land acquisition
will be requested, as needed, in the Prince George’s County Public
Schools annual CIP.

3.

The CIP will follow the priorities established in the EFMP as it
relates to the objective ranking of facilities on the basis of
infrastructure condition, rate of utilization and educational
adequacy.

4.

Yearly Calendar
a.

The Chief Executive Officer will approve the Capital
Improvement Program and recommend the same to the
Board of Education by September 1.

b.

One public hearing on the Capital Improvement Program
will be held during the month of September.

c.

The Board of Education will adopt the Capital Improvement
Program by September 30. The Capital Improvement
Program will be submitted to the County Government no
later than October 7, and, subsequently, submitted to the
Interagency Committee for State Public School Construction
by October 15.

RELATED PROCEDURES:
Administrative Procedure 3522, Requesting Building Alterations and
Improvements;
Administrative Procedure 7110, The Facilities Advisory Committee;
Administrative Procedure 7211.l, Selection of Architects; and,
Administrative Procedure 7419, Minority Business Procedures for State Funded
Public School Construction Projects.

VI.

MAINTENANCE AND UPDATE OF THESE PROCEDURES: The
Department of Capital Programs will update this procedure as may be required.
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VII.

CANCELLATIONS AND SUPERSEDURES: This Administrative Procedure
cancels and supersedes Administrative Procedure 7100, dated July 1, 2004.

VIII.

EFFECTIVE DATE: September 29, 2017.

Attachment: Capacity and Space Formula
Distribution: Lists 1, 2, 3, 4, 5, 6, 10, and 11
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I.

PURPOSE: To provide for the regular review of school system facilities by a
permanent committee of school system administrators for the purpose of making
recommendations to the Chief Executive Officer regarding the Educational
Facilities Master Plan, Comprehensive Maintenance Plan, and Capital
Improvement Program.

II.

BACKGROUND: School system construction needs, together with the needs of
existing facilities, will be regularly reviewed and evaluated as to location, size,
capacity, and other building considerations with the objective of developing an
annual Educational Facilities Master Plan (EFMP), Comprehensive Maintenance
Plan (CMP) and Capital Improvement Program (CIP) for submission to the Board
of Education.
The regulations and procedures for planning and construction of new facilities,
addition to facilities, and renovation of existing facilities are prescribed by the
Interagency Committee for the State Public School Construction Programs. These
rules are the basis for Board of Education Policy 7100. It is the function of the
Facilities Committee to review school system educational programming and other
initiatives and requirements. The Committee advises the Chief Executive Officer,
who recommends to the Board of Education a viable CMP and CIP that are wellaligned with the EFMP and the Bridge to Excellence Master Plan (Administrative
Procedure 7100).

III.

DEFINITIONS: The following definitions apply to the content of this
Administrative Procedure:
A. Capital Improvement Program (CIP): The aggregate of those projects for the
acquisition, construction, demolition, addition, and renovation of school
systems facilities, including land, buildings, and/or equipment.
B. Comprehensive Maintenance Plan (CMP): A scheduled strategy for
maintaining public school facilities in a way that is fiscally prudent and
preserves the economic value of prior investments in our properties and
buildings.
C. Educational Facilities Master Plan (EFMP): Aligned with the educational
objectives found in the PGCPS Bridge to Excellence Master Plan and with
current and future population distribution and enrollment projections, the
EFMP guides the selection of projects to be included in the annual and 6-year
CIP.
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D. Facilities Advisory Committee: An advisory group for the purpose of
reviewing the Educational Facilities Master Plan, Comprehensive Maintenance
Plan, and the Capital Improvement Program and making recommended
changes in the use of facilities and the disposition of facilities declared excess
to the needs of the school system to the Chief Executive Officer. The Facilities
Committee is composed of the following members:
1.
2.
3.
4.
5.
6.
7.
8.
9.
IV.

Chief Operating Officer (Chairperson)
Deputy Superintendent for Teaching & Learning
Area Office Associate Superintendents
Executive Director of Curriculum and Instruction
Chief Financial Officer
Chief of Supporting Services
Director of Pupil Accounting and School Boundaries
Director of Capital Programs
Director of Building Services

PROCEDURES:
A.

