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NORFOLK RECREATION   
Field Allocation & Field Usage Policy 

        
      

It is the responsibility of the Norfolk Recreation Commission to allocate playing field space to Norfolk 
citizens and organizations serving Norfolk citizens in a fair and equitable manner. Space may be 
allocated to non-Norfolk based organizations as time and conditions allow.    
 
The Norfolk Recreation Commission currently allocates the athletic field space at the Freeman 
Kennedy School and the field/play space at the Pond Street Recreation Complex.  This document 
outlines the allocation procedures, requirements, and usage policies developed by the Commission to 
determine field/play space allocations for sports organizations and groups that request such space. 
 

FIELD ALLOCATION POLICY 
 
Norfolk Recreation will consider every reasonable request for field space and will make every effort to 
accommodate as many requests as possible. Groups requesting field space should have a 
representative attend the field allocation meeting applicable to the dates of their request. Requests 
made after the applicable allocation meeting are extremely difficult, if not impossible, to 
accommodate.  
 
Organizations are required to have fields allocated to them or permission to use them from 
Norfolk Recreation prior to using playing fields owned by the Town of Norfolk. Priority is given 
to organizations that are comprised of all or a high percentage of Norfolk resident participants. 
Second priority is given to organizations comprised of a high percentage of King Philip Town 
residents (Norfolk, Wrentham, and Plainville). Third priority is given to organizations with Norfolk 
residents and residents from other than King Philip towns. Fourth priority is given to organizations 
with few, if any, Norfolk residents, Club and Private Organizations.    

 

Norfolk Community Organizations (100% Norfolk residents) 
The needs of all Norfolk based community organizations will be allocated and fulfilled prior to other 
organizations. If field space is available after these allocations, other organizations may request use of 
the Norfolk fields.  
 

King Philip Community Organizations (95% King Philip residents) Surrounding community 
organizations requests will be considered and fulfilled after Norfolk organizations. King Philip 
Community Organizations are comprised of residents from Norfolk, Wrentham and Plainville. If there 
are participants from towns other than Norfolk, Wrentham and Plainville, those members are 
considered non-residents and non-resident fees are applicable to those participants.  
 

Mixed Community Organizations 
Mixed community organizations requests will be considered based on the percentage of Norfolk 
residents participating in the program and space availability. 
 

Non-resident /Club/ Private Organizations 
Organizations with few or no Norfolk residents will be reviewed on a case by case basis. 
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FIELD ALLOCATION MEETINGS 

 
Field Allocation meetings are public meetings held by the Norfolk Recreation Commission three times 
a year. The purpose of this meeting is to assemble representatives of all organizations that want to 
request the use of the fields under the jurisdiction of the Norfolk Recreation Commission. Requests 
made after the applicable allocation meeting are extremely difficult if not impossible to accommodate.  
 
Field Allocation meetings are posted as regular public meetings. Norfolk Recreation will attempt to 
notify groups that have previously used the fields at that time of year by email. However, it is the 
responsibility of requesting organizations to find out the date of the meeting and send a 
representative to that meeting. 
 
Sports groups that require fields that overlap seasonal time periods must come to all applicable 
allocation meetings. For example, Football would attend both the summer and fall allocation meetings 
since football typically starts in August and ends in November.  
  
Target dates for seasonal allocation meetings are: 
 
Fall:           Last part of July – first week of August. Meeting covers field usage from September 1st 

through November 30th. 
Spring:      In February. This covers field usage from *April 1st through June 30th.  
Summer:   In May/early June. This covers field usage from July 1st through August 31st. 
 

INFORMATION REQUIRED FOR FIELD ALLOCATION MEETING 
 
In order to establish appropriate field allocations, all organizations are required to submit the following 
information at the allocation meetings. 
 

• Requested field needs with date range 
o Requested field sizes 
o Number of days needed 
o Specific times requested 

• Roster with participant names and their town of residence  

• Age range of participants 

• Total number of participants with breakdown of Norfolk versus King Philip Towns versus other 
town participants 

• Number of coaches, assistant coaches and/or parent supervisors 

• Organization contact information 

• Certificate of Insurance 

• Signed Application which includes CORI Compliance Statement 

• Field Fees are due within 1 week of the allocation schedule being issued 
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FIELD ALLOCATION SCHEDULE  
 
The Field Allocation Schedule is the official document charting the times and fields that have been 
allocated to organizations. This schedule is issued by the Norfolk Recreation Commission to the Field 
Manager (or designated Board person) as an Excel Spreadsheet and distributed via email.  We ask 
that the organizations post this schedule on their websites. 
Once this schedule is issued, Organizations have one week to pay all field user fees. Organizations 
are responsible for supplying appropriate and accurate email addresses to Norfolk Recreation. 
Questions should be directed to Norfolk Recreation. 
 

