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SUPPORT SERVICES GOALS

The School Committee looks upon the support services as essential to the primary
function of the school system, which is education.

The School Committee expects all support and services to set high standards of safety, to

promote the health of students and staff, to reflect the aspirations of the community, and
to support environmentally the efforts of the staff in providing good instruction.

Adoption date: December 7, 1993
Effective date: December 7, 1993

SANFORD SCHOOL DEPARTMENT
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SAFTY PROGRAM

It shall be the policy of the School Committee to guard against accidents by taking every
possible precaution to protect the safety of all students, employees, visitors, and other on
district property or at school-sponsored events.

The practice of safety is to be integrated in the instructional plan of the district by virtue
of educational programs in traffic and pedestrian safety, fire prevention, emergency
procedures, etc., appropriately geared to students at different grade levels.

Each principal is responsible for the supervision of a safety program for his/her school.
The business administrator has overall responsibility for the safety program of the
district. General areas of emphasis shall include, but not be limited to: in service training;
accident record keeping; plant inspection; driver and vehicle safety program; fire
prevention; school site selection; and emergency procedure and traffic safety problems
relevant to student, employees, and the community.

Adoption date: December 7, 1993
Effective date: December 7, 1993

SANFORD SCHOOL DEPARTMENT
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CHEMICAL HAZARDS

The Sanford School Department shall comply with all applicable Maine and federal laws
and regulations concerning chemical hazards. The Superintendent is responsible for
developing and implementing a hazard communication program, training programs and
any other procedures necessary to ensure that the school department is in compliance
with this policy and applicable laws/regulations.

Material Safety Data Sheets (MSDS)

A.

The Sanford School Department will obtain MSDS for all hazardous
chemicals utilized in the school department. Copies of the MSDS will be
available for inspection during regular business hours in each building
where the chemicals are used.

MSDS will be reviewed and updated on an annual basis.
MSDS for new products put into use in the school department will be

reviewed and employees who may be exposed to the product shall receive
appropriate training as necessary.

Employee Training and Information Program

A.

All employees who may be exposed to hazardous chemicals shall be given
a list of hazardous chemicals utilized in the school department and a copy
of this policy.

All employees whose work involves hazardous chemicals are required to
attend a training program before commencing work. Training will also be
provided whenever a new chemical the employees have not been trained
on is introduced into their work area. Employee attendance at each
required training program must be documented.

The School Department’s training program shall be conducted in
compliance with applicable laws/regulations and include the following
elements at a minimum:

1. Explanation of applicable laws and/or regulations;

2. Identification of work/storage areas where hazardous
chemicals are present;

3. Description of methods for detecting the presence or
release of hazardous chemicals in work/storage areas;

4. Explanation of potential health problem associated with
hazardous chemicals in the workplace;
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5. Explanation of how to read a MSDS, product labels and
other documents related to hazardous chemicals and
where in the facility the MSDS may be found,;

6. Explanation of the methods to protect employees from
hazardous chemicals, including the purpose, proper use
and limitations of personal protective equipment; and

7. Explanation of emergency procedures.

Product Labeling and Disposal

All regulated chemicals and products shall be labeled as required by law/regulations.
Containers that are not properly labeled shall not be allowed in the Sanford School
Department

The school department shall dispose of hazardous chemicals properly. When required by
law/regulations, hazardous chemicals shall be disposed of through an agency licensed by
the State. When it is necessary to store hazardous chemicals prior to removal from school
property, storage shall be in an approved tank or building.

Outside Contractors

The school department shall inform all outside contractors of hazardous chemicals they
could be exposed to in the course of their work, along with appropriate protective
measures. The school department shall also request outside contractors to provide
notification about their use of hazardous chemicals.

Annual Review

This policy shall be reviewed by the Superintendent/designee on an annual basis.
Legal Reference: 29 C.F.R. s51910.1200

26 M.R.S.A. ss 565

Code of Me. Reg. Ch. 2 ss 12-179

Cross Reference: EBCA- School Safety Response Plan

Adoption date: December 7, 1993
Effective date: December 7, 1993

SANFORD SCHOOL DEPARTMENT
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POLICY ON NOTIFICATION OF AN INJURY AND FIRST AID

First aid may be administered by the school nurse, teachers, or any other responsible
person. First aid shall be administered following the recommendations of the Department
of Human Services Guidelines

The building principal or his/her designee shall be notified immediately of any injury in
the school building or on the school premises, and an accident report completed. This
applies to injuries suffered by students, employees, and school visitors. (The term
“visitors” covers all persons who are on school property, whether or not for a proper
reason.)

A report of the injury and first aid given to minors shall be made to the parents/guardians
by telephone or in writing. Documentation of treatment will be recorded by the school
nurse or secretary. A duplicate copy of an accident report shall be retained in the school
files.

In the event the student has to go home, the principal shall require the parent to pick up
the student or assume responsibility for seeing that the student is escorted home safely.

In Case of serious injury requiring immediate medical attention, the following process
shall be followed:

1. The school nurse shall be called immediately.

2. The student will then be transported to the hospital or to the family
physician’s office as directed by the parents/guardians.

3. The parent shall be responsible for any fees in connection with above.
Adoption date: December 7, 1993
Effective date: December 7, 1993

SANFORD SCHOOL DEPARTMENT
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EMERGENCIES
More than one type of incident can cause a school building to be evacuated.

Since no two instances are identical, plans requiring building evacuation must anticipate
a variety of conditions.

Special drill activities related to fire safety and other emergencies will be planned and
implemented by each principal, in coordination with the central office and civil
authorities, in order to ensure orderly movement of students to the safest available space.

Since many parents may not be at home, the school will retain students and faculty at the
school building or elsewhere. Parents may come to schools to pick up their children if
they so desire.

Adoption date: December 7, 1993
Effective date: December 7, 1993

SANFORD SCHOOL DEPARTMENT
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SCHOOL SAFETY RESPONSE PLAN

The School Committee hereby adopts the Sanford School Department’s School Safety
Response Plan. The superintendent and building administrators shall be responsible for
ensuring that the plan is implemented in each school and evaluated after each incident
when the plan is used. It is understood that specific procedures may vary from school to
school due to differences in school facilities and the ages of students. Any substantive
changes in the plan shall be subject to the approval of the School Committee.

Adoption date: December 7, 1993
Effective date: December 7, 1993

SANFORD SCHOOL DEPARTMENT
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FIRE PREVENTION/FIRE DRILLS

Fire Prevention:

Fire prevention measures in the district schools shall be administered in compliance with
the state safety code and the directives of the state fire marshal and in cooperation with
the local fire department.

Fire prevention practices shall reflect the top priority which the School Committee gives
the welfare of students and staff personnel. It shall be the responsibility of the business
administrator to see that all staff members are kept informed of current state regulations
and the recommendations of local fire officials.

When school property is in use for purposes other than instruction — i.e., athletic events,
student performances, or use by non-school groups —those in charge of the building at the
time, as designated by the school principal or established by district policy — shall be
responsible for compliance of the users with district fire prevention measures.

Fire Drills

Except during periods of severe weather, a fire drill shall be held at least once a month in
each school building in the district. Each building principal shall prepare a definite
emergency plan, and furnish to all teachers and students information as to route and
manner of exit. Fire drills shall be planned in such a way as to accomplish the evacuation
of school building in the shortest possible time and in the most efficient and orderly
fashion.

Principals shall see that all legal requirements are complied with in their buildings. Doors
of exit shall be kept unlocked from the inside during school hours; all inside doors shall
also be kept unlocked, and all corridors and usual means of exit shall be kept free from
obstruction of any kind.

Principals shall keep a record of all fire drills held in their schools, starting the date the
drill was held and the time required for evacuation of the building. They shall furnish
such reports to the superintendent or his/her designate as may from time to time be
required.

If a fire alarm is activated by mistake, a drop in water pressure, or an accident, the school
administration, staff and students should respond to the alarm and evacuate the building.

Adoption date: December 7, 1993
Effective date: December 7, 1993

SANFORD SCHOOL DEPARTMENT
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REPORT OF FIRE DRILLS

A fire drill was held on A.M. P.M at
Month Day Year

the school with the following results:

Please indicate if fire escape was used. (If applicable)

Yes No

Signed

Principal

(Please file monthly with the Superintendent of School.)

Adoption date: December 7, 1993
Effective date: December 7, 1993

SANFORD SCHOOL DEPARTMENT
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EMERGENCY CLOSINGS

Schools shall be open every day in accordance with the school calendar. On stormy days,
parents are encouraged to use their own judgment in keeping children at home.

If the weather becomes extremely hazardous, or on occasion of exceptional public
importance, the Superintendent or his/her designee is empowered to close the schools.
The Superintendent or his/her designee will have the discretion of canceling school for
the full day or instituting a delayed start.

In case of severe afternoon storms, schools may be dismissed early if the Superintendent
or his/her designee deems it advisable.

Adoption date: March 3, 1997
Effective date: March 3, 1997

SANFORD SCHOOL DEPARTMENT






File: EC
Page 1 of 1

BUILDING AND GROUNDS MANAGEMENT

The care, custody, and safekeeping of all school property shall be the general
responsibility of the Superintendent of schools. He/she shall establish such procedures
and employ such means from time to time as may be necessary to provide accurate
information in regard to the nature, condition, location, and value of all school property;
to safeguard school property against loss, damage, or undue depreciation; to recover and
restore to usefulness any school property which may be lost, stolen, or damaged; and to
do all things necessary to insure the proper maintenance and safekeeping school property.

