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Management Policy Statement 
 

Madill Public Schools 
 
School Board is cognizant of the fact that employee’s safety is the most important consideration in the 
planning and operation of all facility activities.  Safety is essential for employee welfare, morale, and employee 
relations.  With this in mind, MPS has decided to establish a comprehensive safety program within all 
departments and at all levels of activity.  Realizing that accident prevention requires a continued effort and 
participation of employees, it is the firm policy of MPS that no part of our job would be so important that we 
cannot take time to do it safely.  Emphasis will be on mutually finding ways to operate accident-free, on time, 
and economically, and not to permit safety to become a crutch for slack or inefficient operations.  The success 
of our safety program depends on the safety, and well being of our employees and their families.  Therefore, it 
is imperative that workplace hazards be identified, appropriately evaluated and effectively controlled. 
 
To achieve our safety objective, management will comply with all applicable federal, state, and local 
requirements for appropriate industry standards. 
 
The full support of all employees is essential to the effectiveness of our safety program.  Each employee has 
an obligation to cooperate fully in the program by helping to protect himself and fellow employees.  Your 
complete cooperation is requested! 
 
 
 
 
__________________________________  
                 Date 
 
 
__________________________________ 
      Signature 
 
__________________________________ 
                 Superintendent 
 
 
__________________________________ 
                 Employee 
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Responsibility for Safety 
 
 

While the school board members and the superintendent have the ultimate responsibility for the prevention 
of accidents, the specific responsibility and authority for implementing the safety program rests with each 
member of the management and labor teams. 
 

School Board/Superintendent will: 
 

 Maintain an active progressive safety plan, in which all members of the school board and the 
superintendent will participate in order to promote safety awareness and safe work practices on and off 
the job. 

 Provide, within reason, a work environment in which identified occupational hazards are controlled when 
elimination’s are not feasible. 

 Require that all employees follow established safety rules and job safe work practices. 

 Provide adequate budget approvals for the achievement of all approved safety objectives. 

 Establish a program with a system of accountability, in order to audit and track safety performance of all 
subordinates. 

 Actively support the safety program as example to subordinates, and with the decisions and directives that 
are required. 

 Delegate authority under his/her supervision to expedite and facilitate the application of the safety 
program. 

 

District Safety Coordinator will: 
 

 Serve in a staff capacity without line authority. 

 Coordinate safety activities. 

 Keep an analyze accident records and trends. 

 Conduct safety educational programs for supervisory personnel. 

 Coordinate departmental safety interests and motivational programs. 

 Assist in scheduled facility inspections. 

 Periodically attend scheduled safety meetings. 

 Provide safety orientations to all new employees. 

 Audit departments, sections and units in order to determine compliance with all required safety rules, 
policies and procedures.  Submit findings to the superintendent. 

 Assist in establishing procedures and guidelines for the safety program(s), and keep them updated. 

 Develop safety recommendations for specific operations. 

 Attend training schools and/or seminars that provide current methods and/or systems training in accident 
prevention and safety development. 

 Investigate accidents, as considered necessary by management. 
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 Be responsible and accountable for the superior level of safety performance in their areas. 

 Educate and train employees regarding on and off the job hazards. 

 Preferentially utilize feasible engineering methods for controlling workplace hazards. 

 Institute work practices which reflect the safest and most efficient methods available for accomplishing 
assigned tasks. 

 

Supervisor/Principal will: 
 

 Be responsible for actively supporting the MPS safety program. 

 Supervisor/principals will be held accountable for the safety performance of their section and/or unit. 

 Teach each employee the hazards of the job and how to avoid and/or control them. 

 In part to each employee that the violation of established safety rules will not be tolerated. 

 Take prompt corrective action whenever unsafe acts or unsafe conditions are observed or reported by 
employees. 

 Provide needed safety equipment or other protective devices for assigned tasks as required. 

 Conduct bi-yearly safety inspections of his/her area of responsibility.  Submit a written report to your 
manager upon completion of the inspection. 

 Instill positive safety awareness in each employee through personal safety contacts. 

 Report and investigate all accidents.  Determine the cause of the accident and implement corrective 
actions that will prevent recurrence in a timely manner. 

 Provide quarterly safety training sessions to all new employees and/or transferred employees. 

 Conduct and/or participate in safety meetings and be informed on each portion of the safety program and 
related safety issues. 

 Enforce good housekeeping practices. 

 Observe and enforce proper use of required personal protective equipment. 

 Ensure that all your employees are informed of the safety program and that a copy of the written safety 
rules is issued to each employee. 

 Provide leadership in safety program planning and/or revisions. 

 Ensure that employees, in whom you supervise, are participating effectively in the safety program. 

 Review all major accidents (lost time cases, restricted and/or light duty cases, medical treatment cases and 
fatalities) with each employee in your area of responsibility. 

 Obtain and/or render prompt first aid to injured employees. 
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Individuals will: 
 

 Be expected to review the safety program, read and follow the safety rules. 

 Support and participate in the safety program. 

 Be expected to perform their job in the safest manner prescribed. 

 Be encouraged to report workplace hazards, and make suggestions for control and/or elimination. 

 Be expected to conduct themselves in a way that enhances their personal safety and that of their fellow 
workers. 

 Work accordingly to good safety practices as instructed, discussed, or posted by supervision. 

 Keep the work area and/or job site clean and organized. 

 Refrain from engaging in horseplay, unsafe acts by you or others may be the cause of a serious injury. 

 Request and use personal protective equipment provided for specific tasks. 

 Report all injuries and/or accidents to your immediate supervisor on the day of occurrence, even if you 
deem it to be minor. 

 Refrain from taking shortcuts in your work practices.  Violations of established safety rules will not be 
tolerated. 

 Attend all safety meetings and take an active part in the discussion. 

 Not start any work under conditions not believed to be safe without first calling these conditions 
immediately to the attention of the supervisor in charge. 
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Inspections 
 
 
Administrators/Supervisors will schedule a bi-yearly facility inspection of his/her area of responsibility.  A 
written report (checklist or narrative) is to be completed for each inspection.  This report is to be retained for 
a period of one year.  The report will cover the identification of recognized unsafe practices, unsafe conditions 
and any other items inherent to a particular job.  The report and/or form will include a space to indicate 
corrective measures taken. 
 
Inspections have three basic functions: 
 

1. To maintain a safe work environment and control the unsafe action of people. 
2. To maintain operational profitability. 
3. To measure supervisor performance. 

 
Reasons for inspections are: 
 

1. To check the results against safety objectives. 
2. To reawaken interest in safety. 
3. To re-evaluate safety by example. 
4. To detect and reactivate unfinished business. 
5. To collect data for safety meetings. 
6. To note and act upon unsafe behavioral trends. 
7. To improve safety standards. 
8. To check new facilities. 
9. To solicit the supervisor’s helped. 
10. To spot unsafe acts and unsafe conditions. 

 
Scheduled safety inspections should in no way relieve the supervisor force of its inherent responsibility for 
continuous surveillance of the workers, equipment, work environment and productivity within the school 
system. 
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Accident Investigation 
 
 
It is the policy of management to establish a program for accident investigation. Supervisors will be 
responsible for making an investigation of all accidents which occur in their area. An accident involving fire, 
death, serious injury, or extensive property damage will be investigated jointly by the appropriate agencies. 
 
The goal of an accident investigation program is the prevention of future accidents through the use of 
knowledge derived from the investigation. Additionally, the investigation will be used to prepare reports 
required by federal and state laws as well as the workers' compensation insurance carrier.  
 
A. When an employee is injured at work, the MPS is responsible for taking emergency action to have first-aid 

administered, obtaining medical attention as soon as possible, protecting other employees and 
equipment, and investigating the circumstances of the accident. The following procedures have been 
found to be effective when investigating an accident: 

 
 1. GO to the scene of the accident at once. Bring material to record events. 

2. TALK with the injured person if possible. Talk to witnesses.  Stress getting the facts, not placing blame 
or responsibility.  Ask open-ended questions. 

3. LISTEN for clues in the conversations around you.  Unsolicited comments often have merit. 
4. ENCOURAGE people to give their ideas for preventing a similar accident. 
5. STUDY possible causes - unsafe conditions, unsafe practices. 
6. CONFER with interested persons about possible solutions. 
7.   TAKE photographs of the scene whenever possible. 
8. WRITE your accident report giving complete, accurate accounts of the accident. 
9. FOLLOW UP to make sure conditions are corrected. 
10. PUBLICIZE corrective action taken so that all may benefit from the experience. 
 

B. In order for the Accident Investigation Report to be effective, it should contain, as a MINIMUM, a detailed 
answer to the following questions: 

 
1. What was the employee doing? 
2. What happened - in detail? 
3. What caused the accident? 
4. What can be done to prevent a similar accident? 
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Significant Event Documentation 
 
 
Employee Name;_________________________________________________ 
 
Job Title:________________________________________________________ 
 
Site:____________________________________________________________ 
 
Date:____________________________________________________________ 
 
Supervisor:________________________________________________________ 
                   Signature 
 
Significant Event that occurred:  
 
 
 
Supervisor Response: 
 
 
 
Employee Response:  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Employee____________________________________  Date:____________________ 
The above signature is to acknowledge the event and response does not document that I agree or disagree with the 
response.  This document will become a record of personnel file.  
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Verbal Warning 
 
Employee Name;_________________________________________________ 
 
Job Title:________________________________________________________ 
 
Site:____________________________________________________________ 
 
Date:____________________________________________________________ 
 
Supervisor:________________________________________________________ 
                   Signature 
 
Below is the summary of Verbal conversation in regards to workplace policy/ procedure and or 
conduct warning.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Employee____________________________________  Date:____________________ 
The above signature is to verify the warning has been received, does not document that I agree or disagree with the 
warning.  This document will become a record of personnel file.  
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Safety Meetings 

 
 
Safety meetings are essential to the success of any safety program.  Safety meetings should be designed to 
encourage feedback and discussions from participants.  During this time, management will reaffirm MPS 
commitment to safety as well as review procedure and performance.  The individual(s) conductingthe meeting 
should be well prepared. 
 
1. It is the responsibility of the District Safety Coordinator to ensure timely and well-conducted safety 

meetings.  The role of the District Safety Coordinator is one of advisory, providing assistance and support. 
2. Meetings may be held either jointly; office and shop personnel are separate depending on the topics.  A 

record will be kept showing the topic(s), date, presenter, and a list of the persons attending. 
3. Meetings will be conducted by management or outside professional on relevant topics in a timely manner. 
4. Topics will be geared toward training, awareness, and procedures.  Meetings are not to be gripe sessions. 
5. Accidents, near misses, and inspection reports will be reviewed. 
6. Feedback and solutions should be obtained from all employees. 
7. Documentation of the safety meeting shall be submitted to the District Safety Coordinator.  
8. Safety meeting reports will be maintained on file by the District Safety Coordinator.  
9. Safety meetings will be held quarterly.  
 
A time during the meeting should be open for the following: 
 

 Discuss employees’ safety suggestions. 

 Discuss the unresolved issues from previous meetings. 

 Discuss the resolved issues. 

 Answer questions/comments related to environmental, safety, fire, and health that employees may bring 
up. 

 
All of this information shall be recorded in the safety meeting minutes. 
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Training 
 
 
MPS should develop and implement a training program that will provide for training of each new employee, 
an existing employee on a new job or when new jobs or work is initiated, in the correct work procedures to 
follow, use of required personal safety equipment and where to get assistance when needed.  This training 
should be accomplished and may be done by a training specialist or an outside consultant such as a vendor or 
safety consultant and/or safety coordinator. 
 
Annual training should be provided to all persons in supervisory positions in the following: 
 

 How to conduct safety meetings. 

 How to conduct facility and/or area inspections. 

 How to conduct accident investigations. 

 How to perform a job safety analysis. 

 How to use safety in job plans. 

 How to use leadership skills. 

 Hazardous Communications 

 Exposure Control Plan  
 
Annual training should be provided to all new employees in the following: 

 Safety & Health 

 Fire Extinguishers 

 Hazardous Communications 

 Exposure Control Plan  

 Emergency Action Plan 
 
It is important that the supervisor not only instruct the employee in his or her duties, but also demonstrate 
the correct method to the work.  This training should be followed up frequently until the immediate 
supervisor is satisfied that the worker is carrying out the instructions and has learned to work correctly and 
safely.  Job training is an effective method of starting the employee off right, not only in developing his or her 
skills for the work assignment, but also in modeling safe attitudes. 
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Recordkeeping 
 
 
District Safety Coordinator shall maintain written copies. This will include: 
 

 Accident investigations. 

 Safety meeting minutes. 

 Employee training records. 

 Area and/or facility inspection reports. 

 Reports 
 
OK300, OK300A, and OK301 forms will be completed and maintained by the district payroll clerk. 
 
 
The types of work related injuries that must be recorded and investigated are: 
 

 All fatalities. 

 All lost workday cases. 

 All restricted and/or light duty cases. 

 All cases that require medical treatment, above first aid. 

 All cases that require job transfers, termination, or resulted in loss of consciousness and/or rehabilitation. 
  



24 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

FIRST AID 
 
  



25 

 

 
First Aid Supplies and Equipment: 
 
1. The district should provide standard first aid kits in the work areas and office. 
2. The Safety Director should designate the size of first aid kits to be provided at work locations.  Only 

approved kits should be purchased for use at facilities. 
3. The Supervisor/Principal should check the first aid kits periodically to ensure they are kept filled.  First aid 

supplies should be ordered as needed to replenish stock. 
4. The Safety Director should determine the locations and operations in which employees may be exposed to 

injuries, corrosive materials, and should advise those responsible for the need for installing body drenching 
and eye washing facilities to meet government requirements. 

5. This equipment should be maintained in good operating condition at all times, be conveniently located in 
relation to the hazard and always be readily accessible for emergency use. 
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MADILL PUBLIC SCHOOL 
CRISIS PREVENTION AND  

EMERGENCY RESPONSE PLAN 
REVISED AUGUST 6, 2016 

 

THIS LIST MUST BE POSTED IN ALL WORKSTATIONS & CLASSROOMS 
 

EMERGENCY TELEPHONE NUMBERS 
 

911 for Police/Fire/Ambulance      
*55 for Highway Patrol 

Water Department: 1-580-795-3378 
Electricity (OG&E): 1-800-522-6870 Acct# 2546434-8 

GAS (ONG): 1-800-664-5463  Acct# 322-0307250-010 
Alarm Company: 1-800-957-6111 

 

Administrative Direct Office Numbers: 
 

Superintendent, Jon A. Tuck: 580-795-3303 
HS Principal, Joanna Tuck: 580-795-3339 or 3330 
MS Principal, Tena Houser: 580-795-7373 or 7374 
Elementary Principal, Devin Birdsong: 795-3680 

ECC Principal, Elissa Cox: 580-795-6934 
Director of Elementary Education, Dr. Lynda McDaniel 

ECC: 580-795-3680 or 6935    ELEM: 580-795-3680 or 5937 
 

Other Emergency Numbers 
 

Marshall County Sheriff’s Office: 580-795-2221 
Madill Police Department: 580-795-3535 
Madill Fire Department: 580-795-2577 

Marshall County Ambulance Service: 580-795-7541 
Health Department: 580-795-3705 

Department of Human Services: 580-795-8100 
Integris Marshall County Medical Center: 580-795-3384 

 
Red Cross: 1-580-223-6313 

National Poison Control Center: 1-800-222-1222 
FBI (OKC): 405-290-7770 

Environmental Spills: 1-800-522-0206 
OK Bureau of Narcotics & Dangerous Drugs Control: 1-800-522-8031 

 

Domestic Violence Hotline: 1-800-799-7233 
Child Abuse Hotline:  1-800-522-3511 

Suicide Prevention Hotline: 1-800-273-8255 
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Standard Emergency/Crisis Operating Guidelines for Madill Public Schools 
 

 Natural and man-made emergencies and disasters are a fact of life in Oklahoma.  Their effects are not 

only felt by those individuals who suffer the direct physical impact of the events, but also by a much larger 

number of people who must contend with the loss of family, friends or the disruption of lives due to destruction 

of their homes or work place and the interruption of necessary public and government services. As 

demonstrated by the April 1995 Murrah building bombing, these disasters are not restricted to acts of nature.  

For the past few years, the level of violence in our Nation’s schools has risen dramatically. School invasions by 

outside sources and large numbers of weapons being introduced into the school environment by students 

themselves is unfortunately, a very real and increasingly common problem. 
 

 As employees of the Madill Public Schools, we are responsible for the safety and welfare of the students 

while in our care. We also bear a responsibility to the community and the families of our students to ensure that 

following any disaster, we are prepared to restore normal educational services as quickly and efficiently as 

possible.  To this end, the Emergency/Crisis Guidelines contained within this document have been established. 

 

WHAT IS A CRISIS? 
 

CRISIS/EMERGENCY:  (1)  An emotionally significant event.  (2)  An unstable or crucial time or state of 

affairs in which a decisive change is impending; one with the distinct possibility of a highly undesirable 

outcome. Crisis, it appears, has no prejudice.  We are beginning to understand that “it” does not always happen 

to other campuses, their principals, other teachers, or to other students.  For this reason planning and preparation 

are the keys to the management and resolution of any crisis. 
 

A crisis can be a wide variety of situations in our schools, including but not limited to: 
 

1.   A natural disaster, such as a fire or tornado or severe weather. 
 

2.   An accident on school grounds. 
 

3.   An accident involving a school vehicle, or at a school activity.   
 

4.   A major accident near school grounds, such as a chemical spill. 
 

5.   A violent incident (a fight or shooting) on or near the school grounds. 
 

6.   A violent incident involving students or faculty off school grounds. 
 

7.   The suicide of a faculty member or student. 
 

8.   The suicide of a family member of a student or staff member. 
 

9.   The accidental death of a student or staff member. 
 

10. The accidental death of a family member of a student or a staff member. 
 

11. The terminal illness of a student or staff member. 
 

12. The terminal illness of a family member of a student or a staff member. 
 

13. A member of the staff or student of another MISD campus is injured or death has 

      occurred. 
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GUIDELINES INTRODUCTION 
 

Because the Madill PublicSchool District is dedicated to ensuring the safest, most orderly and positive 
learning environment possible, the Board of Education believes that all staff and students should to 
the greatest extent possible be trained and prepared to respond quickly and appropriately to 
emergency situations. The unexpected nature of a crisis may make preparation difficult; therefore, 
this set of guidelines is intended to be a practical guide that provides general procedures to follow in 
case of various emergencies.  All staff members will be trained annually and will review with students 
the specific plans and procedures of this Madill School Crisis Prevention and Emergency Response 
Plan. By working together, we can make the Madill Public School District the safest possible place to 
work and learn. The first obligation of all staff is the safety of our children; therefore, these guidelines 
are meant to provide suggestions for “how to proceed” before and/or during very difficult emergency 
circumstances which demand a high degree of attention to safety.  During a disaster, crisis, or other 
emergency it is possible that circumstances will dictate additional or different or unforeseen 
responsibilities for school staff.  Staff should take whatever action is necessary, given these 
unpredictable circumstances, to meet our first obligation-ensuringthe safety of our students. 
Examples of crises include criminal acts, disease epidemic, physical injury or death, presence of 
intruders on school premises, missing children or child abduction, hazardous materials spills, weather 
related emergencies, bus accidents, natural disasters or bomb threats. 
 

STAFF AND STUDENT RESPONSIBILITIES 
 

Administrative Responsibilities 
 The superintendent is directed to create a school crisis prevention and response plan and administrative 

procedures that identify how the students, staff should respond to emergency situations, and the role that local 
emergency service providers will play in crisis preparedness and crisis management.  This will include appropriate 
and effective training; establishment of crisis response teams, both within each building and throughout the 
district; consultation and cooperation with community agencies, such as police, fire, emergency medical, youth 
and health authorities; and publication of emergency procedures. The superintendent will act as the media 
contact person and all news and communication inquiries and information releases will come directly from the 
superintendent 

 The building principal will see that the plan is reviewed annually and document routinely practiced drills (to be 
held during the first week of every quarterly grading period). The building principal will organize and oversee the 
planning and operation of the crisis response team and will serve as the incident response team leader 

 The building principal will make public address announcements and will issue Codes 

 The building principal will arrange for safety assemblies throughout the school year 

 Where safety procedures are reviewed and guest speakers provide safety tips in a variety of safety areas such as 
basic CPR, fire and electrical safety, dealing with strangers, etc… 

Staff Responsibilities: 
 The staff shall follow all guidelines outlined in the crisis response procedures and staff handbook when practicing 

routine drills and when responding to emergency situations 

 Staff will respond, carry and communicate administration instructions 

 Staff will respond, carry out and communicate directions from emergency medical or law enforcement personnel 

 When staff members are in a position where outside help is not available, they may and are expected to exercise 
their best judgment in handling emergency situations including calling 911 or *55 for assistance 

 All teachers will review safety measures with students during the first days of school and again when new 
students enroll 

 All elementary teachers will conduct activities through the READY KIDS online program at 
http://www.ready.gov/kids/home.html 

 Classroom doors are to be kept locked at all times and no one other than school staff or emergency responder 
officials are to be allowed inside classrooms at any time 

 District check-out procedures must always be followed, and staff are never to release students to anyone other 
than legal parent/guardian after following sign-out procedures 

Student Responsibilities: 

 Students shall follow all guidelines outlined in the crisis response procedures and student handbook when 
practicing routine drills and when responding to emergency situations 

http://www.ready.gov/kids/home.html
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IF AN EMERGENCY ARISES: 
 

 Notify an administrator or your direct supervisor immediately 

 Summon help but never leave students unsupervised 

 Begin CPR if appropriate 

 Follow the guidelines outlined in this plan 

 Be prepared to follow emergency instructions that may be given to you by law enforcement, 
emergency management, or administrative officials 

 Reassure your students; your calm approach will help students follow instructions that could 
save lives during times of crisis 

 Keep track of students under your supervision; do not release students until an “All Clear” has 
been given; Follow district check-out procedures 

 When evacuating, always remember to take class rosters with you in order to call roll and 
account for all students 

 If the situation requires it, call 911 for fire/police/ambulance,  
      *55 for Highway Patrol or 1-800-222-1222 for Poison Control 

 Other than making necessary emergency calls, do not tie up your cell or other phone lines; 
KEEP PHONE LINES OPEN for necessary contact and emergency instruction 

 

CHAIN OF COMMAND, DESIGNATED AREAS, CODES 
 

CHAIN OF COMMAND 
In the case of any school emergency, whenever possible, school administrators should be notified 
of the circumstances immediately. In cases that dictate immediate action, other staff members do 
have the authority to contact 911, *55 or Poison Control for immediate assistance.  During and in 
the aftermath of any school emergency or tragedy, the superintendent of schools is the 
designated spokesperson for the district and all inquiries are to be directed to him.  All press 
release information and outside communications are to come from the superintendent or his 
administrative designees in his absence. 
 

DESIGNATED AREAS 
In the case of the threat of tornadoes, staff will lead students to hallways or other designated 
areas inside buildings. 
 

In the case of fire, staff will lead students to the designated areas outside of buildings.   
 

In case of site evacuations, the Safe Zones are as follows: ECC: Kindergarten Parking area; 
Elementary: Playground area; MS: South side of Main Building or HS Gym if available; HS: Open 
field north side of main building. Medical supplies for a Treatment Center and Parent/Guardian 
Emergency Check-Out Forms will be in place and administered at these sites.  
 

In case of off campus evacuations, all students will be picked up (normally in school buses) at the 
evacuation sites (Safe Zones) and transported to the following sites: ECC: Oakview Baptist 
Church; Elementary: First Baptist Church, MS: Home side of football field and HS: Visitor Side of 
football field and will be kept under the constant supervision of school staff. Meeting Rooms at the 
churches and both concession stands at the football field will serve as the media and family 
gathering places where announcements by the superintendent or outside agency officials will be 
made. Emergency Medical Supplies for a Treatment Center, Refreshments, and Parent/Guardian 
Check-Out Forms will be in place and administered at these sites.   

 
***FOR SITE OR CAMPUS EVACUATIONS, TAKE EMERGENCY AND FIRST AID BAGS*** 
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CODES 
CODE YELLOW:  Keep students in class and await announcements 
CODE RED:  Lock Down; doors and windows should be locked; blinds closed; students are not to 
be released; no one should be allowed entrance to room other than law enforcement officials or 
school administrators.  Code Red remains in place until administrator or law enforcement officials 
issue an ALL CLEAR directly to each staff member 
CODE GREEN:  Immediately Evacuate to the Safe Zone and Await Further Announcements 

AIR SYSTEM SHUT DOWN: Immediately turn off thermostat; close all windows and doors; Keep    
                                                     Students in Class; Await Further Instructions 
PTA MEETING & LOCATION: Indicates where weapon or threat is located 
 

PREVENTATIVE MEASURES IN PLACE 
 Maintenance workers periodically check all playground equipment and all classrooms and areas of campus and 

correct any hazards 

 Routine checks are made by fire marshal officials, and other regulatory officials to ensure the school is within 
safety code guidelines 

 At ECC and Elementary, buses unload students in front of buildings in order that students walk directly to 
supervised areas; MS & HS unload between buildings and students walk directly to cafeteria or main buildings 

 Students load buses in front of school where other traffic is blocked; all bus drivers carry Cell Phones or radios 

 Visitors are required to check in at the office at all sites and cannot obtain entry to classrooms without going 
through office 

 Live Action Video Cameras are available at some locations on campus 

 A resource police officer is available on site at the middle school and high school sites 

 Side entrance doors to buildings are kept locked at all times 

 All classroom doors are locked during the school day and only school staff are allowed admittance (or law 
enforcement/outside agency officials in times of Lock Down) 

 Teachers are on outside duty at all times students are on lunch or recess breaks 

 An automatic fire alarm system is in place; escape routes posted in every room/building 

 A bell and intercom system for drills/codes/evacuations/communications is in place 

 An automatic phone alert system sends out messages to parents 

 Only the legal parent/guardian is allowed to check out students unless the legal parent/guardian has directly given 
instructions otherwise  

 Current pictures of all students are on file 

 Cell Phones, Medical Release forms; Parental Release Forms, Class Lists are taken on all school trips;  Roll is 
called before all Departures 

 For longer trips or overnight trips, Trip Planning Forms are on file in the office indicating routes taken, emergency 
contact numbers, motel numbers, etc… 

 Buddy system and constant supervision are required on all field trips 

 Elementary Teachers strictly follow Departure Procedures indicated by parents on Enrollment Forms; No other 
procedure is followed without parental consent 

 Staff members at each site have received CPR training 

 All staff members and students are trained on Crisis Prevention/Emergency Response Procedures and Drills are 
conducted during first week of each quarterly grading period 

 Safety training is provided and safety assemblies are scheduled throughout school year 

 All elementary students participate in WEB based Ready Kids safety program 

 The ECC and Elementary playgrounds are fenced with exit gates 

 Administrators carry Radios to Make Emergency Calls to office for Help 

 Emergency Numbers are posted and Crisis Prevention and Emergency Response Plan is available in all 
classrooms and work stations 

 Each classroom/work station is provided an Emergency Medical Kit 

 The Safe Zones and Off Campus Evacuation Sites are equipped with advanced medical kits, bottles of water, 
blankets, and legal Parent/Legal Guardian Check out sheets 

 Substitutes and volunteers who work in buildings during the instructional day are subject to criminal background 
checks and are required to have training 

 Areas are designated at the Safe Zones and Off Campus Evacuation Sites for Media to gather; communications 
to be given; and parents/legal guardians to pick up students (During Lock Downs or Lock Down Evacuations 
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students are not released to anyone including parents other than medical personnel until ALL CLEAR has been 
issued) HS students are not allowed to drive personal vehicles during emergency evacuations) 

 Outside of supervised participation in physical education classes, students are not allowed to participate in any 
activity that is likely to cause physical injury (such as tackle football, wrestling maneuvers, choke holds, etc..) 