Duties of the Committee: The Committee shall have the responsibility to
develop a competent recommendation for an Educational Facilities Master
Plan, Comprehensive Maintenance Plan, and a Capital Improvement
Program to reach the Chief Executive Officer not later than May 15 of each
year. Duties include:
1. Review staff proposals for academic programs/changes that impact
building use and/or capital improvement needs.
2. Monitor anticipated seating capacity projections versus enrollment
projections.
3. Review staff proposals for school closings and boundary changes for
impact on capital improvement needs.
4. Review proposals for alternative utilization and/or disposition of closed
facilities.
5. Review shared use of buildings by the community or others for impact
on seating capacity and/or capital improvement needs.
6. Monitor and record all facility changes affecting space and/or capacity.
7. Review existing buildings for inadequacies that need correction.
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8. Review citizen and staff proposals for building needs.
9. Evaluate requests for building alterations and improvements.
10. Review facilities projects proposed through alternative funding sources
such as bonds or grants.
11. Recommend annual revisions to the Educational Facilities Master Plan,
Capital Improvement Program, and Comprehensive Maintenance Plan
to include priorities for capital projects.
12. Attend each meeting of the Board of Education when the Educational
Facilities Plan, Capital Improvement Program, and/or Comprehensive
Maintenance Plan is scheduled for discussion or action.
B.

Records and Reports:
1.

The Chairperson shall provide for a record of deliberations
sufficient to explain results.

2.

Interim Status Reports: The Chairperson shall keep the Chief
Executive Officer informed of Committee progress, significant
issues under discussion, and significant differences of opinion as
expressed by members.

Throughout the work of the Committee, Board of Education Policy 7100
shall be used as the prime basis for deliberations, together with all other
pertinent regulations.
V.

RELATED PROCEDURES:
Administrative Procedure 7100, Capital Improvement Program, New Construction;
Administrative Procedure 1331, Shared Space of School Facilities by NonCommercial Users;
Administrative Procedure 2505, Housing for Special Education Programs;
Administrative Procedure 2570, Closing of School Buildings;
Administrative Procedure 2571, Utilization of Buildings which are Closed by the
Board of Education;
Administrative Procedure 3522, Requesting Building Alterations and
Improvements; and
Administrative Procedure 8391, Boundary Changes.
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VI.

MAINTENANCE AND UPDATE OF THESE PROCEDURES: This
Administrative Procedure originates with Office of the Chief Operating Officer
and will be updated as necessary.

VII.

CANCELLATIONS AND SUPERSEDURES: This Administrative Procedure
cancels and supersedes Administrative Procedure 7110, dated August 1, 1988.

VIII.

EFFECTIVE DATE: October 1, 2015.

Distribution: Lists 1, 2, 3, 4, 5, 6, 10, and 11
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I.

PURPOSE: To disseminate the procedures used by the Board of Education for
changing school boundaries.

II.

POLICY: In accordance with Board of Education Policy 0113, it is the
philosophy of the Prince George’s County Public Schools (PGCPS) to make the
most economical and practical use of its physical resources in the
implementation of its educational programs.

III.

BACKGROUND: The school system will periodically determine, by systemic
study, the status of the current and projected use of all educational facilities and,
with regard to the efficient utilization of space and the effective delivery of
instruction, the reassignment of students accordingly, when necessary. These
advisory guidelines address the process of changing the boundaries in geographic
attendance areas. The procedures shall ensure, at a minimum, that the following
factors are considered:
A.
B.
C.
D.
E.
F.
G.
H.

IV.

Student Enrollment Trends.
School Building Capacities.
Scheduled Capital Improvements.
Capacity Utilization Rates.
Transportation.
Educational Programs.
Financial Considerations.
Community Input.

DEFINITIONS: The following definitions apply to these terms throughout the procedure.
A. Capacity utilization rates: the percentage of a school building being utilized that is
calculated by comparing building capacity to current or projected enrollment.
B. Enrollment projections: the total number of students expected to attend a school each
year on the official September 30 census.
C. Exceptionally under-enrolled: a school facility that has operated at less than 60% of
capacity utilization for more than 2 consecutive school years and, as a result, should be
reviewed for closure, consolidation or redistricting.
D. School building capacities: the number of students that a school facility has the
physical capacity to enroll based upon a calculation using standardized class sizes.
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V.

