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On the job accident prevention is the job of all WISD employees. It is the further 

responsibility of each employee to correct or report any unsafe act or condition 

which they have observed. 

GENERAL SAFETY RULES 
The following are some important general safety rules that each employee is required to follow, 

regardless of work assignments. 

Lifting improperly is a major factor of the tremendous number of claims for back injuries. 

The following procedures should be followed: 

a. Size up the load; make sure it is stable and balanced. Test the weight to ensure you can lift it yourself. 

b. Plan the job. Ensure that your path of travel is clear and that you have identified the location where 

you will place the load. 

 c. Establish a good base of support. Use a wide balanced stance with one foot ahead of the other. 

d. Bend your knees and get as close to the object as possible. Lift with your legs and not your back. 

e. Get a good grip on the object to be lifted. Make sure you can maintain your hold throughout the lift 

and won’t have to adjust your hands later. 

f. Lift gradually, don’t jerk, but use a slow steady movement. 

g. Keep the load close while carrying; this prevents you from arching your back and adding additional 

stress to your back. 

h. Pivot; don’t twist when you need to change directions. Move your feet in the direction of the lift. 

Twisting is especially harmful for your back. 

1. If the load is too heavy either enlist another helper or use a mechanical device. 

2. Good housekeeping is an aid to safety. All employees shall keep tools, equipment, and work areas 

clean and orderly. 

3. Keep aisles stairways and exits clear of boxes and other tripping hazards. Do not obstruct exits. 

4. Clean spills immediately. Mark the spill if you must leave to retrieve assistance or additional supplies. 

5. Each employee should know the location of fire extinguishers in their work area. The area in front of a 

fire extinguisher should be kept clear for ready access. Employees should not fight fires that are beyond 

their fire training and limitations of the available fire fighting equipment. When in doubt, call 

professional help and evacuate to a safe area. 

6. Gasoline will not be used as a washing or cleaning fluid. When cleaning solvent is required, use an 

approved cleaning solvent. 



7. Material will be stored in a safe and orderly fashion. Flammable liquids should be stored in an 

approved Flammable Storage Cabinet. 

8. Any employee, while on duty or on district property, who possesses, sells, or receives any illegal drug 

or who is under the influence of drugs or alcohol, will be discharged and, in appropriate situations, 

referred to law enforcement authorities. 

9. Smoking will not be allowed at any facility. 

10. Use caution when opening doors which serve two-way pedestrian traffic. 

11. Use a stepladder or a step stool for reaching above shoulder height. Never stand on the cap of a 

ladder. 

12. While in a district vehicle, seat belts are required to be worn at all times. Do not disable airbags 

unless you have written permission from your Supervisor. 

13. Do not operate machinery that you are not familiar with and have not been trained to use. 

14. Inspect all tools and equipment prior to use to ensure they are in working order and do not present 

a hazard. 

15. After use put all tools/or equipment back in their proper place. 

16. Disconnect all electrical cords by grasping the plug and carefully disengaging; never yank by the cord. 

If an electrical cord is frayed or wires are exposed remove it from service. 

17. Use handrails when using the stairways. Never take more than one stair at a time. 

17. Only qualified, designated employees should work on electrical wiring and equipment. 

18. Horseplay or practical jokes will not be tolerated. 

19. Safety Data Sheets must be available, at the point of use, to any person who requests this 

information. 

20. Report all accidents to your supervisor. 

21. Report all unsafe or broken tools and equipment to your supervisor. Mark the tool or equipment so 

that no one else will use. 

22. Observe all warning signs, safety bulletins and posters. 

23. Do not do any job that appears unsafe; ask your supervisor for guidance. 

GROUNDS MAINTENANCE SAFETY RULES 
1. The following are some important general grounds personnel safety rules that each employee is 

required to follow: 

2. Do not operate any equipment unless you have been properly trained and are familiar with the 

specific equipment. 