 District policies are in place and stiff penalties administered for any and all bullying, harassment, racial slurs, 
hazing or other activities where the safety and/or mental and physical well being of students is at issue. 

 District administrators keep a Weather Radio on at all times, and during times of inclement weather, weather 
forecasts are monitored on a continuous basis and action taken accordingly 
 

FIRE DRILL, TORNADO DRILL, AND BUS EVACUATION DRILL 
 

Teachers are to review evacuation drill guidelines with students during the first days of school and 
again for all new students.  Practice fire, tornado, bus evacuation and all CODE drills will be 
conducted during the first week of each grading period. Practice Drills are to be taken seriously 
and conducted as if the situation is a real emergency event. 
 

FIRE DRILL GUIDELINES 
1. School Fire Alarm Sounds 
2. Take Your Class List and Something To Write With 
3. Follow the Evacuation Route for Your Classroom/Work Area 
4. NO TALKING:  Silence will allow everyone to hear emergency instructions. 
5. No running, pushing, shoving; exit quickly but orderly 
6. After exiting- 

 Walk clear of the building to designated meeting place 

 Keep the class/group together 

 Call Roll; Notify administrator immediately if a student is missing 
7. Wait for the “All Clear” to re-enter, or wait for further instructions 
8. If necessary, follow the Fire Aftermath guidelines of this Plan 

 

TORNADO DRILL GUIDELINES 
1. School’s Tornado Alarm Sounds 
2. Take Your Class List and Something to Write With (all employees not assisting students 

proceed to your designated shelter area) 
3. Lead students to pre-designated Tornado Safety Area 
4. No running, pushing, shoving; exit quickly but orderly 
5. NO TALKING: Silence will allow everyone to hear emergency instructions 
6. Ensure that students are placed as far away from windows and doors as possible, and assume 

proper safety position (Back to walls/Heads tucked beneath knees) 
7. Wait for further instructions 
8. If necessary, follow the Tornado Aftermath guidelines of this Plan 

 

BUS EVACUATION DRILL GUIDELINES 
1. Bus drivers are to assign older students as “Emergency Helpers” 
2. Emergency Helpers will be assigned to students in the front half of the bus as well as the back 

half of the bus 
3. The front half of the bus will evacuate out the front bus doors; the back half of the bus will 

evacuate out the emergency back door 
4. Students will evacuate quickly but orderly with no pushing or shoving 
5. The bus driver and student helpers will lead students away from the bus to a safe area away 

from traffic 
6. The bus driver and student helpers will call roll and account for all students and then keep the 

group together  
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7. The group will await further instruction or reload the bus through the front doors once an “All 
Clear” has been given. 

 
 

ENVIRONMENTAL DISASTER 
 

NOTE:  These guidelines should be followed in the case of contamination of air or water supplies. 
 

1. In case of contamination of water supply, a PA announcement will be made to alert everyone 
to this specific problem.  Once the announcement has been made, NO WATER SHOULD BE 
CONSUMED FOR ANY REASON FROM THE SCHOOL’S WATER SUPPLY.  Teachers 
should not release students without direct supervision until notification has been given that all 
water supply sources have been shut off.  All water bottles should be collected from students 
and held until further instructions are provided. 

2. In case of contamination of the air supply, the following “next steps” are possible: 

 If the air supply is contaminated INSIDE the building, then a Fire Drill procedure will be 
initiated. 

 If the air supply is contaminated OUTSIDE the building, then “Air System Shut Down” 
will be initiated.  Thermostats should be immediately turned to OFF positions, doors and 
windows should be closed, students should not be released from classrooms until an 
“All Clear” is given.  Staff should await further instructions to be given over the PA 
system.  

3. Communication: 

 Once water or air contamination is detected, depending upon the cause and nature of 
the contamination, school administrators or his/her designees will ensure that the 
following are contacted immediately:  The Superintendent of Schools, 911 Emergency, 
and Bus Drivers 

4. Evacuation 

 If the water supply cannot be restored, school will be dismissed, and buses will run 

 If the air supply INSIDE the building is contaminated, students will be evacuated to the 
“Safe Zone,” school will be dismissed and buses will run (picking up students from the 
Safe Zone) 

 If the air supply OUTSIDE the building is contaminated, students and staff will remain 
inside following “Air System Shut-Down” procedures until a “window of opportunity” 
exists for safe evacuation by bus.  School administrators or their designees will keep 
staff informed of status and when evacuation will begin 

 In the case of evacuation and school being dismissed early, office staff will make every 
attempt to contact parent/guardians 
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CHEMICAL CONTAMINATION DISASTER 
 
NOTE:  These guidelines should be followed in the case of contamination resulting from a spill of 
chemical substances. 
 

1. Once chemical contamination is detected or reported to the school, a PA announcement will 
be given initiating the “Air System Shut Down” and CODE RED LOCK DOWN procedures   

2. At the same time LOCK DOWN begins, all thermostats should be turned off, windows and 
doors should be closed 

3. Students should not be released from class and should be kept INSIDE 
4. Communication: 

 Once the school begins this set of procedures, depending upon the situation, 
administrators will contact the superintendent, 911 and Bus Drivers 

5. Evacuation: School Personnel will stay alert to options for evacuation.  In some cases, almost 
immediate evacuation may be necessary:  however,depending upon the circumstances, there 
may be a long wait before evacuation can occur.  In all cases, following the instructions of 
rescue and police personnel will be critical during such an emergency.  School administrators 
or their designees will keep staff informed and updated 

6. If evacuation is to occur and school is to be released early, office staff will make every effort to 
contact parent/guardians 

7. Other than administrative directed phone calls, PHONE LINES including cell phones should be 
kept open 

 
 
 

DISASTER AFTERMATH – FIRE OR ENVIRONMENTAL 
 

1. Move all students to designated “Safe Zone”; If this location has been  rendered unusable, go 
to a gathering place designated by authorities 

2. Report all injuries once your class reaches the Safe Zone 
3. Keep your class together in the Safe Zone 
4. Keep Track of your Students 

 List students who are injured 

 List students who are removed from your group for treatment  

 If parents/guardians arrive to take students home, make parent/guardian sign and date 
emergency release form.  Do not release students to anyone other than legal guardian  
(Other relatives/friends of family do not have authority to take students) 

5. If Evacuation from the Safe Zone is to occur: 

 Await evacuation by school district buses 

 Let students know that evacuation is planned and that you will be traveling by school 
bus to another designated area 

 Do everything you can to calm and reassure students 
6. At the evacuation site, (unless an impromptu alternate place has been determined) follow 

instructions, stay with your class, try to keep everyone calm, continue to keep track of your 
students; do not allow a student to go missing in the confusion 

7. Await further instructions and information with your class at the Evacuation Site 
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DISASTER AFTERMATH - TORNADO 
 

1. Move students and staff out of any damaged portion of the building to undamaged portion of 
structure 

2. Go to the Safe Zone if the school is damaged severely.  Keep your class together at all times 
3. In case of injuries: 

 Assess the extent of injury: follow CPR guidelines to restore breathing and stop serious 
bleeding as a FIRST PRIORITY. 

 Get help if first priority injuries occur—alert the office, send for help, or if you’re in the 
Safe Zone, report the nature of the problem to administrators or rescue officials 

 Make all other injured persons as comfortable as possible:  keep injured persons warm 

 Be sure that authorities know if you have injured individuals with you 
4. Enlist the support of your students where possible to calm fellow students  and to help you in 

assisting those injured 
5. EVACUATION 

 If necessary and if transportation can gain access to the site, evacuation may be ordered 
by authorities 

 Keep students together and follow instructions in the event of evacuation from school or 
the Safe Zone 

 Evacuation in most cases will be to the designated Off Campus Evacuation Sites 
6. If no structural damage has occurred, but a tornado has caused extensive damage in area: 

 It may be necessary to remain at school for some time 

 Reassure students: encourage them to talk, or write about their concerns 

 Let students know that when information becomes available, it will be shared 

 Provide Snacks and Establish a system for bathroom breaks 

 Listen for instructions and a possible order to evacuate the building 

 If students are called from the room by the office or other authorities, make a list of 
students who leave and why 

 
 

DISASTER AFTERMATH – BUS ACCIDENT/EMERGENCY 
 

1. Follow the bus evacuation procedures 
2. Keep students together and away from traffic; be alert to obstacles and unforeseen dangers 

(downed power lines as one example) 
3. Calm students and reassure them that help is on the way 
4. Call 911 or *55 for assistance;  
5. Assess injuries; Begin CPR procedures where appropriate 
6. In cases of possible head or neck injuries, do not move the injured unless absolutely 

necessary (if the bus is on fire or flooding or there is risk of explosion as examples)  Instead, 
wait on rescue personnel to arrive 

7. Contact the school superintendent or administrators as soon as possible 
8. Do not allow students to leave or be picked up; if parent/guardians arrive, make them sign and 

date an emergency release form before taking their children.  No one else other than legal 
guardian or emergency rescue officials should be allowed to remove students from your 
custody 

9. Keep a list of students who leave your group for ANY reason.  This includes students who 
may be picked up by parent/guardians 
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10. Await further instructions from emergency response personnel 
 

LOCK DOWN PROCEDURES 
 
CODE RED=STOP (STAY) and LOCK DOWN/EMINENT DANGER    
CODE GREEN=GO (EVACUATE IMMEDIATELY TO SAFE ZONE) 
CODE YELLOW=TAKE CAUTION/KEEP STUDENTS IN CLASSROOM 
AIR SYSTEM SHUT DOWN=LOCK DOWN, TURN OFF THERMOSTAT, CLOSE ALL WINDOWS 
AND DOORS 
 

1. When a CODE RED is issued, students and employees are to be contained in the 
classroom/work area, doors are to be locked, blinds are to be closed, and as much as 
possible students are to be moved away from windows and doorways. 

2. Hallways and restrooms are to be immediately cleared of all students.  (Bring any students in 
the hall near your room into your class whether they are part of your official class or not.  Keep 
a list of these students) 

3. Inform students that a LOCK DOWN is underway.  (Students will need reassurance that things 
are under control.) 

4. NO ONE leaves the classroom 
5. NO ONE enters the classroom except law enforcement or administrators 
6. LOCK DOWN does not end until official notification of “All Clear” is given by administrators or 

law enforcement officials 
7. Await further instructions from administrators or law enforcement officials 
8. If an evacuation is ordered, take your class list and follow regular evacuation procedures to 

Safe Zone unless you are provided impromptu different instructions 
 

LOCK DOWN EVACUATION PROCEDURES 
1. During some Lock Downs, Evacuation May Become Necessary 
2. A law enforcement official or school administrator will come directly to your classroom to 

initiate the evacuation 
3. EVACUATE ONLY if you are instructed to do so by an administrator or law enforcement 

official 
4. Specific information will be provided to you; follow all of these instructions carefully; assist the 

official in making certain your students understand the instructions and remain as calm as 
possible 

5. Unless instructed to follow normal Evacuation procedures, follow the impromptu evacuation 
instructions given to you by law enforcement or administrators 

6. Take your class list; Keep your class together; Call Roll when you arrive at evacuation point 
7. Further instructions will be given as soon as possible.  Reassure students while waiting 
8. Departure from the school site may be necessary; If this is to occur, school buses and the 

Evacuation Site for your school will be used whenever possible 
9. DO NOT dismiss any students until the official word of “All Clear” is given by administrators or 

law enforcement officials (IN LOCK DOWN or LOCK DOWN EVACUATIONS-PARENTS 
SHOULD NOT BE ADMITTED-ONLY LAW ENFORCEMENT OFFICIALS OR 
ADMINISTRATORS.) 
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GUN OR WEAPON IN SCHOOL OR CLASSROOM 
 

PTA MEETING LOCATION CODE=Sends word of where threat is located 
 
Gun Suspected in Classroom 

 Do not leave the room 

 Ask a neighboring teacher to come to your door 

 CONFIDENTIALLY tell the colleague that you suspect a student has a gun/weapon in 
class/Give name/seat location of the suspected student 

 Tell the colleague to notify the office immediately 

 If necessary, use intercom to calmly summon office  “The PTA Meeting will be in my class 
today” which indicates you suspect or have seen a weapon or there is some other threat or 
danger in your class 

 Continue the class and the lesson 

 Administration and/or Police will arrive promptly 
 
Gun Pulled or Displayed 

 If a student/intruder pulls a gun in class, DO NOT attempt to disarm the individual. 

 Remain calm.  Tell the class to remain seated and stay calm. 

 STAY AWAY from the individual with the gun.  Talk to the person in as controlled manner as 
possible 

 Ask the person to put the gun down and move away from it 

 Do what you can to summon help or get the attention of another colleague so help can be 
summoned 

 If possible, get THE PTA MEETING LOCATION CODE to the OFFICE 
 
Gun in a Locker or Gun on a Student in the Hallway 

 If you see a gun on a student in the hall, discreetly send for help and then follow the student.  
DO NOT LET THE STUDENT OUT OF YOUR SIGHT 

 If the gun is in a locker, send for help andDO NOT LEAVE THE LOCKER 

 Wait for assistance; DO NOT LEAVE THE STUDENT OR THE LOCKER 
 
General Guidelines for any Gun Crisis 

 Inform an administrator immediately ANY TIME you hear that a gun or weapon may be present 
at school 

 Enlist the help of an adult (never a student) to summon help 

 Treat all talk or reports of guns or weapons seriously; Report to Office 
 
School Administration Actions 

 Conduct an Immediate CODE REDLOCK DOWN 

 Announce PTA MEETING LOCATION CODE so everyone is informed of where threat is  (Be 
aware that threat location can change) 

 Contact 911, Security Resource Officer, Other Police Officials 

 Respond to the classroom/location immediately 
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HOSTAGES TAKEN IN CLASSROOM OR AT SCHOOL 
 

If you observe a Hostage Crisis underway: 

 DO NOT attempt to intervene 

 Quietly remove yourself from the setting 

 AlertSchool Administrators immediately 

 If you do not have a class or other obligation with students, remain out of sight but stay in 
proximity of the hostage area so you can prevent others from wandering into the situation 

 When the CODE RED LOCK DOWN is given, remove yourself from the area and participate in 
the Lock Down. 

 
If a Hostage Situation occurs in your Classroom or Supervised Area 

 Remain Calm.  Avoid quick movements 

 Follow the instructions of the Hostage Taker 

 Tell your students to follow these instructions 

 DO NOT try to disarm the hostage taker 

 DO NOT bargain or negotiate with the hostage taker 

 If you need to speak to the hostage taker, ask permission to do so 

 Face the Hostage Taker when speaking; do not crowd his/her space; Be respectful; do not 
criticize or argue with him/her 

 Make mental lists of:  
     a) students absent from class that day  
     b) a chronology of what happens during the hostage situation 

 Police Negotiators will make contact!  TRUST THEM COMPLETELY and follow their 
instructions to the letter 

 STAY ALERT.  Attempt to evacuate students/escape ONLY if the hostage taker falls asleep 
 
SCHOOL ADMINISTRATION ACTIONS: 

 CONDUCT AN IMMEDIATE CODE RED LOCK DOWN 

 Call 911, Contact Local Police Resource Officer 

 Cooperate with and help communicate instructions of law enforcement officials when they 
arrive on the scene 

 
 
 

REMEMBER, HELP IS ON THE WAY!!! 
 

TRAINED PROFESSIONALS KNOW HOW TO HANDLE HOSTAGE SITUATIONS TO BEST 
ENSURE YOUR SAFETY! 

 
 
 
 
 
 
 
 
 



40 

 
 

SCHOOL INTRUDER 
 

 Any outside person seen on school grounds should be immediately confronted and escorted to 
the administrative offices 

 If an outside person becomes argumentative, belligerent or refuses to be escorted to the 
administrative offices, school staff should summon an administrator and/or the school resource 
officer immediately andkeep the intruder in sight at all times 

 If the staff member suspects that the intruder is a threat to students, the staff member may 
send word to the office to immediately initiate a CODE RED LOCK DOWN.  If students are out 
of doors, students are to be instructed to get inside to assigned classrooms immediately 

 Administrators and or the school resource officer will detain the intruder and contact the proper 
authorities to file proper reports and/or charges 

 
 

CHILD ABDUCTION 
 

 If any staff member or student witnesses a child abduction, all adults in the area should be 
summoned for immediate help in attempting to prevent the abduction.  If possible, a PTA 
MEETING LOCATION CODE should be sent to the office where a CODE RED LOCK DOWN 
will then be issued 

 A call to 911 should be made immediately to report the incident 

 Students should be trained to fall to perpetrator’s feet, kick, scream, bite and do everything 
possible to resist being taken away 

 Unless a weapon is involved, everything possible should be done by the adults in the vicinity to 
physically prevent a child from being abducted 

 Mental notes should be taken of the perpetrator’s physical characteristics, distinguishing 
marks, age, dress, anything that might have been said, vehicle description, and direction that 
was taken 

 Mental notes should be taken as to what the child was wearing, physical description, any 
distinguishing marks 

 Administration will contact parent/guardian 

 A picture of the child will be made available to authorities 

 After the incident, a detailed written report will be required 
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BOMB THREAT or SUSPICIOUS VEHICLE 
 

1. An employee who answers a school phone where the caller threatens that a bomb is in the 
building should: 

 Listen carefully to the caller’s voice and any background noises 

 Write down exactly what is said (see attached form) 

 If possible, ask questions (try to be conversational) 
When is the bomb set to explode? 
What does the bomb look like? 
Where is the bomb? 
Why was the bomb placed? 
Who placed the bomb? 

2. Once the phone call ends, or sooner if possible, notify an administrator 
3. Complete a bomb threat report. 
4. Building Administration will contact law enforcement officials and begin a preliminary search 
5. DO NOT pull the fire alarm since the electronics of this system MAY set  
      off an explosive device.  (Radios& Cell Phones should not be used during search) 
6. The Superintendent or his administrative designees in his absences shall  

            determine the next appropriate steps in consultation with police officials 
      7.  If an evacuation is ordered, follow evacuation procedures to Safe Zone 
 

Special Note:  Never touch any package or item that appears suspicious during a search. 
 
 

SUSPICIOUS VEHICLE 
 

1. If a suspicious vehicle is observed on school property or on streets adjacent to the school: 

 Alert administration immediately; be as specific as possible concerning the location and 
description of the vehicle (A suspicious vehicle is one that appears to be abandoned, or 
one that has been occupied for a period of time without any apparent school-related 
business or one that is out of place (A moving van for example) 

 DO NOT approach the vehicle if it is not moving 

 If the car begins to move, attempt to get a look at the driver and if possible record or 
make a mental note of the license plate number 

 Write down as much information as you can remember as soon as possible so that you 
do not forget details 

 School administrators will decide if police should be notified 
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FIELD TRIP EMERGENCY OR CRISIS 
 

Accident While on a Field Trip 
 

NOTE: Take Student Emergency Medical Release forms on school trips in order that medical treatment can be provided  
in the legal guardian’s absence 

 In case of a bus accident, evacuate the bus if necessary.  If evacuation is not required, wait 
with students on the bus until emergency workers/police arrive. If there is a danger of fire, 
flooding, explosion or other eminent danger, evacuate the bus immediately 

 Dial 911 or *55 to request emergency assistance 

 Be prepared to report your location and any injuries 

 Assess injuries and follow CPR guidelines/procedures 

 Contact school administration 

 Reassure students and keep all students together 

 Keep lists of all students on trip; list of injured students, students who are released to 
emergency medical personnel or legal parent/guardians 

 Require parents to sign Emergency Release forms if taking their children 

 Make a written record/chronology of events that have occurred 

 If another vehicle is involved, allow police or emergency workers to deal with the driver and/or 
passengers of that vehicle; your responsibility is to the safety and well being of the students in 
your care 

 DO NOT comment to media representatives; refer inquiries to the Superintendent  

 When time permits, prepare a detailed written narrative of what happened and submit to your 
building principal 

 

If a Child Goes Missing or is Abducted 
 

NOTE: Students should be instructed to keep to buddy system and stay with the group at all times.  If abduction is 
attempted, students should be trained to fall to abductor’s feet, bite, kick, scream, and do whatever they can to avoid 
being taken. Unless a weapon is involved, adults should attempt to physically prevent a child from being taken.  

 
Call 911 and *55 immediately! 
 

 Actively seek assistance from all adults around you 

 If inside a building or gated area, request an immediate LOCK DOWN 

 Write down as much detail as to the account of the event as possible; description of person, 
anything they said, clothing, distinguishing marks, type of vehicle, direction taken 

 Notify school administration 

 When police arrive, follow their instructions, and provide as much detail as possible regarding 
the name of the child, age, grade, physical description including distinguishing marks, clothing, 
name of parents, etc..  

 Provide Photograph of child to authorities if available 

 Keep other students together in one place and as calm as possible 
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GUN/WEAPON ON SCHOOL BUS 
 

1. Calmly dial 911 and *55 to make report; give your specific location 
2. DO NOT attempt to disarm the person with the weapon; if the person with the weapon is NOT 

threatening anyone or disrupting normal travel, continue driving BUT do not continue driving 
your route.  Instead, drive toward school while calmly informing students that you are driving 
to the garage to have a mechanical problem tended to 

3. If the person with the weapon is threatening or disrupting, pull the bus over.  DO NOT attempt 
to disarm the person.  If possible, keep phone line open so the 911 operator will be able to 
hear what is happening on bus.  If 911 operator is on the line, discreetly provide information as 
to your whereabouts and what is happening on the bus 

4. If you are able to keep contact with 911, follow their instructions 
5. Once police arrive, be prepared to tell law enforcement officials exactly which student has the 

weapon, relay instructions from Law Enforcement officials to the students on your bus, 
evacuate the bus only IF told to do so by Law Enforcement officials 

6. Keep track of what happens as best you can.  You will need to report events to Law 
Enforcement officials and write a report when the incident is over 

7. If a gun/weapon is seen at or near a bus stop, DO NOT STOP.  Calmly dial 911 and report the 
exact location of the problem 

8. Distance the bus from the weapon.  Keep informing the 911 operator regarding the location 
and details about the person with the weapon 

9. If shots are fired at your bus, instruct students to duck down to the floorboard; keep driving 
and pull over only when you believe you are safe. Immediately dial 911 and/or *55 and report 
the incident.  Wait for help to arrive.  Tend to any students who need first aid.  Inform the 911 
operator if anyone is injured. 

10. Contact district administration to report the incident 
 

SCHOOL BUS ACCIDENT 
 

1. Call 911 and/or *55 to report the accident 
2. Follow Bus Evacuation Procedures; Keep students together and out of harm’s way; be 

alert to unforeseen obstacles or dangers (fallen power lines for example) 
3. Assess any injuries; follow CPR procedures/guidelines if warranted 
4. Do not move anyone with possible head or neck injuries unless there is threat of 

explosion, fire, flooding, or other perilous circumstance 
5. Contact administration; Wait on Emergency Personnel to arrive 
6. Make notes regarding accident; Time, Place, Circumstances Involved 
7. Keep list of students released to emergency medical personnel; Legal parent/guardians 

must sign and date release form to take students 
8. Do not talk to media; refer them to Superintendent of Schools 
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SCHOOL TRAGEDY/INJURIES/LOSS OF LIFE 
 

1. School administrators will make all district-wide announcements of any school emergency, 
school tragedies, injuries, loss of life 

2. Appropriate officials will be notified by the administration 
3. Parental notifications will be made by administration and/or officials of appropriate outside 

agencies 
4. In emergency situations, school staff have been trained in the proper procedures and may 

dial 911, *55, or Poison Control when circumstances dictate immediate action; otherwise, 
administrators will make all appropriate calls to outside agencies and phone lines 
including CELL PHONES are to be kept open at all times 

5. Administrators are to be notified as immediately as possible in cases of any school 
emergency 

6. All inquiries from parents and outside parties including the media will be directed to the 
superintendent, who will act as the district spokesperson in times of emergency or 
tragedy; no other school staff member is to provide information unless directed to do so by 
the superintendent of schools 

7. Counseling will be provided to students and staff members in the aftermath of any school 
tragedy especially those involving severe injuries, traumatic circumstances or loss of life 

8. In the aftermath of any school emergency, tragedy, injuries, or loss of life, the appropriate 
law enforcement and/or medical personnel will take charge and all school personnel will 
follow the directives given by those trained officials who have the expertise to make the 
best decisions in given situations 

9. Depending upon the nature of the school tragedy, emergency, injuries and/or loss of life, 
the superintendent in consultation with outside agencies and the Board of Education, will 
use  his discretion in determining if and for how long school will or will not be dismissed 

10. Although excused release time is not normally provided and memorial services shall not 
be conducted on school grounds during hours of normal operation, during times of major 
school crises, consideration will be given for school release time for use of school facilities 
for memorial services; however, decisions of the superintendent (after consultation with 
the board of education) will be made on an individual basis with all circumstances 
including the emotional and physical well being of all staff and students involved taken into 
consideration.  Since any days missed for such occurrences are required to be made up, 
and the board approved school calendar is therefore affected, careful consideration must 
be given before release time can be given for memorial services. 
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HEALTH CRISES (Food or Other Poisonings/Pandemic Flu, Quarantine) 
 

1. In case of food or other widespread poisonings, school officials will announce a Code Yellow 
where students are to be maintained in classrooms under teacher supervision until further 
announcements are made 

2. Any signs of widespread symptoms (vomiting, headaches, dizziness, fainting, diarrhea, rash, 
fevers, burning/watery eyes, sleepiness/lethargic behavior etc…) should be reported to the 
administration immediately 

3. The administration will immediately contact 911 and Health Department officials to report the 
widespread symptoms 

4. Announcements will be made over the PA system providing instructions to staff members 
5. Once outside emergency agencies arrive on the scene, all staff members will follow 

instructions given by those officials 
6. It is possible that a temporary quarantine could be issued until the situation has been fully 

evaluated by outside medical personnel/governmental agencies; in that case, a CODE RED 
LOCK DOWN will be issued 

7. If a medical triage becomes necessary, outside agency officials will handle the coordination of 
that process; school staff will follow instructions by members of outside agencies who will take 
control of the situation 

8. Staff members will remain calm and assure students that they are in good hands and will be 
well taken care of 

9. Staff members will provide basic care to make students as comfortable as possible and may 
need to follow impromptu directions in assisting professional care workers in tending to 
students or others who are ill 

10.  Students are not to be released unless an ALL CLEAR has been given by the administration 
or other outside agency officials in charge 

11. Remember in LOCK DOWN situations, no one is allowed access to rooms other than 
administrators or outside agency representatives who have taken charge.  Parents are not 
allowed admittance and are not allowed to check out students during LOCK DOWNS. 

12. If an Evacuation is ordered, regular LOCK DOWN EVACUATION procedures are to be 
followed. Students may be asked to take all books home with them in order to keep up with 
work during Quarantines. 

13. In the case of an area Pandemic crisis such as Bird Flu outbreak, it is possible that school will 
be ordered closed by Outside Health and/or Governmental agencies.  In that case, 
communications will be issued to all staff, students, parents and community members 

14. Daily/Weekly assignments may be posted on the school WEBPAGE, www.madillok.com for 
every class; however, since no one can predict the broad-sweeping effects of widespread 
illness, no guarantees can be made that assignments will be available on the school 
WEBPAGE 

15. In these types of emergency community quarantines, it is possible that all days or possibly 
weeks missed from school will have to be made up 
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BOMB THREAT CHECKLIST 
 

Rule number one - Be Calm.  Be Courteous.  Listen. Do not interrupt the caller.  