FIELD FEES 
 

All Field Fees are due once the Field Allocation Schedule is issued and before the 
organization uses the fields. Checks are payable to Town of Norfolk-Recreation. If fees are not 
paid, fields may not be used. 
 

USER FEE STRUCTURE: 
 

The Norfolk Recreation Commission will utilize the following fee structure for field usage.  
 There are two fees: field usage fees per participant and portable toilet fees also apply.  
 All fees are due within 1 week of field allocation issuance and before field use.    

 
PORTABLE TOILET FEES: 
 

Portable toilet fees are due with Field User fees in advance of the season.  
If an organization plays in part of a month it is required to pay for an entire month of portable toilet 
fees.  
 
The portable toilet fee structure is: 
-Groups with 200 or more participants: $810 ($270 per month for 3 months-2 units) 
-Groups with 100-199 participants: $600 ($200 per month for 3 months-1.5 units) 
-Groups with 50-99 participants: $300 ($100 per month for 3 months-.75 unit) 
-Groups with 26-49 playing 1X per week: $100 per season, 2X or more: $150 per season 
-Groups not exceeding 25 playing 1X per week: $75 season, 2X or more: $100 per season 
EXTENDED SEASONS: If your organization’s season extends into another season such as 
summer, add 1 month additional use. 
 
FIELD USAGE FEES:  

 
(1) For Norfolk, King Philip, and Mixed Community Public Organizations: 

 

SPRING and FALL FEES:  
Organizations with designated field space are required to pay $30 per player who lives in 
Norfolk, Wrentham, or Plainville and $40 per player who lives in any other town.  
 

SUMMER SEASON:   
Organizations using the fields between July 1 and August 30 in addition to the spring or fall 
seasons are required to pay an additional $10 per player. If an organization is only using the 
fields in the summer, the fee is $20 per player who lives in Norfolk, Wrentham, or Plainville and 
$30 per player who lives in any other town.  
 

(2) Non-resident/Club/Private Organizations 
ALL SEASONS: Each application is evaluated individually. The typical fee per field is $50 per 
hour with a minimum of $100 per use.   
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SPECIAL EVENT/TOURNAMENT SCHEDULING 
 

Any large event or special event that exceeds the usual attendance by approximately 25% or has 
attendees with cars exceed the number of parking spaces, must apply for a special permit from the 
Norfolk Recreation Commission. This applies to all opening day celebrations, end of the year 
celebrations, picture day, charity or fund raising events, and any other special event. For 
Tournaments, please see below.  
 

The goals of the permit process are to ensure road & parking safety and that cleanliness and sanitary 
conditions are maintained during and after the event. The information you provide is used to 
communicate between town departments and sport organizations so your event will flow 
smoothly and will not be in conflict with any other town event. 
 

Organizations should attach the request at the time of their seasonal application or, at minimum, file 
with Norfolk Recreation 21 days in advance. No event or tournament will be allowed at the Freeman 
Kennedy School while school is in session or during a professional development day.  

  The application for a special event/tournament should contain: 
 

• Organization(s) sponsoring the event. 

• Name/type of event 

• Contact name(s) and phone number for event. 

• Date, time, and location of event. Please be field specific when possible. 

• Anticipated number of attendees: include both players and spectators. 

• Number of additional trash barrels needed (we can help with this). 

• Planned number of police details if applicable (arranged and paid for by sport organization).  
 
For Tournaments, in addition to the above information, the following is required:  

o The name of the hosting organization(s) 
o The tournament schedule including start date/time and end date/time 
o The number of teams expected to participate.  
o The number of games each team will play (min/max is OK) 
o The entrance fee being charged to a team  
o The names of ALL participating organizations, their teams and hometown(s)  
o AN INSURANCE BINDER from the hosting organization with the Town of Norfolk named  

FEES FOR TOURNAMENTS: 

 Each tournament will be considered individually.  
 The minimum fee is $0; the maximum fee is $100 per game. 
 Small tournaments (up to 5 additional games) may not be required to pay fees.  
 Consideration is given if a tournament only has KP towns participating.  
 If any entrance fees are charged/paid, field fees will be charged. 
 If additional portable toilets are deemed necessary by Norfolk Recreation, the hosting 

league will be required to pay Norfolk Recreation $150 per unit.  
 Parking attendants and/or Police details may be required.  
 Fees are due one week in advance of the tournament date. 