3. Use equipment only for jobs for which it was designed, etc.; do not trim hedges with mowers. 

4. Keep hands and body parts from under machines. 

5. Do not leave machinery running unattended. 

6. Prior to mowing, pick up rocks, wire, bottles, and any item that may damage a mower or become an 

airborne missile. 

7. Prior to mowing, locate and mark all obstacles. 

8. Always wear eye and ear protection when mowing (dust masks, optional). 

9. Use drop chains on tractor-towed mowers; be sure the chains are within one-half inch of the ground. 

Watch for slopes and go slow. 

10. Disengage PTO prior to leaving tractor seat. 

11. Use proper “KILL” switches to stop engine. 

12. Use extreme caution when attempting to field repair any mower. Ensure all ignition sources are 

deactivated. 

13. Report all mechanical defects to your supervisor. 

14. Do not refuel mowers indoors. 

15. Keep all flammable liquids in an approved Flammable Liquid Storage Cabinet. 

16. Use eye goggles and gloves when handling chemicals. 

17. Know your chemicals; review Safety Data Sheets regularly. 

18. When in doubt of any grounds procedures, contact your supervisor. 

MOWING SAFETY RULES 
1. Keep gasoline in an approved safety can and properly labeled. These safety cans are the type with 

spring-loaded and vented caps. 

2. Do not fill tanks of mowers indoors. 

3. Do not operate any grounds maintenance equipment unless you have been properly instructed and 

authorized. 

4. Keep hands and feet from under machine. 

5. Do not leave mowers running unattended. This means leaving it by a distance of 25 feet or more. 

6. Do not use mowers to trim hedges. 

7. Wear proper eye protection, dust masks and hearing protection. 

8. Pick up rocks, wire, etc., before mowing. Watch for other obstacles. 



9. Use drop chains on tractor-towed mowers and be sure that the chains are within one-half inch of the 

ground. Watch slopes. Go slow, with no hot-rodding or showing off. 

10. Use proper “kill” switch to stop the engine. 

11. All power lawn mowers and edgers shall be equipped with adequate guards which shall remain in 

place while being operated. 

12. Electric mowers and edgers shall be properly grounded. 

13. Check the following before making inspections, repairs, or adjustments: 

 Turn control lever to the “off” position on gas and electric mowers and edgers. 

 Remove the spark plug wire on gas mowers and edgers. 

 Disconnect the power source on electric mowers and edgers. 

MOTOR VEHICLE SAFETY RULES 
The following are some important general motor vehicle operation safety rules that each employee is 

required to follow: 

1. Concentrate on driving. A good driver dismisses all worries or anger when operating a vehicle. 

2. Never press for the right of way.  Always yield to avoid an accident. 

3. Always limit vehicle speed so there is clear space and time for an emergency stop. Remember that at 

high speed, drivers have less time to think and react in an emergency and a far greater distance is 

required to stop. 

4. Slow down in heavy traffic or densely populated areas. 

5. Adjust speed for low visibility or adverse weather conditions. 

6. Slow down at intersections or curves. Use appropriate signals well in advance of any action. 

7. When driving in city traffic, be alert for mistakes or unexpected actions of others, drive more slowly 

and keep alert for pedestrians and cross traffic. 

8. Before stopping or changing directions, plan ahead of time, signal early and slow down gradually to 

give drivers following a chance to change pace and react accordingly. 

9. Avoid “tailgating”. Use safe following distance. 

10. Use extra caution and slow vehicle when approaching children at play or when passing through 

school zones. 

11. Keep alert at railroad crossings. Make sure you have a clear view of the tracks. School buses must 

stop at all railroad crossings. 

12. When driving at night, keep the windshield clean, keep to the right, avoid looking into the headlights 

of oncoming vehicles, and use lower beam. 



13. Drive at speeds, which permit stopping within visibility range of your headlights. 

14. Keep headlight beams depressed to reduce the reflected glare caused by fog, rain, or wet pavement. 

15. Vehicles should be parked off the traveled way where they will not interfere with normal flow of 

traffic and will not obstruct the view of other drivers. 