 

Questions to ask: 

 

When is the bomb going to explode? ______________________________________ 

 

Where is the bomb? ___________________________________________________ 

 

What kind of a bomb is it? ______________________________________________ 

 

What does it look like? _________________________________________________ 

 

What will cause it to explode? ____________________________________________ 

 

Did you place the bomb? ________________________________________________ 

 

Why? _______________________________________________________________ 

 

What is your name? ____________________________________________________ 

 

What is your address? __________________________________________________ 

 

Try to determine the following: 

 

(Circle One) 

 

Caller’s Identity: Male      Female      Adult      Juvenile      Approx. Age______ 

 

Voice:   Loud      Soft           High-Pitched       Deep 

 

Accent:  Local      Foreign     Region      Description _______________ 

   __________________________________________________ 

 

Speech:  Fast      Slow      Distorted     Stutter      Slurred     Nasal 

   Other _____________________________________________ 

 

Language:  Excellent     Good     Fair    Poor    Foul    Other ___________ 

   __________________________________________________ 

 

Manner:  Calm    Angry     Rational     Irrational     Coherent    Incoherent 

    

    Deliberate     Emotional    Righteous    Laughing 
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Background Noises: Office Machine    Factory Machines    Bedlam    Train   Animals 

 

   Music    Voices     Traffic     Party      Street      Mixed  
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Exact Words Spoken By Caller: 
__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

____________________________________ 

 

If voice is familiar, whom did it sound like? ____________________________________ 

 

Person receiving the call:___________________________________________________ 

 

Telephone number call was received on: ______________________________________ 

 

To whom call was reported: ________________________________________________ 

 

Date of call: _____________________________________________________________ 

 

Time of call: _____________________________________________________________ 

 

Was call recorded?________________________________________________________ 

 

Was Star 57 pushed, and phone left off the hook? _______________________________ 
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STUDENT RELEASE FORM 
(To Be Taken By Runner) 

 

Please Print 

Student’s Name ______________________________________________________ 

 

Teacher __________________________________ Grade_____________________ 

 

Requested By ________________________________________________________ 

  

 ******************************************************* 

 

To be filled in by Request Gate Staff 

 

 

Proof of I.D. __________________ Name on Pick-up Card ____ Yes  ____ No 

 

 

 ******************************************************* 

 

Student’s Status 

To be filled in by teacher 

 

Sent with runner_______ Absent______ First Aid______ Missing ______ 

 

 ******************************************************* 

 

To be filled in by Requester 

At Release Gate 

 

Requester’s Signature ___________________________________________________ 

 

I.D. Verified _____ Yes _____ No   By ____________________________________ 

 

Date  _____________ 

 

Time _____________  
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GAS CUT OFF VALVES OTHER THAN AT THE 

METERS. 

 
THESE ARE ALSO PAINTED RED 

 
Art and Tech Ed building: 

North side by front door. 

 

H.S. Cafeteria: 

East side of cafeteria. 

 

H.S. Gym: 

S.E. corner of gym. 

 

Middle School: 

N. side of main building behind scrubs. 

Outside of west gym door. 

Outside of Science room S. side. 

W. end of ESL classroom going into old Mechanical room, valve is in off 

position. 

 

 

Elementary School: 

S. end of RockBuilding. 

S.E. corner of gym.   
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GAS METERS 

{MAIN CUT OFFS} 

 
CUT OFF VALVES ARE PAINTED RED 

IF THERE ARE TWO VALVES PAINTED ON ONE GAS METER CUT OFF ONE OR BOTH VALVES 

 

High School:   North of turn in to High School,       

off of S. 5
th

 Ave. 
 

 

Middle School:  Corner of S. 5
th

 Ave& W. McArthur. 

       S. of Armory off of S. 5
th

 Ave. 

 

 

Elementary School:  Two meters by cafeteria inside 

        fence. Large meter has best lock 

        on gate. 

        One on S. 8th Ave. 

 

 

Early Childhood:  W. side of the building by A/C units.  

 

 

Football Field House:  N.W. corner of field house. 
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TRIAGE AREAS 
 

MADILLHIGH SCHOOL 

 

Inside:  Library  

Outside:  Open field north side of main building 

Helicopter Pad: Open field north side of main building 

 

MADILLMIDDLE SCHOOL 

 

Inside:  Auditorium 

Outside:  South side of main building   

Helicopter Pad: South side of main building 

 

MADILLELEMENTARY SCHOOL 

 

Rock building: Hallway outside of teacher’s lounge 

New Building: Gym 

Helicopter Pad: Playground area 

 

EARLY CHILDHOODCENTER 

 

Inside:  Cafeteria 

Outside:  Pavilion, inside playground area 

Helicopter Pad: New parking lot 
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SPECIFICSAFETY RULES 
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Food Service 
 
Fall Prevention 
 
1. There should be enough light in the kitchen and storeroom to see every part of the room clearly. 
2. Stairways should be lighted and marked clearly. 
3. Aisles and stairways should be free from clutter. 
4. Electrical cords should not obstruct walkways. 
5. All food and supplies should be stored on pallets or sturdy shelves. 
6. Ladders and step stools should be sturdy and in good repair. 
7. Milk crates or wooden boxes should never be used as step stools or chairs. 
8. Non-skid rubber mats should be used where water or liquid could be on floors. 
9. Equipment should be placed over or adjacent to water, gas, or electrical connections that protrude from 

the wall or floor, or the connection should be recessed. 
10. Drain lids should fit tight to the floor. 
11. Mops and brooms should be stored away from traffic areas and off the floor. 
12. Spills should be cleaned immediately. 
13. The “Caution” or “Wet Floor” sign should always be used when floors have been mopped. 
14. Carts or dollies should be used at all times to move heavy loads, hot pans/pots, and several items at one 

time. 
15. Rolling equipment should be pushed rather than pulled. 
16. Employees should wear closed-toe, skid-resistant, leather shoes. 
17. Employees should walk, never run. 
 
Prevent Lifting Injuries 
 
1. The aisles in the storeroom should be wide enough to lift and carry cases without hitting shelves. 
2. Heavy loads should be stored about waist high for easy lifting. 
3. Extra-heavy or bulky loads should be marked so personnel can plan a safe lift. 
4. Enough carts and dollies should be available when needed. 
5. Trays should be loaded with the heaviest items in the middle. 
6. Every employee should have training on how to use the squat lift for heavy loads. 
7. Employees should work together to lift heavy loads. 
 
Prevent Burns 
 

1. Pots on the range top should have plenty of room between them. 
2. Pot handles should be able to turn inward, but not over the burner. 
3. Pot lids on hot foods should be lifted away from the face when checking the contents. 
4. The flame should be turned off before removing a pot from the stovetop. 
5. When the fryer is being used, someone should always be at the fryer (it is never left unattended). 
6. Oil should be cooled before fryers are cleaned. 
7. Employees should be trained to be sure all steam is released from steamers before opening the door. 
8. Safety devices, such as temperature and pressure relief valves should be installed to prevent explosion or 

pressurized water heating systems. 
9. Employees should be trained to stand back when using the automated lid on the brazing pan or steam 

jacketed kettle. 
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10. Dry, heat-resistant knits or gloves should be used when moving hot pots, using steam equipment, or 
removing food from an oven. 

11. Employees should not wear plastic aprons near any kind of heating equipment. 
12. Tongs should be used when placing large pieces of food in a boiling pot. 
13. Hot foods or liquids should be covered before they are moved. 
14. Hot foods or liquids should be moved using a cart. 
15. Employees should be trained to give verbal warnings when transporting hot foods. 
16. All employees should wear closed toe, full covered, skid-resistant, leather shoes. 
17. Employees clothing should meet school district requirements. 
18. Dish room personnel should wear protective aprons and long rubber, slip-resistant gloves. 
19. Dish room personnel should have been trained on correct and safe operation of the dish machine. 
20. Hot water in sinks should be regulated at the proper temperature to prevent scalding from faucets. 
21. Every employee should have been trained to use equipment for efficiency and safety. 
22. Chemicals should be stored in original containers, or supplied (labeled and dated) containers. 
23. Employees should have been trained on the safe use of cleaning chemicals (to prevent chemical burns). 
 

Prevent Electrical Fires 
 

1. Equipment that sparks or smokes should not be used.  Repairs should be requested. 
2. Equipment with frayed cords, worn wiring, or missing ground pins should not be used.  Repairs should be 

requested. 
3. Electrical outlets should not be overloaded with more cords than designed for. 
4. Electrical outlets and light switches should have cover plates and should be in good repair.  Repairs should 

be requested for any broken switches or cover plates. 
5. All plugs and outlets should be grounded (three prong). 
6. Extension cords should not be used for equipment. 
7. The maintenance department should routinely check fuses for safety. 
8. All lights should have shields or covers. 
9. There should be no dust or grease build up on sockets or wiring. 
10. All circuit breakers should be labeled for what they control. 
 
Flammable Liquid Fires 
 
1. Cleaning chemicals are stored in original containers according to federal, state, and local regulations. 
2. Employees have been trained to follow directions when using cleaning chemicals.  Chemicals are never 

mixed. 
3. Spills should be cleaned up immediately. 
 
Prevent Grease Fires 
 
1. Routine cleaning should be conducted to keep walls and work surfaces free from grease build up. 
2. Routine cleaning should be conducted on cooking equipment to free up grease build up. 
3. Routine cleaning should be conducted on hoods, vents, and filters to prevent grease build up. 
 
Prevent Paper Fires 
 
1. Paper products should be stored away from heat sources and chemicals. 
2. Paper trash should be disposed of properly. 
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Use Fire Detection and Fire Extinguishing Equipment Correctly 
 
1. The kitchen and dining area should meet the local fire code. 
2. The kitchen and dining area have fire, smoke, and/or heat detection devices and alarms installed and 

maintained to meet requirements. 
3. One or more hand-held fire extinguishers of correct size and type are available in the kitchen and placed 

near possible fire locations. 
4. Fire extinguishers should be easily seen, stored at the correct height, and should be fully charged (must be 

checked and tagged annually). 
5. A fire safety system within the vent is monitored and checked semi-annually. 
6. Each fire extinguisher is marked with the kind of fire(s) it will put out:  Type A:  Trash, paper, and wood.  

Type B:  Liquids and grease.  Type C:  Electrical equipment. 
7. Employees should be trained on how and when to use each type of fire extinguisher. 
8. Employees should be trained to follow procedures in case of fire in the kitchen. 
9. Employees should be trained on how to call the fire department following school district procedures. 
10. A plan should be developed for leaving the kitchen/cafeteria area safely (evacuation) when a fire occurs. 
 
Prevent Cuts 
 

Knives 
 
1. Employees should be trained to use the right knife for the job. 
2. Employees should have been trained on the correct way to sharpen a knife. 
3. Knives should be kept sharp and handles secure. 
4. Employees should be trained on the correct use of various kinds of knives. 
5. Knives should be stored in a knife rack, magnetized wall rack, or a special knife drawer (in knive sheaths). 
6. Knives to be washed are left on a drain board and not dropped into sinks or soapy water where they 

cannot be seen. 
7. Knives should be cleaned with the blade pointed away from the body. 
8. Clean, sanitized cutting boards are available and should be used at every work station where knives are 

used. 
9. Cutting gloves should be used accordingly to school/school district procedure. 
10. Knives should be placed on a surface for the next person to pick up, not handled from one person to 

another. 
11. Knives should never be used for opening cans, boxes, jar lids, or prying frozen items apart. 
12. Boxes should be opened with a box cutter with a retractable blade. 
13. Employees should be trained when walking with a knife, to hold the knife by the handle to the side of the 

body with the blade pointed toward the floor. 
 
Using Cutting Tools and Equipment 
 
1. Employees should have been trained to use the equipment needed to complete the assigned task. 
2. Machines should be operated only when the proper guards are in place. 
3. The mixture should stop before stirring food in the bowl. 
4. Safety devices should be provided on slicers and choppers. 
5. The safety hood is placed over the chopper after each use and cleaning. 
6. Equipment is turned off if the operator has to leave the equipment. 
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7. Employees have been trained to clean equipment that they are assigned to clean. 
8. Electrical equipment is disconnected before disassembly or cleaning begins and is not reconnected until 

assembly is complete. 
9. After cleaning, the responsible employee checks the operation of the equipment. 
 

Safety with Sharp Objects 
 
1. A procedure is in place for safely discarding open cans and can lids. 
2. The can opener is in good repair so that it cuts sharply and does not leave ragged edges. 
3. The cutting edges of foil and plastic wrap boxes are used as designed and handled with care when 

removing. 
4. Sharp tools in the kitchen have been identified and employees trained to use them safely. 
5. A separate, clearly marked garbage container is used for broken glass (no plastic liner). 
6. Broken glass is picked up with the appropriate tools, not bare hands. 
 
Prevent Chemical Accidents 
 
1. Cleaning chemicals should be stored in a separate area away from food. 
2. The chemical storage area is kept secure. 
3. Chemicals should be stored in and used from the original containers. 
4. Chemical container lids are tight and do not permit odors or vapors to escape. 
5. Chemicals should be stored away from heat sources. 
6. For each chemical used, there should be a material safety data sheet (SDS) available in the school kitchen. 
7. All employees should have easy access to the SDS.  SDS are in a binder or other storage place available to 

all employees at all times. 
8. All employees who use cleaning chemicals have read the SDS before using the chemicals. 
9. Employees know to read the chemical container label before using the chemical. 
10. Chemical labels are filed and chemicals are used only for the task listed on the SDS. 
11. Protective clothing and/or equipment are available and worn when stated on the SDS (example:  goggles 

for eye protection, disposable nose masks, and gloves). 
12. Appropriate gloves are available for use with chemicals requiring hand protection (example:  oven 

cleaner). 
13. Cuts, scrapes or other skin wounds are bandaged before using a chemical. 
14. Chemicals are never mixed together. 
15. Chemicals are used in a ventilated area. 
16. Label directions are followed when disposing of empty chemical containers. 
17. Chemicals are never used near open containers of food. 
18. Employees have been trained to wash hands at the hand washing sink after using or touching any cleaning 

chemical or equipment used with the chemical (example:  mop). 
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General Maintenance 
 
Ladders 
 
1. Ladders must be maintained in good condition.   
 
2. When portable ladders are used on hard surfaces, they must be equipped with nonskid footing or 

securely fastened to prevent slipping.   
 
3. The top of the ladder should be secured or the ladder should be held by another person.   
 
4. The base of the ladder should be placed away from the wall by a distance of about one-fourth of the 

working length of the ladder. 
 
5. The end of the ladder should extend three feet above the upper landing surface. 
 
6. All permanent ladders must be securely fastened at both top and bottom.  Long ladders should also be 

secured at intermediate points. 
 
7. Ladders should be closely inspected when purchased or installed and reinspected before each use.   
 
8. Do not exceed the load limit of the ladder. 
 
9. Remove any oil, grease, or slippery material from the ladder and shoes. 
 
10. Wood and fiberglass ladders should not be painted.  Wood ladders should be preserved with an approved 

finish. 
 
11. Ladders must not be placed in front of doors that open toward the ladder unless the door is locked or 

guarded. 
 
12. Ladders placed in passageways, driveways, or other high traffic areas must be secured and barricaded. 
 
13. When ascending or descending a ladder, a person should face the ladder and hold the side rails, not the 

rungs. 
 
14. Climbers should not carry objects in their hands.  A tool belt or pouch should be used for holding small 

tools, and a hand line should be used to raise or lower larger objects. 
 
15. Do not move, shift, or extend ladder while performing work. 
 
16. When working from a ladder, never extend farther than the arm's length to reach work.   
 
17. Place footing of ladder on level surface. 
 
18. No more than one person should be on a ladder at a time.  If a job requires more than one person, a 

second ladder or a scaffold should be considered. 
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19. Never work on an unsecured ladder in windy conditions. 
 
20. Do not stand on the top two steps or the spreader of a step ladder. 
 
21. A step ladder will not be used as a straight ladder. 
 
22. Do not use ladder in a horizontal position as a work platform. 
 
23. When performing electrical work that requires the use of a ladder, use a wood or approved fiberglass 

ladder. Metal ladders must not be used. 
 
24. When raising a ladder, check overhead area for electrical lines. 
 
25. Ladders must be used for intended purposes only. 
 
26. Always use an approved ladder to reach high articles.  Never use a swivel chair or other makeshift device 

to reach high places. 
 
27. Ladders which have missing or defective parts must be taken out of service immediately and tagged "DO 

NOT USE" or destroyed. 
 
28. Set up straight ladders one foot away from the vertical support for every four feet of  

Ladder height between the base support and the top support.  This will produce an angle of about 75 
degrees. 

 

 Lash, block, or otherwise secure portable ladders to control displacement 

 Extend side rails of ladders used for access to any level not less than 36 inches above that level.  When 
this is not practical, install grab rails to provide a secure grip for an employee moving to or from the 
point of access. 

 
 
Enclosed is LP form 111, “Ladder Safety Diagram” for your reference and use. 
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1.  Portable ladder feet should rest on a substantial footing or base. 
 
2.  Portable ladders should be secured at a pitch that the horizontal distance from the top 
     support to the foot of the ladder is about one-quarter of the working length of the    
     ladder. 
 
     (Working length - The length along the ladder between the foot and the top support.) 
 
3.  Portable ladders should be tied, blocked, or otherwise secured to prevent their being 
     displaced. 
 
4.  Portable ladder side rails should extend not less than 36 inches above the landing. 
 
 
 
 
SCAFFOLDING 

 All scaffolding must be set on adequate level bearing. 

 All scaffolding must have required bracing installed. 

 All guardrail, midrails and toe boards must be in place. 

 Proper tie-ins must be installed to prevent tipping. 

 Employees must follow standard safety procedures when using ladders/scaffolding. 
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FALLS 
 
 

FALLS 
 
Falls occur to a million and a half persons in the United States every year; kill another 17,000; account for 20% 
of all occupational injuries.  Falls are the second principal cause of compensable work injuries, outnumbered 
only by those due to material handling.  In most cases, some condition exists that leads to an accident when 
coupled with inattention or carelessness. 
 

TO AVOID FALLING (Use the following reminders :) 
 

 Walk.  Don’t run. 
 

 Watch where you step. 
 

 Avoid sudden motions and quick changes in direction. 
 

 Be extra careful in dark areas. 
 

 Carry bulky objects so you can see over them. 
 

 Hold the hand rail on stairways. 
 

 Brace yourself securely before you pull on anything. 
 

 Look out for slipping and tripping hazards. 
 

 Use suitable ladders and stepstools.  Never Makeshifts. 
 

 Be sure ladder is sound and correctly placed before you start to climb 
 

 Avoid unprotected floor openings. 
 

 Be a good housekeeper. 
 

 Don’t attempt to get on or off a moving vehicle. 
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Basic Lock-Out/Tag-Out Rules 

 All equipment will be locked-out or tagged-out to protect against accidental or inadvertent 
operation, when this operation could cause injury to personnel. 

 No attempt will be made to operate any switch, valve or any other energy- isolating device when it 
is locked or tagged-out. 

I. Sequence of Lock-Out/Tag-Out Procedures 

1. Notify all affected employees that servicing or maintenance is required on a machine or equipment, and 
that the machine or equipment must be shut-down and locked-out to perform the servicing or 
maintenance. 

2. The authorized employee will refer to the school district procedure to identify the type and magnitude of 
the energy the machine or equipment utilizes, understand the hazards of the energy, and know the 
methods to control the energy. 

3. If the machine or equipment is operating, shut it down by the normal stopping procedure (depress stop 
button, open switch, close valve, etc.). 

4. De-activate the energy-isolating device(s) (switches, valves, etc.) so that the machine or equipment is 
isolated from its energy source. Stored energy (springs, hydraulic systems, air, gas, steam, or water 
pressure, etc.) will be dissipated or restrained. This will be accomplished by various methods such as 
blocking, bleeding, grounding, etc. 

5. Lock-out and/or tag-out the energy-isolating devices with the appropriate individual locks and/or tags. If a 
lock cannot be applied a tag will be used without a lock. However, the tag will be supplemented by at least 
one additional safety measure that provides a level of safety equivalent to that obtained by the use of a 
lock. Examples include blocking of a controlling switch, removal of an isolating circuit element, etc. 

6. After making sure that no personnel are exposed, check the effectiveness of having locked/tagged-out the 
energy sources. This can be done by operating the push button or other normal operating controls to 
make sure the equipment will not operate. Make sure to return operating controls to “neutral” or “off” 
positions after performing these tests. 

7. A qualified person will use test equipment to test the circuit elements and electrical parts of equipment to 
which employees will be exposed and will verify that the circuit elements and equipment parts are de-
energized. 

8. The machine or equipment is now locked-out. 

II. Restoring Equipment to Service 

When the servicing or maintenance is completed and the machine or equipment is ready to return to normal 
operating condition, the following steps will be taken: 

1. Check the machine or equipment and the immediate area around the machine or equipment to ensure 
that nonessential items have been removed and that machine or equipment components are operationally 
intact. 

2. Check the work area to ensure that all employees have been safely positioned or removed from the area. 
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3. Verify that the controls are in neutral. 

4. Remove the lock-out devices and re-energize the machine or equipment. 

5. Notify affected employees that the servicing or maintenance is completed and the machine or equipment 
is ready for use. 

6. When the authorized employee who applied the lock-out or tag-out device is not available, the device may 
be removed under the direction of the employer provided the following requirements are met: 

 Procedure provides equivalent safety as would have been exhibited by the authorized employee. 

 Verification that the authorized employee is not in the building. 

 Make a reasonable attempt to inform the authorized employee that their device was removed. 

 Ensure that the authorized employee has this knowledge before resuming work at that facility. 
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Madill Public School’s 
Hazard Communication Program 

 

 

Purpose 
Madill Public School (MPS) is committed to the prevention of chemical exposures that may result in injury 
and/or illness. The purpose of this program is to make sure that all affected employees understand the 
information concerning the dangers of all known hazardous chemicals used MPS and to protect company 
employees who may come in contact with hazardous chemicals while performing their job duties. 
 
All employees are required to follow the procedures outlined in this program. Any deviations from this program 
must be immediately brought to the attention of the Program Administrator.  
 

Scope 

 
MPS strives to provide all employees and on-site contractors with a safe and healthy workplace. This Hazard 
Communication Program is integrated into our company’s written safety and health program, and is a 
collaborative effort that includes all employees. This safety program affects all company employees who may 
come in contact with hazardous chemicals while performing their job duties. 
 
Exclusions from this program: 

 Any substances which are foods, drugs, or cosmetics products intended for personal consumption by 
the employees while in the workplace.  

 Any consumer products or foodstuffs packaged for distribution to (and intended for use by) the 
general public. 

 

 
Program Responsibilities 

Management. The management of MPS understands the importance of informing employees of the chemical 
hazards encountered in the workplace. Management supports the efforts of the Program Administrator 
bypledging financial and leadership support for the program. Management will regularly and effectively 
communicate with employees about the program. 
Hazard Communication Program Administrator. The Program Administrator is responsible for the program’s 
implementation, management and recordkeeping requirements. The Program Administrator will report directly 
to upper management and be responsible for this policy and program.  All safety data sheet (SDS) evaluations, 
implemented control measures for chemical handling, PPE requirements and training will be coordinated under 
the direction of the Program Administrator in collaboration with management. The Program Administrator will 
monitor the results of the program to determine if additional areas of focus are needed. The Program 
Administrator will also: 

 Develop a list of all hazardous chemicals in the workplace 

 Obtain SDS for all hazardous chemicals on-site (sample found in Appendix A) 

 Complete a chemical hazard assessment for all hazardous chemicals  

 Determine the appropriate PPE for all work tasks involving chemicals 
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 Obtain and review SDS for new chemicals prior to using the chemical 

 Identify where and how all SDS are stored: 
o  Central location 
o Chemicals specific to each department  

 Ensure annual training is performed and documented (Appendix B) 

 Verify that all contractors have a Hazard Communication Program 

 Provide the contractors with the hazard communication information necessary to safely complete 
their tasks 

 Conduct an annual review of the Hazard Communication Program and document the review using 
the proper form (Appendix C) 

Managers and Supervisors. Managers and supervisors will: 

 Be accountable for the health and safety of all employees within their departments and actively 
support the Hazard Communication Program 

 Attend annual training on the program 

 Verify that employees in their areas have received appropriate training 

 Ensure that recommended controls are implemented and/or used appropriately 

 Notify the Program Administrator when new hazardous chemicals are purchased 

 Notify the Program Administrator when new employees are hired 

Employees. Every employee is responsible for conducting himself/herself in accordance with this policy and 
program. All employees will: 

 Attend hazard communication training as required and apply the knowledge and skills acquired to 
all work activities 

 Become familiar with label information, including pictograms 

 Become familiar with the 16 sections of SDS 

 Use appropriate PPE for the chemicals and tasks being performed 
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Chemical Inventory List 
Madill Elementary School maintains a list of the hazardous chemicals currently present in the workplace (see 
below). This list is periodically reviewed and updated by the Program Administrator. The list is cross-referenced 
with the SDS and is kept with this program and SDS to serve as an index to help employees identify and locate 
necessary information.  

Chemical Name Manufacturer Location Used SDS (Y/N) 
Aerosol  Enamel (All Colors) Color Place Hallways/Restrooms/Classrooms/Office Y 

Interior Latex Flat Wall Paint Color Place Hallways/Restrooms/Classrooms/Office 
Auditorium/Gym 

Y 

Goof Off Graffiti Remover (VOC Spray) WM Barr Hallways/Restrooms/Classrooms/Office 
Auditorium/Gym 

Y 

MARC 109 Glass Cleaner Mid-American Research Chemical Corp Hallways/Restrooms/Classrooms/Office Y 

MARC 50 Bowl Cleaner Mild Mid-American Research Chemical Corp Restrooms Y 

Concentrated Window Cleaner Spartan Hallways/Restrooms/Classrooms/Office 
Gym/Auditorium 

Y 

Mild Acid Bowl Cleaner Afflink, LLC Restrooms Y 

Expo Whiteboard Cleaner Newell-Rubermaid Classrooms Y 

Chewing Gum Remover Afflink-LLC Hallways/Restrooms/Classrooms/Office 
Gym/Auditorium 

Y 

Generation IV G4 Stainless Steel  
Maintenance 

Empire paper Co. Hallways/Restrooms/ 
Office/Auditorium/Gym 

Y 

Reliance Germicidal Bleach Sysco Corp Restrooms Y 

Fabuloso All Purpose Cleaner Colgate-Palmolive Restrooms/Classrooms/ Y 

Zynolyte Spray Paint (Aersol) Aervoe Industries Offices/Auditorium/Gym Y 

Great Value Disinfecting Wipes 
(Lemon/Fresh) 

Walmart Distributions Hallways/Restrooms/Classrooms/Office Y 

All Purpose Joint Compound Wel-Cote Hallways/Restrooms/Classrooms/Office 
Auditorium/Gym 

Y 

Val oil Floor Paint (White) Valspar Gym Y 

Color Place Interior Latex Semi-Gloss 
Paint 

Masterchem Industries Hallways/Restrooms/Classrooms/Office 
Gym/Auditorium 

Y 

GermX Sanitizer Vi-Jon Incorp. Classrooms/Office Y 

Lysol Disinfection Wipes Reckitt Benckiser Hallways/Restrooms/Classrooms/Office Y 

Lemon Fresh Clorox Wipes Clorox Company Hallways/Restrooms/Classrooms/Office Y 

MARC 311 Power Cidal R-T-U Mid-American Research Classrooms/Hallways/Office/Gym 
Auditorium/Restrooms 

Y 

Misty Chalkboard Cleaner Amrep,Inc. Classrooms Y 

    

    

 
 
Safety Data Sheets (SDS) 
These sheets provide detailed information on each hazardous chemical, including its potentially hazardous effects, 
its physical and chemical characteristics and recommendations for appropriate protective measures. 

