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File: KA 
 

SCHOOL-COMMUNITY RELATIONS GOALS 
 
The Lynn School Committee and all employees of the school system should be aware of the importance 
of securing and maintaining the confidence and respect of the public in the educational programs of the 
schools.  Here are some principles on which a sound program of community relations can be based: 
 
1. Schools are established for the purpose of helping children and youth learn and grow in desirable 

directions.  Schools (as a top priority) should do well the job they are set up to do--this ought to 
be the main cornerstone in any program of community relations. 

 
2. All citizens, whether or not they are parents of the young, have a stake in the education of the 

next generation.  They should be considered as being potentially supportive of the goals of 
education, even if, at times, some would question the means being used to accomplish these 
goals. 

 
3. Communications with citizens should be courteous, honest, straightforward and direct.  Quite 

naturally, school committee members and educators like to communicate about the strengths and 
successes of educational programs.  However, equally full communication is often necessary 
with reference to the problems, needs and weaknesses of the school system.  Citizens do not 
expect schools to be perfect--they do have the right to have an honest picture of schools as they 
really are. 

 
4. The school committee is charged with the responsibility of spending tax dollars--most of which 

are derived from assessments on the homes and business of the community.  The citizens have a 
right to know how this money is being spent and how effectively their dollars are being used to 
accomplish educational purposes. 

 
5. The community should be viewed as a rich pool of educational resources for field trips, speakers, 

work-study projects, opportunities for pupils to observe people in large number of diverse 
occupations and as a source for volunteer and paid aides.  Pupils should be taught that their 
community has a 11history,'1 a "geography" and "current events" all of its own. Wise use of the 
community as an educational resource is an effective way of building understanding and support 
for schools at a genuine "grass roots" level. 

 
6. More and more, education is becoming a lifelong activity. While schools have been established 

primarily to serve children and youth, the school committee and the professional educators ought 
to be in the forefront of efforts to provide educational programs for adults and to promote the 
widest p05sible use of school facilities for educational and cultural programs for adults during 
non-school hours. 
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FAMILY INVOLVEMENT  

 
The Lynn School Committee believes that: 
 
Parents and family members are their children's first and primary teachers and families are full partners 
in the education of their children and an invaluable educational resource to schools and teachers; 
 
Children whose families are involved in school activities and provide reinforcement and support for 
learning in the home are more likely to be successful in school; 
 
Family involvement is a central, not peripheral function of the school system and a shared responsibility 
of the schools, central office, and the community. It is not an add-on task for one segment of the school 
community; 
 
A comprehensive, coordinated, and proactive approach to involving all families, particularly effective 
outreach strategies by school personnel, improvement councils, and parent groups is required; 
 
School systems that meaningfully involve families and the community at large in school activities have 
more successful students and more instructionally effective schools; 
 
Traditional avenues for parental involvement do not adequately take into account the extended and 
continuously evolving nature of the American family. 
 
Given these beliefs, the Lynn Public Schools shall: 
 
Enhance or establish and maintain welcoming and nurturing environments for family involvement in all 
schools and offices of the school system; 
 
Enhance or establish and maintain partnerships with families that support the school system's efforts to 
provide educational success for their children; 
 
Enhance or establish and maintain mutual respect between schools and families for their contributions to 
the development of children and the community; 
 
Support families in providing home, school, and community learning environments that contribute to 
educational success for students. 
 
To achieve these goals all staff are expected and encouraged to develop and implement programs and 
activities that increase the quality and quantity of family involvement in the Lynn Public Schools. 
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The entire school community should implement family involvement activities that: 
 
Enhance or establish and maintain effective two-way home/school communications; 
 
Support and sustain appropriate family involvement in school activities including membership on parent 
advisory committees and other in-school activities that support children's learning; 
 
Respect cultural, racial, and economic differences and interests among families and provide school 
involvement opportunities that accommodate this diversity among families; 
 
Provide opportunities for family members to learn about their school and their children's education, to 
support school activities, and to participate in decisions about policies and programs 
 
Value and appreciate the unique perspectives that all families can bring to discussions and decisions 
about school programs and policies affecting their children 
 
In addition, individuals schools are expected and encouraged to enhance collaboration with other 
community agencies and organizations to: 
 
Provide parenting education programs including skills training for their own career development 
 
Involve under-represented and under-involved families in school activities and decision-making 
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RELATIONS WITH PARENT ORGANIZATIONS 

 
The school committee endorses and urges the creation of parents organizations such as PTA and PTO 
units as appropriate means of achieving effective and maximum feasible involvement of mothers, 
fathers, and other guardians of students in the affairs of our schools.  The school committee expects all 
staff members--but most particularly principals--to work closely and in harmony with the officers and 
directors of all parents organizations in the pursuit of the following goals: 
 
1. To involve parents and school personnel in a cooperative and sustained system of activities 

which will increase the educational opportunities of the children both in school and at home. 
 
2. To improve school-home relationships by enabling parents and school personnel to (a) define 

their relationship to each other; (b) define their roles as they pertain to the children served by the 
schools; and (c) identify family needs and resources. 

 
3. To provide teachers and administrators with opinions and viewpoints that will lead to a better 

analysis of the needs of students and more relevant program planning. 
 
4. To develop the skills needed by school personnel to function effectively in a working 

relationship with parents and other community members. 
 
 
 
LEGAL REFS.: Student Handbooks 
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COMMUNITY INVOLVEMENT IN DECISIONMAKING 
 
The school committee endorses the concept that community participation in the affairs of the schools is 
essential if the school system and the community are to maintain mutual confidence and respect and 
work together to improve the quality of education for students. It therefore intends to exert every effort 
to identify the desires of the community and to be responsive, through its actions, to those desires. 
 
All citizens will be encouraged to express ideas, concerns, and judgments about the schools to the 
school administration, staff, any appointed advisory boards and the committee. 
 
Residents who are specially qualified because of interest, training, experience, or personal 
characteristics will be encouraged to assume an active role in school affairs.  From time to time, these 
people may be invited by the committee to act as advisors, either individually or in groups. 
 
The committee and the staff will give substantial weight to the advice they receive from individuals and 
community groups interested in the schools, particularly from those individuals and groups they have 
invited to advise them regarding specific problems, but will ~  use their best judgment in arriving at 
decisions. 
 