16. When parking put transmission in lowest gear or in park, set parking brake firmly, turn the front 

wheels toward the curb. 

17. Engines are to be stopped ignition keys removed, and the doors locked when the operator leaves the 

vehicle unattended. 

18. All persons riding inside a vehicle shall use seat belts, when provided and required by law. 

19. Perform a pre-trip inspection.  This includes checking the following: 

o All fluid levels. 

o Directional signals. 

o Lights and warning reflectors. 

o Safety belts. 

o Tires, including spare, if provided. 

o Windshield wipers. 

o Heater and defroster. 

o Horn. 

o Fire extinguisher, if provided. 

o Rear view mirrors. Inside and outside. 

o Safety equipment, flares, flags, chock blocks, chains. 

o Brakes and related equipment. 

o Steering mechanism. 

o Muffler and exhaust system. 

20. When a vehicle is returned to the facility a post trip inspection is required. It is a requirement that 

vehicles transporting students be parked with no less than ½ tank of fuel. All other vehicles will be 

fueled as designated by the appropriate department. 

21. Always consider proper loading and proper load distribution as factors in safe driving. 

22. Tools and equipment placed in cars or truck cabs shall be stored in such a manner as not to interfere 

with vision or in any way interferes with the proper operation of the vehicle. Any equipment or 

materials being transported in the bed of the truck should be secured. 

23. Nothing shall be stored on the rear window ledge of any vehicle. 

24. When entering, exiting, or dismounting from a vehicle, watch footing to avoid slipping or falling. 

Never attempt to enter, exit or dismount from a vehicle while it is moving. 

25. Trailer, tool boxes, and trailer mounted machinery should be hitched to the towing truck with safety 

chains, in addition to the towing eye fastening. 

26. No person shall be permitted to ride in or on trailer mounted equipment while it is being towed. 



27. Trailer mounted equipment shall be towed at a speed reasonable under the conditions and with due 

regard for safety. 

28. Slow moving vehicle signs (inverted triangle) must be used on tractors, slow moving vehicles, and 

equipment (maximum speed 25 miles per hour). 

29. No one shall drive a vehicle or operate a piece of equipment that is defective. 

30. If involved in an injury accident, your first duty is to help the injured. Do not attempt anything 

beyond making the injured comfortable and providing emergency first aid. Send someone for medical 

help. 

31. In the event of an accident, all employees must contact their supervisor immediately. Any bus driver 

involved in an accident may be subject to a drug and alcohol test. 

32. Never take drugs or strong medications before driving. Remember that drugs, illness, or extreme 

fatigue may affect your ability to judge distances, speed and driving conditions, and slow your reaction 

time. 

33. Do not hang items from the rear view mirror of vehicles. 

34. Ear protection is required for heavy equipment operators when there is a noise hazard to the ear. 

35. Emergency/hazard warning lights should be used when vehicles are operating (or parking) under 

conditions that might interfere with other vehicle traffic. 

36. Do not operate, nor instruct other employees to operate an unsafe vehicle or equipment. 

37. Drivers of vehicles transporting loose materials such as dirt, sand, gravel, sludge, or other material 

that can blow (or spill) off the vehicle, shall cover the material with canvas or otherwise secure it as 

appropriate. 

 

 

 

 

 

 

 

 

 

 

 



Acknowledgement of  

General Safety Rules for 

Grounds Maintenance 
 

I have chosen to  

 Receive a paper copy of the General Safety Rules for Grounds Maintenance. 

 Accept responsibility for accessing the policies through an accessible 

District computer and printer. 

I have been trained or understand how to access the WISD General Safety Rules 

for Grounds Maintenance from the District’s Web page and fully understand that 

if I have any questions regarding any of the Rules I will seek clarification from the 

Maintenance Director or the WISD Administration Office. 

 

_____________________________________ 

Employee Printed Name 

 

_____________________________________ 

Employee Signature 

 

_____________________________________ 

Date 