Maintenance shall be provided to schools on a district wide basis by a district
maintenance department headed by a maintenance supervisor and supervised by the
business administrator.

Within the separate schools, the maintenance supervisor is responsible for the proper care

and maintenance of buildings, equipment and grounds. He/she shall outline and post the
duties of custodial and supervise as many of their activities as possible.

Adoption date: December 7, 1993
Effective date: December 7, 1993

SANFORD SCHOOL DEPARTMENT
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BUILDING AND GOUNDS SECURITY

Buildings and grounds of the school district constitute on of the greatest investments of
the school district. It is deemed in the best interest of the district to protect the investment
adequately.

Security should mean not only maintenance of a secure (locked) building, but protection
from fire hazards and faulty equipment, and safe practices in the use of electrical,
plumbing, and heating equipment. The School Committee requires and encourages close
cooperation with local police, fire, and sheriff’s departments and with insurance company
inspectors.

Access to school buildings and grounds outside of regular school hours shall be limited to
personnel whose work requires it. An adequate key control system shall be established
which will limit access to buildings to authorized personnel and will safeguard against
the potential of entrance to building by unauthorized persons.

Funds and valuable records shall be kept in a safe place and under lock and key.
Protective devices designed to be used as safeguards against illegal entry and vandalism

shall be installed when appropriate to the individual situation. Employment of security
personnel may be approved in situations where special risks are involved.

Adoption date: December 7, 1993
Effective date: December 7, 1993

SANFORD SCHOOL DEPARTMENT
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BUILDINGS AND GROUNDS SECURITY
KEY CONTROL SYSTEM

Keys to school buildings shall be given only to those employees whose work in the

judgment of the building principal and/or business administrator requires unrestricted
access to the building in question.

Employees will in no circumstances release keys from their possession, or loan them to
anyone for any reason. They will not have duplicate keys made. Any employee who loses
a key shall report such loss immediately to the building principal and/or supervisor of
maintenance through whom all new keys must e ordered. The employee may be charged
with the cost of changing a lock and/r cost of new key.

Employees leaving a building after hours will securely lock the exit door they use.

Adoption date: December 7, 1993

Effective date: December 7, 1993

SANFORD SCHOOL DEPARTMENT
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BUILDINGS AND GROUNDS MAINTENANCE
The Sanford public school system’s maintenance program shall be designed to preserve
the capital investment represented by the school department’s buildings and grounds, and
to prevent deterioration due to lack of proper care.

The Superintendent shall supervise the maintenance program, delegating the direct
responsibility for its operation to the business administrator.

Under the direction of the business administrator, the custodial and maintenance
supervisor shall establish a program of maintenance services consistent with the needs
and budgetary limitations of each school; he/she shall set realistic work standards,
method, and schedules for all maintenance operations.

All maintenance work shall meet the health, safety, and fire prevention requirements
established by law, state regulations, and School Committee policy.

Principals shall have charge of their respective buildings, ground, and equipment. They
shall encourage in their staff and their students a spirit of respect for public property, and
promptly report all instances of loss, damage, or theft to the Assistant Superintendent.

LEGAL REFS.: M.R.S.A. 20:1174; 20:3623-24

Adoption date: December 7, 2003

Effective date: December 7, 2003

SANFORD SCHOOL DEPARTMENT
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PEST MANAGEMENT IN SCHOOL FACILITIES AND ON SCHOOL GROUNDS

The School Committee recognizes that structural and landscape pests can pose significant
problems for people and school unit property, but that use of some pesticides may raise
concerns among parents, students and staff. It is therefore the policy of the Sanford
School Department to incorporate Integrated Pest Management (IPM) principles and
procedures for the control of structural and landscape pests. A copy of this policy shall be
kept in every school and made available upon request to staff, parents, students and the
public.

IPM is a systematic approach to pest management that combines a variety of methods for
managing pests, including monitoring: improved horticultural, sanitation and food
storage practices; pest exclusion and removal; biological control; and pesticides.

For the purpose of this policy, “pests” are populations of living organisms (animal, plants
or microorganisms) that interfere with use of school facilities and grounds. “Pesticide” is
defined as any substance or mixture of substances intended for preventing, destroying,
repelling or mitigating any pests and any substance or mixture of substances intended for
use as a plant regulator, defoliant, or desiccant.

The Obijective of the Sanford School Department’s IPM program is to provide effective
pest control while minimizing pesticide use. The goals of the IPM program include
managing pests to reduce any potential hazards to human health; preventing loss or
damage to school structures o property; preventing pests from spreading beyond the site
of infestation to other school property; and enhancing the quality of life for students, staff
and others.

The Superintendent and/or designee shall develop and implement a Pest Management
Plan consistent with the following IPM principles and procedures:

A. Appointment of an IPM Coordinator
The Superintendent/designee will appoint an IPM Coordinator for the Sanford
School Department. The IPM Coordinator will be the primary contact for pest
control matters, and will be responsible for overseeing the implementation of
the IPM plan, including making pest control decisions.

The IPM Coordinator will consult wit the building principal and/or
Superintendent before a decision is made t do a pesticide application for which
notice is required and before providing notification of the planned application.

The IPM coordinator’s responsibilities may include:

1. Recording and monitoring data and pest sightings by school staff and students;
2. Coordinating pest management with pest control contractors;
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3. Recording and ensuring that maintenance and sanitation recommendations are

carried out where feasible;

4. Ensuring that any pesticide use is done according to Sanford School
Department’s Pest Management Plan and Chapter 27 Me. Dept. of Agriculture
Board of Pesticides Control Rules (*Standards for Pesticide Applications and
Public notification in Schools™);

5. Making the school system’s pest management policy available in every school
building;

6. Having available for parents and staff a cop of the Maine regulation pertaining
to pesticide applications in schools (Chapter 27 Me. Dept. of Agriculture Board
of Pesticides Control “Standards for Pesticide Applications and Public
Notification in Maine Schools™) and a record of prior pesticide applications and

information about the pesticides used.

7. Initiating and coordinating notification of parents and staff of pesticide
applications according to Sanford School Department’s notification procedure
and posting notification signs as appropriate; and

8. Recording all pesticides used by either a professional applicator or school staff
and maintaining other pest control data.

B. Identification of Specific Pest Thresholds

Routine inspection and accurate identification of pests are needed to recognize potential
problems and determine when action should be taken

Action thresholds for specific sites will be determined on a case by case basis by the
IPM Coordinator in consultation with the building principal and/or Superintendent, and,
if necessary, with the advice of a professional pest control expert.

As pest management objectives will differ from site to site (e.g.: maintaining healthy turf
and specific playing surfaces on athletic field, carpenter ant control in buildings, or
maintenance of ornamental plants), differences should be considered before setting an
action threshold.

C. Pesticide Applicators

Any person who applies pesticides in school buildings or on school grounds, including
school personnel, must possess a Maine pesticide applicator’s license and should be
trained in the principles and practices of IPM. All pesticide use must be approved by the
Sanford School Department IPM Coordinator. Applicators must follow state regulations
and label precautions and must comply with the IM policy and pest management plan.

D. Selection, Use and Storage of Pesticides
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Pesticides should be used only when needed. Non-chemical pest management methods
will be implemented whenever possible to provide the desired control. The choice of
using a pesticide will be based on a review of other available options (sanitation,
exclusion, mechanical means, trapping, biological control) and a determination that these
options have not worked or are not feasible. When it has been determined that a pesticide
must be used to achieve pest management goals, the least hazardous effective pesticide
should be selected. Application should be conducted in a manner that, to the extent
practicable using currently available technology, minimizes human risk.

Decisions concerning the particular pesticide to be used and the timing of pesticide
application should take into consideration the use of the buildings or grounds to be
treated.

Pesticide purchases should be limited to the amount expected to be used for a specific
application or during the year. Pesticides will be stored and disposed of in accordance
with label directions and state and federal regulations. Pesticides must be stored
inappropriate, secured location not accessible to students or unauthorized personnel.

E. Notification of Students, Staff and Parents of Use o Pesticides

A notice will be provided to staff, students and parents within the first two weeks of the
school year briefly explaining Sanford School Department’s IPM/pesticide use policy,
including provisions for notification to parents and staff of specific planed pesticide
application in school buildings or on school grounds.

When required by regulations, the school will notify staff, students and parents/guardians
at least five days in advance of planned pesticide treatments in the school or on school
grounds, including playgrounds and playing fields.

When required by regulations, signs will be posted at each point of access to the treated
area and in a common area of the school at least two working days prior to the
application and for at least 48 following the application in accordance with applicable
Maine Board of Pesticides Control regulations.

F. Recordkeeping

When a pesticide has been used, records pertinent to the application, including labels and
material safety data sheets will be maintained at a designated central location for two
years following application. Records are to be completed on the day the pesticide is
applied. Pest surveillance records should be maintained to verify the need for pesticide
treatments.
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Legal Reference: 7 MRSA ss 601-625
22 MRSA ss 1471-A-1471-X
Ch. 27 Me. Dept. of Agriculture Board of Pesticides Control Rules
(Standards for Pesticide Applications and Public Notification in
Schools)

Cross Reference: EBAA- Chemical Hazards

Adoption date: September 22, 2003
Effective date: September 22, 2003

SANFORD SCHOOL DEPARTMENT
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PEST MANAEMENT NOTIFICATION

The Sanford School Department uses an Integrated Pest Management (IPM) approach to
the control of insects, rodents, microorganisms, weeds and other pests in school buildings
an on school grounds. IPM combines a variety of methods for managing pests including
monitoring, improved sanitation and food storage objective of the IPM program is to
provide effective pest control while minimizing pesticide use.