 
 
CROSS REF.: BCF, Advisory Committees to the School Committee 



FILE: KCB-A 

 

SCREENING PROCEDURES POLICY 

 

 

A. PROMOTIOINS/ACADEMIC TITLES 

 

1. After verifying that the position is funded, the Principal/Director informs the Associate 

Superintendent of this/her intent to fill certain vacancy (ies). The Associate Superintendent will 

review requests and make a recommendation to the Superintendent prior to posting any positions.  

Any new job postings created during the summer cannot be posted until school opens in 

September. 

2. Requests to fill vacancies will then go before the School Committee for approval, prior to 

posting.  The Human Resources Manager will assist the Principal/Director in scheduling a time to 

present their requests to the School Committee.  If a position needs to be filled on an emergency 

basis, the Superintendent may authorize such requests and subsequently notify the School 

Committee about the steps taken. 

3. Postings approved by the School Committee will be prepared and distributed by the Human 

Resource Department. 

4. Approved posting for vacancies that occur for positions that are covered by the administrator’s 

contract will be posted in accordance with relevant contract language.  A representative from the 

administrators union will have an opportunity, upon request, to review postings for positions 

covered by their contract prior to their distribution. 

5. All applications will be forwarded to the Human Resource Manager who will review all 

credential including certifications, academic training, degrees, reference letters and all other 

related materials prior to forwarding names of qualified candidates to the Principals/Directors and 

Screening Committee.  Reference letters must be current, relevant and verifiable.  All qualified 

Lynn residents will be included in the referrals made to the Principals/Directors and/or Screening 

Committee for an interview. 

6. When five or more qualified applicants have submitted complete, formal applications, the 

Principal/Director will organize a screening committee. 

7. Each screening committee for academic titles should be comprised of up to three school 

committee members and include individuals who reflect an interest and understanding of the 

position to be filled. The overall composition of the committee is at the discretion of the 

committee chair in consultation with the Superintendent.  Committee size should be between 

seven and nine members.  The Human Resource manager will serve on the committee at the 

discretion of the Superintendent. 

a. Each screening committee for Principal/Directors should be comprised of up to three staff 

from that school community, three parents/guardians who reflect the school diversity 

(that being at least one parent from the highest minority % of students from that school), 

one community partner involved with that schools improvement council and up to three 

school committee members.  

8. The committee chairperson will be responsible for: 

• Setting the interview schedule 

• Providing the screening committee with background information on all qualified 

candidates to be interviewed. 

The Human Resource Department will assist the committee chairperson in coordinating the   

interview time, place and notifications to candidates. 

9. The committee chairperson shall extend an invitation to each member of the School Committee to 

observe each interview and provide School Committee members with an interview schedule and 

information packet on each candidate. 
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9. The committee chairperson shall extend an invitation to each member of the School Committee to 
observe each interview and provide School Committee members with an interview schedule and 
information packet on each candidate. 
10. The interview screening schedule must be posted in the City clerk’s office at City Hall with copies 
to the Superintendent, Associate Superintendent, Business Administrator and Human Resource 
Manager. 
11. The Screening/interview process must comply with all Federal and state regulations. 
12. Screening committee members should ask each candidate the same questions. Optional additional 
questions may be asked, if time allows. The Human Resource Manager may assist in developing 
interview questions. 
13. Interview summary rating forms should be independently completed by each committee member for 
each candidate interviewed. 
14. The committee chairperson shall provide the Principal/Director with a list of finalists: at least three 
(3) finalists from fields of five (5) or less. 
15. The Principal/Director shall meet with the Superintendent to discuss recommendation(s) for 
appointment(s). 
16. New appointees will be scheduled for a pre-employment physical and be asked to sign an 
authorization for the District to conduct a Criminal Offender Request for Information (CORI). 
Employment offers are conditional, pending the results of both inquiries. Current employees will also be 
required to have an updated CORI prior to being promoted. 
17. The Principal/Director will notify candidates not selected before the selected candidate is 
announced. 
18. Finalists will be notified in person and an appointment letter will be placed in his/her official 
personnel file. 
19. If a decision is reached to offer employment to an individual employed by another school 
system/district, the Principal/Director will contact that system and inform them of our intent to hire. 
20. The Superintendent’s Office will notify the Human Resources and Payroll Department regarding 
salary placement and the effective date of the appointment. 
 
 

Revisions approved by the School Committee on March 27, 2014 
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PUBLIC GIFTS TO THE SCHOOLS 
 
 
The Superintendent will have authority to accept gifts and offers of equipment for the schools in the 
name of the committee when the gift is of educational value.  In the case of gifts from industry, busi-
ness, or special interest groups, no extensive advertising or promotion may be involved in any donation 
to the schools. 
 
Gifts that would involve changes in school plants or sites will be subject to School Committee approval. 
 
Gifts will automatically become the property of the school system. Any gift of cash, whether or not 
intended by the donor for a specific purpose, will be handled as a separate account and expended at the 
discretion of the committee, as provided by law. 
 
The committee directs the Superintendent to assure that an appropriate expression of thanks is given all 
donors. 
 
 
 
LEGAL REF.:   M.G.L. 71:37A 
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CONTRIBUTION TO THE FUNDING OF INTER-SCHOLASTIC ATHLETICS 
 
The Lynn School Committee will accept contributions to the athletic revolving fund to help fund inter-
scholastic athletics provided that such gifts are made with the understanding that these funds are given 
with no restrictions as to their use. 
 
Recommendations to the school committee for the use of such contributions will be made by the 
superintendent in consultation with the high school principal and the director of athletics and physical 
education 
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PUBLIC INFORMATION PROGRAM 
 
The people in this community are interested in their schools as an extension of their homes, existing to 
furnish a special form of aid in the development of their children.  The schools closely touch the lives of 
all persons in this community, and every attempt shall be made by the school committee to represent the 
people according to the best interests of their children.  To this end, the school committee shall attempt 
to: 
 
1. Keep themselves and the public informed regarding the policies, administration operation, 

objectives, and successes or failures of the schools. 
 
2. Provide the means for furnishing full and accurate information, favorable and unfavorable, 

together with interpretation and explanation of the school plans and programs. 
 