The Program Administrator obtains the necessary SDS for all hazardous materials. SDS are kept in the principal’s 
office and are available to all employees on all shifts who wish to review them or need them for emergency 
information. 
Employees who require emergency medical treatment after exposure to a chemical should take a copy of the SDS to 
the medical facility.  

Container Labeling 
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The chemical manufacturer, importer or supplier is responsible for labeling the chemical containers received by MPS. 

Employees receiving chemical shipments are responsible for ensuring the chemical containers are labeled. If the chemical 

containers are not labeled or if the label is damaged, contact the Program Administrator. The Program Administrator is 

responsible for reviewing the receiving process and confirming the proper labels are on all chemical containers. 

Chemicals transferred to secondary containers in the workplace must also be appropriately labeled.  

 
The procedures for proper labeling of all containers are as follows: 

 Inspect incoming containers to ensure they have legible labels 

 Manufacturer chemical labels should never be removed or defaced until the chemical is completely 
used; Empty containers that are saved for reuse must have the original label removed or marked out 
and obliterated; Empty containers that are used for waste or chemical products must have a new label 
affixed or have the information written directly on the container 

 Secondary containers must be labeled with the chemical name and hazard when the substance is 
transferred from the primary container to a secondary container 

 All chemical storage areas such as cabinets, shelves and refrigerators must be labeled to identify the 
hazardous nature of the chemicals stored within the area (e.g., flammables, corrosives, oxidizers, etc.). 
All signs should be legible and conspicuously placed 

 
MPS will use labels identical to those supplied by the manufacturer, importer or supplier for all secondary 
containers used. No containers or chemicals will be used if not properly labeled. If there is a question about 
the accuracy of the label or if a container is not labeled, contact the Program Administrator immediately. (See 
label example in Appendix A) 
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Employee Training 
MPS provides employees with information on any operations in their work area(s) where hazardous chemicals 
are present, the location of the written Hazard Communication Program, chemical listings and the location of 
SDS. Training will be provided on the job and in a classroom setting prior to first exposure to a hazardous 
material, and will cover the specific chemicals the employee is exposed to and their associated hazards. 
Chemical-specific information will always be available through labels and SDS. Attendance at all training is 
mandatory. Refresher training will be conducted at least annually.  

Employee training will cover the following items: 

 Any operation in their work area(s) where hazardous chemicals are present 

 The location and availability of the written Hazard Communication Program, including the required list(s) of 
hazardous chemicals, labels and SDS  

 Methods and observations that may be used to detect the presence or release of a hazardous chemical in the 
work area(s) (such as monitoring conducted by the employer, continuous monitoring devices, visual appearance 
or odor of hazardous chemicals when being released, etc.) 

 Describe the labeling system, including the labels with the signal words, hazard statements, precautionary 
statements and pictograms. (example label found in Appendix A) 

 The physical and health hazards of the chemicals in the work area(s) and where this information can be found on 
the chemical label and SDS 

 The measures employees should take to protect themselves from these hazards, including specific procedures 
the employer has implemented to protect employees from exposure to hazardous chemicals, such as 
appropriate work practices, emergency procedures and personal protective equipment to be used  

 The details of the Hazard Communication Program, including an explanation of the SDS, and how employees can 
obtain and use the hazard information 

 The periodic requirement for employees to perform non-routine tasks that may involve hazardous materials and 
the information given to them before starting work by their supervisor regarding the potential exposure hazards 

Training will also be provided on an as-needed basis when new hazards are introduced into the workplace, when new 
hazards are discovered, and/or when new information on a SDS has been revised. All training will be documented on the 
employee training form (Appendix B) and retained by the Program Administrator.  

Periodic Program Review 

All hazard communication procedures and training are reviewed by the Program Administrator annually.  
Annual inspections are documented with the form shown in Appendix Cand maintained by the Program 
Administrator. 

Outside Contractors 
Subcontractors working on our property or job site are required to bring copies of SDS for all hazardous materials 
they are bringing on the site. These will be kept in principal’s office so the information is accessible to all 
employees. Each subcontractor must bring its specific Hazard Communication Program and SDS in a binder 
labeled with the contractor's name and identified as a Hazard Communication Program. Upon leaving the jobsite 
and the removal of all hazardous materials, they may take their SDS and Hazard Communication Program with 
them.  
 
Contractors working on the company's property or job site will be informed of the MPS written Hazard 
Communication Program and where to locate SDS. It will be the responsibility of that employer to properly train 
his or her employees on the avoidance and/or emergency procedures for these materials.  
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Record Retention 

All hazard communication training and program review records will be retained for ten years. 
All SDS will be archived and retained indefinitely.  

 
Revision History 
<Revision 1 –April, 2014> 



74 

Appendix A – Label Example 

 



 

 

Appendix B – Employee Training Record 
The following individuals received training on this MPS Hazard Communication Program. 
 

Print Name Sign Name Date 

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

 
 
 

Print Instructor’s Name  

Instructor’s Signature  

Instructor’s Title  

Date of Training  
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Appendix C – Annual Evaluation Report 
Date of Evaluation: Evaluated by (list all present): 

Written Program Reviewed:        Yes       No 

Comments on Written Program: 

The following specific chemical handling procedures have been reviewed: 

The following specific chemical handling procedures were modified: 

The following specific chemical handling procedures were added: 

A review of the chemical inventory was made:    Yes      No 
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Hearing Conservation 
1. PURPOSE 

It is the policy of Madill Public Schools to provide all employees with a safe and healthful work environment 

and to assure that the hearing of all employees is properly protected. The hearing conservation program is the 

joint responsibility of management and employees. 

2. SCOPE 

This policy applies to all MPS employees. 

3. REFERENCES 

The OSHA required components of an Occupational Hearing Conservation Program include: 

I. Exposure Monitoring 

II Audiometric Testing and Evaluation 

III Hearing Protection 

IV Employee Training 

V Record-keeping 

VI Posting of the standard for Occupational Noise Exposure (29 CFR 1910.95) in a central 

location. 

4. DEFINITIONS 

N/A 

5. PROCESS FLOW CHART 

N/A 

6. PROCEDURAL REQUIREMENT 

6.1 RESPONSIBILITIES 

6.1.1 MANAGEMENT 

Responsibilities include ensuring that: 

6.1.1.1 All employees are covered in the district’s hearing conservation program 

6.1.1.2 Personnel and physical resources are committed to all the program elements 

6.1.1.3 Supervisors and employees are aware of required hearing protection areas/jobs 

6.1.1.4 Hearing protection devices are available, properly fitted, and dispensed to employees 

6.1.1.5 A personal example is set by management wearing hearing protection when in hearing 

protection areas 

6.1.2 SUPERVISORS 

Responsibilities include ensuring that: 

6.1.2.1 A personal example is set by wearing hearing protection in hearing protection areas 

6.1.2.2 Hearing protection is enforced in required areas by appropriate discipline 

6.1.2.3 Hearing protection is available on all shifts. 

6.1.2.4 Employees complaining of hearing protection discomfort are referred to the District 

Safety Coordinator for further evaluation. 

6.1.2.5 Employees are made available for hearing tests and hearing conservation training 

 

6.1.3 EMPLOYEES 

6.1.3.1 Understand the purpose of the Hearing Conservation Program policy and disciplinary 

action for non-compliance. 

6.1.3.2 Use hearing protection as required / needed at work. 

6.2 EXPOSURE MONITORING 
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The hearing conservation amendment requires employers to monitor noise exposure levels in a manner that will 

accurately identify employees who are exposed to noise at or above 85 decibels ( db ) averaged over eight 

working hours, called an 8-hour time-weighted average ( TWA ). Exposure monitoring shall be done: 

 Initially to determine noise levels 

 When there are significant changes in machinery, production, or every 2 years 

Any interested employee may observe the exposure monitoring testing. Results shall be posted upon completion 

of any exposure monitoring. 

Only calibrated instruments shall be used for exposure level monitoring. 

6.2.1 AREAS OF MANDATORY HEARING PROTECTION 

Hearing protection is required upon enteringhearing protection areas/jobs. These areas are clearly delineated on 

the Hearing Protection Area Map HPAM-2. This map shall be updated as any changes are made. 

The Hearing Protection Area Map shall be posted in conspicuous areas in the facility. 

6.2.2 EXPOSURE MONITORING REMINDERS 

 Was sound level equipment properly calibrated? 

 Was monitoring done in all areas where high noise levels are suspected? 

 Were personal dosimeters used when there were variable noise exposures? 

 Could workers observe monitoring and receive monitoring results? 

 Are areas identified where employees are to be included in the hearing conservation program? 

6.3 AUDIOMETRIC TESTING AND EVALUATION 

MPS requires annual audiometric testing of all employeeswho are exposed to noise at or above 85 decibels ( db 

) averaged over eight working hours, called an 8-hour time-weighted average ( TWA ). This testing is provided 

at no cost to the employee. 

Testing shall be performed by a licensed or certified Audiologist, Otolaryngologist, or by a technician who is 

certified by the Council of Accreditation in Occupational Hearing Conservation. 

The testing results shall be evaluated for deviations from the baseline to determine if referral is indicated. 

6.3.1 BASELINE / ANNUAL TESTING 

 Baseline audiograms must be provided within 6 months of first exposure or 1 year if a mobile van is 

used. 

 Baseline (initial) audiograms must be preceded by 14 hours without exposure to workplace noise or 

hearing protection must be worn to avoid workplace noise 

 Workers should avoid non-work related noise during the 14 hours 

 Annual audiograms do not require notification of or need to avoid noise preceding the audiometric 

test 

 Testing into the work-shift for annual tests is acceptable. 

MPS has selected the following contractor to perform required audiometric testing: The contractor shall provide 

evidence of calibration upon request. 

TBD 

 

6.3.2 PROCEDURE:  

The testing vendor will be contacted in March of each year to set May schedule. 

6.3.2.1 Employees are scheduled through District Safety Coordinator and appointment times 

and dates given. 

6.3.2.2 Notice sent out to Supervisors and employees 2 weeks in advance of scheduled tests. 

6.3.2.3 A reminder will be sent to supervisors 2-3 days before tests are conducted. 

6.3.3 RESULTS 

Test results are reviewed by an audiologist and a report is distributed detailing test results. 

Employees showing Standard Threshold Shift (STS) changes are notified and re-tested to confirm results. 
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6.3.4 BASELINE TESTING 

Baseline testing is performed by the regular hearing test contractor or: 

6.3.5 PROCEDURE: 

Each March a list of all eligible current employees are obtained from  

District Safety Coordinator and those individuals are scheduled per department for hearing tests to be done 

during their working hours. 

6.3.5.1 Evaluation of Audiograms 

The annual test must be compared with the baseline. If a Standard Threshold Shift (STS) occurs, a retest may be 

completed within 30 days and used as the new test. 

 

6.3.6 Standard Threshold Shift 

An average shift (loss) in either ear of 10 dB or more at 2000, 3000, and 4000 Hz. 

To calculate the average, determine the loss at each frequency, add the 3 frequencies together and divide by 3.  

If a STS is confirmed by retest, the contracted testing facility will: 

6.3.6.1 Inform the employee in writing within 21 days of receiving the results 

6.3.6.2 Fit or refit and train or retrain the worker in hearing protector use and care 

6.3.6.3 Determine whether the audiogram will become the new baseline 

6.3.6.4 Notify District Safety Coordinator to refer the worker for evaluation if hearing 

protectors are causing a medical disorder 

The baseline may be revised when a STS is confirmed or when the hearing threshold improves. 

6.3.7 AUDIOMETRIC TESTING REMINDERS 

 Do you maintain a notebook or file that contains certificates of calibration for your audiometer? 

 Is there annual documentation that the booth meets noise requirements? 

 Are there functional check (biological) records for every test day? 

 Is there a current CAOHC (or other) certificate of training on file? 

 Is testing performed and results compared annually to determine if a STS has occurred? 

 Are STS cases re-tested within 30 days? 

 Are employees notified in writing of test results within 21 days? 

 Is an District Test Coordinator  in charge of the program and reviewing all STS occurrences to 

determine if referral is necessary? 

6.4 HEARING PROTECTION 

6.4.1 Hearing protectors will be provided to all employees at no cost. 

6.4.2 Hearing protectors must be worn by all employees when in a Hearing Protection Area. 

6.4.3 MPS shall provide training in the use and care of all hearing protectors. 

6.4.4 MPS shall ensure proper initial fitting and supervise the correct use of all hearing protectors 

6.4.6 HEARING PROTECTOR REMINDERS 

 Is Hearing Protection Devices available to all workers exposed to an 8-hour TWA/85dB? 

 Is HPD offered at no cost & is employee trained in its use, care & fit? 

 Does the HPD provide adequate protection for the environment? 

 Is a compliance policy in force?  

6.4.7 EMPLOYEE TRAINING 

Training, or employee education, will be provided annually to all employees. Training is designed to teach the 

importance of hearing protection, and the importance of using hearing protection both on and off the job. 

Training shall include: 

6.4.7.1 Effects of noise on hearing 

6.4.7.2 Purposes, advantages, disadvantages, and effectiveness of hearing protectors 
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6.4.7.3 Selections, fit, and care of hearing protectors 

6.4.7.4 Purpose and procedure of audiometric testing 

6.4.7.5 Access to information and training materials 

Training shall be conducted initially during general orientation, then annually. 

The initial orientation shall be done by District Safety Coordinator and shall cover the following:: 

6.4.7.6 Areas of required hearing protection 

6.4.7.7 Types of hearing protection available 

6.4.7.8 Proper care and use of hearing protection. 

This initial training will be documented on the Employee Acknowledgement Form EAF-1. This record shall 

be filed and retained. The annual training is conducted at in-service meetings. This training includes a 

reorientation of the MPS Hearing Conservation Program and is documented on the Employee Safety Meeting 

Agenda.This record shall be filed and retained in accordance with the safety coordinator. 

 

6.5 RECORDKEEPING 

MPS shall maintain a record of the following: 

6.5.1 STS counseling 

6.5.2 Noise exposure measurements 

6.5.3 Audiometric test results 

6.5.4 Calibration of audiometers and booth sound levels; technician-training credentials should be 

archived in case of a future claim 

6.5.5 Annual training records 

Records may be requested by current workers, former workers, or their representatives. All records associated 

with this procedure shall be filed and retained per the safety coordinator. 

 

OSHA FORM 300 - Record all shifts of an average of 10 dB or greater (at 2000, 3000, and 4000 Hz) from the 

initial baseline as occupational hearing loss in Column 7f of form 300 within six days of determination. 

Audiometric test records will contain the following: 

6.5.5.1 Employees name, job classification, last noise exposure, and date of audiogram 

6.5.5.2 Technicians name 

6.5.5.3 Date of last acoustic or exhaustive calibration 

6.5.5.4 Background noise levels in test room 

6.5.5.5 Audiometer make, model, and serial number 

6.5.6 RECORDKEEPING CHECKLIST 

 Are audiometric test results maintained for employment plus 30 years? 

 Are noise exposure measurements maintained for at least two years? 

 Do audiometric records contain OSHA-required information? 

 Are sound booth and audiometer calibration records maintained? 

 Are employee education and training records retained? 

 Are hearing protector types and sizes documented? 

 Are copies of audiometric technician’s training or certification preserved? 

 Are employee follow-up and referral actions documented? 

 Is a copy of the hearing conservation amendment (noise standard) posted? 

7. EXHIBITS 

N/A 

8. FORMS 
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Respiratory Protection  
 

1. PURPOSE 

This document presents the elements of Madill Public School’s Respiratory Protection Program that 
complies with OSHA regulation 29 CFR 1910.134. 

2. SCOPE 

This policy applies to all MPS’s employees. 

3. REFERENCES 

CFR-29-§1910-134 

Facility Responsibility Assignments  (RFRA-2) 

Respirator- Certified Users List (RCU-2) 

Respirator Selection Summary Form (RSS-2) 

Respirator Filter and Cartridge Replacement Schedule (RCRS-2) 

 Respirator Medical Evaluation Questionnaire (RMEQ-2) 

Respiratory Medical Evaluation Form (RME-2) 

Medical Questionnaire Evaluation (MEQ-1) 

Physical Examination for Respirator Use (PERU-1) 

Respiratory Information Standard – Appendix D (RISAD-2) 

Respirator Fit Test Record (RFTR-2) 

 

4. DEFINITIONS 

Air-Purifying Respirator – A respirator in which ambient air is passed through an 
air-purifying element that removes the contaminant(s).  Air is passed through the 
air-purifying element by means of the breathing action or by a blower. 

Approved Respirators - Respirators that are evaluated and listed as permissible by the 
National Institute for Occupational Safety and Health (NIOSH), the Mine Safety and 
Health Administration (MSHA), or the Bureau of Mines (BM). 

Assigned Protection Factor - The expected workplace level of respiratory protection that 
would be provided by a properly functioning respirator or a class of respirators to 
properly fitted and trained users.  These are assigned by NIOSH. 

Canister/Cartridge - A container with a filter, sorbent, catalyst, or combination of these 
items that removes specific contaminants from the air passed through the container 

Contaminant - A harmful, irritating, or nuisance airborne material 

Disposable Respirator - A respirator for which maintenance is not intended and that is 
designed to be discarded after excessive resistance, sorbent exhaustion, physical 
damage, or end-of-service-life renders it unsuitable for use.  Examples of this type of 
respirator are the 3M 8210 Dust/Mist Respirators. 

Dust - An aerosol consisting of mechanically produced solid particles derived from the 
breaking up of larger particles.  Dusts generally have a larger particle size when 
compared to fumes. 
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Filter - A component used in respirators to remove solid or liquid aerosols from the 
inspired air. 

Fit Test - The use of a challenge agent to evaluate the seal of a respirator on an 
individual. 

Fume - Solid aerosols formed by physiochemical reactions such as combustion, 
sublimation, or distillation. 

Gas - A fluid that has neither independent shape nor volume and tends to expand indefinitely Hazardous 
Atmosphere: An atmosphere that contains a contaminant(s) in excess of the exposure limit or that is 
oxygen deficient. 

Grade D Breathing Air - The minimum acceptable air quality according to the requirements of Compressed 
Gas Association commodity specification. Grade D air contains 19.5 - 23.5% oxygen, less than 10 PPM 
carbon monoxide, less than 1,000 PPM carbon dioxide and less than 5 mg/m3 condensed hydrocarbon. 

Immediately Dangerous to Life or Health (IDLH) - A condition that poses a threat of exposure of airborne 
contaminants when that exposure is likely to cause death or immediate or delayed permanent adverse 
health effects or prevent escape from such an environment. 

Mist - An aerosol produced by the disintegration of liquid or condensation of vapor. 

Negative-Pressure Respirator - A respirator in which the air pressure inside the respiratory inlet covering is 
negative during inhalation with respect to the ambient air pressure. 

Permissible Exposure Limit (PEL) - The maximum allowable concentration of a contaminant in the air to 
which an individual may be exposed.  Occupational Health and Safety Administration (OSHA) promulgate 
PELs.  These may be time-weighted averages, (TWA), short-term exposure limits (STEL), or ceiling limits. 

Poor Warning Properties - A substance whose odor, taste, and irritation effect are  not detectable or not 
persistent at concentrations at or below the exposure limit  

Positive-Pressure Respirator - A respirator in which the pressure inside the respiratory inlet covering is 
normally positive with respect to ambient air pressure. 

Qualitative Fit Test - A pass/fail fit test that relies on the subject's sensory response to detect the 
challenge agent. 

Quantitative Fit Test - A procedure that measures the concentration of a test agent inside and outside the 
face piece of a respirator using a probe, sampling line, and analytical equipment. 

Respirator - A personal device designed to protect the wearer from inhalation of hazardous contaminants 
from the atmosphere. 

Seal Check - A test conducted by the wearer every time the respirator is donned or adjusted to determine 
if the respirator is properly sealed to the face.  Also called fit check. 

Self-Contained Breathing Apparatus (SCBA) - An atmosphere-supplying respirator in which the supplied 
gas source is designed to be carried by the wearer. 

Vapor - The gaseous phase of matter that normally exists in a liquid or solid state at room temperature. 

5. PROCESS FLOW CHART 

N/A 

6. PROCEDURAL REQUIREMENTS 

NOTE:  If you cannot comply with this document contact your Supervisor/Manager 

6.1 Respiratory Protection Program 
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6.1.1 MPS will provide its employees, free of charge, appropriate respiratory protection and 
training in its use.  Employees are expected without exception to use respiratory protection 
as directed. 

6.1.2 Engineering/Administrative controls will be used, where feasible, to reduce the exposure 
levels below OSHA exposure limits.  Until engineering/administrative controls are in place, 
respiratory protection shall be worn.  If the exposure level is below the limits, the employee 
can choose to wear respiratory protection for personal comfort reasons. 

6.1.3 No individual may work in a situation for which a respirator is required until he or she has 
been medically approved and trained to wear or use the appropriate respirator. 

6.1.4 The Respiratory Protection Program will be maintained by the District Safety Coordinator, 
who will also serve as the program coordinator. Any suggestions for improvement should be 
directed to the program coordinator.   All program responsibilities are listed in Facility 
Responsibility Assignments – Form 1 (RFRA-2). 

6.2 Assessment of Hazards 

6.2.1 Through a PPE hazard assessment, the need for respirators has been investigated.  By 
evaluating the chemicals and their uses, a determination of which activities require the use 
of respirators has been made.  Any activities requiring respirators to be worn or those 
activities where respirators are not required but are used on a voluntary basis ("for comfort 
only") have been assessed by reviewing objective exposure data and qualitative chemical 
exposure assessments/or results of air monitoring obtained by sampling the air in the 
employee’s work area or breathing zone. 

6.2.2 If respirators are required to reduce an exposure below the PEL, a feasibility study is 
conducted to determine if engineering/administrative controls are feasible. If the controls 
are feasible, the engineering controls will be implemented. Respirators will be used while the 
study is conducted and the engineering controls are being implemented.  The use of 
respirators is a last resort to protect employees. 

6.2.3 Respirators are selected based on the results from the chemical exposure assessment and 
they are distributed on an individual basis.  Employees must be on the current Respirator – 
Certified Users List, Form 2  (RCU-2) before a respirator can be issued to them.  Only 
individuals who have been medically approved for respirator use and have been fit tested 
will be certified and placed on this list. 

6.2.4 Tasks which require the use of respirators are listed on the Respirator Selection Summary 
Form – Form 3 (RSS-2). 

6.3 Respirators 

6.3.1 Types of Respirators used are provided in 6.3.2. 

6.3.2 Uses of Respirators 

6.3.2.1 The following respirators and Combination Cartridge respirators shall be used: 

a. Air Purifying Respirator, full face piece (Survivair brand). 

b. Dust Masks (Voluntary Use) 3M Model# 8210 plus/8210/07048/8110S Particulate 
Respirator.  See Section 6.6 Voluntary Use of Respirators for a description of the 
administration of these respirators at the Denison facility. 

6.3.2.2 The following Combination Cartridge respirators shall be used: 

a. To be Determined 

6.3.3 Location of Respirators 
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6.3.3.1 Respirators are issued individually to employees by their supervisor.  Employees are 
responsible for properly, cleaning, respirators.  Spare parts and replacement respirators are 
maintained by the area supervisor.  

6.3.4 Respirator Cartridge Replacement 

6.3.4.1 All respirator cartridges shall be replaced in accordance with the Respirator Filter and 
Cartridge Replacement Schedule Form 4 (RCRS-2). 

6.4 Health Evaluations 

6.4.1 General.  MPS will provide a medical evaluation to determine the employee’s ability to use a 
respirator, before the employee is fit tested or required to use the respirator in the 
workplace.   

6.4.2 Medical evaluation procedures.  MPS has selected a physician and a licensed health care 
professional (PLHCP) to perform medical evaluations using the Respirator Medical 
Evaluation Questionnaire, Form 5 (RMEQ-2).  The medical questionnaire is derived from the 
1910.134 Appendix C OSHA Respirator Medical Evaluation Questionnaire.   

6.4.3 Follow-up medical examination.  MPS will insure that a follow-up medical examination is 
provided for any employee who gives a positive response to any question among questions 1 
through 8 in Section 2, Part A, of the medical questionnaire.  The follow-up medical 
examination shall include any medical tests, consultations, or diagnostic procedures that the 
PLHCP deems necessary to make a final determination.   

6.4.4 Administration of the medical questionnaire.  The medical questionnaire is administered 
confidentially by a PLHCP at the medical clinic during the employee’s work hours or at a 
convenient time for the employee if their work shift does not occur during the office hours of 
the clinic.  The medical questionnaire and the results are evaluated by the selected physician.  
The employees are provided the opportunity to discuss the questionnaire and examination 
results with the PLCHP.  The physician meets with each employee to discuss and review the 
results of the questionnaire or any medical examination. 

6.4.5 Supplemental information for the PLCHP.  A Respiratory Medical Evaluation Form 6 (RMEF3-
2) is provided to the PLCHP for each employee that is being evaluated.  This form contains 
the type and weight of the respirator being worn by the employee, the duration and 
frequency of respirator use, and other pertinent information. 

6.4.6 Medical determination.The physician is required to provide MPS a written determination 
concerning the employee’s ability to use a respirator.  This determination is made on the 
Medical Questionnaire Evaluation Form 7 (MEQ-1).  This form provides information on the 
employee’s medical ability to wear a respirator or if the employee needs a physical exam to 
make the determination.  If an employee is required to undergo a physical examination, the 
physician reports the results of the physical exam on the Physical Examination For 
Respirator Use Form 8 (PERU-1).  This form contains only information listing the type of 
examinations made and whether the employee is approved for respirator use or not.  

6.4.7 Additional Medical Evaluations.  At a minimum, MPS will provide additional medical 
evaluations that comply with the requirements of this section if: 

6.4.7.1 An employee reports medical signs or symptoms that are related to ability to use a 
respirator, 

6.4.7.2 A PLHCP, supervisor, or the respirator program administrator informs MPS that an 
employee needs to be reevaluated, 

6.4.7.3 Information from the respiratory protection program, including observations made during 
fit testing and program evaluation, indicates a need for employee reevaluation, or 
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6.4.7.4 A change occurs in workplace conditions (i.e., physical work effort, protective clothing, 
temperature) that may result in a substantial increase in physiological burden placed on an 
employee. 

6.5 Training 

6.5.1 Training is given annually regarding the Respiratory Protection Program. The program 
coordinator is responsible for the training of all employees at MPS. 

6.5.1.1 Respirator wearer training for personnel wearing respirators shall include as a minimum: 

1. The need for respiratory protection. 
2. The nature, extent, and effects of respiratory hazards in the workplace. 
3. The need to inform their supervisor of any problems experienced by them or their 

coworkers. 
4. An explanation of the operation, capabilities, and limitations of the respirator selected. 
5. Instruction for inspecting and donning the respirator.  This includes a requirement that a 

fit check shall be conducted each time the respirator is donned or adjusted. 
6. Successful completion of a fit test. 
7. An explanation of how to maintain and store the respirator or proper disposal for single-

use type. 
8. Regulations concerning respirator use. 

6.5.1.2 Supervisors (of employees required or using respirators) shall be trained in: 

1. Basic respiratory protection practices; 
2. Nature and extent of respiratory hazards to which persons under his/her supervision 

may be exposed; 
3. Recognition and resolution of respirator use problems; 
4. Principles and criteria for selecting respirators; 
5. Training of respirator wearers; 
6. Fitting and issuance of respirators; 
7. Inspection of respirators; 
8. Use of respirators, including monitoring of use; 
9. Maintenance and storage of respirators; 
10. Regulations concerning respirator use. 