Pesticides

Non-chemical pest management methods will be implemented whenever possible.
However, sometimes pesticide use may be necessary to control a pest problem. When
that happens, the school will use the least hazardous effective pesticide feasible.

Notification

When required by law, parents/guardians and school staff will be notified at least five
days | advance of specific pesticide applications. When required by law, pesticide
application notices will be posted in school and on school grounds.

Notification need not be given for pesticide applications recognized by law or regulation
to pose little or no risk of exposure to students or staff.

A copy of the school department’s IM? Pest Management policy is available for review
in the school office. The school also keeps records of prior pesticide applications and the
pesticides used. You may review these records, a copy of the policy and Maine’s
“Pesticides in Schools” regulation (Chapter 27 of the Department of Agriculture Board of
Pesticides Control “Standards for Pesticide Applications and Public Notification in
Schools”) by contacting our IPM Coordinator Paul Grant at (207) 324-5722.

Adoption date: September 22, 2003
Effective date: September 22, 2003

SANFORD SCHOOL DEPARTMENT
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NOTIFICATION TEMPLATE
Universal Notice Option

I am writing about three subjects that can affect children’s health in school: pests,
pesticides and your right to know.

Pest Control

Because pesticides pose risks, the school uses an alternative approach to merely applying
pesticides. Control of insects, rodents, and weeds at our school focuses on making the
school buildings and grounds an unfavorable place for pests to live and breed. Through
maintenance and cleaning, we will reduce or eliminate available food and water sources
and hiding places for the pests. We will also routinely monitor the school area to detect
pest problems and prevent the pests from becoming established. Some techniques we will
use include pest monitoring, sanitation, pest exclusion, proper food storage, pest removal
and as a last resort, pesticides. This holistic approach is often called Integrated Pest
Management (IPM).

Pesticide Use

Sometimes pesticide use may be necessary to control a pest problem. When that happens,
the school will use the lowest risk products available. If higher risk pesticides must be
used, notices will be posted at application sites and parents, guardians and staff have a
right to know.

Your Right to Know

Parents, legal guardians, and school staff will be notified of specific pesticide
applications made at the school. Notification will be given at least five days before
planned pesticide applications. Pesticide application notices will also be posted in school
and on school grounds. Notification need not be given for pesticide applications
recognized by law to pose little or no risk of exposure to children or staff.

The school also keeps records of prior pesticide applications and information about
pesticides used. You may review these records, a copy of the School’s Integrated Pest
Management Policy and the Pesticides in Schools regulation (CMR 01-026 Chapter 27)
by contacting our IPM Coordinator Paul Grant at (207) 324-5722.

If you have any questions, please contact Paul Grant. For further information about pests,
pesticides and your right to know, call the Board of Pesticides Control at (207) 287-2731
or visit the Maine School IPM web site at www.thinkfirstspraylast.org/schoolipm

Sincerely,



http://www.thinkfirstspraylast.org/schoolipm
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NOTICE OF PLANNED PESTICIDE APPLICATION

The following notice is provided in compliance with State regulations establishing
standards for pesticide application and notification in schools.

(Product Name), EPA registration number ( ), containing (chemical name)
will be applied by (name of pest control company or licensed applicator) to (area in
building or on school property where pesticide will be applied) during (approximate
time of day and date of application) for the purpose of controlling (type of pest).

For additional information regarding this application, you may contact Paul Grant at
(207)324-5722.

This application is consistent with Sanford School Department’s Integrated Pest
Management (IPM) program. The objective of the IPM program is to provide effective
pest control while minimizing pesticide use. The goals of the IPM program include
managing pests to reduce any potential hazards to human health; preventing loss or
damage to school structures or property; preventing pests from spreading beyond the site
of infestation to other school property; and enhancing the quality of life for students, staff
and others.

NOTE: The regulation requires that the notice contain, at minimum, the
following information:

a. Trade name and EPA registration number of the pesticide
to be applied,

b. Approximate date and time of the application;

c. Location of the application;

d. Reasons for the application; and

e. Name and phone number of the person to whom further
inquiry regarding the application may be made.

Legal Reference: Ch. 27 ss 4, Department of Agriculture Board of Pesticides Control
Rule (Standards for Pesticide Applications and Public Notification
in Schools)

Adoption date: September 22, 2003

Effective date: September 22, 2003

SANFORD SCHOOL DEPARTMENT
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BUILDING & GROUNDS MAINTENANCE
ENERGY CONSERVATION

Temperature setting no higher than 65 degrees during the heating season.
Obviously, each building has its own peculiarities. From a practical point of view,
the above should refer to actual room temperature rather than thermostat settings.

Thermostat set-backs during periods of non-uses. There is reasonable evidence to
support a thermostat setting not lower than 55 degrees.

Domestic hot water temperature setting for general cleaning and bathing purposes
at 105 degrees

Turn off lights in isolated areas not in use (Note: Halls — stagger bulbs where
possible.)

Consolidate co-curricular trips and athletic travel. Car pools do conserve energy.

General:

Do not block radiators and blowers with bookcases.

Do not use electric heaters.

Adoption date: December 7, 2003

Effective date: December 7, 2003

SANFORD SCHOOL DEPARTMENT
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CUSTODIAL SERVICES

The cleaning and maintenance program for school properties in the Sanford Public
Schools is carried out with three main objectives:

A. To ensure maximum safety for the students and the general public by constant
vigilance against fire and other safety hazards;

B. To safeguard the health of students and adults by scrupulous cleanliness of the
buildings; and

C. To safeguard the town’s investment in its facilities, and to maintain the neat
and pleasing appearance of all properties by keeping them in good repair at all
times.

To attain these objectives, inspections will be made daily by the Building Administrator
and Head Custodian and at least once a week by the Building Administrator, Head
Custodian and Supervisor of Maintenance. Teachers and other employees will be
responsible for reporting any needed cleaning or repairs to the Building Administrator
who in turn will meet with the Head custodian to review the cleaning needs and establish
minor repair priorities. In the event of vacation period, the Administrator will meet with
the Head Custodian and Supervisor of Maintenance to establish cleaning plans for these
periods. All special requests for custodial services and major repairs shall be submitted to
the Building Administrator who will review them with the Head Custodian and/or the
Supervisor of Maintenance when necessary. The job will be assigned either to the
building custodian or maintenance, depending on the ability of each individual building
custodian to perform the task. It is implicit in the above that for all of this to happen there
is the requirement to have open lines of communication between the Building
Administrator and the Supervisor of Maintenance.

Building administrators will have immediate control of their custodians, and will see that
all required work is done to the established standard of cleanliness for that building.
Building Administrators will be a part of the interview team for new custodians, and will
be involved in the review and evaluation of all probationary employees and the annual
review and evaluation of all custodians. Building Administrators, along with the
Supervisor of Maintenance, will deal with discipline issues involving the custodians.

Whenever school facilities are used for special, after-hours or community purposes,
building custodians shall be assigned to extra duty as necessary.

Adoption date: December 15, 1997

Effective date: December 15, 1997

SANFORD SCHOOL DEPARTMENT






TRAFFIC AND PARKING CONTROLS

Driving and parking on school property are privileges granted by the School Committee
to persons who have reasons to be in the schools or on school property.

The school administration shall develop with local traffic authorities a plan for
accommodating the flow of traffic on school roadways, and traffic regulation.

The assignment of staff, students, and visitors, to the school shall be the responsibility of
the school administration.

CROSS REF. : JHFC-R, Student Bicycle Use
JHFD, Student Automobile Use

Adoption date: December 7, 1993

Effective date: December 7, 1993

SANFORD SCHOOL DEPARTMENT
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MATERIAL RESOURCES MANAGEMENT

The physical management of materials, supplies, and equipment — both instructional and
non-instructional—fall in the area of business operations and thus shall be the general
responsibility of the business administrator.

Conscientious efforts shall be made in the management of these resources to achieve
efficiency and economy through centralized and bulk purchasing when this is consistent
with available storage and distribution facilities. Good management also requires that
needed supplies, materials, equipment, and spare parts be readily available when and
where needed, but that space not be used for housing unnecessary inventory.

In his/her supervision of material source, the business administrator shall establish
regulations as necessary for the control of equipment, materials, and supplies on a
system-wide and school basis. Controls shall include a continuing inventory list of

equipment, records of maintenance for major items, and records of materials/equipment
assigned students or staff members for personal use.

Adoption date: December 7, 1993

Effective date: December 7, 1993

SANFORD SCHOOL DEPARTMENT
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MAINTENANCE AND CONTROL OF MATERIALS

The district administration shall ensure that proper records are kept on all textbooks,
materials, supplies, and equipment owned by the school systems.

Records shall include records of the issuance of such items to the various schools; records
of issuance within each school to individual teacher; and teacher records or issuance to
students.

Schools, staff members, and students shall be held responsible for items that have been
issued for their use.