 



 

Lynn Public Schools 

File: KDB 
 

PUBLIC'S RIGHT TO KNOW 
 
 
The Lynn School Committee is a public servant, and its meetings and records will be a matter of public 
information except as such meetings and records pertain to individual personnel and other classified 
matters. 
 
The School Committee supports the right of the people to know about the programs and services of their 
schools and will make every effort to disseminate information.  All requests for information will be 
acted on fairly, completely and expeditiously. 
 
The official minutes of the committee, its written policies and regulations, and its financial records will 
be open for inspection at the office of the Superintendent by any citizen desiring to examine them during 
hours when the office is open.  No records pertaining to individual students or staff members will be 
released for inspection by the public or any unauthorized persons by the Superintendent or other persons 
responsible for the custody of confidential files.  The exception to this will be information about an 
individual employee (or student) that has been authorized in writing for release by the employee (or 
student, or student's parent). 
 
Each building administrator is authorized to use all means available to keep parents and others in the 
particular school's community informed about the school's program and activities. 
 
 
LEGAL REFS.:   M.G.L. 4:7; 66:10; 39:23B 
 
CROSS REFS.:   BEDG, Minutes 
                GBJ,  Personnel Records 
                JRA,   Student Records 
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NEWS MEDIA RELATIONS 
 
NEWSPAPERS AND OTHER NEWS MEDIA 
 
Representatives of the press and other news media are welcome to attend all meetings of the school 
committee except the executive sessions. 
 
Whenever possible and statutorily permissible, the school committee will make available to the 
representatives of the news media notices of meetings, agenda, materials supporting agenda items and 
copies of approved minutes. 
 
As appropriate, the chairman of the school committee or the superintendent will issue press releases to 
keep the public informed about educational programs and the operation of the school committee. 
 
SCHOOL SYSTEM NEWSLETTERS 
 
The school committee encourages and supports the publication of periodic newsletters by the schools 
and the school system to inform the community about the instructional programs and activities of the 
public schools. 
 
 
 
LEGAL REFS.: M.G.L. 39:23B; 66:10 



 

Lynn Public Schools 

 File: KE 
PUBLIC COMPLAINTS 

 
 
Although no member of the community will be denied the right to bring their complaints to the 
committee, they will be referred through the proper administrative channels for solution before 
investigation or action by the committee.  Exceptions will be made when the complaints concern 
committee actions or committee operations only. 
 
The committee believes that complaints are best handled and resolved as close to their origin as 
possible, and that the professional staff should be given every opportunity to consider the issues and 
attempt to resolve the problem prior to involvement by the committee.  Therefore, the proper channeling 
of complaints involving instruction, discipline or learning materials will be as follows: 
 

1.     Teacher 
 
2.     School building administrator 
 
3.     Superintendent 
 
4.     School Committee 

 
If a complaint, which was presented to the committee and referred back through the proper channels, is 
adjusted before it comes back to the School Committee, a report of the disposition of the matter will be 
made to the committee and then placed in the official files. 
 
Matters referred to the Superintendent and/or School Committee must be in writing and should be 
specific in terms of the action desired. 
 
The committee expects the professional staff to receive complaints courteously and to make a proper 
reply to the complainant. 
 
 
 
LEGAL REF.:  603 CMR 26:09 and 26.10 
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PUBLIC COMPLAINTS 
 
Complaint Procedure 
 
(1) A parent, guardian, or other person or group who believes that M.G.L. c. 76, &5 or 603 CMR 

26.00 has been or is being violated, may request a written statement of the reasons therefor from 
the responsible School Committee through the Superintendent and may submit a copy of such 
request to the Bureau of Equal Educational Opportunity of the Department of Education. If such 
request is made, a copy of such request shall be sent by the School Committee to the Bureau of 
Equal Educational Opportunity. 

 
(2) The School Committee shall respond promptly, but no later than 30 days, in writing to the 

complaining party. The School Committee shall also send a copy of its response to the Bureau of 
Equal Educational Opportunity. 

 
(3) The Bureau of Equal Educational Opportunity shall act as the representative of the Board of 

Education for the purpose of receiving complaints to pursuant to 603 CMR 26.00. 
 
(4) The Bureau of Equal Educational Opportunity shall, pursuant to a complaint received under 603 

CMR 26.09 (1) or on its won initiative, conduct reviews to insure compliance with M.G.L. c. 76 
&5 and 603 CMR 26.00 The School Committee and the specific school(s) involved shall 
cooperate to the fullest extent with such review. 

 
(5) In the event of non-compliance with M.G.L. c. 76 &5 or 603 CMR 26.00 the Board of Education 

may take such action as it sees fit, including, but not limited to, withholding of funds or referral 
of the matter to the Office of the Attorney General for appropriate legal action. 

 
Private Right of Enforcement 
 

Nothing in 603 CMR 26.00 shall abridge or in any way limit the right of a parent, guardian, or 
person affected to seek enforcement of St. 1971, c.622 in any court or administrative agency of 
competent jurisdiction. 

 
 
 
LEGAL REFS.: 603 CMR 26:09 and 26:10 
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PUBLIC COMPLAINTS ABOUT SCHOOL PERSONNEL 
 
Occasionally, a parent or other citizen may become dissatisfied with the action of a teacher, 
administrator or other school system employee.  It is the intent of the school committee that all parties to 
a dispute be treated fairly and impartially and that the dispute be settled according to the merits of the 
case. 
 
Because the school committee may ultimately have to render a decision in a dispute, it is inappropriate 
for a school committee member to discuss individual complaints citizens may have against a teacher, 
administrator or other school system employee.  Upon receiving a complaint, a school committee 
member will urge the person making the complaint to follow the steps outlined below. 
 
The steps a parent or other citizen will take in seeking to resolve a dispute will differ according to the 
position of the employee. However, the following procedure for resolving a conflict between a parent 
and a teacher will serve as a guide for how other disputes will be settled: 
 
1. The parent is encouraged, first of all, to attempt to resolve the dispute directly with the teacher 

on an informal basis. 
 
2. If the parent is not satisfied with the decision or action of the teacher, the parent may appeal to 

the teacher's principal, department head, or any other specialists at this level. 
 