6.5.1.3 All other employee (who do not wear respirators) shall be trained in: 

1. The basis of MPS’s respirator program 
2. Only authorized employees can wear a respirator. 

6.5.1.4 Contract Coordinators shall be notified of the following: 

1. The respiratory protection requirements; 
2. The facial hair policy; and  
3. The facility will audit contractors for full compliance. 

6.5.2 Training Records:  For each employee, records shall be maintained that provide the date and 
type of training received, performance results (as appropriate), and the instructor's name.   

6.6 Voluntary Use of Respirators 

6.6.1 Employees can “voluntarily” wear a respirator that is not required by the OSHA Respiratory 
Protection Standard or by the district’s written Respiratory Protection Program.  The use of 
voluntary use of respirators must be approved by the program coordinator.  These 
employees shall be provided with the information contained in 1910.134, Respiratory 
Information Standard Appendix D, Form 9 RISAD-2.  Employees who voluntarily use 
respirators shall be medically approved to use a respirator and shall clean, store, and 
maintain their respirators so that its use does not present a health hazard to the user.   
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6.6.2 Employees who use dust masks for comfort or personal preferences are not covered by this 
written program and therefore are not required to be medically approved. 

6.7 Respirator Fit Testing 

6.7.1 When employees are assigned to perform an activity for which a respirator must be worn, 
the employees must pass a fit test before he/she is allowed to wear the respirator.  Fit 
testing is assessed by qualitative or quantitative methods, utilizing the documentation 
specified in the Respirator Fit Test Record Form 10 (RFIR-2).  Employees' fit test results are 
recorded kept in the administration office.  These records are retained for as long as the fit 
test results are applicable.  A respirator fit test must be performed annually. 

6.7.2 Employees are prohibited from wearing any type of  face-sealing respirator if anything comes 
between the respirator face piece and the sealing area on the employee's face, such as: 

6.7.2.1 Facial hair (a stubble, beard, mustache, or long side burns). 

6.7.2.2 A head cover protruding under respirator face piece. 

6.7.2.3 Temple bars on glasses. 

6.7.3 An employee must be refitted after experiencing changes that may alter the shape of the 
face and/or the fit of the respirator.  These changes include: 

6.7.3.1 Significant scarring in the respirator sealing area on the employee's face. 

6.7.3.2 Cosmetic surgery. 

6.7.3.3 Significant dental changes. 

6.7.3.4 A change in body weight of 20 pounds or more. 

6.7.3.5 Assignment of different size or model respirator. 

NOTE: (It is the responsibility of the employee to make arrangements with the program coordinator for a 
retest when he or she notices any of these changes.) 

 

6.7.4 No unauthorized modifications are to be made to respirators. 

6.8 Inspect, Clean, Maintain, Repair, and Storage of Respirators 

6.8.1 Inspection 

6.8.1.1 Each respirator must be inspected following the manufacturer’s specified procedures to 
verify the integrity and function of all respirator components.  At a minimum, the 
inspection must include a check of the tightness of connections and condition of the face 
piece, headbands, valves, connecting tube, and cartridges/canisters.  Rubber or elastic 
parts must be inspected for pliability and signs of deterioration. 

6.8.1.2 Respirators must be inspected before each use and during cleaning after each use by the 
employee. 

6.8.2 Cleaning 

6.8.2.1 Respirators must be cleaned after each day's use, or more often if necessary. 

6.8.2.2 Respirators must be cleaned according to the manufacturer's instructions.  If the cleaning 
solution does not contain a disinfectant, the respirator must be immersed for two minutes 
in a disinfecting solution such as hypochlorite solution (50 PPM chlorine, made by diluting 
one milliliter of laundry bleach to one liter of water at room temperature) or aqueous 
solutions of iodine (50 PPM, made by dissolving 0.8 milliliter tincture of iodine to one liter 
of water at room temperature). 

6.8.3 Maintenance and Repair 
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6.8.3.1 Any respirator maintenance/repair other than replacement of exhalation valves, straps, 
and cartridges/canisters is performed by the program coordinator. 

6.8.4 Storage 

6.8.4.1 Respirators must be protected against dust, sunlight, extreme temperatures, excessive 
moisture, and damaging chemicals. 

6.8.4.2 Respirators must be stored so that the face piece and exhalation valve rest in a normal 
position to prevent damage to the function and shape of the respirator. 

6.8.4.3 Respirators must not be stored in multipurpose storage areas/lockers unless the respirator 
is placed in a carrying case/carton or positioned to prevent it from being crushed or 
deformed. 

6.8.4.4 All disposable respirators/dust masks are to be disposed of as a solid waste at the end of 
each day's use. 

6.9 Respirator Use Procedures 

6.9.1 Respirators will be used in accordance with the manufacturer’s recommendations. 

6.10 Positive and Negative-Pressure Seal Checks for Air Purifying Respirators 

6.10.1 Positive Pressure Seal Check 

6.10.1.1 Close the exhalation valve and exhale gently into the face piece.  The face fit is 
considered satisfactory if a slight positive pressure can be built up inside the face piece 
without any evidence of outward leakage of air at the seal.  For most respirators, this 
method of leak testing requires the wearer to first remove the exhalation valve cover then 
carefully replace it after testing. 

6.10.2 Negative-Pressure Seal Check 

6.10.2.1 Close the inlet opening of the canisters or cartridges by covering with the palm of the 
hands.  Inhale gently.  If the face piece remains in its slightly collapsed condition and no 
inward leakage of air is detected, the fit of the respirator is considered satisfactory. 

6.11 Contractors 

6.11.1 Contractors whose work may involve respiratory protection must be informed of the 
respiratory hazards in the facility and the requirements of the facility’s Respiratory 
Protection Program.  Contractors are required to provide and use respiratory protection for 
their employees in those situations where it is required.  Any contractor that is required to, 
or chooses to, wear a respirator for any reason will not be allowed to have facial hair that 
comes in contact with the seal of the respirator.  Otherwise, contract employees with facial 
hair must evacuate the area during any emergency requiring a respirator. 

6.11.2 The Contract Coordinator is responsible for enforcing the respirator protection 
requirements and assuring the contractor is in full compliance with the Respiratory 
Protection Program and other OSHA Programs.  The contract coordinator will obtain 
documented proof that the contractor has met the training requirements and has the 
appropriate respirator equipment necessary for the work to be performed.  The contract 
coordinator should conduct periodic audits of contractor personnel to assure their 
compliance with the policy. 

6.12 Program Audit 

6.12.1 The facility Respiratory Protection Program will be audited at least once a year to 
determine its effectiveness.  The program coordinator is responsible for ensuring this annual 
audit is performed.  The annual audit shall be conducted utilizing the Respirator Program 
Annual Review Form 11 (RFTR-2). 
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7. EXHIBITS 

N/A 

8. FORMS 

Facility Responsibility Assignments  (RFRA-2) 

Respirator- Certified Users List (RCU-2) 

Respirator Selection Summary Form (RSS-2) 

Respirator Filter and Cartridge Replacement Schedule (RCRS-2) 

 Respirator Medical Evaluation Questionnaire (RMEQ-2) 

Respiratory Medical Evaluation Form (RME-2) 

Medical Questionnaire Evaluation (MEQ-1) 

Physical Examination for Respirator Use (PERU-1) 

Respiratory Information Standard – Appendix D (RISAD-2) 

Respirator Fit Test Record (RFTR-2) 
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    Form 1 

 

Facility Responsibility Assignments 

 

 

RESPONSIBILITY JOB TITLE 

Program Coordinator  

Program Maintainence  

Health Evaluation Questionnaire Administrator  

Records Maintainence  

Health Reevaluation  

Training  

Respirator Inspection  

Evaluate facility for actual or potential 

respiratory hazards 

 

Develop procedures for the use of respirators 

in routine and emergency situations 

 

Provide Fit Testing and Training  

Breathing Air Sampling Records Maintain  

Contractor Information  

Annual program Audit  

Unscheduled Inspection  
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Form 2 

 

Respirator – Certified Users List 
 
 

NAME DEPT JOB TITLE 
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Form 3 

Respirator Selection Summary Form 
 

INSTRUCTIONS:  Use this form to record the respirators selected for each work area or 
operation. 

LOCATION OPERATION RESPIRATOR USE 
CONTAMINAN

TS 
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Form 4 

 

RESPIRATOR FILTER AND CARTRIDGE REPLACEMENT 
SCHEDULE 

 
 

LOCATION AND/OR JOB 
FUNCTION 

 
RESPIRATOR TYPE 

 
FREQUENCY OF 
REPLACEMENT 
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Form 5 

Appendix C to Sec. 1910.134: OSHA Respirator Medical Evaluation Questionnaire (Mandatory) 

To the employer: Answers to questions in Section 1, and to question 9 in Section 2 of Part A, do not require a 
medical examination.  

To the employee:  

Can you read (circle one): Yes   /   No  

Your employer must allow you to answer this questionnaire during normal working hours, or at a time and place 
that is convenient to you. To maintain your confidentiality, your employer or supervisor must not look at or 
review your answers, and your employer must tell you how to deliver or send this questionnaire to the health 
care professional who will review it.  

Part A. Section 1. (Mandatory) The following information must be provided by every employee who has been 
selected to use any type of respirator (please print).  
1. Today's date:_______________________________________________________  

2. Your name:__________________________________________________________  

3. Your age (to nearest year):_________________________________________  

4. Sex (circle one): Male   /   Female  

5. Your height: __________ ft. __________ in.  

6. Your weight: ____________ lbs.  

7. Your job title:_____________________________________________________  

8. A phone number where you can be reached by the health care professional who reviews this questionnaire 
(include the Area Code): ______________________________________ 

9. The best time to phone you at this number: ________________  

10. Has your employer told you how to contact the health care professional who will review this questionnaire 
(circle one): Yes   /   No  

11. Check the type of respirator you will use (you can check more than one category): 
a. ______ N, R, or P disposable respirator (filter-mask, non- cartridge type only). 
b. ______ Other type (for example, half- or full-facepiece type, powered-air purifying, supplied-air, self-contained 
breathing apparatus). 

12. Have you worn a respirator (circle one): Yes   /   No  

If "yes," what 
type(s):___________________________________________________________________________________ 
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Part A. Section 2. (Mandatory) Questions 1 through 9 below must be answered by every employee who has 

been selected to use any type of respirator (please circle "Yes" or "No").  

1. Do you currently smoke tobacco, or have you smoked tobacco in the last month: Yes  /  No  

2. Have you ever had any of the following conditions? 

a. Seizures (fits): Yes  /  No 
b. b. Diabetes (sugar disease): Yes  /  No 
c. c. Allergic reactions that interfere with your breathing: Yes  /  No 
d. d. Claustrophobia (fear of closed-in places): Yes  /  No 
e. e. Trouble smelling odors: Yes  /  No 

3. Have you ever had any of the following pulmonary or lung problems? 

a. Asbestosis: Yes  /  No 
b. Asthma: Yes  /  No 
c. Chronic bronchitis: Yes  /  No 
d. Emphysema: Yes  /  No 
e. Pneumonia: Yes  /  No 
f. Tuberculosis: Yes  /  No 
g. Silicosis: Yes  /  No 
h. Pneumothorax (collapsed lung): Yes  /  No 
i. Lung cancer: Yes  /  No 
j. Broken ribs: Yes  /  No 
k. Any chest injuries or surgeries: Yes  /  No 
l. Any other lung problem that you've been told about: Yes  /  No 

4. Do you currently have any of the following symptoms of pulmonary or lung illness? 

a. Shortness of breath: Yes  /  No 
b. Shortness of breath when walking fast on level ground or walking up a slight hill or incline: Yes  /  No 
c. Shortness of breath when walking with other people at an ordinary pace on level ground: Yes  /  No 
d. Have to stop for breath when walking at your own pace on level ground: Yes  /  No 
e. Shortness of breath when washing or dressing yourself: Yes  /  No 
f. Shortness of breath that interferes with your job: Yes  /  No 
g. Coughing that produces phlegm (thick sputum): Yes  /  No 
h. Coughing that wakes you early in the morning: Yes  /  No 
i. Coughing that occurs mostly when you are lying down: Yes  /  No 
j. Coughing up blood in the last month: Yes  /  No 
k. Wheezing: Yes  /  No 
l. Wheezing that interferes with your job: Yes  /  No 
m. Chest pain when you breathe deeply: Yes  /  No 
n. Any other symptoms that you think may be related to lung problems: Yes  /  No 
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5. Have you ever had any of the following cardiovascular or heart problems? 

a. Heart attack: Yes  /  No 
b. Stroke: Yes  /  No 
c. Angina: Yes  /  No 
d. Heart failure: Yes  /  No 
e. Swelling in your legs or feet (not caused by walking): Yes  /  No 
f. Heart arrhythmia (heart beating irregularly): Yes  /  No 
g. High blood pressure: Yes  /  No 
h. Any other heart problem that you've been told about: Yes  /  No 

6. Have you ever had any of the following cardiovascular or heart symptoms? 

a. Frequent pain or tightness in your chest: Yes  /  No 
b. Pain or tightness in your chest during physical activity: Yes  /  No 
c. Pain or tightness in your chest that interferes with your job: Yes  /  No 
d. In the past two years, have you noticed your heart skipping or missing a beat: Yes  /  No 
e. Heartburn or indigestion that is not related to eating: Yes  /  No 
f. Any other symptoms that you think may be related to heart or circulation problems: Yes  /  No 

7. Do you currently take medication for any of the following problems? 

a. Breathing or lung problems: Yes  /  No 
b. Heart trouble: Yes  /  No 
c. Blood pressure: Yes  /  No 
d. Seizures (fits): Yes  /  No 

8. If you've used a respirator, have you ever had any of the following problems? (If you've never used a 

respirator, check the following space and go to question 9)   

a. Eye irritation: Yes  /  No 
b. Skin allergies or rashes: Yes  /  No 
c. Anxiety: Yes  /  No 
d. General weakness or fatigue: Yes  /  No 
e. Any other problem that interferes with your use of a respirator: Yes  /  No 

9. Would you like to talk to the health care professional who will review this questionnaire about your answers to 
this questionnaire: Yes  /  No  

Questions 10 to 15 below must be answered by every employee who has been selected to use either a full face 
piece respirator or a self-contained breathing apparatus (SCBA). For employees who have been selected to use 
other types of respirators, answering these questions is voluntary.  

10. Have you ever lost vision in either eye (temporarily or permanently): Yes  /  No  

11. Do you currently have any of the following vision problems? 

a. Wear contact lenses: Yes  /  No 
b. Wear glasses: Yes  /  No 
c. Color blind: Yes  /  No 
d. Any other eye or vision problem:  Yes  /  No  



96 

12. Have you ever had an injury to your ears, including a broken ear drum:  Yes  /  No  

13. Do you currently have any of the following hearing problems? 

a. Difficulty hearing: Yes  /  No 
b. Wear a hearing aid: Yes  /  No 
c. Any other hearing or ear problem: Yes  /  No 

14. Have you ever had a back injury: Yes  /  No  

15. Do you currently have any of the following musculoskeletal problems? 

a. Weakness in any of your arms, hands, legs, or feet: Yes  /  No 
b. Back pain: Yes  /  No 
c. Difficulty fully moving your arms and legs: Yes  /  No 
d. Pain or stiffness when you lean forward or backward at the waist: Yes  /  No 
e. Difficulty fully moving your head up or down: Yes  /  No 
f. Difficulty fully moving your head side to side: Yes  /  No 
g. Difficulty bending at your knees: Yes  /  No 
h. Difficulty squatting to the ground: Yes  /  No 
i. Climbing a flight of stairs or a ladder carrying more than 25 lbs: Yes  /  No 
j. Any other muscle or skeletal problem that interferes with using a respirator: Yes  /  No 

Part B Any of the following questions, and other questions not listed, may be added to the questionnaire at the 
discretion of the health care professional who will review the questionnaire.  

1. In your present job, are you working at high altitudes (over 5,000 feet) or in a place that has lower than 
normal amounts of oxygen: Yes  /  No 

2. If "yes," do you have feelings of dizziness, shortness of breath, pounding in your chest, or other symptoms 
when you're working under these conditions: Yes  /  No 

3. At work or at home, have you ever been exposed to hazardous solvents, hazardous airborne chemicals 
(e.g., gases, fumes, or dust), or have you come into skin contact with hazardous chemicals: Yes  /  No 
If "yes," name the chemicals if you know them:  

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

4. Have you ever worked with any of the materials, or under any of the conditions, listed below: 

a. Asbestos: Yes  /  No 
b. Silica (e.g., in sandblasting): Yes  /  No 
c. Tungsten/cobalt (e.g., grinding or welding this material): Yes  /  No 
d. Beryllium: Yes  /  No 
e. Aluminum: Yes  /  No 
f. Coal (for example, mining): Yes  /  No 
g. Iron: Yes  /  No 
h. Tin: Yes  /  No 
i. Dusty environments: Yes  /  No 
j. Any other hazardous exposures: Yes  /  No 

If "yes," describe these exposures: _____________________________________________________________ 

_________________________________________________________________________________________ 

4. List any second jobs or side businesses you have: 
_________________________________________________________________________________________ 

5. List your previous 
occupations:___________________________________________________________________________ 
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______________________________________________________________________________________ 

6. List your current and previous 
hobbies:_______________________________________________________________________________ 

7 Have you been in the military services? Yes  /  No 

If "yes," were you exposed to biological or chemical agents (either in training or combat): Yes/No  

8. Have you ever worked on a HAZMAT team? Yes  /  No  

9. Other than medications for breathing and lung problems, heart trouble, blood pressure, and seizures 
mentioned earlier in this questionnaire, are you taking any other medications for any reason (including over-the-
counter medications): Yes  /  No 

If "yes," name the medications if you know them:________________________________________________ 

_______________________________________________________________________________________ 

10. Will you be using any of the following items with your respirator(s)? 

a. HEPA Filters: Yes  /  No 
b. Canisters (for example, gas masks): Yes  /  No 
c. Cartridges: Yes  /  No  

11. How often are you expected to use the respirator(s) (circle "yes" or "no" for all answers that apply to you)?: 

a. Escape only (no rescue): Yes  /  No 
b. Emergency rescue only: Yes  /  No 
c. Less than 5 hours per week:Yes  /  No 
d. Less than 2 hours per day:Yes  /  No 
e. 2 to 4 hours per day: Yes  /  No 
f. Over 4 hours per day: Yes  /  No  

12. During the period you are using the respirator(s), is your work effort: 

a. Light(less than 200 kcal per hour): Yes  /  No 

If "yes," how long does this period last during the average shift: ____________ hrs. ____________ min. 

Examples of a light work effort are sitting while writing, typing, drafting, or performing light assembly work; or 
standing while operating a drill press (1-3 lbs.) or controlling machines. 

b. Moderate (200 to 350 kcal per hour): Yes  /  No 

If "yes," how long does this period last during the average shift: ____________ hrs. ____________ min. 

Examples of moderate work effort are sitting while nailing or filing; driving a truck or bus in urban traffic; standing 
while drilling, nailing, performing assembly work, or transferring a moderate load (about 35 lbs.) at trunk level; 
walking on a level surface about 2 mph or down a 5-degree grade about 3 mph; or pushing a wheelbarrow with 
a heavy load (about 100 lbs.) on a level surface. 

c. Heavy(above 350 kcal per hour): Yes  /  No 

If "yes," how long does this period last during the average shift: ____________ hrs. ____________ min. 
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Examples of heavy work are lifting a heavy load (about 50 lbs.) from the floor to your waist or shoulder; working 
on a loading dock; shoveling; standing while bricklaying or chipping castings; walking up an 8-degree grade 
about 2 mph; climbing stairs with a heavy load (about 50 lbs.).  

13. Will you be wearing protective clothing and/or equipment (other than the respirator) when you're using your 
respirator: Yes  /  No 

If "yes," describe this protective clothing and/or equipment:_________________________________________ 

________________________________________________________________________________________ 

14. Will you be working under hot conditions (temperature exceeding 77 deg. F): Yes  /  No  

15. Will you be working under humid conditions: Yes  /  No  

16. Describe the work you'll be doing while you're using your respirator(s): 

_______________________________________________________________________________________ 

_______________________________________________________________________________________ 

17. Describe any special or hazardous conditions you might encounter when you're using your respirator(s) (for 
example, confined spaces, life-threatening gases): 

_______________________________________________________________________________________ 

_______________________________________________________________________________________ 

18. Provide the following information, if you know it, for each toxic substance that you'll be exposed to when 
you're using your respirator(s): 

Name of the first toxic substance:______________________________________________________ 

Estimated maximum exposure level per shift:_____________________________________________ 

Duration of exposure per shift_________________________________________________________ 

Name of the second toxic substance:___________________________________________________ 

Estimated maximum exposure level per shift:_____________________________________________ 

Duration of exposure per shift:_________________________________________________________ 

Name of the third toxic substance:______________________________________________________ 

Estimated maximum exposure level per shift:_____________________________________________ 

Duration of exposure per shift:_________________________________________________________ 

The name of any other toxic substances that you'll be exposed to while using your respirator: 

______________________________________________________________________________________ 

19. Describe any special responsibilities you'll have while using your respirator(s) that may affect the safety and 
well-being of others (for example, rescue, security): 
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Form 6 

Respiratory Medical Evaluation Form 

 
COMPANY NAME:  
 
Employee Name;__________________________________ ID 

NUMBER:_________________
____ 

 
PLHCP NAME:______________________________________________ 
 
ADDRESS:__________________________________________________ 

DATE:_________________ 
 

NOTE TO EXAMINING PLHCP: 

It is our policy that before an employee can be required to wear respiratory protection on the job, a 

medical examination is needed to determine if the employee is capable of wearing the protective 

device. 

On this and the following pages, you will find: information on the type of work performed; a 

description of the type of respirator to be used; and a list of clinical conditions most likely to be 

investigated in determining the employee’s fitness for respirator use. 

Upon completion of the examination, please complete page 3 of this form and return entire form to:  

  

 
ABOUT THE EMPLOYEE’S EXPOSURES: 
 
1) The Employee will potentially be exposed to the following airborne contaminants: 

_______________________________ 

_______________________________ 

_______________________________ 

_______________________________ 

_______________________________ 

2) The respiratory protective device will be worn approximately ________ hours per day,  
________ days per week. 

3) Air-purifying respiratory device(s) will be of the following types, and may impose the 
inhalation resistances listed: 

 
Respirator Type   Inhalation Resistance (mm H2O) 

 
Disposable dust mask        ________ 12-15 
Quarter or half mask, or full face-piece    ________ 30-85 

 
4) The employee will ____ /will not _____ be required to wear a self-contained 

breathing apparatus (SCBA) weighing up to 35 pounds. 
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ADDITIONAL INFORMATION FOR THE EXAMINING PLHCP: 
It is recommended by the American National Standards Institute (ANSI) standard Z88.2-
1980, "Practices for Respiratory Protection," that a physician should consider the following 
when making a determination of the ability of an individual to wear a respirator.  You may 
wish to consider evidence of the following conditions in your examination: 

  1)  Emphysema 
  2)  Chronic obstructive pulmonary disease 
  3)  Bronchial asthma 
  4)  X-ray evidence of pneumoconiosis 
  5)  Evidence of reduced pulmonary function 
  6)  Coronary artery disease or cerebral blood vessel disease 
  7)  Severe or progressive hypertension 
  8)  Epilepsy, grand mal or petit mal 
  9)  Anemia, pernicious 
10)  Diabetes, insipidus or mellitus 
11)  Punctured eardrum 
12)  Pneumomediastinum gap 
13)  Communication of sinus through upper jaw to oral cavity 
14)  Breathing difficulty when wearing a respirator 
15)  Claustrophobia or anxiety when wearing a respirator 
 

To assist you in making these determinations, ANSI Standard Z88.6-1982, "Physical 
Qualifications for Respirator Use," includes a medical questionnaire which may be useful in 
obtaining pertinent information from the employee. 
 
In addition, we request that you make a determination of the following: 
 
1) If the employee will be required to wear a SCBA, can he/she carry the maximum of 

35 pounds safely? 
 
2) Is the employee's vision sufficiently good to allow wearing a full-facepiece respirator 

without the installation of corrective lenses inside the facepiece? 
 
If a pulmonary function test is performed as part of your evaluation, you may want to consider 
the following criteria, taken from ANSI Z88.6-1982, in considering restrictions on the use of 
respirators: 
 

FVC (forced vital capacity)    Less than 80% of predicted 
FEV1.0 (forced expiratory volume in one second) Less than 70% of predicted 

 
If the employee is required to perform heavy or strenuous exercise while wearing a respirator, 
it is suggested that an additional determination be made of the 15-second MVV.  A suggested 
criterium may be found in ANSI Z88.6-1982. 
 

  



101 

 

PLHCP CERTIFICATION: 
 

I have examined the employee named above and certify that the following is true, in 
my professional opinion, pursuant to the above-named employee wearing respiratory 
protective equipment as part of his/her work activities. 

 
_____ 1) The individual exhibited no physical conditions which may cause 

difficulty in wearing any type of respiratory protective device. 
 

_____ 2) The individual exhibited no physical conditions which may cause 
difficulty in wearing any type of respiratory protective device, other than 
a self-contained breathing apparatus (SCBA) weighing up to 35 pounds. 

 
_____ 3) The individual exhibited one or more physical conditions which may 

cause difficulty in wearing a respiratory protective device which creates 
a negative pressure inside the face-piece upon inhalation.  Therefore, 
consideration should be given to restricting this individual to wearing 
only positive pressure devices. 

 
_____ 4) The individual exhibited one or more physical conditions which could be 

aggravated by wearing a self-contained breathing apparatus (SCBA) 
weighing up to 35 pounds, or physical injury could result by wearing 
same. 

 
_____ 5) Because of poor uncorrected vision, the individual should not be allowed 

to wear a full-face-piece respirator unless it has corrective lenses 
installed. 

 
_____ 6) Because of one or more physical conditions, the individual should not be 

allowed to wear any type of respiratory protective device. 
 
COMMENTS: 

 

 

 

 

PLHCP’S 
SIGNATURE:___________________________________DATE:____________________ 
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Form 7 

 MEDICAL QUESTIONNAIRE EVALUATION 

 
OSHA requires that an employee required wearing a respirator fill out the mandatory respiratory 

medical evaluation questionnaire.  This questionnaire will be reviewed by______________________ . 

 

Upon review of the questionnaire for ___________________________________ an employee of 

Madill Public Schools, I _______________________________ verify that the employee noted above: 

 (Physician’s name) 

 

 

1. ____ is medically able to wear a full face, half mask, or a NIOSH approved dust 

mask. 

 

2. ____ needs to be seen to discuss the questionnaire and have a physical exam. 

 

 

 

 

 

Physician’s signature _______________________________ Date  ________________________ 
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Form 8 

 PHYSICAL EXAMINATION FOR RESPIRATOR USE 

 
Employee Name _____________________________  Date ______________________ 

 

Dept: __________ Job Title: ____________________________________________________ 

 

Vital Signs: 

 

Blood Pressure: __________  Pulse: ________ Resp: ________ Temp: _________ 

 

The Pulmonary function study, chest X-ray, and EKG are required for this 

examination. 

 

Lungs: √Pulmonary Function Studies: ______________________________________ 

 

 √Chest X-ray: _____________________________________ 

 

 Labs: ________________________  √ EKG: ____________________ 

 

 Other studies conducted: _________________________________________ 

 

Please complete the following: 

 

This employee can wear the following NIOSH approved respirator: (Please check approved type) 

 

□half mask    □ full face mask   □ dust mask 

 

□NOT APPROVED FOR RESPIRATOR USE (reason documented below): 

 

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

_______________________ 

 

 

Results reviewed with employee:    _____ YES            or              ____ NO 

 

Physician Signature: ________________________________ Date: _______________________ 

 

MPS Representative: ________________________________ Date: _______________________ 
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Form 9 

 

RESPIRATORY INFORMATION STANDARD – APPENDIX D 

INFORMATION FOR EMPLOYEES USING RESPIRATORS WHEN NOT REQUIRED UNDER 

STANDARD. 