All school-owned equipment for extracurricular activities, including band instruments
and uniforms, shall be issued at the beginning of each season and returned at the end of
each season and complete records shall be kept on all such equipment.

Teachers shall at least once a year make a careful inspection of textbooks and permanent
supplies in use by students. They shall impose fines for damages resulting from
carelessness and unwarranted use by students, provided that no fines shall be imposed
without the approval of building principal.

Property of the Sanford Public Schools shall not be loaned to students or any other
individual or group without approval of the building principal and an official receipt
signed by the borrower. A deposit may be required, as determined by the principal, the
central office, or the Superintendent.

LEGAL REF.: M>R>S>A> 20: 3772-74
CROSS REF.: JN, Student Fees, Fines, and Charges

Adoption date: December 7, 1993

Effective date: December 7, 1993
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TRANSPORTATION SERVICES MANAGEMENT

The Superintendent has the legal responsibility to provide conveyance for all elementary
school pupils who live beyond a certain distance as determined by the Board of
Education (see EEAA), and for all special education pupils as needed. IN addition, the
Superintendent may, with the approval of the School Committee, provide transportation
for high school students, students attending the Regional VVocational Technical Center,
and adult students. In al cases, conveyances provided by the district shall b in keeping
with the comfort, safety, and welfare of the students, and shall b in the charge of
responsible drivers who shall exercise adequate control over student conduct on their
buses.

Acquisition of new buses, and maintenance of those presently owned and operated by the
schools, shall comply with al legal requirements and shall be accomplished in the most
economical manner that is consistent with the welfare and safety of the students.

LEGAL REFS.: M.R.S.A. 20:1285; 20:1291; 20:3561

Adoption date: December 7, 1993

Effective date: December 7, 1993
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WALKERS AND RIDERS

Transportation shall be provided for all school children who live beyond such reasonable
distances from their school as the School Committee may determine.

In addition, transportation shall be provided for all special education students, students
attending the Regional VVocational Technical School and others, as prescribed by law or
deemed advisable by the School Committee.

The following guidelines shall be observed:

Walking Policies

1. Students K shall walk up to or about ¥2 mile* to their schools
2. Students 1-6 shall walk up to or about 1 mile* to their schools.
3. Students 7-8 shall walk up to or about 1-1/2 miles* to their school.

4. Students 9-12 shall walk up to about 2 miles* to the high school
*Specific walking/riding lines may be defined by geographic boundaries

Distances are measured from the nearest school entrance along a reasonable route to
home.

Exception to the walking limits may be made by school administration when roads are
determined to be unsafe because of hazardous traffic conditions. Requests for exceptions
maybe made through the business administrator and the Superintendent.

The police and the highway department shall be notified of the roads used by walkers,
and shall be requested to keep these roads as safe as possible by controlling highway
speeds and keeping the roads clear of snow, and by providing crossing guards to the
extent possible at intersections and main crossing points when school officials and police
deem such areas unsafe for normal unsupervised crossing.

Riding Policies

1. Children may be required to walk a reasonable distance to a scheduled bus stop.
Students living on outlying roads, where bus routes are not established and where the
walking distance to the main road is less than one mile, will walk to the designated bus
top on the main road and be transported from there to their respective schools.

2. Stops will be chosen with concern for numbers and safety of the students
involved.





3. Bus drivers shall pick up only at scheduled stops; they shall not admit students not
assigned to the particular bus. Drivers are required not to exceed the legal bus capacity.

4. Students shall ride only on assigned buses. At the close of school, they shall be

transported only to the original pick-up point, and they shall not be permitted to
disembark at other points or to ride other buses.

The school administration, with the approval of the School Committee, may make
exceptions where this is in the best interest of the student and the district. Requests for
exception s to the School Committee’s transportation policy may be made through the
business administrator, who shall consider such requests for possible submission to the
Superintendent and the School committee.

LEGAL REFS.: M.R.S.A. 20-A: 5204; 20-A: 5401 20-A: 5601

CROSS REF.: EEAACC-R, Student Conduct on School Buses

Adoption date: November 2, 1994

Effective date: November 2, 1994
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WALKERS AND RIDERS PROCEDURES
A. Students who are presently entitled to bus transportation and need permission to
travel to a babysitter or day care center following the completion of the school

day may:

1. Receive permission from the building administrator if:

a. Proper written report is made by parent/guardian

b. The bus is not overcrowded.

c. The student travels an established route.

d. Their request does not increase the cost of transportation (for the school
committee or for the bus contractor).

e. The Student follows the rules and regulations covered under the School
Transportation Policy.

2. Permission by levels:

a. K-6: It is permissible only in emergency situations (subject to
administrator’s judgment) with a note from the parent. Bus drivers will
not accept notes in the p.m. unless they are attached to a school
letterhead (to show school acknowledgement). Bus drivers will,
however, accept notes in the a.m., but must inform the school
administrator so that the situation can be monitored.

b. Jr. High: It is generally unacceptable, although the bus drivers are to
accept notes in the am, informing the school administrator so that the
situation can be monitored.

c. High School: Students are free to take care of their own needs, unless a
situation arises which necessitates administrative action.

B. The Sanford School Committee reserves the right to withdraw the above
permission at any time if they believe it is in their best interest to do so.

C. The rider may be required to walk a distance comparable to the walking policy to
reach a scheduled bus stop.

D. In answer to a question raised that school employees may ride school buses to a
school and/or home or to another school, this is possible providing that the person
is picked up on the route and that the school they are going to is on the same
route, and that this would not overload the buses. It is hoped that the person riding
the bus would help the bus driver maintain law and order and not be a hindrance
to the bus driver’s performance.

Adoption date: December 7, 1993

Effective date: December 7, 1993
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SCHOOL BUS/VEHICLE SAFTEY PROGRAM

The safety and welfare of student riders shall be the first consideration in all matters
pertaining to transportation. Emergency evacuation drills shall be conducted regularly
throughout the school term to thoroughly acquaint student riders with procedures in
emergency situation.

All vehicles used to transport children shall be maintained in such condition as to provide
safe and efficient transportation service with a minimum of delays and disruption of such
service due to mechanical or equipment failure. Buses shall be replaced at such intervals
so as to provide good equipment at all times. All legal requirements shall be scrupulously
observed.

All drives shall be competent, of temperate habits, and capable of maintaining discipline
among students in their vehicles. They shall be in good health and adequately trained in
accordance with legal requirements and with the School Committee’s policy of providing
a safe, efficient transportation program for the students of the district.

LEGAL REFS.: M.R.S.A. Title 29:1368; 29:2011 through 2020

CROSS REF. : EEACA, Bus Driver Examination and Training

Adoption date: December 7, 1993

Effective date: December 7, 1993
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STUDENT CONDUCT ON SCHOOL BUSES/VEHICLES

While the law requires the school district to furnish transportation, it does not relieve
parents of their responsibility for supervision until such times as the child boards the bus
in the morning and after the child leaves the bus at the end of the school day.

Once a child boards the bus, and only at that time, does he or she become the
responsibility of the school district. Such responsibility shall end when the child is
dropped off at the regular bus stop at the close of the school day.

The right of pupils to ride in the school bus is contingent on their behavior and
observance of rules pertaining to proper conduct. Drivers are authorized to enforce these
rules.

In cases when a child does not conduct himself/herself properly on a bus, such instances
are to be brought to the attention of the building principal by the bus driver. The building
principal will inform the parents of the misconduct and request their cooperation in
correcting the child’s behavior.

Children who are discipline problems on the school bus may have their riding privileges

suspended by the principal. In such cases, the parents of the children involved become
responsible for seeing that their children get to and from school safely.

Adoption date: December 7, 1993

Effective date: December 7, 1993
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Bus Behavior Report File: EEACC-E

Sanford Public Schools

nt's Name Scheol

Bus Number AM. Trip P.M. Trip | Driver's Name

Dear Parents:

Sanford Public School students who are dependent on bus transportation are subject to regulations until they get off at their school or the bus stop
near their home.

Any misbehavior which detracts from the driver's prime function is most dangerous and jeopardizes the safety of all passengers.

Part A: To Be Completed By Driver
(Note to driver: Entire Report is to be returmed to York Lines)

Your child has been cited for an infraction of the rules checked below:

O Unacceptable language O Throwing objects inside of tus

O Failure to remain seated O Tampering with bus equipment

O Refusing to obey driver O Hanging out of window

O Fighting O Spittin

T

O Lighting matches O Anrnoving others

(comment necessary)

O Smoking on bus

O Destruction of prope
{comment necessary

O Throwing objects ocut of bus O Other (comment necessary)

Comment:

Driver's action prior to submitting this report:

Driver’s Signa

w/
&
b

Part B: To Be Comgleted By School Administrator
O Reported First Offense 0O Reported Second Offense O Reported Third Offense

Acdministrator’s Action:

Administrator’s Signature Dat

w

Parents — White











File: EEACC-R
Page 1 of 1

BUS RULES

Meeting the bus:

1. All pupils must be on time as the bus will not wait.

2. Pupils shall not run alongside the bus when it is moving.

3. Pupils should not approach the bus until it is stopped.

On the bus:

1. The driver is in charge--obey him/her promptly.

2. Pupils shall not extend any part of their body out of the windows.

3. The driver may assign seats. Pupils shall go to the assigned seats, without
crowding or pushing, and remain seated while the bus is in motion.

4, Pupils shall refrain from talking with the driver except in an emergency.

