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Safety Program Procedures

The superintendent has the responsibility to ensure that the school district is operated safely.

Safety hazards which cannot be corrected routinely by district employes shall be reported to the superintendent immediately.
The district-wide safety program will function as follows:

A.
Organization


1.
The superintendent is responsible for the overall district safety program and will 



perform the function of safety director.

B.
Safety Records and Data


1.
An injury report shall be filled out for each injury within 24 hours of injury.

2.
A supplementary record of each occupational injury and illness must be filled out.  A 


worker’s compensation form is acceptable if it contains necessary information.


3.
Annual Summary OSHA Injury Reports are to be filled out by the superintendent.


4.
Annual Summary OSHA Injury Reports are to be posted by the superintendent in a 


prominent place and distributed to the school board.

C.
Safety Rules and Practices

1.
Injuries (employe and student) must be reported to the building’s secretary within 24 hours.


2.
Safety signs must be heeded and complied with at all times.


3.
Prevent accidents by maintaining an orderly work area and environment.  Eliminate 


unsafe conditions by removing scrap, trash, spills, etc.


4.
Check to be sure that all equipment, tools, supplies and facilities are in good condition 


before using.  Follow prescribed operating procedures.


5.
Any unsafe condition, defective equipment or machine must be reported to a supervisor 

for appropriate action.


6.
Authorized and trained personnel only may operate specialized equipment.


7.
Protective devices and/or guards provided with equipment must be used and may not 


be removed and may only be adjusted by employes trained and authorized to do so.


8.
Solvents, thinners, disinfectants, cleaning solutions and/or acids, and/or any other 


solutions are to be used only when complying with necessary safety precautions and 


with required protective devices necessary in handling such fluids.


9.
Only authorized personnel are allowed to make electrical repairs and adjustments.


10.
When lifting and/or positioning, use leg muscles, bend knees, and keep back straight 


and nearly vertical - do not twist, rather turn on your feet.  When common sense 



indicates an object is too heavy, help should be sought.


11.
Wear the prescribed protective equipment and attire while working on jobs where such 


is required.


12.
Handle and store boxes safely.  Do not stack too high and do not store supplies in 


aisles.


13.
It is everyone’s responsibility to understand the proper procedure for fire safety.  Know 


how to turn in a fire alarm and what the standard procedure is for fire fighting.  Every 


employe and student must be fire safety conscious and should try to eliminate fire 


hazards.


14.
Walk carefully, be alert, avoid falls and do not run.


15.
Employes may use personal home appliances that have been inspected and approved 


by the Director of Maintenance.

D.
Safety Training


1.
The superintendent is responsible for safety training of all employes in their 



building/department.

E.
Safety Promotion and Publication


1.
Safety posters and other communication media will be posted in the district building.

F.
Accident Investigation and Analysis Other Than Vehicles


1.
The safety director will be responsible for accident investigation and analysis.


2.
The safety director will investigate injury reports and determine corrective action to 

 
eliminate hazards and accidents.


3.
The safety director will work with the insurance representative to reduce accidents.

G.
The superintendent or his/her designee is responsible for implementing procedures for 



dealing with the following:


1.
bomb threat


2.
power outage


3.
fire safety 


4.
flood, wind and storm damage


5.
emergency drills


6.
tornado

H.
Accidents Involving District Vehicles


1.
The supervisor of transportation is responsible for investigating vehicle accidents.  


Accident reports will be forwarded to the safety director for review.

I.
Student Accidents During Physical Education/Playground Activities/Athletic Practices or 
Games


1.
Accidents involving a student in a physical education class, during playground activities 


or athletic practices or games shall be reported to the district office within 24 hours.
J.
Safety Inspections


1.
The superintendent and or building and grounds department will make periodic 



inspection of electrical facilities, electric appliances, cords, building facilities, ladders, 


exit lights, fire extinguishers, equipment emergency generators and playground 



equipment.
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