 

 

Respirators are an effective method of protection against designated hazards when 

properly selected and worn.  Respirator use is encouraged, even when exposures are 

below the exposure limit, to provide an additional level of comfort and protection for 

workers.  However, if a respirator is used improperly or not kept clean, the respirator 

itself can become a hazard to the worker.  Sometimes, workers may wear respirators 

to avoid exposures to hazards, even if the amount of hazardous substance does not 

exceed the limits set by OSHA standards.  If your employer provides respirators for 

your voluntary use, of if you provide your own respirator, you need to take certain 

precautions to be sure that the respirator itself does not present a hazard. 

 

You should do the following: 

 

1. Read and heed all instructions provided by the manufacturer on use, maintenance, 

cleaning and care, and warnings regarding the respirators limitations. 

 

2. Choose respirators certified for use to protect against the contaminant of concern.  

NIOSH, the National Institute for Occupational Safety and Health of the U.S. 

Department of Health and Human Services, certifies respirators.  A label or 

statement of certification should appear on the respirator or respirator packaging.  

It will tell you what the respirator is designed for and how much it will protect 

you. 
 

3. Do not wear your respirator into atmospheres containing contaminants for which 

your respirator is not designed to protect against.  For example, a respirator 

designed to filter dust particles will not protect you against gases, vapors, or very 

small solid particles of fumes or smoke. 
 

4. Keep track of your respirator so that you do not mistakenly use someone else’s 

respirator. 
 

I have received a copy of Appendix D.    ____________________________ 
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Form 10 

Respirator Fit Test Record 
 
Employee Name:_________________________________________________________ 
 
ID Number:_______________                         Date:_______________________ 
 

1) Respirator Selected 

Respirator Type:  Survivair 
OptiFit APR  Size (S, M, L)  

 

2) Respirator Seal Check   

Negative Pressure Seal Check ____ Pass ____ Fail 

Positive Pressure Seal Check ____ Pass ____ Fail 

 

3) Qualitative Fit Test   

    Irritant Smoke ____ Pass ____ Fail 

    Bitrex ____ Pass ____ Fail 

    IAA(Banana Oil) ____ Pass ____ Fail 

   

Warning: Before use, the user must first determine that the respirator properly fits.  A fit test 
performed in accordance with 29 CFR 1910.134, must be performed using the respirators to 
ensure that they provide the necessary protection.  The test shall not be conducted if there is 
any hair growth between the skin and the facepiece sealing surface, such as stubble beard 
growth, beard, sideburns which cross the respirator sealing surface. 

 

2) EXERCISE  

Normal Breathing      (NB)  ____ Pass ____ Fail 

Deep Breathing      (DB)  ____ Pass ____ Fail 

Turning Head from Side to Side 

(
T
H
)
  

____ Pass 

____ Fail 

Moving Head Up and Down    (UD)  ____ Pass ____ Fail 

Talking        (T)  ____ Pass ____ Fail 

Bending Over (Jogging In 
P
____ Pass 

____ Fail 
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l
a
c
e
)

(
B
O
)
  

Normal Breathing      (NB)  ____ Pass ____ Fail 

   

3) OVERALL RESULTS  

 

____ Pass ____ Fail  

 

 

 
 
4) REMARKS: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
5) SIGNATURES 

 
_________________________________________________________________ 

Employee Signature       Date 
 

_________________________________________________________________ 
Test Conductor       Date 
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Form 11 

Respirator Program Annual Review  

TASK YES NO COMMENTS 

Are Work Areas Evaluated for Hazards    

Are Appropriate Respirators in Use 

When Required? 
   

Have all Aspects of The Respirator 

Program Been Adequately 

Documented? 
   

Are Only Approved Respirators in Use?    

Are Only Approved Respirators 

Purchased and Used? 
   

Have all Employees Been Medically 

Approved That Use or Are Expected To 

Use Respirators? 
   

Have all Employees Been Fit Tested 

That Use or Are Expected To Use 

Respirators? 
   

Have all Employees Been Properly 

Trained That Use or Are Expected To 

Use Respirators? 
   

Are Respirators Inspected, Stored, and 

Maintained Properly? 
   

  
 
Completed By: _________________________________ Date: _______________ 
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9. CHANGE HISTORY 

REVISION DESCRIPTION OF CHANGE DATE INITIALS 

New Initial Release   
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Tractors 

 
1. Employees will be trained initially and annually thereafter on safe operations and limitations of 

the equipment to be operated. The operations manual will be reviewed and maintained on 
equipment. 

 
2. Slow-moving vehicle signs will be displayed when driving on public roads. 
 
3. Use seatbelts at all times, when the vehicle is so equipped. 
 
4. Use mirrors, signals, proper lights, and reflectors when traveling on public roads. 
 
5. Obey all traffic laws when traveling on roads. 
 
6. Do not allow riders. No exceptions. 
 
7. Avoid sharp turns at high speeds and on rough terrain. 
 
8. Use caution when traveling on hills, near ditches, or around levees. 
 
9. Use lower gears when traveling on hills and embankments. 
 
10. Keep first-aid kit and fire extinguisher available on equipment. Inspect periodically. 
 
11. Turn engine off and place brake on before dismounting. 
 
12. Keep access/egress areas free of grease and mud. 
 
13. Use the three point system to access/egress equipment 
 
14. During fueling operations, allow engine to cool and do not smoke. 
 
15. Roll over protection structures (ROPS) will be provided on equipment. 
 
16. Equipment should be furnished with a detector which disengages power take-off (PTO) upon 

dismount. 
 
17. PTO shall be guarded or shielded. Stub shaft guard will be used when PTO connection area is 

exposed. 
 
18. Place gears and PTO in neutral before start up. 
 
19. Guard pinch point areas with belts, chains, or rollers. 
 
20. Use proper tow cable and inspect before each use. 
 
21. Tow from rear and use drawbar. 
 
22. Tow stranded equipment out slowly. Do not jerk. 
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23. Take precautions for the event of cable breakage. 
 
24. Do not chain block tires to remove equipment from a stranded position. 
 
25. Balance load to decrease stress on the hitch. 
 
26. Use additional weights to stabilize vehicle. Review manufacturer's specifications. 
 
27. Use hearing and eye protection as necessary. 
 
28. Prevent equipment from falling by securing or blocking when performing maintenance. 
 
29. Properly shield mufflers and manifolds. 
 
30. Ensure proper ventilation in cabs, repair shops, and fueling areas to avoid fume or carbon 

monoxide build up. 
 
 

Mowers 
 

Walk Behind Mowers 
 

 Read the operator’s manual and learn how to operate the machine properly. 

 Protect against thrown objects.  Clear the area to be mowed and keep the grass bag in 
place at all times. 

 Handle fuel safely.  Allow the engine to cool before refueling.  Never add fuel indoors. 

 Keep bystanders, especially children, away from the mowing area so they will not come 
into contact with the mower blade or be hit by the thrown objects. 

 Dress properly.  Wear close fitting clothes and traction sole shoes. 

 Keep hands and feet away from mower blades.  If the discharge chute clogs, stop the 
engine before attempting to clear the clog. 

 Stop the engine before adjusting the wheels or mower deck. 

 Mow in a forward direction whenever possible. 

 Mow across the slope of general hillsides with a walk behind mower, not up and down. 

 Wait until the grass is dry before mowing. 
 

Trimmers 
 

 Read the operator’s manual and get proper instruction before using a trimmer. 

 Clear the work area to prevent objects from being thrown. 

 Keep people and animals clear of the work zone—approximately a 33 foot radius around 
the operator. 

 Dress properly.  Be sure to wear eye protection. 

 Keep the cutting line or blade away from your feet and legs.  Position the muffler side of 
the engine away from your body to avoid burning your arm. 

 Move the trimmer in a sweeping motion away from your body. 
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Riding Mowers 
 

 Review the operator’s manual to be sure you are familiar with all controls. 

 Get the feel of driving the machine before beginning to mow. 

 Keep all safety devices, switches, guards, and shields in place and working. 

 Remove any objects that might be thrown by the mower blades. 

 Keep people away from the mowing area to protect bystanders from thrown objects. 

 Never carry passengers. 

 Mow up and down the slope with riding equipment on hillsides, not across.  Avoid sudden 
stops or starts. 

 To avoid tipping, slow down on sharp turns, stay clear of steep hills and drop offs. 

 For proper traction, mow when the grass is dry. 

 Before dismounting, stop the engine and make sure any attachments have stopped moving. 

 Turn off attachments when transporting or not in use. 

 Use proper ballasting to make sure attachments are counterweighted. 

 Take the ignition key with you when you are finishing mowing. 

 Children should be kept in house and under supervision at all times while the mower is in 
operation.  Children can approach the mower unexpectedly and slip and fall under the mower 
deck. 

 
General Precautions 

 

 Learn how to operate the equipment properly and safely.  Allow only trained operators to use 
the equipment. 

 Make sure all safety devices are in place and working. 

 Perform maintenance checks daily, weekly, and at other scheduled intervals. 

 Wear protective clothing and the appropriate safety equipment for the job. 

 Know how to detect mechanical problems.  Be prepared for any emergency and know what to 
do. 

 Display a “Slow:  Moving Vehicle” sign and proper accessories when driving on roads. 

 Wear a seat belt if your machine is equipped with a roll over protection structure (ROPS). 

 Avoid steep hillsides and other risk areas where machines could slip or tip. 

 Start the engine from the operator’s station.  Never start the engine while standing on the 
ground. 

 Be especially cautious when mowing roadsides and boulevard strips.  Stay on the grass.  
Discharge clippings away from traffic. 

 Stop the engine and be sure the power take off (PTO) stops before making adjustments or 
connections, or cleaning PTO-driven attachments. 

 If the engine stops as you drive up a slope, shut off the PTO and back down the slope slowly. 

 For improved stability, move the vehicle’s wheels to the widest possible position.  Add the 
proper ballast and carry loads low. 

 Make sure that the machine is properly ballasted when adding implements.  Check the 
operator’s manual for recommended weights. 

 Each time you use a piece of riding equipment, check the levels of engine oil, transmission oil, 
and fuel; make sure the engine air cleaner and air intake screens are free from dust, debris, 
and dirt. 

 Shut the engine off before servicing.  On riding equipment, disconnect the battery ground 
cable before working on the electrical system. 
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 Keep all parts in good condition. Tighten nuts, bolts, and screws to keep equipment in safe 
working condition. 

 Replace worn or broken parts immediately.  Keep guards and safety shields in place. 

 Keep the engine free of grass, leaves, and excessive grease. 

 Before working on or near any part of the engine; shut it off and let it cool down so you do not 
burn yourself. 

 Do not use your hands to check for fluid leaks.  The fluids may be under high pressure.  Pin 
hole leaks and nozzles can inject fluids under your skin.  Use a piece of cardboard or paper to 
check for leaks. 

 Keep sparks and flames away from batteries—battery gas can explode.  Use the flashlight to 
check battery fluid levels. 

 Do not attempt to mount or change a tire unless you have the proper equipment and 
experience to do the job.  Instead, go to your equipment dealer or a qualified repair service. 

 

Power and Hand Tools 

 
1. All tools must be maintained in good condition and inspected regularly.  Replace defective tools 

or tag-out damaged equipment. 
 
2. Do not modify tools.  Safety guards must not be removed, restrained, or by-passed. 
 
3. Use tools for designed purposes only.  Get the right tool for the job. 
 
4. Be sure power tools are turned off before connecting to an energy source.  De-energize 

equipment before servicing or changing components. 
 
5. If there is any danger of fire or explosion, air-operated tools must be used.  Combustible gas must 

not be used for the operation of these tools. 
 
6. With the exception of U.L. double-insulated tools, the frames of portable electric tools must be 

grounded, either through a 3-way plug or separate wire.  Tools used in or near wet locations must 
be plugged into a ground-fault protection circuit. 

 
7. Never use one wrench as a cheater for a second wrench.  Cheaters shall not be used. 
 
8. Never step or jump on wrenches when additional force is required.  Get a larger tool. 
 
9. An air hose is not to be used to blow particles off clothing, hair, or skin. 
 
10. Do not use tools as a pry bar. 
 
11. Do not throw tools. 
 
12. Guards or shields must be in place during operations. 
 
13. Electric cords to power tools must be in good condition and should not be run through door 

openings or across driveways. 
 
14. Air hoses used for tools should be secured with devices to prevent accidental separation. 



113 

 
15. Do not operate power tools without proper training. 
 
16. Be aware of twisting forces with certain tools.  Maintain solid footing and remain alert. 
 
17. Wear appropriate PPE as specified for each tool. 
 
18. Carry tools in appropriate pouches and sheaths. 
 
19. Use proper securing devices to hold material in place. 
 
20. Do not place sharp or pointed tools in pockets. 
 
21. Hold and carry tools by designated handles. 
 
22. De-energize all power tools when moving or repairing. 
 
23. Keep cutting tools sharp and lubricated. 
 
24. Do not wear loose clothing or jewelry around moving equipment. 
 
25. During work operations idle tools will be placed in secure spots. 
 
 

Welding, Cutting and Brazing 

 
1. Only authorized and trained personnel are permitted to use welding, cutting, or brazing 

equipment. 
 
2. Each operator must have a copy of the appropriate operating instructions and will be directed to 

follow them. 
 
3. Examine compressed gas cylinders regularly for obvious signs of defects, deep rusting, or 

leakage. 
 
4. Use care in the handling and storage of cylinders, safety valves, relief valves, etc. in order to 

prevent damage. 
 
5. Take precautions to prevent the mixture of air or oxygen with flammable gases, except at a 

burner or in a standard torch. 
 
6. Use approved equipment only (torches, regulators, pressure-reducing valves, acetylene 

generators, manifolds). 
 
7. Be certain to keep cylinders away from sources of heat. 
 
8. Ensure cylinders are kept away from elevators, stairs or gangways. 
 
9. Never use cylinders as rollers or supports. 
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10. Ensure empty cylinders are appropriately marked and that their valves are closed. 
 
11. Be certain that signs reading: DANGER -- NO SMOKING, MATCHES, OR OPEN LIGHTS, or the 

equivalent are posted. 
 
12. Ensure cylinder valves, couplings, regulators, hoses and apparatus are kept free of oily or greasy 

substances. 
 
13. Ensure care is taken to not drop or strike a cylinder. 
 
14. Unless secured on special trucks, make sure that regulators are removed and valve-protection 

caps are put in place before moving cylinders. 
 
15. Ensure cylinders without fixed hand wheels have keys, handles, or non-adjustable wrenches on 

stem valves when in service. 
 
16. Ensure liquefied gases are stored and shipped valve-end up with valve covers in place. 
 
17. Ensure provisions are made to never crack a fuel-gas cylinder valve near sources of ignition. 
 
18. Before removing a regulator, make sure that the valve is closed and gas is released from the 

regulator. 
 
19. Be certain to use red to identify the acetylene (and other fuel-gas) hose, green for oxygen hose, 

and black for inert gas and air hose. 
 
20. Ensure pressure-reducing regulators are used only for the gas and pressures for which they are 

intended. 
 
21. Ensure open circuit (No Load) voltage of arc welding and cutting machines are as low as possible 

and not in excess of the recommended limits. 
 
22. Under wet conditions, be sure that automatic controls for reducing no load voltage are used. 
 
23. Ensure grounding of machine frame and safety ground connections of portable machines are 

checked periodically. 
 
24. Ensure electrodes are removed from the holders when not in use. 
 
25. Ensure electric power to the welder is always shut off when no one is in attendance. 
 
26. Ensure suitable fire extinguishing equipment is available for immediate use. 
 
27. Ensure welder understands that it is forbidden to coil or loop welding electrode cable around his 

body. 
 
28. Ensure equipment is thoroughly dry and test wet machines before using. 
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29. Ensure frequent inspections of electrode and lead cables for wear and damage. Replace when 
needed. 

 
30. Ensure the means for connecting cable lengths have adequate insulation. 
 
31. When the object to be welded cannot be moved and fire hazards cannot be removed, make sure 

shields are used to confine heat, sparks and slag. 
 
32. Always assign fire watchers when welding or cutting is performed in locations where a serious 

fire might develop. 
 
33. Ensure combustible floors are kept wet, covered by damp sand or protected by fire resistant 

shields. 
 
34. When floors are wet down, make sure that personnel are protected from possible electric shock. 
 
 

Electrical 
 
Prior to beginning work, personnel shall determine the location of all electrical hazards which they 
may contact during operations. Proper warning signs shall be posted and employees trained on 
hazards and PPE before performing duties. 
 
Protective Measures: 
 
1. Only employees qualified and authorized by approved training shall work on electrical circuits. 
 
2. All electrical equipment shall be properly grounded and/or bonded. 
 
3. Inspect the electrical cords of portable electric tools before placing them in service. 
 
4. Use Ground Fault Circuit Interrupters, and assured equipment grounding conductor program, or 

an approved system of double insulation with all electrical tools. 
 
5. De-energize electrical circuits before work begins.  Use electrical lock-out/tag-out procedures to 

avoid inadvertently activating electrical circuits. 
 
6. Re-connect all grounding/bonding cables that were temporarily removed before energizing the 

equipment. 
 
7. Barriers or other means of guarding must be used to ensure that workspace for electrical 

equipment will not be used as a passageway during periods when energized parts of equipment 
are exposed. 

 
8. Stand on a dry area to perform electrical equipment repair. 
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Confined Space Entry Program 
 
1. PURPOSE 
 
It is the objective of Madill Public Schools to provide a safe and healthful work environment for all its 
employees through the prevention of occupational injuries and illnesses. Therefore it is the objective 
of this policy to outline the minimum health and safety requirements for work performed in or 
around confined spaces. The purpose of this policy is to prevent unwanted or unexpected injury to 
personnel or equipment during periods of time when it is deemed necessary to enter a confined 
space. 
 
2. SCOPE 
 

This procedure is applicable to all employees and contractors of the MPS who will be required to 
enter confined spaces to perform any job function. It includes recommended work practices to 
control hazards associated with entering and working in confined spaces and defines minimum 
elements of the confined space entry policy.  The District Safety Coordinator is the Confined Space 
Entry Champion. 
 
3. REFERENCES 
 
OSHA’s Permit Required Confined Spaces Standard, 29 CFR 1910.146. 
 
 
 
4. DEFINITIONS: 
 
1)Acceptable entry condition smeans the conditions that must exist in a permit space to allow entry 
and to ensure that employees involved with a permit-required confined space entry can safely enter 
into and work within the space. 
2)Attendant means an individual stationed outside one or more permitted confined space access 
point(s) who is trained to monitor, maintains communication and provide support to the authorized 
entrants as required by the employer and confined space entry program. 
3) Authorized Entrant means an employee who is properly trained and is authorized by the 

employer to enter a permit required confined space. 
4)Blanking or blinding means the absolute closure of a pipe, line, or duct by the fastening of a solid 
plate [such as a spectacle blind or a skillet blind] that completely covers the bore and that is capable 
of withstanding the maximum pressure of the pipe, line or duct with no leakage beyond the plate. 
5)Confined space means a space that: 
1.is large enough and so configured that an employee can bodily enter and perform assigned work;                                 

and 
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2. has limited or restricted means for entry or exit; and 
3.  is not designed for continuous employee occupancy. 
6) Double block and bleed means the closure of a line, duct, or pipe by closing and locking or 
tagging two in-line valves and by opening and locking or tagging a drain or vent valve in the line 
between the two closed valves. 
 7) Emergency means any occurrence [including any failure of hazard control or monitoring 
equipment] or event internal or external to the permit space that could endanger entrants. 
8) Engulfment means the surrounding and effective capture of a person by a liquid or finely divided 
[flowable] solid substance that can be aspirated to cause death by filling or plugging the respiratory 
system or that can exert enough force on the body to cause death by strangulation, constriction, or 
crushing. 
9) Entry means the action by which a person passes through an opening into a permit-required 
confined space. Entry includes ensuing work activities in that space and is considered to have 
occurred as soon as any part of the entrant's body breaks the plane of an opening into the space. 
10) Entry permit [permit] means the written or printed document that is provided by the employer 
to allow and control entry into a permit space and that contains the information specified in the 
regulation. [See Entry Permit Format in Exhibit D]. 
11) Entry supervisor means the person [such as the employer, foreman, or crew chief] responsible 
for determining if acceptable entry conditions are present at a permit space where entry is planned, 
for authorizing entry and overseeing entry operations, and for terminating entry as required in the 
regulation. 
12) Hazardous atmosphere means an atmosphere that may expose employees to the risk of death, 
incapacitation, impairment of ability to self-rescue [that is escape unaided from a permit space], 
injury or acute illness from one or more of the following causes; 
1.  Flammable gas, vapor, or mist in excess of 10% of its lower flammable limit [LFL]; 
2.  Airborne combustible dust at a concentration that meets or exceeds its LFL; 
3.  Atmospheric oxygen concentration below 19.5% or above 23.5% 
4. Atmospheric concentration of any substance for which a dose or a permissible 

exposure limit is published in Subpart G, Occupational health and Environmental  Control, or 
Subpart Z, Toxic and Hazardous Substances, and which could result in employee exposure in 
excess of its dose or permissible exposure limit; 

5.  Any other atmospheric condition that is immediately dangerous to life or health. 
13) Hot work permit means the employer's written authorization to perform operations [for 
example, riveting, welding, cutting, burning, and heating] capable of providing a source of ignition. 
14) Immediately dangerous to life or health [IDLH] means any condition that poses an immediate or 
delayed threat to life or that would cause irreversible adverse health effects or that would interfere 
with an individual's ability to escape unaided from a permit space. 
 
15) Inerting means the displacement of atmosphere in a permit space by a noncombustible gas 
[such as nitrogen] to such an extent that the resulting atmosphere is noncombustible. 
16) Isolation means the process by which a permit is removed from service and completely 

protected  
against the release of energy and material into the space by such means as:  blanking or blinding:  
 
misaligning or removing sections of lines, pipes, or ducts; a double block and bleed system; lockout or 
tagout of all sources of energy ; or mechanical linkages. 
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17) Line breaking means the intentional opening of a pipe, line, or duct that is or has been carrying 
flammable, corrosive, or toxic material, an inert gas, or any fluid at a volume, pressure, or 
temperature capable of causing injury. 
18) No Entry Confined Space means that the space has been identified as demonstrating a confined 
space entry hazard but the space is not owned by MPS or MPS personnel have been instructed that 
no entry is allowed in these spaces for any reason. 
19) Non-permit confined space means a confined space that does not contain or, with respect to 
atmospheric hazards, have the potential to contain any hazard capable of causing death or serious 
harm. 
20) Oxygen deficient atmosphere means an atmosphere containing less than 19.5% oxygen by 
volume. 
21) Oxygen enriched atmosphere means an atmosphere containing more than 23.5% oxygen by 
volume. 
22) Permit-required confined space [permit space] means a confined space that has one or more of 
the following characteristics; 
 
 1.  Contains or has a potential to contain a hazardous atmosphere; 
 2.  Contains a material that has the potential for engulfing an entrant; 
 3.  Has an internal configuration such that an entrant could be trapped or asphyxiated by 

inwardly converging walls or by a floor which slopes downward and tapers to a smaller cross-
section; or 

 4.  Contains any other recognized serious safety or health hazard. 
 
23) Permit-required confined space program [permit space program] means the employers overall 
program for controlling, and, where appropriate, for protecting employees from, permit space 
hazards and for regulating employee entry into permit spaces. 
24) Permit system means the employer's written procedure for preparing and issuing permits for 
entry and for returning the permit space to service following termination of entry. 
25) Prohibited condition means any condition in a permit space that is not allowed by the permit 
during the period when entry is authorized. 
26) Rescue service means the personnel designated to rescue employees from permit spaces. 
 
27) Retrieval system means the equipment [including retrieval line, chest or full body harness, 
wristlets, if appropriate, and a lifting device or anchor] used for non-entry rescue of persons from 
permit spaces. 
28) Testing means the process by which the hazards that may confront entrants of a confined space 
are identified and evaluated. Testing includes specifying the tests that are to be performed in the 
permit space 
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5. DETERMINATION OF THE EXISTENCE OF PERMIT-REQUIRED CONFINED SPACES 
 
MPS has conducted an inspection and evaluation of all sites, [hereafter referred to as the "site"] and 
has determined that permit required confined spaces exist (Reference Exhibit A). These 
determinations were made primarily through the use of a flowchart specified in 29 CFR 1910.146, 
Exhibit B, shown in Figure 1. A list of confined space at this site is provided in Exhibit B of this 
document. 
 

Figure 1 
  

Does the workplace contain Permit-Required Confined 
Spaces as defined by ss1910.146[b]?

Consult other 
applicable OSHA 

standards

Inform employees as required by 
ss1910.146[c][2].

Will permit spaces be 
entered?

Yes

No

No

Prevent employee entry as required by 
ss1910.146[c][3]. Do task from outside of space.

Will contractors 
enter?

Task will be done by contractors' employees. Inform contractor 
[1910.146[c][8][i,ii,iii] & include required information 

[1910.146[c][9][i,ii,iii].

Both contractors & hosts will enter the space?

Will host employees 
enter to perform entry 

tasks?

Coordinate entry operations as required by 
ss1910.146[c][8][iv] & [d][11]. Prevent unauthorized 

entry.

Prevent unauthorized entry.

Yes

Yes

Yes

No

No

Yes

No

STOP

STOP

Yes
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6. PERMIT-REQUIRED CONFINED SPACE PROGRAM 
 

6.1 Permit-Required Confined Spaces 

 
It is the policy of the MPS employees will not enter permit-required confined spaces unless they 
can be declassified to a non-permit required space.  Any permit-required entries must be 
performed by a qualified contractor utilizing the following permit procedures (or one that meets 
these requirements).  The contractor must have the capability to perform confined space rescues 
since the local response service does not have this capability. 
 
All permit required confined spaces at this site have been located, identified, and posted with 
required signs. No employee is allowed to enter a confined space at any time without notification of 
his or her immediate supervisor. It is the required duty of that supervisor to notify senior supervisors 
that a permit-required confined space entry is about to occur. All employees designated as qualified 
to conduct confined space entries shall be trained to fulfill responsibilities as noted in the following 
sections. 
To further ensure that all employees are aware of the existence and procedures to be followed when 
entering a confined space, notices will be posted on designated employee information boards and 
employees will be personally advised of the program during at least one safety meeting/training 
session annually.  Each permit-required confined space will be posted with the required OSHA sign 
stating the following:    Danger 
   Permit-Required Confined Space 
    Do Not Enter   

 
 6.2 Permit Space Evaluation 
 

Each permit-required confined space will be thoroughly evaluated per the procedure designated for 
that particular type of space. At a minimum, each permit-required confined space shall be monitored 
for the following, in the sequence noted below, and for those additional conditions noted in the 
appropriate Appendix B list of confined spaces. 
   
