ENDWELL FIRE DISTRICT

Training Room Use Policy & Procedure
Number: 2025-051 | Adopted: December 29, 2025

This policy governs the use of the Endwell Fire District Training Room for internal District and
Department training and for approved mutual-aid agency training. Public use is not permitted.
Mutual aid partners may be subject to fees and security deposits as defined herein.

Purpose

To ensure safe, consistent, and professional use of the Training Room for fire district and mutual
aid training purposes in compliance with NY'S laws and District policy.

Scope

Applies to: District personnel, volunteer firefighters, officers, employees, approved training
instructors, and mutual aid fire/EMS agencies.

Authority
NYS Town Law §176; NYS Public Officers Law; OSHA/NFPA standards; District policies.
Priority of Use
1. Endwell Fire District required training
2. Endwell Fire Department drills & instruction
3. County, State, & OFPC programs hosted by District
4. Mutual aid training (approved & scheduled)
No private, civic, commercial, or public group use is permitted.
Scheduling
* All use must be scheduled through the District Secretary or Training Officer.
» Requests should be made at least 7 days in advance.
» The Board reserves the right to deny any request.
Instructor Responsibilities
* An approved instructor must be present.
* Training rosters submitted to District Office.
» Records retained & may be subject to FOIL.
Room Use Requirements
* Room access is controlled; key fobs are not to be shared.
» Professional conduct required.
» No tobacco, vaping, alcohol, or drugs.
* Room reset and cleaned after use.
* AV use requires prior approval.

* Damage must be reported immediately.
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Surveillance, Privacy, and Authorized Camera Control

The Training Room is monitored via District-owned video surveillance for the purposes of safety,
security, and accountability.

* Cameras record video only.

* No audio is recorded.

» There is no expectation of privacy in the Training Room.

» Use of the Training Room constitutes acknowledgment of surveillance.
Authorized Camera Control

The Board of Fire Commissioners may authorize the installation and use of a physical switch, key,
or system to control the training room camera recording function.

e Use of such control shall be limited to Board-designated individuals only, which may
include the Fire Chief, Fire District Secretary, or other persons authorized explicitly by
Board resolution or directive.

e Activation or deactivation of the camera or recording function by an authorized individual,
using approved equipment and in accordance with Board direction, shall not be considered
tampering.

e Any authorized activation or deactivation of the camera or recording function shall be for
a legitimate District purpose and may be documented as directed by the Board.

e The Board retains full oversight authority regarding camera configuration, operation, and
access.

Prohibited Tampering

Any action taken outside of Board authorization, including but not limited to covering, obstructing,
disconnecting, disabling, altering, or otherwise interfering with the camera or its field of view, is
strictly prohibited.

Unauthorized tampering may result in disciplinary action, loss of facility privileges, billing for
damages, and/or legal action, as appropriate.

No Expectation of Privacy

Authorized camera control does not create an expectation of privacy and does not negate the
applicability of this policy.

Surveillance policies remain in effect at all times unless otherwise directed by the Board.
Prohibited Uses

» Personal events or gatherings

» Political meetings or campaign events

* Public group meetings
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Commercial/private training for profit

Activities interfering with emergency operations

Fee Schedule for Mutual Aid Agencies
Endwell Fire District training — NO fee

Endwell Fire Department training — NO fee

Broome County OFPC / State training hosted by District — NO fee

Mutual aid agency use (not joint training):

Use of room (up to 4 hours): $50

Full day use (4+ hours): $100

Security Deposit (refundable): $100 to be returned after inspection of the room
Cleaning fee if room not returned to original condition: $75

Damage or loss: actual repair/replacement cost

Fees may be waived for joint training operations at the Board's discretion.

Procedure

1.

NS kLD

8.

Request submitted to District Secretary.

Chief/Training Officer review.

Approval/denial issued by the Board of Fire Commissioners at a meeting.
Training conducted & supervised.

Room cleaned & secured.

Training roster submitted.

Room inspected & deposit returned if applicable.

Fees (if applicable) invoiced to agency.

