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Changing the System 
• Old System (current system) 

– Created in the 1980s 

– Zones not in sync with any 
other NYSED processes 

– Mainframe system with an 
overnight update run 

– LOTS of paper & LOTS of 
labels 

– Relies on “snail mail” for 
submitting fire reports and 
the mailing of Certificates 
of Occupancy 

– Mailing/Shipping Costs
    

• New System 
– Created using 21st century 

technology 

– Regions are aligned with 
BEDS regions used for 
other NYSED processes 

– Live system – NO overnight 
runs 

– NO paper, NO postage, & 
NO labels 

– School superintendents 
responsible for certifying 
data and printing 
Certificates of Occupancy 
at the local level 2 



Key Legal Citations: 8 NYCRR 155.8 
Fire and Building Inspections 

• All buildings which are 
owned, operated, or 
leased by a public school 
district or BOCES shall 
be inspected for fire 
safety at least once 
annually, pursuant to a 
schedule determined by 
the commissioner, or at 
any other time deemed 
necessary by the 
commissioner. 

• No building which is 
owned, operated, or 
leased by a board of 
education or BOCES shall 
be occupied or otherwise 
used unless the building 
has a valid certificate of 
occupancy issued by the 
commissioner. 
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Fire Inspection Regions 
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 
Annual Building 
Verification and 

Certification by the 
Superintendent 

 
Annual Fire 

Inspection, Data 
Input, and 

Certification by the 
Superintendent 

 
Annual Certificate 

of Occupancy 
Printed and Posted 
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Annual Building Verification & Certification 
(can occur anytime throughout the year) 

 
 

 (step #1) 
1.  The stat us of all buildings must be verified to determine 
their ownership, occupancy, use, name, and street address. 

 
 

2.  The intent of the annual building verification process is to 
develop and maintain an accurate database of all building 
owned or leased by NYS public school districts (outside of 
NYC) and BOCES. 

3.  The database serves as the foundation for recording the 
annual fire inspection and the issuance of an annual 
certificate of occupancy.  This process must take place 
before fire inspection data is entered into the secure portal. 

4.  The superintendent of schools or BOCES district 
superintendent may delegate (or entitle) the annual 
verification process; however they must still certify the 
accuracy of the data. 

Import Into 
SEDREF 

 
 

(step #2) 

Annual Fire Inspection 
(may only occur during the designated period for 

that school’s geographic region) 
 

(step #3) 
  1.  Obtain the services of a NYS licensed code enforcement 

official or building safety inspector 

2.  The annual fire inspection process has not changed. It 
requires the inspection of all buildings to ensure full 
compliance with the NYS Code and requirements of NYSED. 

3.  Following the completion of the inspection the school 
district will be presented with the findings, after which items 
of non-conformance must be addressed and the inspection 
report entered into the secure portal.  

4.  The superintendent of schools or BOCES district 
superintendent may delegate (entitle) the fire inspection 
data input process; however they must still certify the 
accuracy of the data. 

5.  The annual certificate of occupancy must be printed and 
prominently posted. 



New Process Steps 
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Log into the NYSED 
Business Portal. 

 
http://portal.nysed.gov 

NOTE: 
Each school district or BOCES must enter 
their own data into the secure portal. 



New Process Steps 

19 

Verify all of the buildings in 
the school district and make 

changes as needed. 

The name of the building. 

The street address of the building.  (not  a “PO box”) 

What is the building used for? 

Was this building sold or demolished? 

Was the number requested and never built? 
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List of Buildings Requiring Review by District 



Verification Step 1: Verify that district owns or leases the building. 
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Verification Step 1A: If not owned or cannot verify – select reason. 
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Verification Step 2: If owned/leased, select the building usage. 
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Verification Step 3: If instructional, assign SEDREF institutions housed. 
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Verification Step 4: Verify the building name and address. 
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Verification Step 5: Superintendent MUST Certify Information. 
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Any SEDREF institutions that were not previously assigned to a 
building should be assigned to a new or previously certified building. 
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Once all buildings and institutions are certified, complete process. 

This must happen before fire inspection data can be 
entered into the on-line system. 



New Process Steps 
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Following the building 
verification process, 

buildings will be available 
for viewing, updating, and 

the entry of  
fire inspection data.  
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New Process Steps 

31 

After the completion of the 
annual fire inspection, the 
superintendent of schools 
will enter the data for each 

building into the  
secure portal. 
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Inspection Section 1: General Info & Fire/Life Safety History 
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Inspection Section 2: Nonconformance Information 
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Inspection Section 3: Inspector & Building Administrator Information 



Inspection Verification & Certification 
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Updated Fire Report 
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No earlier 

than 45 days 

prior to the 

due date. 
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New Process Steps 
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Step #4 
 

The school district will 
print the  

Certificate of Occupancy. 
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Email to principals 
to print and post 
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New Process Steps 
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POST the Certificate of 
Occupancy in a prominent 

location as required by 
NYSED. 



On-Line Fire Report System – FAQ  

• What changes are taking 
place with the annual fire 
inspection process itself? 
 

• None.  The new system 
should have no impact on 
the actual fire inspection 
process.  SED has updated 
and streamlined the paper 
form (to be retained at the 
local level ONLY), but the 
inspection process (aka – 
the NYS code items SED is 
requesting on the report) 
has not changed. 

• The fire inspection report 
includes a field for the name 
and license # for the code 
enforcement official, but 
his/her signature is no 
longer part of the official 
submission package to SED.  
Why has that changed? 
 

• The superintendent of 
schools will legally certify 
the data’s accuracy via the 
secure SED business portal.  
This is the same portal used 
for many other sensitive SED 
processes. 
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On-Line Fire Report System – FAQ  
• Do all buildings on school property require a certificate of 

occupancy? 

