Donnarummo, Ta:xn

From: Laura Sandillo <contact@hamdenalumniassociation.org>

Sent: Thursday, May 2, 2024 4:27 PM

To: Melissa Kaplan

Cc: Bonadies Peter; Chris Burt; Donnarummo, Taryn; Ariola, Tom; Tran, Linda; Jackson, Eric;
Highsmith, Gary; Cross, John; Igarrett@hamden.com; sgrace@hamden.com

Subject: Re: Hamden Distinguished Alumni Bricks

CAUTION: This email originated from outside your organization. Exercise caution when opening attachments or clicking
links, especially from unknown senders.

Thank you for your quick response!
We look forward to hearing from you.

On Thu, May 2, 2024 at 4:23 PM Melissa Kaplan <makaplan6@yahoo.com> wrote:
Dear Laura,

Thank you for reaching out regarding the relocation of the Distinguished Alumni Bricks from Hamden High School's
courtyard to the pathway under the Golden Bells.

| am happy to put your request on an upcoming Hamden BOE's Operations Committee meeting agenda. The request
first needs to go through an approval process on the committee level before it comes to the full BOE for a vote to
approve the relocation.

The BOE has no authority over the relocation site of the bricks (since the new location is town property), but we will need
to approve the removal of the bricks from school grounds.

Once we have a date for the Operations Committee meeting, we will let you know. Thank you.

Best regards,
Melissa

Melissa A. Kaplan
she/her/hers

On Thursday, May 2, 2024 at 02:44:41 PM EDT, Laura Sandilio <contact@hamdenalumniassociation.org> wrote:

Dear Melissa,

The Hamden Alumni Association and Hamden Education Foundation respectively request permission to move the
Distinguished Alumni Bricks from Hamden High School's courtyard to the pathway under the Golden Bells (See attached
photos) at the corner of Dixwell Ave. and Whitney Ave.

Since the High School courtyard is not accessible to the public, we feel the bricks honoring our distinguished alumni
would be better served in a more visible location. We have met with Mayor Garrett and her team, and they are on board
with the new location. The void in the High School courtyard could then be filled with sod.

Please let us know your thoughts.

Best regards,

Laura Sandillo



Director, Hamden Alumni Association



Event Info:

Hamden Fedias

Footia 00 +Chaoen
I

@’h-“!&) D20 %M

Building Use Checklist

&z/Event Information sheet

- Addendum A

U/Rules and Regulations signed

& Complete COVID protocols (details needed)

0O Fee Calculations
o Rent
o Utilities
o Security (for times when the public is there)
Q/Custodial Services

0 Additional information needed

o Does this event recur annually? Yen

o How long has the vendor been using facilities? a’Y\wa W



FSD #

Hamden Public Schools
60 Putnam Avenue
Hamden, CT 06517
APPLICATION FOR USE OF SCHOOL BUILDING

Applications MUSE be filed at least SIX WEEKS before the day for which it is made but will not be accepted prior to SIX Months before the
event date (form to be submitted for approval at BOE meeting) l / 9_4,
Date 9'957 }

To the Board of Education:

The undersigned hereby make application on behalfof Mmhj m’c f 5’7’% 4’\/0 cm
, (Name of Organization)
as association formed for 5&”5 _ﬁ”ﬂi-TlC g 5 for permission to use the

(Event Title)
Please check the box next to the rooms you are requesting. The rooms available for use are listed under their location.

Hamden High School

O Auditorium CIBlack Box C1Dressing Rooms Elementary Schools: Equipment Needed (limited supply):
0O Gymnasium Bear Path O HHS/HMS: See Addendum A and
ocio7 Church Street O return with this form.
g Cf’fEte"a Dunbar Hill O
O i;,slzrt?: :i]em Helen Street O Elementary Schools:
Ridge Hill @4 O Tables (how many)
Shepherd Glen [ O Chairs (how many)
Hamden Middle School Spring Glen [ O Other Needs:
O Auditori West Woods [
uditorium
Gymnasium
Cafeteria