  Oxygen content 
  Acceptable range 19.5% - 23.5% 
  Flammable gasses and vapors 
   Potential toxic air contaminants 

  

6.3 Atmospheric Testing of Permit Spaces 

 
Permit space atmospheres are monitored in an effort to evaluate the nature and extent of potential 
atmospheric hazards. These tests are often used to evaluate the existing conditions in a permit space 
and are also used to verify that safe entry conditions exist in the permit space. All collected data are 
to be evaluated by senior management personnel qualified to review scientific data and predict 
potential environmental health and safety effects of documented permit space conditions.  Proper 
qualifications include, but are not limited to, certified industrial hygienists, certified hazardous 
materials managers, certified safety professionals, etc.  
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Testing of all permit spaces is required prior to entry.  Prior testing and characterizing of a permit 
space are not considered valid unless verification atmospheric tests have been conducted 
immediately prior to entry, or if conditions associated with the entry change in a manner that 
indicates the need for re-testing of the atmosphere.  Results of all permit space atmospheric testing is 
to be entered on the Confined Space Entry Permit.  

  
All atmospheric test equipment is to be operated in a manner recommended by the manufacturer. 

 
If an entrant must be lowered into a permit space atmosphere, or if the permit space atmosphere is 
likely to become stratified, atmospheric tests must be conducted at a minimum of 4 feet in the 
direction of travel and 4 feet to each side as the entrance proceeds. It is the responsibility of the 
entrant and all team personnel to ensure that adequate time is allowed for the instrument to 
function. 
 
6.4 Permit Space Equipment 
 
All permit-required confined space entry procedures will mandate and furnish the following 
equipment as the minimum required for each and any entry. 
 
 Equipment capable of conducting the monitoring described in the previous Section. 
 
 Equipment to ventilate the space 
 
 Communication equipment to facilitate communication with workers and emergency 

personnel. 
 
 Personnel protective equipment if engineering and work practice controls, such as performing 

duties from outside the confined space, are not adequate to protect employees. 
 Lighting equipment that is capable of providing adequate light for safe working conditions is 

also capable to provide adequate light for safe exit in the event of an emergency. Intrinsically 
safe, explosion proof lighting may be required for some spaces. 

 
 Barriers and shields to control access to the confined space area while entry is in progress. 

This may include tape barriers, safety cones, or the use vehicles equipped with emergency 
flashing lights or beacons where other vehicular traffic may pose a risk to the confined space 
entry team. 

 
 Equipment such as ladders, harnesses, or other equipment needed for safe ingress and egress. 

Confined spaces that may have flammable atmospheres must use non-sparking tools, ladders, 
and associated safety equipment. 

 
 Due to the close proximity of public funded rescue personnel and the availability of a 911 

emergency number system, rescue and emergency retrieval will be the responsibility of those 
rescue personnel. All confined space entry teams will be trained to request assistance from 
911 emergency services at the first sign of an emergency. 

 
 All other equipment deemed necessary by permit-required confined space team, team leader 

and/or supervisor. 
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6.5 Entry Team Attendant 
 
Each entry team shall provide at least one attendant located on the outside of the space for the 
duration of the entry. UNDER NO CIRCUMSTANCES WILL THE ATTENDANT ENTER THE PERMIT-
REQUIRED CONFINED SPACE. Further descriptions of duties are described in the paragraph below 
titled- Team Member Responsibilities. 
 
 Although allowed in the letter of the law, the use of a single attendant to monitor multiple 

permit-required confined spaces is discouraged and should only be considered if extenuating 
circumstances exist that cannot be handled by multiple full entry teams. If multiple permit-
required spaces are to be monitored by a single attendant, the attendant shall be in constant 
radio contact with each entrant in each space.  

  
6.6 Team Member Responsibilities 
 
Each team member shall be trained in accordance with the regulations and shall be classified in 
relation to expertise. Only contractor employees that are qualified personnel may participate in the 
permit-confined space entry.  
 
Authorized entrants shall ensure that they; 
 
 Are aware of the hazards that may be faced during entry, including information on the mode, 

signs, or symptoms and consequences of the exposure. 
  

Properly use all personal protective equipment, as well as all other equipment assigned to the 
permit-required confined space entry. 
 
Communicate with the attendant as necessary to ensure that appropriate information is 
relayed to the attendant so that he/she can adequately perform their duties.  
 
Alert the attendant whenever; the entrant recognizes any warning sign or symptom of 
exposure to a dangerous situation, the entrant detects a condition that requires evacuation. 
 

 Evacuate the space whenever; 
  (a) the attendant orders an evacuation. 
  (b) the entrant recognizes a condition that requires evacuation. 

 (c) the entrant detects a condition that requires evacuation. 
 
Attendants shall ensure that they; 
 
 Are aware of the hazards that may be faced during entry, including information on the mode, 

signs, or symptoms and consequences of the exposure and are aware of behavioral changes 
that may be the result from exposure to any chemical materials that may inadvertently enter 
the space. 

  
 Maintain an accurate count of all entrants in supervised spaces. 
 
 Maintain an accurate identification, by name, of all permit space entrants. 
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 Remain outside the permit space and maintain the ability to radio/call for assistance in the 
event of an emergency. Attendants shall not enter permit spaces unless trained as entrants 
and are serving as part of a rescue team effort. 

 
 Communicate on a regular basis with entrants at a level that ensures the safety and condition 

of the entrants. 
 

 Monitor entrants for conditions that require the evacuation of the permit space. These may 
include, but are not limited to; 

 
   (a) detection of conditions that require evacuation. 
   (b) detection of behavioral changes indicating exposure. 
   (c) detection of conditions outside the permit space that may impact the safety of 

the attendant, entrants, assistants, or the integrity of the permit space. 
   (d) if the attendant becomes disabled and unable to fulfill their assigned duties as 

described this section. 
 

 Summon rescue personnel or additional emergency services upon determination that such 
additional assistance is required to effect a safe rescue. 

 
 Take the following actions when unauthorized personnel approach the permit space while 

entry is underway; 
     

  (a) advise the unauthorized persons that they must stay away from the permit space 
while the entry is in progress. 

  (b) advise the unauthorized persons to exit immediately if they have entered the permit 
space. 

  (c) notify entrants and entry supervisors if unauthorized entrant has entered the permit 
space. 

 
 Perform no duties that will distract them from their primary duty to protect the entrant[s]. 

 
 
Entry Supervisors shall ensure that; 

   
They are aware of the hazards that may be faced during entry, including information on the 
mode, signs, or symptoms and consequences of the exposure.  

 
Supervisors must also be aware of behavioral changes that may be the result from exposure 
to any chemical materials that may inadvertently enter the space. 

 
 All pre-entry evaluations, tests, and measurements have been completed. 
 

All permit spaces have been properly entered and that the permit-required confined space 
entry permit has been properly completed. 

 
He/she has the experience and has the authority and training to cancel a permit and evacuate 
a permit space. 
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 All rescue personnel are available in the event they are needed. 
 

All unauthorized individuals who enter or attempt to enter the permit space are immediately 
removed from the area. 

 
All entry permits are cancelled at the end of the shift. Work that must continue on another 
shift that requires new personnel to be assigned to the entry must have a new permit issued 
by the replacement team. 
 

6.7 Emergency Rescue from Permit Space 
 

As stated above, permit-required confined space entry shall be conducted by qualified outside 
contractors who must provide their own Rescue and Emergency Services.  For all other non-permit 
required confined space entries, the MPS will rely on outside services emergency rescue.  All 
employees at this site shall be advised annually, in a safety meeting setting that they are not allowed 
to attempt a rescue from a permit space. 
 
Prior to selecting and designating an emergency and rescued service, the service must be evaluated 
as outlined in 29 CFR 1910.146(k)(1).  The evaluation must be conducted utilizing the evaluation 
criteria contained in Exhibit G, Rescue Service Evaluation Criteria.  This evaluation must be 
documented and a summary of the results prepared and maintained. 
 
6.8 Entry Permits for Permit-Required Confined Space Entry 
 
Exhibit C provides a copy of the entry permit required for permit-required entry performed at this 
site for contractors (the contractor may use their own permit to supplement the facility permit). Each 
entry permit shall be completed prior to entry of the space. All permits shall be posted at the entry of 
the permit space prior to entry so that all permit space team members may review the permit to 
ensure that all proper tests have been completed and that all needed safety equipment is available. 
All permits will be cancelled at the end of the shift in which they were issued unless extenuating 
circumstances require extension of the entry past the end of the shift. Under no circumstances shall a 
permit be continued if a new entry team is required to complete the task. A new entry permit shall be 
issued for the next entry team. 
 
6.9 Retention of Cancelled Permits 
 
All cancelled permits shall be retained for a period of not less than 1 year after the date of 
cancellation. The cancelled permits shall be kept in the administration office files and are to be 
reviewed annually to ensure that the permit-required confined space entry plan is meeting the safety 
needs of personnel and regulatory requirements. 
 
6.10 Training of Employees (Pertains Only to Contract Employees) 
 
All employees designated as being responsible for entry into permit spaces shall receive training that 
will ensure that they can perform their duties, described in the Responsibility Section above, in a safe 
and healthy manner. At a minimum, the training will include: 

 
A full description of individual duties as described in the above referenced section. 
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Notification that each affected employee must be trained prior to being assigned permit space 
duties. 
 
Notification that each affected employee must be trained prior to a change in assigned permit 
space duties. 
 
Notification that each affected employee must be re-trained if new or additional conditions 
develop in relation to assigned permit space duties. 
 
Notification that affected employees will be evaluated and re-trained if supervisory personnel 
determine that permit space procedures are not effective or being followed properly. 
 
A written examination and an observed practical examination of employees skills. 
 
Written documentation of training shall contain each employee's name, the signature of the 
trainer[s], and the dates of training. 
 

7. ALTERNATE CONFINED SPACE ENTRY PROCEDURES 
 
For those permit required confined spaces in which the only hazard posed by the space is an actual or 
potential hazardous atmosphere, alternate entry procedures may be utilized.  As designated in 29 
CFR 1910.146(c)(5), these entry procedures do not require compliance with paragraphs (d) through 
(f) and (h) through (k) of 1910.146 which are the permit-required confined spaces program, the 
permit system, the entry permit, duties of authorized entrants, duties of attendants, duties of entry 
supervisors and rescue and emergency services, if the following conditions are met: 
 
 Demonstrate that the only hazard posed by the permit space is an actual or potential 

hazardous atmosphere; 
 
 Demonstrate and prove that continuous forced air ventilation alone is sufficient to maintain 

the permit space for entry;   
 
 Monitoring and inspection data that supports the above two demonstrations must be 

developed, documented and maintained on file. 
 
 If an initial entry of a permit space is necessary to obtain the required data listed above, the 

entry must be performed under the normal permit-required confined space entry procedures. 
 
 The determinations and supporting data referenced above must be documented and made 

available to each employee who enters the permit space under these alternate procedures or 
the employee’s authorized representative. 

 
The following requirements apply to entry into permit spaces that meet the five conditions listed   
above: 
 
 Any condition making it unsafe to remove an entrance cover shall be eliminated before the 

cover is removed. 
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 When entrance covers are removed, the opening must be guarded by a railing, temporary 
cover or other temporary barrier to prevent an accidental fall through the opening and to 
protect the employees working in the space from falling objects. 

 
 Prior to employee entry into the space, the internal atmosphere shall be tested, with a 

calibrated direct-reading instrument, for the following conditions in the order given: 
 
  Oxygen content, 
 
  Flammable gases and vapors, and 
 
  Potential toxic air contaminants. 
 

Any employee who enters the space, or the employee’s authorized representative, shall be 
provided with an opportunity to observe the initial testing required above. 

 
No hazardous atmosphere may exist within the space whenever an employee is present in the 
space. 

 
 Continuous forced air ventilation shall be used, as follows: 
 

 Employees may not enter until the forced air ventilation has eliminated any hazardous 
atmosphere; 

 
  The forced air ventilation shall be directed to ventilate the immediate areas where an 

employee is or will be present with the space and shall continue until all employees 
have left the space; 

 
  The air supply for the forced air ventilation must be from a clean source and cannot 

increase the hazards in the space. 
 

The atmosphere within the space must be tested periodically to ensure that the continuous 
forced air ventilation is preventing the accumulation of a hazardous atmosphere. Any 
employee who enters the space, or the employee’s authorized representative, shall be 
provided with an opportunity to observe the periodic testing required by this program. 

 
 If a hazardous atmosphere is detected during an entry: 
 
  Each employee must leave the space immediately; 
 
  The space must be evaluated to determine how the hazardous atmosphere developed; 

and 
 

 Measures must be implemented to protect employees from the hazardous 
atmosphere before any subsequent entry is conducted. 

 
A written certification, utilizing the form in Exhibit D, Alternate Confined Space Entry Procedures, 
must be prepared before each entry that is conducted under these alternate procedures. This 
certification must contain the date, the location of the space, and the signature of the employee 
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providing the certification.  The certification must also verify that the space is safe for entry and that 
the pre-entry procedures outlined above have been taken.  The certification form is attached as 
Exhibit E.  The certification must be made available to each employee entering the space and the 
employee’s authorized representative. MPS also requires that each employee entering the space 
must sign the completed certification form.   
 
 
8. RECLASSIFYING PERMIT-REQUIRED CONFINED SPACES TO NON-PERMIT CONFINED SPACE 
 
As provided in 1910.146(c)(7), a permit-required confined space may be reclassified as a non-permit 
required confined space under the following procedures: 
 
 If the permit space poses no actual or potential atmospheric hazards and if all hazards within 

the space are eliminated without entry into the space, the permit space may be reclassified as 
a non-permit confined space for as long as the non-atmospheric hazards remain eliminated.   

 
 If it is necessary to enter the permit space to eliminate hazards, such entry shall be performed 

under the permit-required confined procedures outlined in Section 4 and only by contract 
employees.   If testing and inspection during that entry demonstrate that the hazards within 
the permit space have been eliminated, the permit space may be reclassified as a non-permit 
confined space for as long as the hazards remain eliminated.  

 [Note: Control of atmospheric hazards through forced air ventilation does not constitute 
elimination of the hazards.  Section 5.0 above covers permit space entry where it is 
demonstrated that forced air ventilation will control all hazards in the space.] 

 
 A written certification, utilizing the form in Exhibit E Reclassifying Permit-Required Confined 

Spaces to Non-Permit Confined Spaces, must be prepared prior to each entry utilizing these 
procedures.  The certifications contain the date, the location of the space and the person 
making the certification and will document the basis for determining that all hazards in a 
confined space have been eliminated.  The certification shall also be made available to each 
employee entering the space and the employee’s authorized representative.  MPS also 
requires that each employee entering the space must sign the completed certification form.   

 
  
 If a hazard arises in a permit space that has been declassified in the above procedures, each 

employee must exit the space.  The space must then be reevaluated to determine whether it 
should be reclassified as a permit space. 

 
9. EMPLOYEE TRAINING REQUIREMENTS 
 
MPS will provide training to employees whose work is regulated by this section so that these 
employees will acquire the understanding, knowledge, and skills necessary for the safe performance 
of the duties assigned under this standard.  MPS affected employees are select Maintenance 
employees. Training will be provided to each affected employee: 
 
 Before the employee is first assigned duties under this program, 
 
 Before there is a change in assigned duties, 
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Whenever there is a change in permit space operations that presents a hazard about which an 
employee has not previously been trained;  
 
Whenever MPS has reason to believe either that there are deviations from the entry program or 
that there are inadequacies in MPS’s knowledge or use of these procedures. 

 
This training program will establish employee proficiency in the duties required by this program and 
will introduce new or revised procedures, as necessary, for compliance with this program.  All training 
will be certified and documented using the training documentation form in Exhibit G.  The 
certification will contain each employee’s name, the signatures of the trainers, and the dates of 
training.  This certification will be maintained in the administration office files for at least 5 years.   
 
10. CONTRACTOR REQUIREMENTS 
 
When contractors are used to enter Confined Spaces, MPS will inform the contractor that the 
workplace contains permit required confined spaces and that permit space entry is allowed only 
through compliance with a permit space program meeting the requirements of OHSA 29 CFR 
1910.146.  MPS will apprise the contractor of the elements, including the hazards identified and the 
facility’s experience with the space, that make the space in question permit space.  MPS will apprise 
the contractor of any precautions or procedures that they have implemented for the protection of 
employees in or near the permit spaces where the contractor personnel will be working.  MPS will 
coordinate entry operations with the contractor when both MPS employees and contractor 
personnel will be working in or near permit spaces.  MPS will debrief the contractor at the conclusion 
of the entry operations regarding the permit space program followed and regarding any hazards 
confronted or created in permit spaces during entry operations.  The contractor notification and 
debriefing will be documented using the Contractor Confined Space Information & Debriefing Notice, 
Exhibit H. 
 

11. EXHIBITS 

EXHIBIT A:  Confined Space Survey and HazardAssessment Forms 

EXHIBIT B: List of Identified Spaces 
EXHIBIT C: Confined Space Entry Permit 
EXHIBIT D: Alternate Confined Space Entry Certification 
EXHIBIT E: Reclassifying Permit-Required to Non-Permit Required Confined Spaces 
EXHIBIT F: Rescue Service Evaluation Criteria 
EXHIBIT G: Training Documentation Form 
EXHIBIT H: Contractor Confined Space Information & Debriefing Notice 
 

 

12. FORMS 

 
All related forms are included in the exhibits. 
 
 
 
 

13. Revision History 
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 EXHIBIT A 

 
Confined Space Survey and Hazard 

 
Assessment Forms 

 



 

 

CONFINED SPACE SURVEY AND HAZARD 

ASSESSMENT 

 

1) Name & Location of the space: _______________________________________________ 

 

2) Date of the survey:   ________________________________________________________ 

 

3) Name of person(s) conducting the survey:  ______________________________________ 

 

4) Does the space meet the three following criteria? 

 a)  Large enough to enter and perform work:  Yes  No  

 b)  and has limited or restricted entry/exit:  Yes  No  

 c)  and is not designed for continuous occupancy:  Yes  No  

  If the answer to all three questions is yes, then 

  THE SPACE IS A CONFINED SPACE:  Yes  No  

 

If the answer to any one of the three questions is no, this is not a confined space and the 

assessment is complete. 

 

5) Assessment: 

 a) The space contains or has the potential to contain a hazardous atmosphere that may 

expose employees to the risk of death, incapacitation, injury or acute illness, or impair 

self rescue from the space.  The hazard or hazards are as follows: 

 

 1) Flammable gas, vapor or mist:  Yes  No   Unknown 

 2) Airborne dust:  Yes  No   Unknown 

 3) Low or high atmospheric oxygen:  Yes  No   Unknown 

 4) Toxic Chemicals:  Yes  No   Unknown 

  5)  Is the space immediately dangerous to life and health? 

  Yes  No   Unknown 

  

 b)  Contains potential engulfment material:  Yes   No   Unknown 

  Type ___________________________ 

 

 c) Inwardly sloping walls:                   Yes   No   Unknown 

 

  d) Other recognized serious safety/health hazards:     Yes  No   Unknown 

  

 Describe the hazard: ____________________________________________________ 

 

  e) Will work introduce a hazard or potential hazard into the space? 

   Yes  No  Unknown 

 

 What is the hazard or potential hazard?__________________________________________ 

 

6) If the answer to any one of the questions in 5 is yes, then   

 The Space is a Permit-Required Confined Space:       Yes  No  

 

7) Notes:___________________________________________________________________  



 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

EXHIBIT B 
 

List of Identified Spaces 

 



 

 

CONFINED SPACE INVENTORY 

 
The following is a representative list of confined space inventory with potential atmospheric hazards 
identified for MPS. 
 

   
   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   



 

 

 
 
 
 
 
 
 
 
 
 
 
 

EXHIBIT C 
 

Confined Space Entry Permit 



 

 

CONFINED SPACE ENTRY PERMIT 

 

Pre-Entry Checklist 

Date:______________Time:_________________ 

Job Site:___________________________________________ 

Equipment to be worked on:___________________________ 

Mandatory Pre-Entry Procedures. The procedures listed below must be 

completed prior to completion of the Entry procedure at right. 

1. Atmospheric Checks:

 Time:______________________ 

Oxygen:____________________% 

Explosive:_______________%LEL 

Toxic: PMA_______________ppm 

Other [name & ppm]___________________________ 

2. Source isolation:  

[no entry to perform task] N/A Yes No 

 pumps or lines blinded? [    ] [    ] [    ]  

 disconnected or blocked? [    ] [    ] [    ]  

3. Ventilation Modification: N/A Yes No 

 mechanical [    ] [    ] [    ]  

 natural ventilation only [    ] [    ] [    ]  

4. Atmospheric check after isolation and ventilation: 

 Time:______________________ 

 Oxygen:____________________% {>19.5%  &< 23%} 

 Explosive:_______________%LEL {<10%} 

 Toxic: ____________________________ppm {        } 

 Other [name & ppm]_________________________ 

If all of the conditions outlined above are complete and in compliance with the 

above criteria and there is no reason to believe that engulfment, flooding, or 

that additional chemicals or vapors will enter the permit space, then complete 

the entry permit portion of this document. If any response above is "no", entry 

is strictly forbidden until all "no" answers have been changed to "yes" or 

"N/A". 

 

Permit-Required Entry Checklist 

Expiration Date:________________ Expiration Time______________ 

 

Job Supervisor:______________________________________________ 

Work to be performed:________________________________________ 

___________________________________________________________ 

___________________________________________________________ 

___________________________________________________________ 

Permit Required Confined Space Entry Procedure:  

1. Entry, standby, attendants & backup available.  ______Yes _______No 

 All required training completed?  ______Yes  _______No 

 Is the training current?  ______Yes  _______No 

2. Equipment N/A Yes No 

 Direct reading gas monitor [tested?] [    ]  [    ] [    ] 

 Safety harness and lifelines for   

 entry& standby personnel?     [    ] [    ] [    ] 

 Hoisting equipment?   [    ] [    ] [    ] 

 Powered emergency communications? [    ] [    ] [    ] 

 SCBA's for entry and standby persons? [    ] [    ] [    ] 

 Protective clothing & equipment? [    ] [    ] [    ] 

 All electric equipment to be used  

 listed as Class I, Division I, Group 

    D, explosion proof & non-sparking  

 tools? [    ] [    ] [    ] 

3. RESCUE PROCEDURES: CALL 911 IMMEDIATELY 

 - DO NOT ENTER SPACE. 

 - GUIDE EMERGENCY PERSONNEL TO AREA. 

 - AID EMERGENCY PERSONNEL AS NEEDED. 

- After calling 911, attempts may be made to pull entrant from the space 

with attached harness & rope. 

We have reviewed the work authorized by this permit and the information contained here-in. Written instructions and safety procedures have been received and are 

understood. Entry cannot be approved if any squares are marked in the "no" column. This permit is not valid unless all appropriate items are completed and signed by 

appropriate supervisory personnel. 

 

PERMIT AND CHECKLIST PREPARED BY:_______________________________________ APPROVED BY:________________________________ 

  Supervisor   Shift Supervisor 

 

Reviewed by [confined space operations personnel]: [printed name & signature]_______________________________________________ This permit to be kept at the 

job site. Return job site copy to shift supervisor upon completion of permit-required confined space entry. [Keep on file for 1 year] 



 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

EXHIBIT D 
 

Alternate Confined Space Entry Certification 



 

 

 

Alternate Confined Space Entry Certification 
 

This certification program applies exclusively to the facility permit required confined spaces in which the only hazard posed 

by the permit space is an actual or potential hazardous atmosphere.  There must be monitoring and inspection data on file that 

can demonstrate continuous forced air ventilation is sufficient to maintain the permit space safe for entry.  

 

Pre-Entry Checklist 

 

Date:  Time:       Space:_________________________________________________ 

 

1.  Entrance Cover. 

  a)  All conditions making it unsafe to remove an entrance cover   Yes  No 

  have been eliminated. 

  b) Entrance openings have been guarded to prevent accidental falls  Yes  No  

  through the opening and protect the workers in the space from 

  foreign objects entering the space.  

 

2.  Atmospheric Testing.  Before an employee enters the space, the internal atmosphere shall be tested, with a calibrated 

direct-reading instrument for the following conditions and in the order listed: 

  a) Oxygen content % [>19.5% &<23%] 

  b) Flammable gases and vapors %LFL [<10%] 

  c) Potential toxic air contaminants ppm [    ] 

 

3.  Hazardous Atmosphere.  

 

  There is no hazardous atmosphere present in the space.  Yes  No 

 

4.  Ventilation. Continuous forced air ventilation is used and meets the following criteria: 

  a) Forced air has eliminated any hazardous atmosphere  Yes  No 

  b) Forced air ventilation is directed to ventilate the immediate   Yes  No 

  areas where an employee is or will be present within the space 

  c) The air supply for forced air ventilation is from a clean source.  Yes  No 

  

Entry.If all of the conditions outlined above are complete and in compliance with the listed criteria, then entry into the 

space can occur.  If any response above is “no” or if any of the direct-reading measurements are outside the acceptable 

ranges, then entry is strictly forbidden until all “no” answers can be answered “yes” and all readings within the 

acceptable range. 

 

Hazardous Atmosphere Detection.  If a hazardous atmosphere is detected during entry these procedures must be followed: 

  a)  Each employee must leave the space immediately 

  b) The space must be evaluated to determine how the hazardous atmosphere developed; and 

c) Measures must be implemented to protect the employees from the hazardous atmosphere before any  subsequent 

entry is conducted.  

 

I,(print name), hereby certify that the above listed permit-required confined space meets the conditions outlined in the 

alternate entry procedure and that I can produce the documentation required to prove that forced air ventilation alone is 

sufficient to maintain the space safe for entry: 

 

________________________________________ 

  (Signature) 

I/We have read the above certification and understand the alternate procedures by which we may enter this confined space: 

 

_____________________________________________ _________________________________________ 

   (Signature)   (Signature) 

 
_____________________________________________ _________________________________________ 

   (Signature)   (Signature) 
 

 



 

 

 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

EXHIBIT E 

Reclassifying Permit-Required to Non-Permit Required Confined Spaces 
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5. Reclassifying Permit-Required to Non-Permit Required Confined Spaces Certification 
 

This certification program applies exclusively to the facility permit-required confined spaces that may be reclassified as a non-permit 

required confined space. 
 

Pre-Entry Checklist 

 

Date:  Time:       Space: __________________________________________ 

 

1.Hazard Elimination. 

 

 a) Does the space pose an actual or potential atmospheric hazard?   Yes  No 

 

 If the answer to a) above is yes, then the space may not be reclassified as a 

 non-permit required confined space and entry is forbidden. 

 

 b) Have all hazards in the space been eliminated?    Yes  No 

 

 If the answer to b) above is no, entry is forbidden, Contact supervisor for reevaluation 

 of the space. 

 

 c) Is it necessary to enter the space to eliminate the hazards?    Yes  No  

 

If the answer to c) above is yes, entry is forbidden, contact supervior for reevaluation of the space.  Once testing demonstrates that 

the hazards have been eliminated, the entry may return to the non-permit  procedure. 

 

2.Atmospheric Hazards. 

 

It is important to note that control of atmospheric hazards through forced air ventilation does not constitute elimination of the hazards.  

Section 5.0, Alternate permit-confined space entry procedures covers permit space entry where it is determined that the forced air 

ventilation will control all hazards in the space.  Also, while not specifically required by the standard under this procedure, MPS will 

conduct Atmospheric Testing to further insure employee safety.  Before an employee enters the space, the internal atmosphere shall be 

tested, with a calibrated direct-reading instrument for the following conditions and in the order listed: 

  a) Oxygen content % [>19.5% &<23%] 

  b) Flammable gases and vapors %LEL [<10%] 

  c) Potential toxic air contaminants ppm [    ] 

 

Entry. If all of the conditions outlined above are complete and in compliance with the listed criteria, then entry into the space can 

occur for as long as the hazards remain eliminated.    If the procedures in c) can be followed and the answer changed to  “no”, then 

the non-permit required confined space procedure may be followed. 

 

Hazard Detection.  If a hazard arises in permit space that has been reclassified to a non-permit space as outlined above, each 

employee must exit the space.  The space must then be reevaluated to determine whether it should be reclassified as a permit space. 