3. If the parent is not satisfied with the principal's decision or action, the parent may appeal to the 

superintendent.  At this point, the parent will be encouraged to put the complaint in writing, 
specifying the circumstances of the complaint, including such details as the date, time, location 
of the incident and the names of all persons involved. 

 
4. Should the superintendent's review and subsequent decision not be satisfactory, the parent may 

bring the dispute to the attention of the school committee. 
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PUBLIC COMPLAINTS ABOUT SCHOOL PERSONNEL 
 
The following procedures are established to ensure that a citizen's complaint is given respectful attention 
and that the integrity of the educational program is upheld.  "Complaint" in this regulation will be 
restricted in meaning to that criticism of particular school employees by a citizen of the school district 
which includes or implies a demand for action by school authorities.  Other comments and suggestions 
will be referred informally to affected personnel. 
 

1.     If a complaint comes first to the person against whom it is directed, he/she will listen 
courteously and may try to resolve the difficulty by explaining the background and 
educational purpose involved.  If the complaint remains unsatisfied, the employee will 
refer him to the building principal or other immediate supervisor to have his views 
considered further. Whether the complaint terminates with the individual staff member 
involved or seems likely to go further, the staff member will immediately inform his 
supervisor of the complaint. 

 
2.     If a complaint comes first to the principal or other supervisor of the person criticized, he 

should listen courteously or acknowledge a letter promptly and politely, but should make 
no commitments, admissions of guilt, or threats.  If the complaint involves a particular 
employee, the supervisor should suggest a conference between the complainant and the 
person criticized and should inform that person immediately of the complaint. 

       If the complainant has already met with the person criticized and remains unsatisfied, the 
supervisor should invite the complainant to file his complaint in writing and offer  to send 
him the appropriate form regarding a school employee's behavior, character or 
qualifications. 

 
3.     If a complaint comes first to any other school employee, that employee will refer the 

complainant to the person criticized or his immediate supervisor and immediately  inform 
both. 

 
4.     No further action on the complaint should be taken unless the complainant submits the 

complaint in writing. 
 
5.     When a written complaint form is received, the principal or other supervisor will 

schedule a conference with himself, the complainant, the person criticized, and if 
advisable, the department chairman or other personnel that either the supervision or the 
person criticized feels could contribute resolution of the problem. 

 
6.     If the complainant is not satisfied with the results of the conference above, he should then 

be referred to the Superintendent, who may handle the complaint personally or refer it to 
other personnel, as he may see fit. 

 
7.     Should dissatisfaction remain after the above steps have been taken, the matter will be 

placed on the agenda for the next regularly scheduled committee meeting.  The decision 
of the committee will be communicated in writing to all interested persons. 

 
 
LEGAL REF.:  603 CMR 26.09 and 26.10 
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PUBLIC COMPLAINTS ABOUT THE CURRICULUM 

OR INSTRUCTIONAL MATERIALS 
 
 

Books and instructional materials shall be selected in accordance with the following criteria: 
 
1. Materials should enrich and support the curriculum, taking in-to consideration the varied 

interest, abilities and maturity levels of students served. 
 
2. Materials should stimulate growth in factual knowledge, literary appreciation, aesthetic values 

and ethical standards. 
 
3. Materials should provide a background of information which will enable students to make 

intelligent judgements in daily life. 
 
4. Materials should present opposing sides of controversial issues so that young citizens may 

develop under guidance the practice of critical thinking and reading. 
 
5. Instructional materials should be representative of the many religious, ethnic and cultural groups, 

emphasizing their valuable contributions to American heritage. 
 
6. Books and other reading matter shall be chosen for values of interest and enlightenment of all the 

students of the community.  A book shall not be excluded because of the race, nationality, or the 
political or religious views of the writer. 

 
7. Since materials are selected to provide for the interest and needs of the school community and 

the school program, they will be selected cooperatively by teachers, administrators and 
librarians, possibly with the assistance of students and parents. 

 
8. Standard evaluation aids will be used in the selection of materials. 
 
9. In the selection of books and other instructional materials, consideration should be given to 

factual accuracy, authoritativeness, balance and integrity.  Aesthetic values must also be 
considered in selection of materials. 

 
Occasionally, parents or other citizens of the community will want to register a complaint about a school 
using a particular book, visual aid or other instructional material.  The person desiring to register a 
complaint should use the steps set forth in Policy KL except that the form provided in KLB-E must be 
used when the appeal is made to the principal. 
 
The book or material being questioned will be retained in use pending a decision by the school 
committee (should the appeal reach this stage). 
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File: KF  

Community Use of School Facilities  

 

 

Under Chapter 71, Section 71, the School Committee is empowered and required, subject to 

such regulations as it may establish and without interference to its regular school program, to 

allow the use of school premises 

 

“by individuals and associations for such education, recreational, social, civic, 

philanthropic, and like purposes as it deems for the interest of the community.” 

 

The law further states that the affiliation of any such association with a religious organization 

shall not disqualify the association of such use, and that public schools may be used as places 

of assemblage for citizens to hear candidates for public office. 

 

Therefore, the use of public school facilities for school related purposes will take precedence 

over all outside use and are exempt from all charges. 

 

 

The Secretary of the School Committee’s approval shall be required for any exceptions to the 

fees hereunder.   The Secretary of the School Committee retains the right to deny the use of 

school facilities to any group if it deems the use is detrimental to the interest of the 

community or interferes with the operation of the schools. 

 

Permits for rental usage will be the following categories that have been established in priority 

order: 

 

A. Lynn Public School Activities or Activities Sponsored by the Lynn Public Schools, 

including: 

 

Afterschool Academic Support Provided by Lynn Public School Staff 

 

Lynn Public School Athletics 

 

Lynn Public Schools Fine Arts Programs 

 

Lynn Public School’s Staff Activities and Meetings, Parent-Teacher Activities and 

Meetings, School Alumni Associations, After School Programs and school related 

organizations/foundations sponsored by the School Committee. 

 

Recognized Parent Groups:  Parents who formally organize as a Parent Advisory 

Committee (P.A.C.), Parent Teacher Organization (P.T.O.) or Parent Teacher 

Association (P.T.A.).  These groups may or may not be nonprofit organizations 

formed by parents.  Typically, there is one recognized parent organization per school.  