 

WATER USE and WATER BILLS: 
 

A separate bill for water use at the Freeman Kennedy Fields is issued to the users of the fields that 
have irrigation using Town water. Organizations are responsible for managing their irrigation systems 
and for the water bills for these locations. These bills are paid directly to the Town of Norfolk 
Treasurer’s Office unless otherwise granted permission by the Norfolk Recreation Commission. 
Water fees are not covered by the Field User fees.  
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CRIMINAL OFFENDER RECORD INFORMATION (CORI’S)  
 
All Sports organizations must perform a CORI (Criminal Offender Record) for every coach or person 
that will have contact with children. CORI’s must be maintained per the guidelines of Massachusetts 
law. A compliance statement is part of the field use application (last page).  
Non-Complying groups will not be allowed to use fields until compliance is made. A SORI request 
(Sex Offender Registry Information) must be done for any volunteer/coach/affiliate who is 18 years or 
older.  
CORI information is not transferable from one group to another so all groups must do their own 
CORI’s.  
 
 

INSURANCE 
Insurance is required. A Certificate of Insurance must be submitted with each application naming the 
Town of Norfolk as additionally insured.  
 
Type of Coverage:                                                   Minimum Amount of Coverage: 
Commercial General Liability including  
product liability & completed operation liability   

- General aggregate                                               $4,000,000 
- Damage to Rented Premises (per occurrence)   $1,000,000 
- Products-Comp/OP Aggregate                            $2,000,000                    
- Personal and Adv. Injury                                      $1,000,000 
- Each Occurrence                                                 $1,000,000  
                                             

 
CONDUCT 
 
All organizations must require of all their participants, coaches and parents good sportsmanship-like 
conduct at all times. The Recreation Commission recommends that organizations adopt a “Zero 
Tolerance” or Code of Conduct policy for Parents/Athletes and spectators.  
 
THE COMMISSION RESERVES THE RIGHT TO TEMPORARILY OR PERMANENTLY REVOKE 
ANY ALLOCATION WHERE AN ORGANIZATION IS ABUSIVE TO THE FIELDS, LACKS 
APPROPRIATE SUPERVISION, OR ITS PARTICIPANTS ARE ABUSIVE TOWARDS OTHER 
OCCUPANTS OF THE RECREATION FACILITIES OR VIOLATES ANY PERTINENT LAWS.  
 

TRASH RESPONSIBILITY 
 

No trash should be left on the fields other than the trash in receptacles. Organizations are responsible 
for picking up all trash at the end of their practice and/or game and before they leave the field(s) for 
the day. If trash buckets are overflowing, organizations should designate certain people (i.e. 
concession stand workers, coaches) to have on hand additional trash bags to assure no trash is left 
behind. Organizations MUST take the responsibility so no trash, water bottles, sports bottles, or 
clothing articles are left at the fields. If additional trash barrels are needed, please make a request 
through Norfolk Recreation. 
 
If trash is not picked up, organizations may forfeit field time and/or be required to pay for trash 
pick up time billed at $40 per hour.  
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FIELD CLOSURES 
 
Fields are officially closed from December 1st through April 1st 

The Commission reserves the right to deem fields remain closed due to snow or heavy spring rains 
that would cause fields to be negatively affected by usage. 
The Commission will, on occasion, close a field for a particular season so the field can undergo 
extensive field maintenance. 

 
It is the organization’s responsibility to not use fields and to consider FIELDS CLOSED when 
one or more of the following conditions are met:  
 

1. There is standing water on the field 
2. The ground is water-logged and “squishy” when walked upon 
3. Footing is unsure and/or slippery 
4. There is a thunderstorm, lightning event, or heavy/downpour of rain 

 

Field Closures ARE NOT announced by Norfolk Recreation. Coaches and referees are expected 
to consider the safety of the players, fields and spectators and should use the above policy 
determining if they will put players on the field.  Failure to adhere to this policy can result in a league 
or team forfeiting their field permit for the remainder of the season without refund of fees, incurring a 
field repair fee determined by Norfolk Recreation, and/or loss of permitting the following season.  