5. Pupils shall not hamper with the emergency door or any other part of the bus
equipment.

6. Pupils shall not mar or deface the bus. Damage done to seats or other equipment
must be paid for by the pupil.

7. Pupils shall not open windows unless authorized by the driver.

8. Pupils shall not fight or scuffle in the bus or create any disturbance.

9. Pupils must not shout or wave to pedestrians or occupants of other vehicles.

10. Pupils must not throw anything at any time on the bus or out of the bus.

11. Pupils shall not place lunch boxes or other object in the aisle of the bus unless
authorized by the bus driver.

12. Pupils may hold quiet and non-disruptive conversations.

13. Pupils should always be courteous to the driver and other passengers.

14. Previous to alighting from the bus, pupils shall remain seated until the bus stops.

15. Pupils, after alighting from the bus (if the must cross the highway) shall to the
front of the bus and wait until the bus driver directs them to cross the highway.

16. pupils shall not exhibit intimidating behavior or use obscene language

Adoption date: December 7, 1993

Effective date: December 7, 1993

SANFORD SCHOOL DEPARTMENT






File: EEAD
Page 1 of 1

SPECIAL USE OF SCHOOL BUSES - VEHICLES
School bus services may be used as transportation for student field trips and
extracurricular activities in accordance with amounts budgeted for such purposes and
subject to rules and regulations established by the Superintendent or his/her designee.
All regulations pertaining to student conduct on school buses shall also apply to special
trips. Chaperones will assist in maintaining order on the buses. There must be at least one
adult for every 15 students and a minimum of two adults on any trip.

Drivers shall keep to the previously approved route, and shall make no unscheduled stops
or detours without specific permission.

CROSS REF.: 1ICA, Field Trips and Excursions

Adoption date: December 7, 1993

Effective date: December 7, 1993
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DRUG AND ALCHOHOL TESTING OF BUS DRIVERS
Effective 01/01/00

INTRODUCTION

The Sanford School Department is committed to a drug and alcohol free
workplace. In order to ensure the safety of its employees and the general public as
well as to comply with 49 CFR Part 382 and other pertinent federal laws, the
Sanford School Committee has adopted this policy.

The Sanford School Department takes pride in its employees who perform critical

duties in a truly effective manner with safety foremost in their minds. This policy
strengthens our commitment to a safe workplace.

PROGRAM ADMINISTRATOR

The Business Administrator has been designated by the School Committee as the
Alcohol/Drug Testing Program Administrator. In this function, the Business
Administrator will be responsible to answer any questions from drivers,
employees or the public in general

The Program Administrator will handle all information on all tests as confidential.
The Program Administrator may provide such information as necessary to enable
the appropriate Administrator to take the proper actions as warranted. The
Program Administrator may also release test information to any Substance Abuse
Professional recommended by the Program Administrator to use to evaluate and
recommend appropriate follow-up.

PROGRAM OBJECTIVES

1. To provide employees with access to confidential counseling
and/or rehabilitation programs and to detect illegal and
unauthorized substance abuse and contraband in the workplace.

2. To reduce the opportunities for accidents and injuries and prevent
damage to property

3. To improve productivity, ensure quality and to minimize employee
absenteeism and tardiness.

SCOPE OF PROGRAM

This policy will apply to all regular full-time, part-time and temporary
employees who are required to hold a Commercial Driver’s License
(CDL) for their position. All applicants for positions requiring a CDL are
required to pass a drug test as a prerequisite of employment, prior to final





1<

VI.

VII.
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hiring. Pre-employment alcohol testing shall e required when or if federal
law requires it.

NOTE: All covered employees shall receive a copy of this policy, as well
as a copy of the educational materials covered in the employee
education session on alcohol and substance abuse.

COMPLIANCE WITH REGULATIONS

All CDL employees’ subject t alcohol and drug testing must be in compliance
with this policy at all times while working for the Sanford School Department.
This will include all time spent operating commercial vehicles, as well as time
spent maintaining or repairing theses vehicles.

NOTE REGARDING INDEPENDENT CONTRACTORS: independent
contractors and their employees who must hold a CDL for the contracted activity
are subject to the requirements of 49 CFR Part 382 and are responsible for
compliance with that and related laws. The Sanford School Department will

not provide or pay for tests or rehabilitation of contractors or their employees. The
Sanford School Department shall make compliance with the law a condition of
any contract which requires a CDL driver.

SUBSTANCES TESTED

The Following substances will be tested for when drug or alcohol testing is
required pursuant to this policy:

1. Alcohol

2. Marijuana

3. Cocaine

4, Amphetamines

5. Phencyclidine (PCP)

6. Opiates

PRESCRIPTION DRUG USE

Employees covered by this policy may use prescription drugs and “over the
counter” medications provided:
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The prescription drugs or their generic equivalent have been prescribed to
the employee within the past 12 months by an authorized medical
practitioner.

Employees do not consume prescribed drugs more often than as prescribed
by the employee’s physician, and do not allow any other person to
consume the prescribed drug.

Any employee who has been informed that the medication could cause
adverse side effects while working shall inform his/her supervisor prior to
using these substances. The Sanford School Department at all times
reserves the right to have a licensed physician determine if use of a
prescription drug or medication by an employee produces an adverse
effect. If such a finding is made, the Sanford School Department may
notify the employee’ doctor (with permission) to determine if other
medications are available which would not seriously effect the employee’s
ability to work safely. If an appropriate substitute medicine is not
available, the Sanford School Department may have to limit or suspend
the employee’s work activities to non-safety sensitive duties.

VIl TESTS REQUIRED

All CDL employees subject to this policy shall be tested for alcohol and/or
controlled substances under the following circumstances:

1.

Pre-employment. Drug tests will be conducted when an offer is made to
hire an employee for a CDL position. The offer for employment will be
contingent on the applicant passing these tests. This includes existing non
CDL employees who are applying for CDL positions.

*Random. Testing will be conducted on a random unannounced basis.
The number of annual drug tests shall equal 50% of the number of CDL
required positions, while the number of annual alcohol tests shall equal
10% of the CDL required positions. The Sanford Public School
Department has entered into an agreement with a third party administrator
(TPA) to randomly select the CDL employees for testing and then notify
the Program Administrator of the person or persons chosen.

Random alcohol testing must e conducted just before, during or just after a
driver’s performance of safety-sensitive duties. Random drug testing does
not have to be conducted in immediate time proximity to safety-sensitive
functions.

Post-accident. Employees will be alcohol and drug tested in all accidents
involving a fatality. The employee will also be tested if s/he receives a
summons for a “moving traffic violation”, and must receive medical
treatment away from the accident scene, or the employee receives a
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violation and a vehicle must be towed regardless of responsibility.
Employees must report to the designated testing area within thirty minutes
of being notified to submit to a required test. The employee shall be
escorted to the Sanford School Department’s designated collection site.

4. Reasonable suspicion. All employees who exhibit to two (2) trained

supervisors signs and symptoms of alcohol and/or drug abuse while on the
job, prior to reporting to work or just after work will be required to submit
to an alcohol and/or drug test. The supervisors shall document the specific
facts, symptoms or observations by completing a “Reasonable Suspicion
Record” form. The employee shall be given a “Test consent Form” to
complete and sign. Upon supervisor notification the employee shall be
escorted to the Sanford School Departments designated collection site.

This determination must be based on specific, contemporaneous,
articulable observations concerning the appearance, behavior, speech
and/or body odors of the CDL employee. Circumstances which may
constitute a basis for determining “reasonable suspicion” may include, but
are not limited to:

1) A pattern of abnormal or erratic behavior
2.) Information provided by a reliable and credible source;
3.) Direct observation of drug or alcohol use;

4. Presence of the physical symptoms of drug or alcohol use
i.e.: glassy or bloodshot yes, alcohol odor on breath, slurred
speech, poor coordination and/or reflexes.

5. Return to work. An employee who has engaged in prohibited conduct as
set forth in Section X must submit to an alcohol test or drug test to return
to duty. The results must be negative to return to work.

6. Follow-up. An employee who previously tested positive and has returned
to duty must submit to a combination of at least sic (6) alcohol and drug
tests during the first year after returning to work. Follow up tests will be
unannounced and may continue for up to sixty (60) months after returning
to work not to exceed twelve (12) per year.

TESTING PROCEDURES

The Sanford School Department is contracting with a Third Party Administrator
to conduct the Sanford School Department’s alcohol and substance abuse testing.
When an employee has been randomly selected, s/he will be notified by his/her
appropriate supervisor and both will proceed directly to the testing area. all





test

File: EEAEAA
Page 5 of 14
randomly selected individuals must comply with the testing. Failure to do so will
result in disciplinary actions up to and including termination.

Testing for substance abuse shall only be conducted in a medical facility
supervised by a licensed physician or nurse. Employees and job applicants for
CDL positions shall not be required to provide a urine sample while being
observed, directly or indirectly, by another individual. People shall leave any
personal belongings including any unnecessary clothing, coat jacket or similar
outer garment, outside the collection area.