This definition includes other similar formally organized groups who are broad based 

in their support of students attending the Lynn Public Schools.  
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Parent Groups that form for a specific and narrow purpose to support a specific 

extracurricular activity in which a student participates (e.g. performing arts, sports) 

where the majority of the funds are used to support only that specific extracurricular 

activity would also be included in this definition provided there is a pre-existing 

student organization recognized by the Principal. 

 

B. City of Lynn Department Programs:  Departments are defined as a department, 

committee, or commission that is subject to appropriation by the Lynn City Council 

or exists as a requirement of state statute. 

 

C. Lynn Community Groups, Community Activities and Registered Public Charities:  

Any youth group, community or recreational activities sponsored by a non-profit 

Lynn organization that provides a benefit for the Lynn community (i.e., over 50% of 

participants are Lynn residents). Non-profit groups operating a one-time fund raising 

event for the benefit of the Lynn Public Schools or citizens of Lynn with a 

Certification of Solicitation from the divisions of Public Charities will be charged as a 

Registered Public Charity for that single event. A Registered Public Charity is an 

organization exempt under IRS Code 501 (C) (3) or 501 (C) (4) and has registered 

with the Division of Public Charities under the Attorney General’s Office.   

 

D. Other Non-Profits and Commercial and Individual:  Any non-profit organization not 

primarily focused on Lynn (i.e., 50% or less of participants are Lynn residents). Also 

any society, organization or individual desiring to rent a school facility for fund-

raising purposes of a non-charitable nature, or who uses the facility for their own 

public recreational or entertainment purposes. 

 

 

LEGAL REFS.: M.G.L. 71:71; 71:71B; 272:40A 

 

 

 

Lynn Public Schools 

 

Amended: October 7, 2016 
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File: KF-R-1 

Community Use of School Facilities 

School Rental Information 

 

Rental Information 

 

Under Lynn Public School Committee Policy KF, it is the policy of the Lynn School 

Committee to make facilities available to individuals and associations for such education, 

recreational, social, civic, philanthropic, and like purposes as it deems for the interest of the 

community. 

 

All authorized persons or organizations must comply with the following rules and regulations 

for use of school buildings in the City of Lynn. The City of Lynn and the Lynn School 

Committee reserves the right to make changes and/or additions to these rules and regulations 

if deemed appropriate for the safe use of the school buildings. 

 

School Year “Available Hours” 

 

The following “Building Hours” are hours during the school year during which the buildings 

are available to be rented. These hours exclude weekends, holidays and vacations and are 

subject to change. Exceptions may be granted by the Director of Inspectional Services and 

the Superintendent. 

 

High School building hours  7:00 am – 10:00 pm 

 

Middle School building hours  7:00 am – 10:00 pm 

 

Elementary School building hours 7:00 am – 10:00 pm 

 

School facilities are not available for rental on the following holidays: New Year’s Day, 

Independence Day, Thanksgiving Day, and Christmas Day. 

 

The Director of Inspectional Services and the Superintendent of Lynn Public Schools or their 

designees, may waive the facility availability on a holiday listed above, if he/she deems the 

request to be an extraordinary event and custodial coverage can be obtained. 

 

Summer rental requests are rarely granted so that all schools can be cleaned and repairs made 

for fall use.  The school “Building Hours” change during the summer months.  Summer 

“Building Hours” hours will dictate the hours of school availability. 

 

 

 

 

 

 

 



 

4 | P a g e  

 

As outlined in the Lynn Public School Policy KF, scheduling priority will be given to groups 

in the following order: 

 

A. Lynn Public Schools. 

B. City of Lynn Department. 

C. Lynn Non-Profits. 

D. Other Non-Profits, Commercial and Individual 

 

 

 

 

Lynn Public Schools    

 

Amended: October 7, 2016



 

5 | P a g e  

 

File: KF-R-2 

Community Use of School Facilities 

Rules, Regulations and General Information 

 

 

1. No permit will be confirmed until it has been recommended by the principal and 

therefore, approved by the Director of Inspectional Services and the Superintendent 

of Lynn Public Schools or his/her designee and has been processed, and approved, 

through the application process.  

 

2. Facility Permit Requests must be filed with the Facilities Office at least 14 school 

days prior to the date of the desired rental. Requests cannot be made through school 

custodians or other school personnel. 

 

Application Becomes Available  For Facility Permits Covering 

October 1st     December 1st – February 28th  

January 1st      March 1st – May 31st  

April 1st     June 1st – August 31s t  

July 1st     September 1st – November 30th  

 

A request for a one-time annual event may be made prior to the date the application 

becomes available for the requested date if accepted at the discretion of the Facilities 

Office. 

 

3. Prompt and scheduled payments must be made when due. 

4. To obtain a permit, applicants must have a liability insurance policy that covers 

liabilities up to $1,000,000 or more. Proof of insurance may be required. 

 

5. Federal, Local and/or State elections held in a school building will take precedence 

over other activities and events for scheduling purposes.  Special or unforeseen 

elections supercede or “bump” previously scheduled permitted events. 

 

6. The permit is issued for a stated period of time and the user must abide by the time.  

The City of Lynn and/or the Lynn Public Schools reserves the right to stop any event 

going past the time stated on the permits issued.   

 

7. Phone and written notification of cancellation is required 24 hours before the 

scheduled event.  If the event is scheduled to be held on Saturday, Sunday or a 

holiday, notification must be made 48 school hours in advance.   

 

8. Cancellations must be made to both the Facilities Office and the Department of 

Inspectional Services Department by e-mail to: facilityrentals@lynnschools.org and 

the Inspectional Services Department at 781.477.7031.  If an immediate response is 

not made, cancellations should be followed up by fax to: The Facilities Office at 

781.477.7487 and The Inspectional Services Department at 781.477.7031.  
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9. School Buildings will only be opened to authorized representatives of the 

organization and at such time the representative will be responsible for the actions of 

the event attendees. 

 

10. Renting organizations are responsible for proper use of the facilities, supervision of 

attendees, activities, payment of damages and payment of police and fire protection 

when required. 

 

11. Under no circumstance shall a custodian, either on regular duty or assigned for a 

specific event, be responsible for supervision of participants before, during or after an 

event.  Adult supervision (21 years or older) shall be provided at all events and said 

supervision must be present throughout the event.  Entry into a facility will not be 

permitted until the responsible supervisor is present, and at the conclusion, the 

supervisor must remain until the last attendee has left the school building. 