LIMITED USAGE TIMES 

 
During the school year, there are dates the school request to limit field use due to school functions 
and/or parking concerns. There may also be times the Town may wish to reduce or restrict field 
usage due to town events. To cause the least disruptions to scheduling by organizations and 
notification to participants, restricted dates should be given to the Recreation Commission by the 
following dates. This will enable the Commission to relay these restricted dates at the allocation 
meetings. 
 

For fall allocation: August 1st. This would cover dates between September 1st and Nov. 30th. 
For spring allocation: February 1st. This would cover dates between April 1st and June 30th. 
For summer allocation: May 21st. This would cover dates between July 1st and August 30th. 

  

OPEN & CLOSING TIMES of FIELDS 

At the Pond Street Complex, during the summer, and when school is out of session, the  Freeman 
Kennedy fields are available: 
Sunday – Saturday 8AM – 9:30PM (or sunset whichever is earlier) 
All games must be completed by 9:20PM in order to assure the school grounds are vacated by 
9:30pm. 
 
While school is in session school fields are available: 
Monday – Thursday:  Arrival time is before 2:45pm or after 3:15 PM to avoid busses. 
Friday:   3:15PM – 9:30 PM 
Saturday:   8:00 AM – 9:30 PM 
Sunday:   8:00 AM – 8:30 PM 
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PARKING, TRAFFIC AND USE OF EMERGENCY ROADS 

FREEMAN KENNEDY SCHOOL  

Parking by participants and coaches is in the designated parking spots in the school parking lot 
only. Permission to use the emergency access road is granted for the use of handicapped 
parking, heavy or initial equipment drop off, and concession stand deliveries.  
The use of the access road for anything other than emergences and handicapped 
accessibility is only allowed when children are not present. 
 

Parking at or around the concession stand during practices and games is prohibited. 
The Emergency Road is not for late child drop off or for coaches to drop off sports equipment. 
These rules are for the safety of pedestrians.  
 

Unauthorized usage is prohibited and per town bylaw, Article 10, section 32, paragraph 
(d) and (e). As defined in section (e) violations are subject of a fine of up to $300. 
 

The speed limit at Pond Street and Freeman Kennedy is 5 MPH. 

POND STREET FIELDS 

Parking is only allowed in the parking lot. Parking on Route 115 is NOT allowed. When an 
organization estimates that parking for its activities may overflow the number of available 
parking spots, the organization is required to hire a police detail to monitor/direct traffic during 
these times. If parking overflows and the Norfolk Police have NOT been called, the Norfolk 
Police may enforce the laws by ticketing. Additionally, the Organization holding the activity may 
be charged by the Norfolk Police Department for their time.  
 Organizations should make it very clear to all members of their organization that parking 

on Pond Street is not allowed and that it is a ticketable offense unless a police detail is 
present and has given permission to park on the road.   

 
COMPLIANCE WITH LAWS: 
 

All users of Town of Norfolk facilities are solely responsible for the fulfillment of the regulations, 
laws, and requests of the following: 
 

➢ All State and Federal Laws 
➢ State and Local Board of Health Laws 
➢ State & Local Police Laws and requirements including the hiring of detail officers for 

large/special events 
➢ State and Local Fire Laws 
➢ Department of Public Works requirements 

USE OF GRILLS 

 

Only Gas Grills may be used at the fields and only with permission from Norfolk Recreation. Grills 
may be used with the following provisions: 

• Grills must be within distance of a working and accessible water source and/or a fire 
extinguisher must be on hand.   

• Grills must have a 4-foot open path around grill(s).  
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FIELD FEEDBACK 

 
The Norfolk Recreation Commission enjoys a cohesive relationship with the Norfolk’s Department of 
Public Works. Through concise communication and feedback and with proper lead times we can help 
set priorities for the town maintenance crews regarding field repair, upgrades, installation of new 
equipment and field mowing.  
 

Any comments or requests for field maintenance must be made through Norfolk 
Recreation. The email is recreation@norfolk.ma.us. 
 