 

• YES.  A certificate of occupancy is required for all buildings on 
school property.  A building has 4 walls, a door, and a roof.   A 
storage shed less than 350 sq ft that does not include any 
mechanical systems does not require a Building Permit, however a 
Certificate of Occupancy must be obtained before using the 
structure.   

• The Board of Education is legally responsible for ensuring that all 
structures comply with all applicable laws/regulations and that 
each structure has at least one door with appropriate exiting 
hardware that can be operated from inside the space.  Not all 
buildings need a building permit, however all buildings need a 
certificate of occupancy. 49 



On-Line Fire Report System – FAQ  
• Our current certificates of 

occupancy expire before the 
next fire inspection reports 
need to be submitted via the 
on-line portal to SED.  Will our 
existing certificates of 
occupancy be extended to 
reflect this change? 

• Facilities Planning is aware that 
in some regions, certificates of 
occupancy will expire before 
new ones can be issued.  We 
are working with SED IT to 
automatically extend the 
certificates of occupancy in 
those specific areas. 

• Our current certificates of 
occupancy expire after the next 
fire inspection reports need to be 
submitted via the on-line portal to 
SED.  Should we follow the “old or 
new” inspection schedule? 

• To transition to the on-line system, 
some school districts will need 
certificates of occupancy 
extended, while others will need 
to input fire inspection data 
sooner than expected.  Once the 
system is fully operational across 
the State, the 11 month cycle will 
be back in place by 2016. 
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On-Line Fire Report System – FAQ  

• Is it permissible to mail in 
the paper copy of the fire 
inspection report instead of 
using the on-line system? 

 

• No.  The new on-line 
system is now “live”. 
Starting with fire reports 
that are due by July 1, 
2015, school districts will 
be required to use the on-
line system in order to 
obtain annual certificates 
of occupancy. 

• How can my school district 
obtain a copy of the updated 
paper fire inspection report 
(to be used and retained at 
the local level only) and the 
updated fire inspection 
manual? 

• The left side of the screen 
includes an option for 
“forms and manuals.”  These 
items are also posted on the 
Facilities Planning web site. 
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On-Line Fire Report System – FAQ  
• How can the Director of 

School Facilities obtain a 
password for the on-line 
fire report system? 

 

• The Superintendent of 
Schools is the only person 
in the district with the 
secure password.  The 
superintendent is legally 
responsible for certifying 
the building verification 
process and the accuracy of 
the annual fire inspections. 

• Can school district staff input 
data in the on-line system 
without certifying the data? 
 

• Yes.  School district staff may  
go through the building 
verification process, with 
permission of the 
superintendent, as well as 
enter fire inspection data – 
however only the 
superintendent is permitted to
legally certify the data’s 
accuracy.   
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On-Line Fire Report System – FAQ  
• The superintendent of schools in my district has designated me 

as the person to go through the new system to verify buildings 
and enter fire safety inspection data.  What does the 
superintendent need to do in order for this to happen? 

 

• The superintendent of schools is the only person in the district 
with the secure password.  Therefore if they want you to 
perform the data entry and verification processes, they first 
need to “entitle” (aka delegate) access to the “Facilities 
Planning-Fire Safety” system through the SED Delegated 
Account System (SEDDAS). Instructions are available at: 
www.p12.nysed.gov/seddas/seddashome.html.  Questions on 
this specific step should be directed to the SEDDAS Help Desk 
at: seddas@nysed.gov or  518-473-8832.  
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On-Line Fire Report System – FAQ  
• Our entire school district is housed in one building.  We have 

separate SEDREF numbers for the K-8 wing and the 9-12 wing of 
this building.  Does this mean that our K-12 building requires 
two separate certificates of occupancy – one for the K-8 wing 
and the other for the 9-12 wing? 

 

• No.  The building verification process asks school districts and 
BOCES to identify which SEDREF institutions are housed in a 
specific building, however this does not mean that each SEDREF 
institution under a single roof requires a separate certificate of 
occupancy.  In the example above, one certificate of occupancy 
is required for that K-12 building.   
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On-Line Fire Report System FAQ 
• Will school districts be able 

to access the on-line system 
prior to their fire report due 
date in order to initiate the 
building verification 
process? 
 

• Yes.  Once SED officially 
launches the system 
(imports building data from 
the current fire system to 
the new on-line system), 
superintendents of schools 
can log-in to start the 
verification process. 

• Our school district has buildings 
in the Facilities Planning Project 
Management System (PMIS) 
that are not in the on-line Fire 
Report System.  Can we add  
those buildings to the on-line 
Fire Report System? 
 

• As part of the on-line “Building 
Review Process” there is an 
option to “add a new building”.  
If a school district “adds a new 
building”, this data will be held 
in a “staging table” until it is 
reviewed and approved by 
Facilities Planning staff. 
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On-Line Fire Report System FAQ 
• A 30-day temporary certificate of occupancy was issued for 

one of our buildings, but we won’t be able to correct the 
items in nonconformance within the 30-day period.  How 
can I extend the temporary certificate of occupancy beyond 
30-days? 

 
• Only Facilities Planning staff can generate an extended 

temporary certificate.   
 

• If you want to request an extension, send an email detailing 
the specific reason an extension is needed to: 
firesafety@nysed.gov.  
 

• If the extension is granted, a new temporary certificate of 
occupancy will be emailed to you. 
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Thank You! 
NYS Education Department 

Office of Facilities Planning 

www.p12.nysed.gov/facplan  

518-474-3906 

firesafety@nysed.gov  
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