 

12. If school is closed, permits will be cancelled and rescheduled unless other 

arrangements are made through the Facilities Office and the City of Lynn’s 

Inspectional Services Department prior to the cancellation. School Closings can be 

confirmed on the Lynn Public Schools Website. 

 

13. No group, organization or individual will be authorized or allowed access to use a 

facility if they do not hold an approved permit. 

 

14. No school permits will be issued to any persons under the age of 21. 

 

15. The school district has the Absolute Right of Cancellation without liability if the 

facility is unavailable. 

 

Custodial Support: 

 

1. Custodial support shall be determined by the Inspectional Services Department. 

 

Use of Gymnasium Notes: 

 

1. Food and/or beverages are not permitted in gymnasiums. 

 

2. Hardballs are not permitted in gymnasiums for the protection of the walls, fixtures 

and floor surface, except that baseball and softball activities may be conducted 

with rubber-coated balls. 

 

3. No tape may be added to the gymnasium floors or walls without the approval of 

the Director of Inspectional Services or his/her designee. 

 

4. Appropriate athletic footwear is required on gymnasium floors. Black soled shoes, 

cleats, certain “street or dress shoes” and spiked heels can damage the floor  
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5. surfaces.  Care should be taken to remove sand and grit from the soles of shoes to 

lessen damage to floor surfaces. 

 

Use of Auditoriums Notes: 

 

1. Food and/or beverages are not permitted in auditoriums. 

 

2. Supervision of lighting, equipment, rigging, curtain, etc, is the responsibility of a 

school or city recognized employee.   

 

3. Use of school equipment located in the auditorium, including musical  

instruments, must be requested when completing the rental application. 

 

4. If school equipment is requested (Sound/Lighting) a school representative will 

need to be contracted for the event and shall be paid for by the applicant. 

 

5. Organizations wishing to bring equipment into buildings must make arrangements 

with the City of Lynn Inspectional Services Department and a school designee 

during the initial application. 

 

6. All equipment must be removed immediately after the event. 

 

7. If any electrical services are needed, they are only to be performed by the 

designated City of Lynn’s electrician or his/her designee and such work shall be 

coordinated with the Director of Inspectional Services. 

 

Kitchen Support and Equipment: 

 

1. Kitchen equipment and utensils should not be used and cannot be rented. 

 

2. A food service worker must be assigned to any event/function that the kitchen 

area is requested and will be assigned by the Food Service Director or his/her 

designee. 

 

3. If a food service worker is needed, his/her fees will be paid by the organization or 

group through the food service department. 

 

4. It is not the role of the Food Service Director to prepare, cook, or clean up after a 

function. 

 

5. If catering services by the Food Service Program are needed, the requestor must 

contact the Food Service Director at 781.477.7366 extension 3583. 
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Food and Beverages: 

 

1. Food and Beverages are not allowed in school auditoriums or gymnasiums.  

Water only is allowed in the gymnasiums.    

 

2. Food and Beverages cannot be sold or served on school premises unless 

permission is granted by the Superintendent of Lynn Public Schools. 

 

3. If such sale is approved, all health regulations and permits, local or otherwise, 

must be adhered to at all times. 

 

4. Applicants are responsible for contacting the Board of Health at 781.598.4000 to 

determine if a temporary food permit or license fee is required for any event that 

involves the sale or distribution of food.  

 

5. Copies of all approved building permits will be sent as courtesy to the Board of 

Health. 

 

Smoking: 

 

1. Smoking is not permitted in any school building or on school grounds, in 

accordance with MGL, Chapter 71, Section 37H of the Education Reform Act of 

1993.  

 

City Clerk Regulations: 

 

1. A request for a permit must be submitted to the City of Lynn City Clerk’s office 

in order to hold a raffle or bazaar according to MGL, Chapter 271.  A raffle is 

defined as “an arrangement for raising money by the sale of tickets, certain among 

which, as determined by chance after the sale, entitles the holder to prizes.” A 

bazaar is defined as “a place maintained by the sponsoring organization for 

disposal of means of chance or one or both of the following type of prizes: (1) 

merchandise of any value, (2) cash awards not to exceed twenty-five dollars each. 

An example of a bazaar is a “Las Vegas Night.” There is a permit fee charge at 

the time of application. 

 

2. Any person wishing to hold an auction must apply for a permit through the City 

of Lynn City Clerk’s Office, according to MGL, Chapter 100.  There is a permit 

fee charge at the time of application 

 

3. Please call the City Clerk’s office for additional information at 781.598.4000. 

 

 

Fire Safety Regulations: 
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1. Open Flames/smoke are not permitted in any school location without a permit 

from Lynn Fire Department.  Use of matches, candles, incense, and pyrotechnics 

are strictly prohibited. 

 

Police Safety Regulations: 

 

1. Whenever police are required for parking, traffic, security, etc, the applicant will 

obtain them.  Police detail is required if the facility coordinator deems it’s 

necessary due to multiple events scheduled and/or if attendance is expected to be 

150-400 (1 policeman), or over 400 (2 policeman).  Applicant will be billed by 

the Police Department.  Applicant should contact the Lynn Police Department at 

781.595.2000 to arrange for this coverage. 

 

2. Any vehicle parked in a fire lane, no parking zone, or in front of a private 

driveway will be towed at the owner’s expense. 

 

3. When the attendance is 150 or greater, copies of permits will be sent as a courtesy 

to the Lynn Police Department. 

 

Accidents and Damage to Buildings: 

 

1. Decorations, posters, etc. will not be affixed to any part of a building unless 

specific approval is authorized on a permit.  Said decorations must be affixed in 

such a way as to not cause permanent damage, alteration, or loss to the building. 

 

2. The permit holder is responsible for the cost of repairs needed for damage 

occurring during his/her use.  Failure to pay will lead to denial of future permits 

for the individual and organization. 

 

Admission Taxes: 

 

1. All regulations under Federal and Massachusetts Tax Codes with respect to tax 

admission, gaming or goods sold on property are the responsibility of the permit 

holder. 