Enforcement

Non-compliance may result in:

Loss of room privileges
Cleaning or damage charges
Disciplinary action for members

Billing to outside agencies
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Annual Review and Amendments
The Board shall review this policy annually and reserve the right to amend it at any time.
Approval & Acknowledgment

The adoption of the foregoing policy in the form of a resolution was duly put to a vote, and upon
roll call, the vote was as follows:

Chairman Michael Lewis YES

Commissioner Matthew Cook YES

Commissioner Gary Leighton YES

Commissioner Susan Martino NO

Commissioner Jeffrey Martin YES
The resolution was thereupon duly adopted.
Dated: Endwell, New York

December 29, 2025

This policy was adopted on December 29, 2025, and supersedes any previous version of this
policy.

By order of the Board of Fire Commissioners, Endwell Fire District.
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ATTACHMENT #1

Training Room Reservation Request Form
For Internal Endwell Fire District Use & Approved Mutual Aid Training Only
Reservation Details

Requesting Agency / Company:

Requesting Officer / Instructor:

Phone: Email:

Date of Training: Time: to

Estimated Attendance:

Purpose / Training Topic:
AV / Technology Needed:

Will food or beverages be served? Yes/ No
Mutual Aid Agency (if applicable): Yes / No Agency Name:
Security Deposit Required ($100): Yes/No Date Paid:
Payment Method: Cash / Check # Received By:

User Acknowledgment
I acknowledge the following:
» This room is for official fire training use only.
* Surveillance cameras are in use; no expectation of privacy.
* [ am responsible for the cleanup and returning the room to its original condition.
* Any damages or additional cleaning may result in loss of deposit and billing.

* All personnel must follow District policies and safety rules.

Signature of Requester: Date:

Authorized by District / Training Officer: Date:
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ATTACHMENT # 2

Security Deposit Receipt & Refund Log
For Training Room Use — Internal & Mutual Aid Training Only
Security Deposit Receipt

Date Received:

Agency / Department:

Requester / Instructor:

Training Date(s):

Deposit Amount: $100 (refundable)
Payment Method: Cash / Check #
Received By (District Representative):

District Representative Signature: Date:

Requester Signature: Date:

Security Deposit Refund Log

This log tracks deposit returns following inspection of the training room.

. Inspection Deposit
?f;ien?rfg Agency Relc)eeiI\)/ZZItBy Completed Refunded
By (Y/N)

Refund Date
/ Check #/
Notes

Refund Conditions:

* Room must be returned to its original condition

* No damage or missing items

* AV systems accounted for and returned in working order

» Compliance with District rules and camera policy




ENDWELL FIRE DISTRICT

Training Room Use Policy & Procedure

Number: 2025-051

Adopted: December 29, 2025

ATTACHMENT # 3

Training Room Post-Use Inspection Checklist

For Internal District & Mutual Aid Training Use

Training Information

Agency / Department:

Training Instructor:

Date of Training: Time:

Number of Participants:

Post-Use Room Checklist

— Tables and chairs returned to original
layout

— All garbage removed and disposed of
properly

— All training materials and props
removed

— Whiteboards/screens cleaned
— Floors free of debris/spills addressed
Camera / Security Condition

— Cameras unobstructed and untouched

— AV equipment powered off and
returned to proper storage

— Lights turned off

— No damage to room, furniture, or
equipment

— Restrooms (if used) left in reasonable
condition

— All personal belongings removed

— No evidence of tampering or covering of surveillance equipment

— All key fobs and access procedures followed

Condition Notes / Issues

Certification

By signing below, I certify that the room has been inspected and returned to its required condition.

Instructor Signature:

Date:

District Representative Signature:

Date:
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ATTACHMENT # 4

Training Room Camera Activation Log

This log documents authorized activation or deactivation of the Training Room camera or
recording function to support transparency and compliance with District policy.

Policy Reference

Only Board-designated individuals may activate or deactivate the camera or recording function.
Authorized use is not considered tampering. Unauthorized interference is prohibited.

Camera Activation / Deactivation Record

Date Time Action Reason / | Authorized | Performed Initials
(On/Off/ Purpose By By
Recording Name & Title

Disabled)
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