 

NON-COMPLIANCE  
 
If an organization has been allocated fields by the Norfolk Recreation Commission and 
it fails to meet the requirements of this policy it will be subject to revocation of their 
allocation and forfeiture of any and all fees paid.  
These conditions include but are not but limited to: 

 Using fields that have not been allocated to them 
 Using fields when the conditions of the fields may be hazardous to players 

and/or to the fields themselves 
 Not having insurance or providing insurance certificates 
 Not performing CORI/SORI checks as required 
 Not paying field user fees on a timely basis 
 ‘Subletting’ their field time to any other organization or persons 
 Having members and/or affiliates of their organizations be abusive to the 

fields, grounds, schools, or other persons using the fields 
 
 
Field Permit Application on next page  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Updated June 8, 2020 
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                NORFOLK RECREATION 
                  1 Liberty Lane, Norfolk, MA 02056 
                         E-mail: recreation@norfolk.ma.us 

 

                   FIELD USE APPLICATION 
 

Name of Organization: ____________________________________  Date: ____________________________ 
 

Address, email or other Organization contact information: _________________________________________ 
 

President of Organization and his/her phone and email: __________________________________________ 
 

      Treasurer of Organization and his/her phone email: ___________________________________________ 
 

Person Submitting form*: _______________________Phone: ______________E-mail: __________________ 
 

Fields/Facility/Facilities Requested. Attach list if necessary: _______________________________________ 
 

Date(s) and times Requested (attachment accepted): ____________________________________________ 
 

Total number of players: _________________ (estimate if necessary) 

Of these players, how many or what percentage are from Norfolk? __________KP towns? _______________ 

What is the age range of the players? ___________________________________________________________ 
 

Estimated Attendees per weekday: __________ On Saturdays? ___________On Sundays? ________ 
 

Are there any special events/tournaments that are part of this request:  Yes___ No ___  
 

       Type of Event*: ______________________Date(s) of event: ________ *Additional insurance may be required 
   

       Event/tournament coordinator’s name/number: 

_______________________________________________ 

~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ 

The person whose name appears above* and signing this form is responsible for disbursing the information to all persons 

using the fields in association with their organization and this permit. This includes all policies, terms and conditions listed in 

the Field Allocation and Field Usage Policy.  
 

FIELD FEES ARE DUE within 1 week of the disbursement of the Allocation schedule.   

Please make checks PAYABLE TO: TOWN OF NORFOLK- Recreation 
 

My signature below indicates that I have the authority to represent the stated organization and that I have received, read, agree, 

and fully understand and will fully abide by the terms, conditions, and provisions contained in the Town of Norfolk’s Field 

Allocation Procedures and Field Usage Policy including the fees and the timeliness of their payment to Norfolk Recreation. It is 

understood that failure to abide by this agreement could result in the revoking of the organization’s permit, additional fees, 

and/or the future loss of use of Norfolk fields. The applicant agrees to be the responsible person to see that all Recreation 

Department rules and regulations are followed and that the facility is left in a neat and orderly manner.  
 

___________________ (printed organization’s name) (the “Organization”) hereby agrees that in hosting or conducting any activity 

upon the Town’s athletic fields or other facilities, the Organization shall fully comply with all federal, state and local laws, 

requirements, and governmental orders and advisories relating to the COVID-19 pandemic (“COVID-19 Requirements”), 

including without limitation the terms of the Reopening Massachusetts report issued by the Reopening Advisory Board, Governor 

Charles Baker’s orders pertaining to COVID-19 and social distancing protocols, and other related authority.  The Organization 

shall ensure that all participants in its activities, including all players, legal guardians, coaches, administrators, umpires, and 

referees, know of and fully comply with all COVID-19 Requirements. The Organization acknowledges and agrees that in the event 

that it or any participant in the Organization’s activities violates any COVID-19 Requirements or other law, such violation shall 

serve as proper cause for the Town to terminate the Organization’s use hereunder and to prohibit the Organization from entering 

upon or using the Town’s athletic fields or other facilities. 
 

Furthermore, I assure that every adult associated with ______________________ (printed organization’s name) who may have 

the opportunity to have direct and/or unmonitored access to children has completed the CORI certification process as required 

by state law (Mass. General Laws Chapter 6, Sect. 172 or Sect. 232) including but not limited to all coaches, volunteers, 

referees, board members and administrative staff. Furthermore, I assure this organization has set standards of suitability and 

acceptability regarding CORI/SORI results and only adults that meet these standards are allowed to participate in our 

organization.    
 

The Organization hereby further agrees, to the fullest extent permitted under the law, to release, indemnify, defend, and hold 

harmless the Town of Norfolk, its officers, its employees, volunteers, agents and attorneys from any and all claims, damages, 

liability or expenses of any kind arising out of or in connection with any activity that the Organization conducts or hosts upon any 

Town athletic field or other facility.  

 

*Applicant’s Signature: ________________________________     _______________________________       Date:___________      

mailto:recreation@norfolk.ma.us
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                                                                                                                    (Print name)                                                                                                                                                      