All specimen samples shall be collected, sealed and stored incompliance with the
National Institute on Drug Abuse (NIDA) guidelines as required by Federal Law,
and transported to a licensed and certified laboratory for actual testing.
Additionally, the chain of custody requirements for theses samples shall also be
in accordance with NIDA guidelines and Federal Law in order to protect the
sample from being tampered with and to verify the identity of each sample and
result. When the sample is first collected, a portion of the sample shall be
segregated according to federal regulations. In the event there is a positive test
with the first sample, the segregated sample may e requested for testing within
seventy-two (72) hours by the employee after the employee is notified by the
Medical Review Officer of the positive test to confirm the accuracy of the results.
This request should be made to MRO. The employee shall pay the cost of the
testing of the second segregated sample if the test is positive and the Sanford
School shall pay the cost if the second is negative. (New job applicants shall pay
the cost of testing the segregated sample regardless of the test results.) If the
employee is aware of a situation that may have led to the positive test, such as
taking of prescription drugs of other medicines, s/he must make the fact known to
the MRO within the required time after notification of a positive test.

The Sanford School Department shall utilize the services of a Medical Review
Officer (MRO) to interpret any confirmed positive test. An MRO is a licensed
physician who is responsible for receiving the laboratory results. The MRO has
knowledge of substance abuse disorders and has appropriate medical training to
interpret and evaluate an individual’s medical history and any other medical
information. The MRO shall have the authority to discs an employee’s test result
with the employee prior to notifying the Sanford School Department. Once the
employee has been notified and the MRO is satisfied with the accuracy of the test
results, the Sanford School Department shall be notified.

All alcohol testing will be conducted with an Eventual Breath Testing Device
(EBT), which will be administered by the same medical facility as the substance
abuse testing. Under certain circumstances, post-accident tests conducted by law
enforcement personnel or medical personnel will be acceptable. Two (2) breath
tests are required to determine if a person has an unacceptable alcohol
concentration. A screening test is conducted first. Any result less then 0.02
alcohol concentrations is considered a negative test.
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If alcohol concentration is 0.02 or greater, a second confirmation test must be
conducted within fifteen (15) minutes. A confirmed test of 0.02 or greater is
considered a positive result.

The employee and the individual conducting the breath test shall complete the
alcohol testing form to ensure that the results are properly recorded. Any
individual who conducts the testing must be trained to operate the EBT and be
proficient in the breath testing procedures.

PROHIBITED CONDUCT

The Sanford School Department CDL employee shall not:

1. Report to work and/or remain on duty with an alcohol concentration of
0.04 or greater;

2. Possess any alcohol or controlled substances while on duty, except as
provided in subsection (7);

3. Use any alcohol or controlled substances while on duty, except as
provided in subsection (7);

4, Use any alcohol within eight (8) hours of going on duty;

5. Use any alcohol within eight (8) hours after an accident which has
required the CDL employee to be tested for alcohol concentration;

6. Refuse to submit to a required alcohol and/or controlled substance test:
i.e.: random test, reasonable suspicion test, post accident test, return to
work, or follow up test;

7. Report to or remain on duty when using any controlled substance, except
when used under a physician’s orders and when the physician has
informed the CDL employee in writing that the use will not affect the safe
operations of a commercial vehicle. In the case of a written warning by the
physician, the employee shall report to his/her supervisor immediately;

8. Report to or remain on duty if the employee has tested positive for
controlled substances.

Failure to comply with these rules is a violation of this policy and may result in
disciplinary action up to and including termination.

REFUSAL TO TEST

Failure to submit to testing will automatically be considered a verified positive

test and may result in disciplinary action and/or referral to a substance abuse professional.
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Failure by a job applicant to submit to a test will result in denial of employment.
Specifically, the following circumstances will be considered a refusal to test.

XII.

X1,

XIV.

1. Failure to report to the designated testing area within thirty (30) minutes of
being notified to submit to a required test.

2 Failure to accurately provide a sufficient sample to be tested, either breath
or urine as the case may be, unless medically determined impossible to do
SO

3. Engaging in conduct that clearly obstructs or delays the testing process.

TESTING OF SUPERVISORS

1. All supervisors in safety sensitive positions and who are required to use a
CDL as required by their job descriptions are subject to the testing rules
and procedures outlined in their policy.

2. If an employee suspects a supervisor of substance abuse, the employee
will notify the Administrator, Business Administrator or Superintendent of
the employee’s suspicions. All employee reports are kept strictly
confidential. Anonymous complaints will not be investigated.

ALCOHOL CONCENTRATION OF 0.02 OR GREATER BUT LESS THAN .04

Provided that the employee has not violated Section X, any employee whose alcohol test
results in a concentration of 0.02 or greater but less than 0.04 shall not be permitted to
perform any safety — sensitive function for at least twenty-four (24) hours following the
test. The employee will not be paid for work-time lost as a result of this section unless
he/she works in another capacity for the Sanford School Department during that time
period. The employee will not be required to undergo evaluation by a substance abuse
professional if the test result is 0.02 or greater but less than 0.04, nor will a return to duty
test be required unless there is reasonable suspicion that the employee is still under the
influence of alcohol or drugs.

Employees who are found to have an alcohol concentration of 0.02 or greater but less
than 0.04, will be placed on unpaid leave for a minimum of twenty-four (24) hours.

NOTE: This Section applies only in limited situations. For example, if an employee last
consumed alcohol more than 8 hours before work, but still has a blood/alcohol level of
0.03 when he shows up for work, he is not in violation of Section X but is subject to this
Section.

NOTICE AND CONSENT

Before a drug or alcohol test is administered, employees and job applicants will
be asked to sign a consent from authorizing the test and permitting the release of
test results to those officials with a need to know. The chemical screen consent
form shall provide space to indicate current or recent use of prescription and over
the counter medication
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All recruitment announcements for any CDL position, including in house
recruitment and promotion, will disclose that any offer of employment is
contingent upon successful completion of a drug screening test.

CONSEQUENCES OF VIOLATION OF THIS POLICY

Any employee who violates Section X and XI of this policy shall be immediately
removed from the safety-sensitive function and will be advised by the Sanford
School Department of the resources available for evaluating and resolving drug
alcohol abuse professional. All evaluation and rehabilitation shall be at the
employee’s expense. An employee shall not be allowed to return to the safety
sensitive function until he/she has a return to duty alcohol test of less than 0.02 or
a return to duty drug test with a verified negative result.

Employees who are found to have an alcohol concentration of 0.02 or greater, but
less than 0.04, will be placed on unpaid leave for a minimum of twenty —four (24)
hours.

In addition, any employee who violates this policy may be subject to disciplinary
action up to and including dismissal. Before disciplinary action is imposed
following a confirmed positive drug or alcohol test, the employee may have the
opportunity to successfully complete a rehabilitation program within six months.
Factors to be considered in determining the appropriate disciplinary response
include, but are not limited to the following: Employee’s work history, length of
employment, current job performance and existence of past disciplinary actions.

Specific actions, which may be grounds for dismissal, include, but are not limited
to the following:

1. Refusal to submit to a rehabilitation program after testing positive.

2. Failure within six months t successfully completes a rehabilitation
program after receiving a positive test or failure to pass a return to
duty drug or alcohol test.

3. Evidence that the employee has substituted, adulterated, diluted, or
otherwise tampered with his/her urine sample

4. While on Sanford School Department premises, the employee was
caught drinking alcohol or using, manufactory, distributing,
dispensing, selling or possessing any illegal or unlawfully obtained
substances or drugs.

5. The use of alcohol while on Sanford School Department
premises. This includes a conviction for driving while intoxicated
(DUI) during work hours.
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6. Failure to contact the Sanford School Department’s approved
substance abuse clinician (EAP Provider) within five (5) regular
working days after being notified of a confirmed (MRO certified)
positive test for the use of alcohol or an unauthorized substance.

Any employee who tests positive the first time for either alcohol or substance
misuse will be offered an opportunity for rehabilitation. A second test (MRO
certified) or further violation of this policy following an initial positive test shall
be cause for dismissal.

NOTE: During the period the Sanford School Department is awaiting an
employee’s test result for a post accident or reasonable suspicion test, the Sanford
School Department may transfer the employee to another position with no
reduction in pay or benefits. The Sanford School Department also reserves the
right to place an employee on paid or unpaid suspension. A determination as to
whether an employee is placed in another position or placed on paid or unpaid
suspension may be based, but not limited to: who is responsible for and/or the
severity of the accident, if applicable; the observed condition of the employee, if
applicable; the employee’s work history’ length of employment; current job
performance and the existence of past disciplinary actions.

EMPLOYEE/APPLICANT RIGHTS AND RESPONSIBILITIES

It is the responsibility of each employee to seek help before alcohol and drug
problems lead to disciplinary action. Employees needed help in dealing with such
problems are encouraged to ask for help/or use the health insurance plan, if they
are eligible. A conscientious and sincere effort to seek such help will not
jeopardize any employee’s job, and will be handled on a strict confidential basis.

In the event of a positive test result, employees and job applicants shall have the
opportunity to present an alternative explanation for the test result by contacting
the Medical Review Officer (MRO). This shall be done no later than five (5) days
after notification of the result. No further action will be taken if there is a justified
explanation, or there is a reasonable doubt as to the accuracy of the result or chain
of custody of the sample.

Any employee or job applicant with a positive test result may also, upon written
request within five (5) working days to the Program Administrator, have the right
to any information relating to the test result and procedures.