 

Cancellation Rights: 

 

1. The City of Lynn and the Lynn Public School Department reserve the right to 

consider all applications and reject and/or make necessary changes in the event of 

an emergency.  The City of Lynn and Lynn Public Schools reserves the right to 

terminate any permit with reasonable notice when able.  Should such termination 

take place, the City of Lynn and Lynn Public Schools shall not be held liable for 

any lost income, losses incurred or otherwise any damages as a result of 

termination of the permit. 

Lynn Public Schools 

Amended: October 7, 2016              
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          File:  KF-E-1 

 

Lynn Public Schools ~ City of Lynn  

Rental Rates 

 

     

Category A groups are not responsible for any custodial or rental costs. 

 

 

Custodial Costs 

 

Organizations listed in Categories B, C and D will be charged a custodian(s) cost based on 

the number of hours used and the custodian hourly rates. 

 

The current hourly rates for one custodian Monday – Saturday is $45.00 per hour; 

Sundays and Holidays are $60.00.  If more than one custodian is required for the event 

the rate will be adjusted accordingly. 

 

Custodial charges are subject to a ½ hour opening and set-up charge as well as a ½ hour 

clean-up charge. Rentals will require a minimum of a three hour charge. 

 

If more than one event is using the same facility, custodial costs shall be shared 

proportionally and that share will be determined by the Inspectional Services Department. 

 

Rental Costs 

 

In addition to custodian costs, rental rates are as follows: 

 

Facility      Rate   
LEHS, LCHS, LVTI, Marshall Gymnasiums  $75.00/hour    

Gymnasium (All Other Schools)   $60.00/hour    

 

Cafeteria      $40.00/hour    

 

LEHS Auditorium     $60.00/hour 

Auditoriums      $40.00/hour    

Aud. – Light Technician    $50.00/hour    

 

Classrooms      $15.00/hour    
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Groups in Category B will pay ⅙ of the total rental rate due.  

 

Groups in Category C will pay ⅓ of the total rental rate due. 

 

Rental Rates B (1/6) C (1/3) D 

LEHS, LCHS, LVTI, Marshall Gymnasiums  $ 12.50   $ 25.00   $ 75.00  

Gymnasium (All Other Schools)  $ 10.00   $ 20.00   $ 60.00  

Cafeteria  $   6.67   $ 13.33   $ 40.00  

LEHS Auditorium  $ 10.00   $ 20.00   $ 60.00  

Auditoriums  $   6.67   $ 13.33   $ 40.00  

Aud. – Light Technician  $   8.33   $ 16.67   $ 50.00  

Classrooms  $   2.50   $   5.00   $ 15.00  

 

 

Bulk Rentals 
 

Groups in Categories B and C that expect the total use of school facilities to exceed 100 

hours in a school year (or 50 hours after Winter Vacation) may submit an application to 

negotiate a bulk rate to the Facilities Office. The application may be requested by e-mail to: 

facilityrentals@lynnschools. Applications should be submitted by June 30 for uses the 

following school year (or October 31 for agreements to take effect following Winter 

Vacation). 

 

The Facilities Office and the Department of Inspectional Services Department shall negotiate 

an agreement to charge such groups to cover costs to the Lynn Public Schools (including 

building wear and tear and custodial costs). Any agreements must be approved by the School 

Committee before taking effect. 

  

Lynn Public Schools 

 

 

Amended: October 7, 2016 

Amended: February 1, 2017 (custodial rate increase) 



 

Lynn Public Schools 

File:  KHA/KHB 
 

PUBLIC SOLICITATIONS IN THE SCHOOLS/ADVERTISING IN THE SCHOOLS 
 
No person shall carry on, aid, or promote on the school premises or' among the pupils or teachers, 
whether during the school sessions or at any other time, any subscription, contribution, canvass, sale, 
entertainment, show or advertisement, or any business whatever, nor enter any school premises for any 
of the above mentioned purposes without permission of the school committee. 
 
This regulation shall not be interpreted to prevent representatives of companies approved by the 
superintendent and with whom business is regularly conducted from making appointments to see 
principals or teachers on legitimate school business. 
 
COMMUNICATIONS AND SOLICITATIONS 
 
The public has direct, daily, "live," contact with more homes in the community than any other institution 
or organization.  Because of this unique position, there is a tendency to look to the school organization 
as a means of communication to students and other members of the families of the community.  To 
prevent any misuse of the school organization, the following guidelines have been established: 
 
1. Students and the school organization shall not be used as a means of collecting information not 

directly pertinent to the conduct of the school program. 
 
2. Except for distribution of information relative to the schools, students and the school organization 

shall not be used as a means of disseminating advertising, political, or promotional materials. 
 
3. There shall be no solicitation or canvassing of students by outside organizations within or through 

the schools unless by specific sanction of the school committee or its designee. 
 
4. No employee may release name and address lists of students to persons outside the school, except 

that the superintendent may authorize the release of names and addresses of high school juniors 
and seniors to colleges, military services and other organizations if, in his judgement, such 
institutions or organizations offer worthwhile opportunities in which numbers of future high school 
graduates would have an interest.  Such release of names and addresses of students will be done in 
conformity with 5.1 or 7.4 of "Regulations Pertaining to Student Records".  (See Student Records, 
JO-R) 

 
5. Students will not be sent off the school grounds on personal or school related errands for any 

school system employee*. 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Lynn Public Schools 

 
File:  KHAA 

 
DISTRIBUTION OF FLYERS/POSTING OF POSTERS 

 
All requests for the distribution of flyers or for the posting of posters in the schools will be handled as follows: 
 
1. A copy of the flyer or poster must be submitted to the Superintendent for review. 
 
2. No cost will be Incurred by the school department in the distribution of flyers or posters. 
 
3. All requests are approved at the Superintendent's discretion and his decision is final. 
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SCHOOL VISITORS GUIDELINES 

 
It is School Committee policy to welcome all parents and other visitors to our schools and to encourage their active support of and 

involvement in the schools.  This policy permits parents and others to visit schools and classrooms and utilize school facilities 

including school parking lots, so long as the visits do not interfere with the work of students, teachers and/or other school employees.  

