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SPECIAL EVENTS

What is considered a Special Event? 
Any activity or event that is not an in-class curriculum-related activity. These
activities and events may involve students only or the surrounding community,
where the school or its PTA/PTO/PTSA/PTSO, club, booster, sports team, etc. are
being encouraged or supported. For example:

 Fundraisers organized by PTAs, Boosters, school or clubs, etc. 
 Promotions or activities held at schools or other OCPS locations
 Activities involving students and/or employees off-property
 Third party concessions on property 
 Theater Performances, plays, etc. 



Special Events Categories

By completing the 
interactive form accurately, 

you will be provided the 
steps to follow and how to 

comply with the specific 
requirements for                      

your event.

1. Risk Management Fast Approval – Activities are
considered low risk. Event is approved based on the
truthful response to questions on the Special Event
Form.

2. Risk Management Review and Permit – Higher risk
activities. Risk Mgmt. will take the time to review and
address recommendations and/or requirements
regarding the event activities via email.

3. Risk Management and Fire Marshal Approval
required – Activities require OFM review. The Office
of the Fire Marshal will determine and advise if a
Safety Inspection would be required. Special Event
cannot be held without a Risk Management and OFM
approval.



OCPS must comply with the Florida Fire Prevention Code and other laws and regulations for all activities held on 
property. The OCPS Office of the Fire Marshal (OFM) is the “Authority Having Jurisdiction” over all OCPS locations, 
including schools. 

In addition to Risk Management approval, OFM approval is 
required for events that include any of the following:  

Events requiring OFM Approval

An inspection by 
an OCPS OFM 

Inspector may be required 



Certificate of Insurance
Participating vendors MUST provide a Certificate of Insurance (COI) 
naming the School Board of Orange County as Certificate Holder and 
additional insured, unless exempt. 

See this sample for insurance requirements

 Basic Refreshments and pre-packed goods
 Balloon Artist and Face Painters 
 Magicians and Similar Performers 
 Demonstrations/Performance of Skills 
 DJs, Photographers & Photo booths *If equipment exceeds 5 feet                                    

tall, COI will be required. 

The following vendors will be exempt to provide COI:



Rules and Guidelines 

Per School Board Policy IHAM, no sale or serviced of food/beverage is allowed on school campus until 30 minutes 
after the last bell on school days. 

Special Events which include food and do not meet the OCPS 
Eat Smart Nutrition Standards, are limited to the following 
maximum  days to conduct exempted food services: 

You can access School Board Policy IHAM Here

FOOD SERVED TO STUDENTS: 

Only allowed 30 minutes 
after the last bell 

https://cdn5-ss15.sharpschool.com/UserFiles/Servers/Server_54619/File/Eat%20Smart%20Standards%20091319.pdf
https://cdn5-ss15.sharpschool.com/UserFiles/Servers/Server_54619/File/Eat%20Smart%20Standards%20091319.pdf
https://www.ocps.net/UserFiles/Servers/Server_54619/File/School%20Board/Policies/Board%20Approved/IHAM%20Local%20School%20Wellness%20(8-11-20).pdf


Rules and Guidelines 

FOOD TRUCKS 

• Must be a Board Approved Vendor

• Certificate of Insurance (COI) is required.

• Please contact Risk Management at 
riskmanagement@ocps.net with questions or concerns.

Feeding students is only allowed 30 
minutes after the last school bell if 
feeding students per School Board 

Policy IHAM

mailto:riskmanagement@ocps.net


Not allowed: 
• Slides over 25 feet in height
• Interactives that suggest 

violence/bullying
• Those that require student’s  feet to 

leave the base floor untethered
• Interactives that require tether or 

harness to propel a student
• Mechanical rides that drop or eject 

students 
• Extreme Falls/Rides/Simulators 
• Rope or challenge courses 
• Zip Lines 

INTERACTIVES /INFLATABLES 

Lava Rush (30’ H)

Big Baller

Hippo Chow Down
Wipe Out 

Mechanical Bull Jacob’s Ladder Zip Line 



All inflatables and interactives 
Board Approved Vendors MUST: 

 Maintain current Certificate of insurance with Risk 
Management.

See Insurance requirements on slide 7

 Have a designated attendant per 
inflatable/interactive. 

We prefer attendant to be OCPS employee. 
Volunteers must be cleared through ADDitions.

 Department of Agriculture inspection required for 
mechanical rides. 

 Follow manufacturer’s specifications for 
inflatables  installation.

OFM will advise if a Safety inspection is required. 
Interactives must be operated with 

no damage to the device

INTERACTIVES /INFLATABLES: Vendor/Attendant Responsibilities

Bounce Houses: 
Participants should be grouped by similar 
weight and height

Slides: 
Only one person per lane can slide at a 
time

Obstacle Courses:
Attendant must queue students at proper 
intervals to avoid injury

Dunk Tanks:
Only adults are allowed in Dunk Tank  

Mechanical Rides:
Must be fenced or enclosed 

Safety is our first priority!



GRADE RESTRICTIONS FOR INTERACTIVES

Activity Type Grade Level
Inflatables Prek-1 2-5 6-8 9-12

25 foot slide N N Y Y

18 foot slide N Y Y Y

15 foot slide Y Y Y Y

Bounce Houses Y Y Y N

Horse Derby Y Y N N

Mega Rally Trike Race N Y Y Y

Obstacle Courses N Y Y Y

Climbing Walls N Y Y Y

Pitch Burst N Y Y Y
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