Any employee who tests positive for a first offense, and cannot provide a
satisfactory explanation, will be offered EAP referral to a certified rehabilitation
program
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Any first offense referral may result in an indefinite suspension of regular
employment or the transfer of the employee to a non-safety sensitive position with
an appropriate reduction in pay. A determination as to whether an employee is
placed in another position or placed on unpaid suspension may be based on, but
not limited to, who is responsible for and/or the severity of the accident, if
applicable; the observed condition of the employee, if applicable; the level of the
test result; the employee’s work history; length of employment; current job
performance and the existence of past disciplinary actions. The employee may use
any available accumulated sic, vacation, or personal time if any, during the in-
patient rehabilitation. Health insurance benefits may be used to cover some or all
of the costs of rehabilitation if the Sanford School Department’s current health
insurance policy covers such rehabilitation.

Upon successfully completing the rehabilitation program within six months after
it was commenced, as determined by the rehabilitation or treatment provider in
consultation with the Sanford School Department, and upon passing a return-to-
work drug or alcohol test the employee is entitled to return to his/her previous job
with full pay and benefits, unless conditions unrelated to the employee’s
alcohol/drug test make the employee’s return impossible or inappropriate.

Any subsequent second offense positive test will result in immediate suspension
without pay and terminated after being notified of a second confirmed (MRO
certified) positive test for the use of an unauthorized substance; provided the
employee is not within his/her initial six month rehabilitation period.

CONFIDENTIALITY OF INFORMATION

Unless the employee or applicant consents, all information acquired by the
Sanford School Department in the testing process is confidential and ay not be
released to any person other than the employee or applicant who is tested, the
Program Administrator, perspective Administrators or designees as well as the
EAP or Rehabilitation Provider. The foregoing shall not prevent the release of
information that is required or permitted by state r federal law, or the use of
information in any grievance procedure, administrative hearing or civil action
relating to the imposition of the test or the use of the test results.

EDUCATIONAL SESSIONS

The Sanford School Department will provide each employee subject to this policy
a copy of the written policy. The Sanford School Department will also provide
printed material which describes the effects of alcohol and/or controlled
substances on the individual’s health, work and personal life, as well as
information on the signs and symptoms of alcohol or substance abuse. In addition,
the Sanford School Department will provide annual training for CDL employees
and supervisors on substance abuse awareness.

10
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Any employee who wishes to seek personal and confidential advice on alcohol
and/or controlled substances may contact the Sanford School Department’s
Business Administrator who will provide references available fro substance abuse
programs.

The Sanford School Department shall ensure that persons designated as trained
supervisors will receive annual training on controlled substances misuse and on
alcohol misuse.

Adoption Date: January 8, 2001

Effective Date: January 8, 2001

SANFORD SCHOOL DEPARTMENT
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ACKNOWLEDGEMENT

I certify that | have received a copy of the Sanford School Department’s Alcohol
and Substance Abuse Policy and other printed material explaining the effects of alcohol
and/or controlled substance use

Date Employee’s Signature

Date Supervisor’s Signature

12
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SANFORD PUBLIC SCHOOLS

DRUG AND ALCOOL TESTING OF BUS DRIVERS
Pre-Employment Breath Test and Urinalysis Consent Form

The Sanford School Department has a strong commitment to the health, safety and welfare of its
employees, their families, its customers, and the public at large. Therefore, the Sanford School
Department seeks to hire and employ workers requiring s Commercial Drivers License (CDL)
who are free of illegal and abused drugs and alcohol, and protect employees, their families and
the public from the adverse effects of alcohol and drug abuse. The Sanford School Department
requires the final applicant selected for a position requiring a CDL to undergo a Drug Test to
detect the presence of drug abuse substances in the body.

Any applicant with a positive pre-employment test may be denied employment with the Sanford
School Department by reason for the positive test. Also, any applicant refusing to be tested will
be denied employment.

| UNDERSTAND THAT AS REQUIRED BY TITLE 49, CODE OF FEDERAL
REGULATIONS, ALL APPLICANTS FOR POSITIONS REQUIRING A COMMERCIAL
DERIVERS LICENSE MUST BE TESED FOR THE USE OF CONTROLLED
SUBSTANCES AS A PRECONDITION FOR EMPLOYMENT.

I CONSENT TO A BREATH TEST AND URINE SAMPLE COLLECTION AND
TESTING FOR CONTROLLED SUBSTANCES.

| UNDERSTAD THAT A POSITIVE TEST RESULT FOR CONTROLLED
SUBSTANCES WILL RENDER ME UNQUALIFIED TO OPERATE A COMMERCIAL
MOTOR VEHICLE AND RESULT IN MY BEING DENIED EMPLOYMENT WITH THE
SANFORDD SCHOOL DEPARTMENT.

THE MEDICAL REVIEW OFFICER CONTRACTED BY THE TOWN WIL MAINTAIN
THE RESULTS OF MY TEST. NEGATIVE AND POSITIVE RESULTS WILL BE
REPORTED TO THE SANFORD SCHOOL DPEARTMENT. IF THE RSULTS ARE
POSITIVE, THE CONTROLLED SUBSTANCE WILL BE IDENTIFIED. THE RESULTS
WILL NOT BE RELEASED TO OTHER PARTIES WITHOUT MY WRITTEN
CONSENT.

| UNDERSTAND THE ABOVE THE CONDITIONS AND HEREY AGREE TO COMPLY
WITH THEM

Applicant Name (please print) Date

Applicant Signature Social Security Number

PLEASE NOTE ANY CURRENT OR RECENT USE OF PRESCRIPTION OR OTHER OVER-THE-
COUNTER MEDICATION IN THE SPACE BELOW
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SANFORD PUBLIC SCHOOLS
DRUG AND ALCOOL TESTING OF BUS DRIVERS
Pre-Employment Breath Test and Urinalysis Consent Form

The Sanford School Department has a strong commitment to the health, safety and welfare of its
employees, their families, its customers, and the public at large. Use and misuse of alcohol or drugs,
whether prescribed or illegal, impairs the ability of an employee to perform assigned duties, particularly
those requiring a Commercial Drivers License (CDL), and may endanger the employee, co-workers, the
public, the Sanford School Department and public and private property. The Sanford School Department
seeks to prevent employees from using alcohol and drugs when the use of such is illegal, or in any way
endangers the Sanford School Department or public. The Sanford School Department also wants to provide
appropriate and reasonable assistance to employees whose use or misuse impairs their ability to perform
their duties.

Under title 49, CFR the Sanford School Department may require a current School employee whose position
requires a CDL to undergo drug and alcohol testing consisting of random testing, post accident testing,
reasonable suspicion testing, and follow up testing. Refusal to be tested may subject an employee to
disciplinary action, and possible termination.

| UNDERSTAND THAT AS REQUIRED BY CFR TITLE 49, CODE OF FEDERAL REGULATIONS
THE TOWN OF SANFORD IS REQUIRED TO ENSURE THAT EMPLOYEES IN SAFETY
SENSITIVE POSTITIONS ARE TESTD FOR THE USE OF ALCOHOL AND CONTROLLED
SUBSTANCES. SUCH TESTS INCLUDE: RANDOM TESTING, POST ACCIDENT TESTING,
REASONABLE SUSPICION TESTING AND RETURN TO DUTY/FOLLOW-UP TESTING.

I CONSENT TO A BREATH TEST AND URINE SAMPLE COLLECTION AND TESTING FOR
CONTROLLED SUBSTANCES.

| UNDERSTAD THAT A POSITIVE TEST RESULT FOR CONTROLLED SUBSTANCES WILL
RENDER ME UNQUALIFIED TO OPERATE A COMMERCIAL MOTOR VEHICLE AND MAY
RESULT IN DISCIPLINARY ACTION UP TO AND INCLUDING DISCHARGE OF EMPLOYMENT.

THE MEDICAL REVIEW OFFICER CONTRACTED BY THE TOWN WILL MAINTAIN THE
RESULTS OF MY TEST. NEGATIVE AND POSITIVE RESULTS WILL BE REPORTED TO THE
SANFORD SCHOOL DPEARTMENT. IF THE RSULTS ARE POSITIVE, THE CONTROLLED
SUBSTANCE WILL BE IDENTIFIED. THE RESULTS WILL NOT BE RELEASED TO OTHER
PARTIES WITHOUT MY WRITTEN CONSENT.

| UNDERSTAND THE ABOVE THE CONDITIONS AND HEREY AGREE TO COMPLY WITH
THEM

Applicant Name (please print) Date

Applicant Signature Social Security Number

PLEASE NOTE ANY CURRENT OR RECENT USE OF PRESCRIPTION OR OTHER OVER-THE-
COUNTER MEDICATION IN THE SPACE BELOW
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USE OF PRIVATE VEHICLES ON SCHOOL BUSINESS

To safeguard the district and its employees in matters of liability, as it relates to
transporting students conducting school business, the following policy will be observed.

1. A private vehicle may be used for school purposes provided the employee has
written authorization of the Superintendent

a. This authorization form, E-1, is for employees who use their own cars for
school purposes. This form must be completed annually.

b. For all special trips involving students, including field trips, refer to policy
lICA.
2. Person so authorized to use their cars for school business purposes shall be

required to show proof of liability coverage for a minimum of $300,000.

3. The School Committee specifically forbids any staff member to transport students
for school purposes without prior authorization except in the case of an
emergency.

4. No students shall be sent on school errands with their cars without appropriate

authorization.