BOUNDARY ADVISORY COMMITTEE:
A. The Committee shall be comprised of members appointed by the Chief Executive Officer
including, but not limited to:
1. Chief Academic Officer
2. Chief Operating Officer
3. Chief of School Support and Leadership
4. Chief Financial Officer
5. Associate Superintendent for Special Education
6. Associate Superintendent for Communications
7. Chief of Staff
8. Director of Building Services
9. Director of Capital Programs
10. Director of Transportation
B. The activities of the Boundary Advisory Committee shall be coordinated by the
Department of Pupil Accounting and School Boundaries.
C. The Committee shall convene, at minimum, annually to:
1. Review updated school enrollment projections and capacity utilization. They shall
offer their expertise in reviewing draft boundary studies; and
2. Review and finalize boundary proposals which will be presented to the Chief
Executive Officer for his/her review.

VI.

PROCEDURES:
A. Proposals to change a school’s boundary will be submitted to the Chief
Executive Officer from the Boundary Advisory Committee.
B. The Chief Executive Officer, upon his/her approval of the proposal, will submit
the proposal to the Board of Education for approval to proceed with a public
hearing.
C. Upon its review of citizen comments from the public hearing, the Board of Education may
direct the Chief Executive Officer to revise the proposal. The final proposal will be
approved by the Board of Education and will be implemented by the Chief Executive
Officer and staff..
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VII.

TIMELINE: The following illustrative timeline serves only as a guideline for
the process to change a school boundary.
December:

Refine five-year enrollment projections by school by grade.

January:

Assess school building capacities. Assess school utilization rates.
Identify schools over capacity and also those exceptionally underenrolled;

February:

School principals and/or school system administrators may forward
issues regarding school over-crowdedness or under enrollment to
the Department of Pupil Accounting and School Boundaries.

February:

Convene Boundary Advisory Committee.

March
– June:

Refine boundary proposals (including maps and data analyses)
with input from the community.

July:

Boundary Advisory Committee convenes to finalize boundary
proposals.

August:

Boundary Advisory Committee presents boundary proposals to
Chief Executive Officer.

September:

Upon approval, Chief Executive Officer presents boundary
proposals to the Board of Education.

October:

Board of Education holds public hearing regarding the
boundary proposals.

November:

Present final boundary plans to Board of Education for final
approval.

December:

Distribute to families the final school assignment for the next
school year for students affected by the approved boundary
changes.

VIII. MINOR BOUNDARY CHANGES:
A. A Minor Boundary Change means:
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1.
2.
3.

It impacts twenty (20) or fewer students;
It does not materially impact facility utilization and
transportation requirements; and
It serves to correct school assignments which are obviously
inconsistent with adjacent properties.

B. Minor Boundary Changes may be introduced at any time during the school
year and, if approved by the Board of Education, may be implemented during
the same school year.
C. The families will be notified of the proposed changes and provided an
opportunity to offer written or verbal comments prior to the Board of
Education’s final vote on the proposal.
D. If approved by the Board of Education, the change may be implemented during
the school year in which the change was approved.
E. Provisions will be made to allow those impacted by the proposed change to
complete the school year at their current school, if desired.
IX.

MONITORING AND COMPLIANCE: On an annual basis, the Educational Facilities
Master Plan shall include the most recent official school building utilization rates and identify
potential for balancing enrollment through boundary changes.

X.

RELATED PROCEDURES: Administrative Procedure 2570, Closing of School Buildings;
Administrative Procedure 3541, Student Transportation; Administrative Procedure 7110,
Facilities Advisory Committee.

XI.

MAINTENANCE AND UPDATE OF THESE PROCEDURES: This
Administrative Procedure originates with the Department of Pupil Accounting and
School Boundaries and will be updated as needed.

XII.

CANCELLATIONS AND SUPERSEDURES: This Administrative Procedure
cancels and supersedes Administrative Procedure 8391, dated November 11,
2013.

XIII. EFFECTIVE DATE: October 12, 2020.

Distribution: Lists 1, 2, 3, 4, 5, 9 and 10
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