 

All visitors, including School Department personnel, are expected to report to the school main office before going elsewhere in the 

building.  They will be required to sign in, noting their name, affiliation and reason for the visit, and wear a visitor badge. As part of 

the registration process, all visitors will be asked to provide their driver’s license or other photo-identification, which will be held by 

the main office for the duration of the visit. Car keys may be accepted in lieu of a driver’s license or photo ID at the discretion of the 

main office.  

 

Upon conclusion of the visit, the visitor must return to the main office, sign out and return the visitor badge. Once the visitor has 

checked out, the main office staff will return the visitor’s driver’s license, ID, or keys as applicable. 

 

Visitors may be required to park in certain designated spaces or at certain designated times in school parking lots.  All parents should 

be informed of these procedures through such means as is determined by the school. 

 

Occasionally, visitors may disrupt school activities: by behaving inappropriately; by harassing staff; by shouting; or by insisting on 

visiting at inappropriate times.  Every effort should be made to work with such visitors to inform them of established procedures in an 

effort to eliminate future disruptions. When such disruptions occur, however, the building administrator may issue the offender a 

Trespass Warning pursuant to M.G.L. c. 266, § 120.  Attachment A provides an example of such a letter, with appropriate fields to be 

filled in by the building administrator. Such a Warning requires the offending party to contact the building administrator, or a 

designee, prior to appearing at school for any school-related matter.  Additionally, depending upon the nature of the inappropriate 

behavior, a building administrator may choose to substitute any of the following restrictions in the third paragraph of Attachment A: 

 

1. The visitor may be required to telephone prior to visiting the building to inform the building administrator of their intent in 

visiting the building.  

 

2. The visitor may be required to be accompanied by the building administrator or his/her designee to classrooms. 

 

3. Advance scheduling of consultations with teachers or other providers may be required. 

 

4. Parents delivering student(s) to school may be required to leave the student(s) at the front door and not be permitted to accompany 

them to the classroom. 

 

This Warning should expire at the end of the academic year.  As is noted on the Trespass Warning, it is appealable through the 

Superintendent’s Office. 

 

Additionally, by issuing the Trespass Warning, the building administrator is placing the disruptive visitor on notice that any further 

inappropriate behavior will result in the issuance of a Trespass Notice.  If inappropriate behaviors continue, Attachment B provides an 

example of such a trespass notice, again with fields to be completed by the building administrator. The Trespass Notice will be 

effective for one year from the date it was issued and may, in the reasonable exercise of the building administrator’s discretion, be 

renewed thereafter. Failure to comply with any restriction imposed by the Trespass Notice may result in the visitor’s arrest and 

prosecution for criminal trespass.  It, like the Trespass Warning, is appealable at the visitor’s election through the Superintendent’s 

Office.  

 

In instances of extreme behavior, such as assault or battery of an administrator, faculty member, staff member or student, a building 

administrator may issue a Trespass Notice without prior issuance of a Trespass Warning.  Attachment C is an example of such a 

notice. Such a Trespass Notice as is contained in Attachment C should be reserved, however, for particularly egregious behavior 

where there is a particularized apprehension for the safety or well being for a member(s) of the school community.  Once issued, or 

until such time it is vacated, the named visitor is prohibited, under penalty of law, from entering or using school grounds for any 

reason.  This Trespass Notice is effective immediately and its duration is indefinite.  A copy of this Notice must be provided to the 

Lynn Police Department, the School Security Office, and the Office of Legal Advisor [Atty. Mihos] and also maintained in the 

school’s file.  A visitor’s failure to comply with this Notice will result in immediate arrest and prosecution for trespassing if it is 

violated. This Notice is likewise appealable through the Superintendent’s Office. 

 

Revisions approved by School Committee on May 8, 2014 Adopted 5-29-2014 



 

Lynn Public Schools 

 File: KJA 
 

RELATIONS WITH BOOSTER ORGANIZATIONS 
 
 
The Lynn School Committee recognizes that the endeavors and objectives of booster organizations and 
similar groups can be a valuable means of stimulating interest in and endorsement of the aims and 
achievements or our public school system. 
 
Generally, actions initiated by boosters provide the atmosphere and climate to foster an encourage 
community-school relationships. 
 
Booster-proposed plans, projects, or activities must be evaluated and promoted in light of their stated 
contribution to the academic as well as the athletic and fine arts programs of the schools. Care must be 
taken to avoid compromising or diluting the responsibilities and authorities of the School Committee. 
 



 

Lynn Public Schools 

File: KLG 
 

RELATIONS WITH POLICE AUTHORITIES 
 
 
 
Cooperation with law enforcement agencies is essential for the protection of students, for maintaining a 
safe environment in the District schools, and for safeguarding all school property. 
 
Relationships between the schools and officials of law enforcement agencies in investigative matters 
concerning pupils will take into consideration the respective roles of the schools and law enforcement 
agencies in assisting and protecting the interests of the community, and ensuring the rights of all 
concerned. 
 
The Lynn School Committee also recognizes the potential enrichment that law enforcement agencies 
can make in the educational program. 
 
Efforts should be made to develop and maintain a healthy attitude toward law enforcement agencies and 
personnel to promote better understanding and communication. 
 
 



 

Lynn Public Schools 

File: KLJ 
 

RELATIONS WITH PLANNING AUTHORITIES 
 
 
The Lynn School Committee will participate in local and state planning functions that could directly 
affect District schools and their immediate environment. 
 
The Superintendent or designee will keep the School Committee informed of planning matters bearing 
directly on the operation of District schools or school-sponsored programs, and will undertake action on 
behalf of the School Committee to influence matters in the best interests of the students, the schools and 
the District. 
 
 



 

Lynn Public Schools 

File: KLK 
 

RELATIONS WITH LOCAL GOVERNMENTAL AUTHORITIES 
 
The Lynn School Committee seeks to develop and maintain cooperative and mutually beneficial 
relationships with the offices, commissions and other departments of the City of Lynn. 

 
While the school committee has statutory independence from the city in fiscal affairs, it has many close 
and important relationships: 
it receives many direct services, such as police, fire, legal, water and snow removal.  The school 
committee's relationship to the city is vital to all concerned. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Lynn Public Schools 

 

File:  KLKA 
RETURNING MONIES 

 
The Lynn School Committee elects to adopt a policy that the money be labeled to go back to the city in 
its total form for the purpose of the building. 
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