O Classroom
O Music/Band Room

Please choose from

the elementary
Central Office room options
O Gymnasium below:
O Board Room O Classroom
D Room 101 O Cafeteria
O Gymnasium
l REHEARSAL / PREPARATION l EVENT INFORMATION
*If multiple dates, please indicate clearly information for each date
| Date Time (From/To)
. | s Dffte Arrival Time Event Time Epd Time
<30/ E"%
| IS Y. J—
' € s — Ia
| ;
i How many people will attend the rehearsal? , [ %0 Z.,d f;, %/ ”
| S r
' Will your event require set up? YesT@  No O | Number of Performers/Presenters:
| |
| If yes, when do you plan to set up? | Anticipated Attendance:
I Admission Charge:
[ _ - o _ l Percentage of Hamden Performers:
Page 1 of 4
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FSD #

PRINT names of applicants. Please write legibly if not typed. 3513
Contact Name Address (Number, Street, Town, Zip) Telephone
Email Address

(evw] MCes [oBo Po Poxt 1857 IS 203 ]/5 0927

o anN e 0Cc 578

.

RULES AND REGULATIONS

For the Use of the Hamden Public School Buiidings for Other Than Regular School Purposes

Please initial each numbered guideline

The use of the Hamden Public School Buildings for other than regular schoolwork is under the direct control of the Board of
Education. All applications for the use thereof must be made to the Board of Education on the blank form prescribed for that
purpose. The application must state in every detail the purpose and nature of the activity for which the building is to be
used and must be signed by three responsible persons, who will be held responsible for any damage or loss of property
arising from such use.

. When permission for the use of any building has been granted the Board will appoint a custodian and/or security personnel

o

ﬁié 10.

to act as its personal representative. This appointee is to supervise the meeting and enforce the Rules and Regulations of
the Board with power to close the meeting if it is not held in accordance with the Rules and Regulations. Custodian(s) will
report a minimum of one-half hour before scheduled time and remain a minimum of one-half hour after close of event.
There will be a minimum charge of three hours of custodial coverage for any event.

. If police attendance is necessary (to be determined by the Administration), the persons in charge of the event will

be required to provide such police attendance and give the Palice Permit Number to the Board of Education.

. The building is to be used only on the date specified and for the purpose named in the permit. Nobody from the renting

organization will be allowed to enter the building prior to the time stipulated in this contract. Setup and rehearsal time must
be reflected on the application.

. A permit can be canceled without notice provided its provisions or intent are violated in any way, and the Board of

Education or its representatives shall be the sole judge of such violation. In addition, the Board of Education reserves the
right to cancel a permit should a school function be in conflict with the permitted event.

. A permit is not transferable.
. A permit is not valid unless signed by the Superintendent or his/her designee.

. No food or refreshments are to be served or eaten on the premise, unless specifically mentioned in contract. Food or

drink is not to be brought into gymnasium, auditorium or pool. Violation of this provision may result in immediate
revocation of the permit and is grounds for future denials.

When use of a kitchen is required, details must be worked out in consultation with the food services contractor, who will
determine whether a cafeteria worker will be needed. If a cafeteria worker is needed, the permittee will be responsible for
the cost.

Use of auditoriums does not include use of theatrical lighting or sound equipment. If needed, use of equipment must be
worked out in consultation with the Director of Fine Arts. Only trained school-appointed technicians will be able to use
stage technology equipment. Costs for these services will be invoiced after the event is completed. If using the high school
or middle school auditoriums, you must fill out Addendum A to determine your technical and staffing needs. Due to

Page 2 of 4



FSD #

staffing shortages, please be advised that we may not be able to fully staff your event. it would be in your

best interest to investigate and hire your own audio-visual equipment and workers as the district cannot
guarantee staffing for every event.

11. When use of Audio Visual or Television equipment is needed, details must be worked out in consultation with the Director
of Fine Arts (high school and middle school) or the building media specialist (elementary schools). If it is determined a
technician is needed, the permittee will be responsible for the cost.

12. A statement of insurance to cover loss or damage to equipment must be presented to the Superintendent prior to approval
(Board Policy #1330.2)

ﬂ 13. We cannot reserve any date(s) before the approval of your application. Therefore, return this application as soon as possible.

