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108 Ravine Parkway, Oneonta, NY 13820

Guidelines for Tents/Canopies on Campus

1.  Plan Ahead
· All tents in excess of 200 square feet and canopies in excess of 400 square feet are subject to inspection/review by the local code enforcement official (CEO), which in our case is the Office of Facilities and Safety.
· When and where possible, select vendors with a greater capacity to be in compliance than others.  The more knowledgeable they are with fire code compliance considerations, the less time and money the college will specifically have to spend to supplement tent/canopy erection activities.  The biggest issue that the college does not control is the fire resistance and/or retardancy of the tent/canopy fabrics.  Do not use a vendor than cannot provide sufficient documentation.
· Please plan your tent/canopy activities in accordance with the guidelines contained herein.  This will allow the college to properly evaluate the setup ahead of the planned event, such that we may inspect the tent/canopy during the erection phases, when modifications (as are necessary) are still possible.
· The documentation that Facilities and Safety must have includes the following:
· Site layout plan (the staging specifics), including seating capacity/arrangement, exits, and means of egress;
· Certifications from the vendor regarding fire resistance/retardancy of all fabric materials, including affidavits where applicable;
· Location and type of cooking and/or heat producing equipment.
· If a single event includes the staging of multiple tents/canopies in the same vicinity (like a large tent for the event and a cooking tent to support it), it is acceptable for the site layout to include both set ups.
· The larger the event, the greater the likelihood that the campus will require a crowd manager.  This responsibility should be given to someone managerially responsible for the event, who is basically on “fire-watch” while the tent/canopy is being used for its intended purpose.  1 crowd manager is required for every 250 event participants, so plan accordingly.

2.   Tent/Canopy Erection & Set-Up Considerations
· A canopy is defined by the fire code as any temporary membrane structure with 75% or more of its sides open without sidewalls (so a tent is any structure with >25% sidewall coverage). 
· CALL 1 (811) DIG-SAFE, and have a pre-installation conference prior to installation.
· Tents in excess of 200 square feet and canopies in excess of 400 square feet are subject to notification and inspection—exceptions:
· Any tent used exclusively for recreational camping purposes need not be approved;
· Canopies and awnings open on all sides need not be approved if both of the following apply:
· Single (or multiple canopies in aggregate) are equal to or less than 700 square feet;
· They are staged no closer than 12 feet from any structure or tent.
· Tents or canopies with an occupant loading of more than 50 people shall include a detailed floor plan that indicates the means of egress, seating capacity, arrangement of seating, and location/type of heating and cooking equipment, which must be a part of the required documentation maintained by the Facilities and Safety Office.
· Multiple tents and canopies must be staged at least 20 feet from one another, and at least 12 feet of unobstructed areas surrounding the tent/canopy must be maintained as a fire break.  For the purposes of determining these distances, the supports, guy ropes and any weights, fasteners or anchors are considered part of the tent/canopy—exceptions:
· If the aggregate quantity of 2 or more tents/canopies is less than 15,000 square feet, and neither tent/canopy is used for cooking, then this 20 foot rule does not apply (only as it relates to the distances between the membrane structures).
· Occupancy requirements:
· Tents and canopies used for public events and assembly must be sized based upon the expected number of occupants (or, the occupancy must be limited to that allowed by the size of the tent/canopy), with consideration given to “usable” floor space.  Tent/canopy occupancies are determined as follows:
· Tents/canopies set up as a table and chair event (i.e. a sit down meal) require 15 square feet per person.  So, a tent/canopy that is 100’ by 50’, or 5,000 square feet, may seat a maximum of 333 occupants.
· Tents/canopies set up as a chaired event only (i.e. a speaking arrangement) require 7 square feet per person.  So, in the example above, a 5,000 square foot tent/canopy may seat a maximum of 714 occupants.
· Tents/canopies set up without seating, for standing room only, require 5 square feet per person.  So, in the example above, a 5,000 square foot tent/canopy may accommodate 1000 occupants.
· Please be advised, again, that this guidance is based upon “usable floor space”.  In the same 5,000 square foot set up, if the forward 30 feet of the tent in a table and chair event is used as a food servery and speaker area, the effective seating occupancy (based on 70’ * 50’, or 3,500 square feet) is reduced to 233.  
· Exit requirements:
· Tent/canopy occupants must be within 100 feet of an exit from any point in the structure.  For most canopies, and for some tents with multiple openings or sidewalls drawn, this is easy to achieve.  But when the structure is a tent, with most or all of its sidewalls closed, exits are required as follows:
· 10-199—2 exits at 6’ each
· 200-499—3 exits at 6’ each
· 500-999—4 exits at 8’ each
· 1000-1999—5 exits at 10’ each
· Exit signs must be posted at each exit, and they must be either self-luminous, or capable of being illuminated by power (with other requirements).

· Other issues:
· At least three 10 pound ABC dry chemical fire extinguishers should be staged at each tent/canopy event.  Additional fire extinguishers are required as the occupancy of the event increases, incrementally as follows—500 requires 4, 1000 requires 5, 1500 requires 6, etc., etc…  All fire extinguishers must be hung/staged on wooden racks that are red in color to keep them stable and visible.  Finally, they should be staged near exits, just inside the tent/canopy, and/or near any food warming stations.  

3.   Tent/Canopy Use Considerations
· Cooking and food warming issues:
· Open/exposed flames for cooking or other purposes are not permitted in tents or canopies open to the public (the event crowd/assembly).  
· Food cooking operations using open/exposed flames (or that generate sparks or grease-laden vapors) must be staged at least 20 feet from tents/canopies used for assembly activities.  If a tent/canopy is set up specifically for food cooking activities (i.e. a food cooking tent), this tent/canopy still has to be staged at least 20 feet away, and may not be open to the public—exceptions:
·  A food cooking canopy may be open to the public if it is open on all sides, and if cooking activities are performed in a tent (or canopy not open on all sides), the public may access the cooking areas only if it is staged at a leading edge of the tent/canopy, such that the public may approach the cooking area without entering the tent/canopy itself.
· Food warming operations (using sterno or other warming devices) are permitted in public assembly tents/canopies, but they should be set up with at least a 10-foot clearance from any combustible materials (including tablecloth linens), and a 20 pound ABC dry chemical fire extinguisher must be staged within 10 feet.
· Heating/Lighting issues:
· At this point in time, there is not much available information regarding what kind and type of heating appliances are permissible in a tent or canopy.  What is known is the following are absolutely prohibited (within 20 feet) in tents/canopies open to the public:
· Open flame or other devices emitting flame, fire or heat (but the sterno food warming devices are OK);
· Any flammable or combustible liquids, gas, charcoal or other cooking devices.
· The OFPC presentation shows a picture of the type of LPG heating device which is outlawed in NYS.
· So, the best advice to give at this point in time is that our procedure should be to use the recommendations of reputable tent/canopy vendors regarding “approved” heating devices.

This is the end of the Guidelines. Thanks for reading. Have a great event!
Scott Barton, Code Compliance Manager
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