Adoption date: December 7, 1993
Effective date: December 7, 1993

SANFORD SCHOOL DEPARTMENT






EMPLOYEE VEHICLE USE AUTHORIZATION FORM

File: EEBB-E

Employee Name Date
Employee School Supervisor
Vehicle Use

VEHICLE INFORMATION

Make Year

Model License Plate #

Condition of Vehicle

Owner & Address

Is the vehicle presently insured? yes no

If yes, please fill out the following:

Policy Number

Name of Insurance Company
Name of Agent

Liability Coverage

I understand that while driving my vehicle for school purposes, | am covered by the

School Department insurance policy.

Employee Signature

Supervisor Signature Superintendents’ Signature
Adoption date: December 7, 1993
Effective date: December 7, 1993

SANFORD SCHOOL DEPARTMENT






File: EEBB-R
Page 1 of 1

USE OF PRIVATE VEHICLES ON SCHOOL BUSINESS
School employees using their own vehicles for school purposes, according to

Policy EEBB, will be “compensated at the maximum allowable rate under the Internal
Revenue Service (IRS) before it must be reported as income.”

Adoption date: December 7, 1993
Effective date: December 7, 1993

SANFORD SCHOOL DEPARTMENT
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FOOD SERVICES MANAGEMENT

The school system, in compliance with federal and state law and with the rules and
regulations of the Department of Education, shall operate school nutrition programs,
which shall be under the direction of the food service director. The director shall assign
workers to each school serving meals under this program. The business administrator
shall exercise control of the overall operation and efficiency of the food service program
and its expenditures.

The food service worker in each school is directly responsible to the district food service
director, but shall cooperate with the principal of the school in matters essential to the
proper functioning of the food services program. The responsibility for control of
students using the cafeteria shall rest with the building principal.

The School Committee shall approve the prices set for school meals and the price of
milk. Menus shall be released to the local web site one week in advance.

As required for participation in the national School Lunch Program, the School
Committee agrees to meet all applicable state and federal regulations including the
following:

1. That a “Type A” meal be made available to students

2. That free and reduced-price meals be provided to students who cannot
afford to pay the price of the “Type A” meal

3. All foods and beverages sold must meet or exceed the 5% minimum
nutrient value standard.

4. During the normal school day, schools or approved student organizations
are allowed to benefit from the sale of nutritious foods and beverages.

5. All sales of food and beverages for fundraising will be approved by the
building principal.

6. Students shall also be permitted to bring their lunches from home and to
purchase beverages and incidental items.

7. Nutritious foods and beverages shall be available wherever and whenever
food is sold or otherwise offered at school and at school sponsored events
outside of the normal school day.

LEGAL REFS. M.R.S.A. 20:1051-1055; 6602(5)
Adoption date: July 9, 2002

Effective date: December 7, 1993

SANFORD SCHOOL DEPARTMENT
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FOOD SERVICES MANAGEMENT PROCEDURES

The link between nutrition and learning is well documented. Healthy eating
patterns are essential for students to achieve their full academic potential, full physical
and mental growth and a lifelong health and well-being. Healthy eating is demonstrably
linked to reduced risk for mortality and development of many chronic diseases as adults.
Well-planned and well-implemented school nutrition programs have been shown to
positively influence students’ eating habits.

1. Nutritious and appealing foods, such as fruits, vegetables, low fat dairy
foods and low fat grain products shall be available wherever and whenever
food is sold or otherwise offered at school and at school sponsored events.
Examples of school sponsored events: fundraisers, school stores, athletic
events, exhibits, performances, dances, parties, celebrations, meetings and
open houses.

Adoption date: July 9, 2002
Effective date: July 9, 2002

SANFORD SCHOOL DEPARTMENT
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FREE AND REDUCED PRICE FOOD SERVICES

The district shall take part in the National School Lunch, breakfast and other food
programs, which may become available to assure that all children in the Sanford Public
Schools receive proper nourishment.

Parents shall be advised that these programs are available and eligibility criteria shall be
made public.

In accordance with the guidelines for participation in these programs and in accordance
with the wishes of the School Committee, no child who a staff member believes is
improperly nourished shall be denied a free lunch, or other food, simply because proper
application has not been received from his/her parents or guardians.

The administration shall establish rules, regulations and procedures that conform to state
and federal requirements regarding participation in programs for free and reduced price
meals and supplementary food. Such regulations shall be reported to the School
Committee from time to time for its approval.

Additionally, the administration shall establish procedures for the charging of meals and
for the provision of alternate meals if any outstanding charges are not paid in full.

Adoption date: July 9, 2002
Effective date: July 9, 2002

SANFORD SCHOOL DEPARTMENT
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FREE AND REDUCED PRICE FOOD SERVICES PROCEDURES

General Requlation Applicable in all Districts

Regulations for participation in the National School Lunch and Breakfast Programs

include:

1.

2.

10.

Following the established criteria for determining eligibility;

Naming one Staff member within each school as the official to determine
Eligibility:

making applications for free or reduced price meals available to parents,
interested community groups and agencies, and initiating applications for
children when this need has n teen met by parents or others;

Providing parents or others with means of appeal when an application has
been denied,;

conducting appeal hearings in the manner set forth by state regulations;

using one of the methods recommended by the State Department of Education
for collecting lunch payments from all paying students, in order to protect the
anonymity of the students receiving a free or reduced price meals;

protecting from public view and announcement the names of students who are
receiving, or who have applied for, free or reduced price meals;

public announcing, however, the availability of, and general eligibility
requirements for, the free/reduced price lunch program early in each school
year, along with the procedure for making application;

informing all local governmental welfare and other major charitable agencies
of the full state regulations and local procedures;

Submitting to the Food Program Administration of the State Department of
Education all reports and exhibits specified in the regulations.

Adoption date: July 9, 2002

Effective date: July 9, 2002

SANFORD SCHOOL DEPARTMENT
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FREE AND REDUCED PRICE FOOD SERVICES PROCEDURES

1. Students in grades 4 through 8 may charge up to five (5) school meals. Ala
Carte items such as milk, juice and snacks may not be charged.
Students in grades 9-12 may not charge
Parents will be notified in writing after 3 charges have been made

2. Students who have charged the maximum number of school meals will then
be required to bring their meals from home or receive an alternate meal such
as a peanut butter sandwich, milk, and roasted peanuts in place of the

regularly scheduled menu

The outstanding charge balance must be paid in full before any new charges
may be made.

3. Families may apply for free or reduced price meals at any time during the
school year and as financial situations change

Adoption date: July 9, 2002
Effective date: July 9, 2002

SANFORD SCHOOL DEPARTMENT
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FOOD SERVICES RECORDS AND REPORTS

The business administrator shall have the overall responsibility for the operation of the
school nutrition programs, and shall keep adequate records of all transactions connected
with the program. The director of school nutrition programs shall e responsible for
assuring day-to-day record keeping in the various schools.

A central accounting system for all school cafeterias and food services shall be developed
and maintained.

The director of food nutrition programs shall be prepared to provide such reports to the
administration and to the School Committee as may be requested. The annual report of
the Sanford Public Schools shall contain a section pertaining to the school system’s food

services, including such statistics and other general information as my be of interest to
the public.

Adoption date: December 7, 1993
Effective date: December 7, 1993

SANFORD SCHOOL DEPARTMENT
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PRINTING AND DUPLICATING SERVICES

Anyone requesting a copy of a record maintained by the Sanford School Department will
be charged a copying fee.

Adoption date: December 7, 1993
Effective date: December 7, 1993

SANFORD SCHOOL DEPARTMENT
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PRINTING AND DUPLICATION SERVICES

As of this date, the cost will be 25 cents for the first sheet and 10 cents for each additional
sheet.

Adoption date: December 7, 1993
Effective date: December 7, 1993

SANFORD SCHOOL DEPARTMENT
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TELEPHONE SERVICES

School telephones are for official school use and the lines must be kept free for business
calls. Only toll calls which pertain to school business will be charged to Sanford Public
Schools. Staff members are asked to conduct these school related long distance calls in a
careful and prudent manner, as the charge for the first three minutes is nominal in
comparison to additional time.

The expense of personal toll calls made by employees is the responsibility of the
employee. Employees who need to make such calls are encouraged to make operator
assisted calls, i.e.: collect calls, credit card calls or calls charged to a third number.

Telephone bills are to be reconciled monthly with the logs, by the appropriate
administrator or designee.

Whenever office telephones are unattended, teachers and custodians shall consider it
within their province to answer calls unless other duties prevent them from doing so.

Adoption date: December 7, 1993
Effective date: December 7, 1993

SANFORD SCHOOL DEPARTMENT
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INSURANCE MANAGEMENT

The School Committee has the responsibility to maintain an adequate insurance program
to protect the property of the district against fire, vandalism, theft; to protect the School
Committee members and employees against general liability resulting from the discharge
of their duties; and to offer protection against injury for all employees while acting in
behalf of the school. The School Committee may also authorize and participate in an
insurance program for students and employees.

The responsibility of administering the total insurance program shall be delegated to the
superintendent and the administrative staff. Underlying such administrative delegation
there will first be prepared for review and approval, specification for insurance coverage
of various types so that the insurance may be placed by competitive bid. Any
modification of these specifications which may from time to time be considered
necessary because of changed in the law of substantial changes in the district’s exposure
values will be brought before the School Committee for discussion and adoption.

Adoption date: December 7, 1993
Effective date: December 7, 1993

SANFORD SCHOOL DEPARTMENT