/ 14. Requestar(s) must comply with the State of CT and/or CIAC opening guideline requirements and must ensure
compliance during event or risk losing future rental status.

15. Payments may be mailed or hand delivered to 60 Putnam Avenue, Hamden, CT 06517 to the Finance Department or the
Facilities Office. We request that you do not give payments to the schools directly.

If said permission is granted, we hereby agree to strictly comply with the rules and regulations of the Board
of Education governing the use of public-school buildings, to take the utmost care in the use of the school
property, to make good any damage to or loss of school property arising from our occupancy of any portion
of the building and to provide necessary police attendance. A certificate of insurance for all organizations
not affiliated with the Hamden Public School District is required

by thefAlamden Board of Education:

/(Signature)

The charges for this building use application will be reflected on a “calculation sheet” and invoice that you will receive once the usage is approved; lighting and
technical services fees will be billed separately. These charges are to be paid, by check or money order, to the Hamden Board of Education. The fee schedule is
available on-line at www.hamden.org, or by contacting the Facilities Department at (203) 407-2207.

Approved by Board of Education: Date:

Page 3 of 4



FSD #

ADDENDUM A - For High School and Middle School Auditorium Events

(please check your response and fill in when appropriate)

Will you need a podium? Yes O No O
How many tables will you need?___ Location:

How many movable chairs will you need?______ Location:

Will you need stage lighting for your event? Yes O NoO

*If no, you will NOT be allowed to access any stage lights, only the overhead work lights.

How many follow spotlights will you need? od 10 20
*Only our trained technicians are allowed to use our spotlights.

Will you need sound for your event? Yes O No O

*You may bring in your own sound for the event. If you choose that option, our sound system including mixing board, amplifiers, speakers and
microphones will not be available for your use.

Will you need us to play music during your event: Yes O No O
*Must be on a single CD or USB stick in the correct order. Note: We will not be able to do any editing.

Will you be using our microphones? Yes O No O

If yes, # of wireless handheld microphones
*Up to two are available at each location

If yes, # of wired handheld microphones
*Up to six are available at each location

if yes, # of floor (tap) microphones
*Only available at the high school location

Will you need Stage Manager / Hands provided by us? o 10 20

*Note: If you plan to have curtains open/close or anything flown in, a minimum of 1 stage hand must be contracted. If you need contact with both
sides of the stage, then 2 stage hands will be needed.

Will you be using any projections for your event? Yes O No O
Will your projections include sound (movies)? Yes O No O
Check One:
O We will provide our own person to handle the projections
- " OFFICE USE ONLY
O I request that a technician from HPS handle the projections
Supervisor
Lighting Board Operator
Special requests/Instructions:
____ Sound Operator
Spotlight 1
Spotlight 2
SM
**A technical supervisor will contact you to verify all requests
ASM
(Initial) Projection Specialist
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HPS Building Use Form Instructions

“*This form must be printed out, completed, signed and mailed or dropped off to
Central Office 60 Putnam Ave. Attn: Seesa Harris-Ellison * emails are accepted but
you must contact Seesa to verify receipt. **** sellison@hamden.org

Please read and be sure that you understand the following policies and notices
regarding the use of Hamden Public Schools facilities and/or grounds:

Before an event (request) can be approved by the district for the use of school
facilities, organizations must submit a current "Certificate of Insurance” to be kept
on file in the Facilities Office.

Upon receipt facilities will verify date and availability, if conflicts exist you will be
contacted and alternated dates will be discussed. All school building and field use
requests are secondary to official school functions and may be bumped at any time
to accommodate official school activities.

Payment must be made at time of submission and or after BOE approval prior to
event.

Building Use Form must go to the operations committee of the BOE and approved,
then to the Full BOE meeting for final approval.

Once approve you will be notified, you may also review the BOE meeting minutes
posted on our web site for approval status.

Forms must be submitted 6 weeks prior to event for approval processing, and no
more than 6 months prior to event.

These instructions apply to all group I, ll, and IV organizations.

If you have any questions please contact the facilities office.