 

I,(print name), hereby certify that the above listed permit-required confined space meets the conditions outlined above and has been 

reclassified as a non-permit required confined space. 

 

_______________________________________ 

  (Signature) 

 

I/We have read the above certification and understand the requirements for entering this permit-required space as a non-permit 

required confined space: 

 

 _____________________________________ 

  (Signature)   (Signature) 
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Rescue Service Evaluation Criteria 
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Rescue Service Evaluation Criteria 
 

 
(1)     This appendix provides guidance to employers in choosing an appropriate rescue service. It contains 

criteria that may be used to evaluate the capabilities both of prospective and current rescue teams. 
Before a rescue team can be trained or chosen, however, a satisfactory permit program, including an 
analysis of all permit-required confined spaces to identify all potential hazards in those spaces, must be 
completed. OSHA believes that compliance with all the provisions of 1910.146 will enable employers to 
conduct permit space operations without recourse to rescue services in nearly all cases.  However, 
experience indicates that circumstances will arise where entrants will need to be rescued from permit 
spaces. It is therefore important for employers to select rescue services or team, either on-site or 
off-site, that are equipped and capable of minimizing harm to both entrants and rescuers if the need 
arises. 

 
(2)     For all rescue teams or services, the employer's evaluation should consist of two components: an initial 

evaluation and a performance evaluation.  In the initial evaluation, employers decide whether a 
potential rescue service or team is adequately trained and equipped to perform permit space rescues 
of the kind needed at the facility and whether such rescuers can respond in a timely manner.  During 
the performance evaluation, employers measure the performance of the team or service during an 
actual or practice rescue.  For example, based on the initial evaluation, an employer may determine 
that maintaining an on-site rescue team will be more expensive than obtaining the services of an 
off-site team, without being significantly more effective, and decide to hire a rescue service. During a 
performance evaluation, the employer could decide, after observing the rescue service perform 
a practice rescue, that the service's training or preparedness was not adequate to effect a timely or 
effective rescue at his or her facility and decide to select another rescue service, or to form an internal 
rescue team. 

 
A.  Initial Evaluation 
 
 I.     The employer should meet with the prospective rescue service to facilitate the evaluations 

required by   1910.146(k) (1) (I) and   1910.146 (k) (1) (II). At a minimum, if an off-site rescue 
service is being considered, the employer must contact the service to plan and coordinate the 
evaluations required by the standard. Merely posting the service's number or planning to rely 
on the 911 emergency phone number to obtain these services at the time of a permit 
space emergency would not comply with paragraph (k)(1) of the standard.  

 
 II. The capabilities required of a rescue service vary with the type of permit spaces from which 

rescue may be necessary and the hazards likely to be encountered in those spaces. Answering 
the questions below will assist employers in determining whether the rescue service is capable 
of performing rescues in the permit spaces present at the employer's workplace. 

 
 1.     What are the needs of the employer with regard to response time (time for the rescue service 

to receive notification, arrive at the scene, and set up and be ready for entry)? For example, if 
entry is to be made into an IDLH atmosphere, or into a space that can quickly develop an IDLH 
atmosphere (if ventilation fails or for other reasons), the rescue team or service would need to 
be standing by at the permit space. On the other hand, if the danger to entrants is restricted to 
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mechanical hazards that would cause injuries (e.g., broken bones, abrasions) a response time 
of 10 or 15 minutes might be adequate. 

 
 2.  How quickly can the rescue team or service get from its location to the permit spaces from 

which rescue may be necessary? Relevant factors to consider would include: the location of the 
rescue team or service relative to the employer's workplace, the quality of roads and highways 
to be traveled, potential bottlenecks or traffic congestion that might be encountered in transit, 
the reliability of the rescuer's vehicles, and the training skills of its drivers. 

 
 3.     What is the availability of the rescue service? Is it unavailable at certain times of the day or in 

certain situations? What is the likelihood that key personnel of the rescue service might be 
unavailable at times? If the rescue service becomes unavailable while an entry is underway, 
does it have the capability of notifying the employer so that the employer can instruct the 
attendant to abort the entry immediately? 

 
 4.     Does the rescue service meet all the requirements of paragraph (k)(2) of the standard?  If not, 

has it developed a plan that will enable it to meet those requirements in the future? If so, how 
soon can the plan be implemented? 

 
 5.     For off-site services, is the service willing to perform rescues at the employer's workplace?  (An 

employer may not rely on a rescuer who declines, for whatever reason, to provide rescue 
services.) 

 
 6.     Is an adequate method for communications between the attendant, employer and prospective 

rescuer available so that a rescue request can be transmitted to the rescuer without delay? 
How soon after notification can a prospective rescuer dispatch a rescue team to the entry site? 

 
 7.     For rescues into spaces that may pose significant atmospheric hazards and from which rescue 

entry, patient packaging and retrieval cannot be safely accomplished in a relatively short time 
(15-20 minutes), employers should consider using airline respirators (with escape bottles) for 
the rescuers and to supply rescue air to the patient. If the employer decides to use SCBA, does 
the prospective rescue service have an ample supply of replacement cylinders and procedures 
for rescuers to enter and exit (or be retrieved) well within the SCBA's air supply limits? 

 
 8. If the space has a vertical entry over 5 feet in depth, can the prospective rescue service properly 

perform entry rescues? Does the service have the technical knowledge and equipment to 
perform rope work or elevated rescue, if needed? 

 
 9.  Does the rescue service have the necessary skills in medical evaluation, patient packaging and 

emergency response? 
 
 10. Does the rescue service have the necessary equipment to perform rescues, or must the 

equipment be provided by the employer or another source? 
 
B. Performance Evaluation 
 

Rescue services are required by paragraph (2)(iv) of the standard to practice rescues at least once 
every 12 months, provided that the team or service has not successfully performed a permit space 
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rescue within that time. As part of each practice session, the service should perform a critique of 
the practice rescue, or have another qualified party perform the critique, so that deficiencies in 
procedures, equipment, training, or number of personnel can be identified and corrected. The results 
of the critique, and the corrections made to respond to the deficiencies identified, should be given to 
the employer to enable it to determine whether the rescue service can quickly be upgraded to meet 
the employer's rescue needs or whether another service must be selected. The following questions will 
assist employers and rescue teams and services evaluate their performance. 

 
 1. Have all members of the service been trained as permit space entrants, at a minimum, including 

training in the potential hazards of all permit spaces, or of representative permit spaces, from 
which rescue may be needed? Can team members recognize the signs, symptoms, 
and consequences of exposure to any hazardous atmospheres that may be present in 
those permit spaces? 

 
 2. Is every team member provided with, and properly trained in, the use and need for PPE, such as 

SCBA or fall arrest equipment, which may be required to perform permit space rescues in the 
facility? Is every team member properly trained to perform his or her functions and make 
rescues, and to use any rescue equipment, such as ropes and backboards, that may be needed 
In a rescue attempt? 

 
 3. Are team members trained in the first aid and medical skills needed to treat victims overcome 

or Injured by the types of hazards that may be encountered in the permit spaces at the facility? 
 
  4.   Do all team members perform their functions safely and efficiently?  Do rescue service 

personnel focus on their own safety before considering the safety of the victim? 
 
 5. If necessary, can the rescue service properly test the atmosphere to determine if it is IDLH? 
 
 6. Can the rescue personnel identify information pertinent to the rescue from entry permits, hot 

work permits, and SDSs? 
 
 7. Has the rescue service been informed of any hazards to personnel that may arise from outside 

the space, such as those that may be caused by future work near the space? 
 
 8. If necessary, can the rescue service properly package and retrieve victims from a permit space 

that has a limited size opening (less than 24 inches (60.9 cm) in diameter), limited internal 
space, or internal obstacles or hazards? 

 
 9. If necessary, can the rescue service safely perform an elevated (high angle) rescue? 
 
 10. Does the rescue service have a plan for each of the kinds of permit space rescue operations at 

the facility?  Is the plan adequate for all types of rescue operations that may be needed at the 
facility?  Teams may practice in representative spaces, or in spaces that are "worst-case" or 
most restrictive with respect to internal configuration, elevation, and portal size. The following 
characteristics of a practice space should be considered when deciding whether a space is truly 
representative of an actual permit space: 

 
  (1) Internal configuration. 
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   (a) Open-there are no obstacles, barriers, or obstructions within the space. One example is 
a water tank. 

   (b) Obstructed-the permit space contains some type of obstruction that a rescuer 
would need to maneuver around. An example would be a baffle or mixing blade. 
Large equipment, such as a ladder or scaffold, brought into a space for work 
purposes would be considered an obstruction if the positioning or size of the equipment 
would make rescue more difficult. 

  (2) Elevation. 
(a) Elevated-a permit space where the entrance portal or opening is above grade by 4 feet 
or more. This type of space usually requires knowledge of high angle rescue procedures 
because of the difficulty in packaging and transporting a patient to the ground from the 
portal.  
(b)  Non-elevated-a permit space with the entrance portal located less than 4 feet 
above grade. This type of space will allow the rescue team to transport an injured 
employee normally. 

  (3) Portal size. 
(a)  Restricted-A portal of 24 inches or less in the least dimension. Portals of this size are too 
small to allow a rescuer to simply enter the space while using SCBA. The portal size is also 
too small to allow normal spinal immobilization of an injured employee. 
(b) Unrestricted-A portal of greater than 24 inches in the least dimension. These portals 

allow relatively free movement into and out of the permit space. 
  (4) Space access. 

(a) Horizontal-The portal is located on the side of the permit space. Use of retrieval lines 
could be difficult. 
(b) Vertical-The portal is located on the top of the permit space, so that rescuers 
must  climb down, or the bottom of the permit space, so that rescuers must climb up to 
enter the space. Vertical portals may require knowledge of rope techniques, or 
special patient packaging to safely retrieve a downed entrant. 
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Training Documentation Form 
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Confined Space Training Documentation Form 

 
 

Name of Employee:     Date: 
 
 
Employee No.:      Name of Trainer: 
 
 
 
I have received training on the general requirements of the OSHA Confined Space Entry Program, the 
requirements for entering a Permit-required Confined Space that has been declassified to a Non-Permit 
Required Confined Space or entry using the Alternate Confined Space Entry Procedures.  I have received 
training and instruction on how to declassify a Permit-Required Confined Space into a Non-Permit Required 
Confined Space and the procedure for issuing this certification.  I understand that I am forbidden to enter 
any area marked as a confined space without first having the space reclassified to a Non-Permit Required 
Confined Space by a designated employee and signing the reclassification certification. 
 
 
 
 
 
 
 
Employee Signature 
 
 
 
Trainer Signature  
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Training for Confined Space 
          

Name Dept. Shift Date of Training   
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Training for Confined Space 
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Contractor Confined Space 
Information & Debriefing Notice 
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Contractor Confined Space Information & Debriefing   
Documentation Form 

 

Name of Contractor:_______________________                                  Date:_____________ 

 

 
 
Confined Space:      Name of Supervisor: 
 
 
 
The following areas/concerns have been provided and/or discussed with the contractor: 
 

(1) The contractor has been notified that the MPS workplace contains permit required confined spaces 
and that permit space entry is allowed only through compliance with a permit space program meeting 
the requirements of OHSA 29 CFR 1910.146.   

(2) MPS has apprised the contractor of the elements, including the hazards identified and the facility’s 
experience with the space, that make the space in question permit space.  This will be conducted both 
verbally and by providing the contractor a copy Exhibit B of the facility Confined Space Entry Program, 
which is a list of the confined spaces at this facility and the elements that make them a confined space. 

(3) MPS has apprised the contractor of any precautions or procedures that they have implemented for the 
protection of employees in or near the permit spaces where the contractor personnel will be working.   

(4) MPS will coordinate entry operations with the contractor when both MPS employees and contractor 
personnel will be working in or near permit spaces.   

(5) MPS has debriefed the contractor at the conclusion of the entry operations regarding the permit space 
program followed and regarding any hazards confronted or created in permit spaces during entry 
operations.  Debriefing comments: 

 
 
Debriefing comments: 
 
 
 
 
 
 
 
 
MPS Representative Signature 
 
 
 
Contractor Supervisor Signature  
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Transportation 
 
It is Madill Public School Board policy that all motorized equipment will be operated in a safe and efficient 
manner at all times.  The following items have been developed to ensure that only qualified personnel are 
operating vehicles.  To qualify for MPS vehicle operation: 
 

1.     Personnel must have a valid state driver's license.  
 

2.     Personnel must have reached a minimum age of 18. 
 

3.     Personnel must be trained and demonstrate safe operation of the vehicle to be utilized. 
 

4.    A Motor Vehicle Records check shall be run on all new drivers.  Periodic checks will be performed to 
ensure driver has a current, valid license.   

 

5.    An employee must receive permission from his/her supervisor or foreman to operate the vehicle. 
 

VEHICLE SAFETY: 
 

1. All applicable laws shall be observed and seat belts utilized by all occupants at all times. 
 

2. When, in the opinion of the driver, conditions for driving are unsafe, it shall be the driver's 
responsibility to avoid driving in those conditions. 

 

3. No person shall ride on a vehicle except within the passenger compartment. 
 

4. Only authorized personnel shall ride in a MPS vehicle. 
 

5. Avoid backing whenever possible.  Always back load vehicles with the help of a spotter and signal your 
intentions. 

 

6. MPS vehicles shall be inspected daily by the driver to assure that the vehicle is in good mechanical 
condition and properly equipped.  The driver of the vehicle is responsible for the condition of the unit. 

 

7. No vehicle shall be driven which has an obvious mechanical problem affecting the safety of the 
vehicle.  Report all problems immediately. 

 

8. Check all clearances including those in front of, on both sides of, and to the rear of the vehicle, prior to 
moving the vehicle. 

 

9. The driver will maintain a safe speed for prevailing conditions. 
 

10. Always yield the right of way and drive defensively at all times. 
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SUPERVISOR'S VEHICLE ACCIDENT INVESTIGATION REPORT 
DRIVER: Date of Accident: 
Unit Involved: Truck #: Tractor #: Trailer #: 
  

  
 

 

 

 

 

 

What did our driver do (or fail to do) that caused him/her to become involved in this accident? 
 

 

 

 

 

 

Does our driver accept any blame for this accident?  ___YES     ___ NO       If "YES", how much? 
 

 

 

 

What was our driver's attitude regarding this 
accident? 

 

 

 

 

 

 

 

Was this accident avoidable? or unavoidable? 
Did you review total accident record with our 
driver? 

 

What corrective measures have you taken toward our driver in order to prevent a future occurrence of this same nature? 

 

 

 

 

 
Give further comments regarding general attitude, ability, and performance of our 
driver. 

 

 

 

 

 

 

  

DATE 
INTERVIEWED: 

 INTERVIEWED BY:  
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GENERAL SAFETY RULES 
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Housekeeping 
 
1. Maintain all work, lunch, and break areas in a clean and orderly manner. 
 
2. Work areas, stairways, walkways, etc. must be kept clear of portable tools, materials, equipment, 

and other trip hazards. 
 
3. Combustible scrap and debris shall be removed from work area at regular intervals. 
 
4. Containers shall be provided for collection and separation of all refuse. Covers shall be provided 

on containers used for flammable or harmful substances. 
 
5. Nails, staples, and wires protruding from boards, boxes, shipping containers, etc., must be 

removed or bent down immediately. 
 
6. Provided containers must be used.  Deliberate and willful scattering of trash will not be tolerated. 
 
7. Any and all work areas must be cleaned before the job can be accepted as being complete. 
 
8.   Washrooms are provided for personal needs and must be used for these purposes.  They are to be 

kept clean and orderly at all times. 
 
9. Never leave obstructions in corridors unattended. 
 
10. Close file and/or desk drawer immediately after placing and/or retrieving needed items. 
 
11. Electrical cords are not to be placed across walkways.  Secure cords to prevent tripping hazard. 
 
12. Razor blades, thumb tacks, and other sharp objects shall not be thrown loosely into desk drawers.  

Never leave knives or scissors on a desk top unattended. 
 
13. Card index files, dictionaries, or other heavy objects should be kept off the top of file cabinets and 

other high furniture. 
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CHECK UP YOUR HOUSEKEEPING 
          Good  Fair  Poor  
AISLES AND PASSAGEWAYS    

Are aisles clearly marked?            
Are materials piled in aisles?             

Are carts/dollies allowed to stand in aisles?           
Comments:_________________________ 
 
FLOORS 

Are there any holes, worn planks, or loose plates         

Are floors clear of scrap materials?           
Are there any oil or grease patches on the floor due to spillage, 

splashing, or dripping ?           , 
Comments:_________________________ 
 
STAIRS 

Are stairway lights in working order?            

Are stairways provided with railings?            
Are stairways clear of all scrap or stored materials?         
Comments:_________________________ 
 
 
MATERIAL PILING 

Are piles interlocked wherever possible?          
Do piles of material interfere with fire doors or sprinkler heads?       

Are bins and racks provided for items that cannot be piled?       
Comments:_________________________ 
 
SCRAP DISPOSAL 

Are scrap boxes or containers provided?           
Are they placed convenient to points where the scrap is produced?       
Are scrap boxes stored orderly in tool chests?          
Comments:_________________________ 
  
 

 
 
TEMPORARY SET-UPS 

Is there any temporary storage of materials?          
Is there any temporary hoisting of equipment?          
Is there any temporary electric wiring?           
Comments:_________________________ 
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          Good  Fair  Poor  
 

OILY RAGS AND WASTE 
Are covered containers provided?            
Are windows clean?              
Are walls clean?            
Comments:_________________________ 
 
 
 

GENERAL 

Is shop clear of bottles, rags, shoes, clothing, scrap, and old machine       
parts? 

Are lockers cleaned out regularly?            
Are fire escapes and other exits from the plant clear of debris?        
Comments:_________________________ 
 
       

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Date:___________________________ Bldg. or Dept._______________________________ 
 
Signature:_________________________________________________________________ 
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Manual Material Handling 
 
Injuries resulting from improper lifting techniques can be reduced or eliminated by following a few 
simple guides before attempting to lift or move an item: 

 
1.  Study the object to be lifted and moved. Decide where and how to hold it. Check for    
     grease, oil, moisture, or sharp edges. 
 
2.  Clear the intended path of obstructions and tripping hazards. 
 
3.  Size up the load. Determine if engineering controls will be needed. 
 
4.  Determine if and what type of PPE may be needed to perform the task. 
 
5.  Know where and how to let the object down. 
 
6.  Get help if there is any doubt about lifting the object. 
 
7.  Test the weight of the load before attempting to make a lift. 
 
8.  Avoid carrying a load that may extend above eye level or otherwise obstruct vision. 
 

        9.  Stand close to the object with firm footing and the feet spread comfortably. 
 
       10. Squat down and straddle the load. Keep back straight and bend at the knees. 
 
       11. Grasp the object firmly.  Be certain the grip will not slip. 
 
       12. Breath in -- inflated lungs help support the spine. 
 
       13. Keep the load close to the body. 
 
       14. Lift with the legs -- slowly straighten them. Do not jerk. After legs are straight, bring the back 

to the vertical position. 
 
       15. Check for pinch points, especially when lowering material. 
 
       16. Try to design out lifting and lowering as much as possible in the workplace.  
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Office Safety 
 
Office Safety is often overlooked because of an environment which appears neat and orderly.  Many 
accidents which occur in the office setting are minor in nature, but a large percentage of disabling 
injuries result from falls, over-exertion, stress, and poor ergonomic design.  Prevention can be 
accomplished by pre-planning the office floor plan, researching office equipment, and following the 
procedures listed below: 
 
1. Keep to the right when walking in passageways. 
 
2. Do not read while walking in aisles. 
 
3. Do not carry materials that you cannot see over or around. 
 
4. Do not carry stacks of materials on stairs.  Use the elevator. 
 
5. One hand should be free to use the handrail when traveling on stairs. 
 
6. Wipe up spilled liquids immediately. 
 
7. Pick up pieces of paper, tape, paper clips, rubber bands, pencils, and other loose objects as soon 

as they are spotted. 
 
8. Do not place personal items, such as purse, briefcase, or umbrella where they may extend into 

the walkway. 
 
9. Tripping hazards such as defective floor tiles, rugs, or floor mats, should be reported immediately. 
 
10. Anti-slip protection shall be used on floor surfaces, stairs, loading docks, as well as near entrances 

and exits. 
 
11. Do not scoot across the floor while sitting on a chair. 
 
12. Do not use a chair or other office furniture for climbing. 
 
13. Remove defective chairs and equipment from use. 
 
14. Avoid leaning sideways from the chair to pick up objects on the floor. 
 
15. Do not lean back in chairs. 
 
16. File drawers should be closed immediately after use. 
 
17. Only one file drawer in the cabinet should be opened at one time. 
 
18. Filing personnel should wear rubber finger guards. 
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19. Office furniture is to be moved by maintenance personnel. 
 
20. Furniture should not be re-arranged without authorization. 
 
21. Do not stack boxes, papers, and other heavy objects on file cabinets. 
 
22. Do not store sharp objects such as knives, scissors, or staples loosely in drawers. 
 
23. Do not store pencils in container with points up. 
 
24. Do not leave glass objects on the edge of desks. 
 
25. Loose fitting or baggy clothing, open-toe or high heeled shoes, and dangling or protruding jewelry 

should not be worn while working around machinery or equipment with moving parts. 
 
26. Paper cutters shall have the blade down when not in use. 
 
27. Only approved ladders and step stools are to be used to access high shelves and files. 
 
28. Cleaning materials shall be stored in a centrally located area. 
 
29. Office machines should not be placed on the edge of a table or desk. 
 
30. Machines that tend to shift during operation should be secured either directly to the desk or 

table, or placed on a non-slip pad. 
 
31. Heavy equipment and files should be placed against walls or columns.  
 
32. File cabinets should be bolted together or fastened to the floor or wall to ensure stability. 
 
33. Glass tops on desks and tables should be substituted with durable synthetic surfaces. 
 
34. Office fans should have proper guards and should be handled in a zero energy state. 
 
35. Rolling ladders and stands should have brakes that are pressure activated. 
 
36. All step ladders should have non-skid feet. 
 
37. Workers should be trained and informed of hazardous chemicals in work areas. 
 
38. Employees should receive annual fire and emergency training.  Training should include the use of 

a portable fire extinguisher, procedures for reporting fires, and review of a written emergency 
plan. 

 
39. Drawers on desks and file cabinets should have safety stops. 
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40. Rotary files, copying machines, paper cutters, and shredders should have guards. 
 
41. An ergonomic review for high computer use or data input operations should be performed. 
 
42. Passages through the work area should be unobstructed, well-illuminated, and checked 

frequently. 
 
43. Exit doors shall not require the use of a key for operation from inside. 
 
44. Doors opening into a passageway should be recessed. 
 
45. Cords should be clipped to back of desk or taped down. 
 
46. Cords that cross the floor should be covered with rubber channels. 
 
47. Outlets should accommodate 3-wire grounding plugs. 
 
48. Electrical cords should be properly installed and frequently inspected for defects which may cause 

shocks or burns. 
 
49. The installation and repair of any electrical equipment should be done by qualified personnel. 
 
50. The heaviest and largest objects should be placed on the bottom during stacking. 
 
51. Objects should not be stacked on window sills. 
 
52. Flammable, combustible, and similar materials should be stored in a safety can or cabinet. 
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SAFETY INSPECTION CHECKLIST 
 

Office 

 
Area:_____________________Inspected by:__________________ Date:______ 

 

 
 

Item OK Not 

OK 

Corrective Action Taken Date 

  X 

Is there litter or spilled liquid on the floor?    

Are floor surfaces chipped: does carpeting    
show worn spots or holes?    

Are warning signs posted near repair work    
or redecorating?    

Are aisles free of boxes, wastebaskets,    
chairs and other obstacles that impede traffic?    

Are restrooms kept clean, with dry floors?    

Are phone or electrical cords placed in 
walkways? 

   

Do electrical cords look frayed? Are they draped    
over hot pipes, bent around hooks or stepped 
on? 

   

Are flimsy extension cords in use?    

Are all appliances connected with three-pronged    
plugs or are double insulated?    

Are electrical outlet boxes exposed so that they    
pose a tripping hazard?    

Do employees stand on chairs, desks, boxes,     
drawers, or other improvised ladders?    

Do employees lean back in chairs, with feet up on    
the desk?    

Do employees run in the office?    

Are stairs well lighted?    

Are hand rails, treads, and risers in good 
condition? 

   

Are stairs free of litter or spills?    
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Item OK Not 

OK 
Corrective Action Taken Date 

     X 

Are desk or file drawers left open?    

Are files, lockers, cabinets, and  bookcases bolted    

securely?    

Is more than one file drawer opened at a time?    

Are files top heavy with empty drawers at the     
bottom and full drawers on top?    

Are boxes, papers, and books stored on top of    

files, storage cabinets, window sills?    

Are transparent glass doors marked so they can 
beseen? 

   

    

Must employees step up or down while going     

through a doorway?  If so, is a warning sign     

posted?    

Do self-closing doors have too much spring 
tension? 

   

Is machinery turned off when not in use?  Do    

employees wear dangling jewelry or loose    

clothing around moving machinery?    

Are employees using spike files or pencil     

holders with pencil points up?    

Is the paper cutter placed in a safe location with    

the guard in position?    

Are razor blades or pins mixed in with paper 
clips? 

   

Are fire exits clearly marked?    

Are fire extinguisher locations marked so they    

are visible from a distance?    
Have fire extinguishers been inspected within 12    

months?    

Do all employees know the location of exits,     

alarms, and extinguishers?    

Are nonflammable liquids used whenever 
possible? 

   

Are flammable liquids properly stored in safety    

cans and/or safety cabinets?    

Are emergency numbers posted for doctor, fire    

department, ambulance, and key personnel?    

Are combustibles stored near machinery or heat    

sources?    

Are sprinklers, fire detectors, and hoses in good    

working order?    
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Item OK Not 

OK 
Corrective Action Taken Date 

     X 

Are doors to enclosed stairwells kept closed at     
all times?    

Are company parking lots well lighted and 
clearlymarked? 

   

    

Are adequate first-aid supplies available?    

Are all accidents properly recorded?    
    

MISCELLANEOUS    

    

Are monthly safety inspections conducted?    

Are monthly safety meetings conducted?    

Isthe safety bulletin board current?    

Is the Workers’ Compensation Notice 
ofCompliance posted? 

   

    

 

 
OVERALL EVALUATION:  
       COMMENTS: 

Unsatisfactory   

   

Satisfactory   

   

Excellent   
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Madill Public Schools 

PPE Assessment 

1. PURPOSE 

To address requirements for Personal Protective Equipment, including protective equipment for eyes, 

face, head, and extremities. 

Personal Protective Equipment (PPE) devices alone will not be relied on to provide protection against 

hazards, but will be used in conjunction with guards, and sound safety practices. 

2. SCOPE 

This policy applies to all Madill Public School employees.  

The District Safety Director has overall responsibility for managing and updating the written program. 

MPS will provide appropriate PPE and train each employee in its proper fit, use, maintenance, and 

limitations. 

Management and Supervision are responsible for providing training and enforcing the safe and proper 

use of PPE throughout the facility where PPE is required. 

It is each employee’s responsibility to utilize all PPE in accordance with this and department specific 

procedures. 

Non-compliance with PPE requirements will invoke disciplinary action. 

The site principal/supervisor will assure that the workplace is assessed to determine if hazards are 

present, or are likely to be present, which necessitates the use of PPE. 

4. DEFINITIONS  

N/A 

5. PROCESS FLOW CHART 

N/A 

6. PROCEDURAL REQUIREMENTS 

6.1 Selection of PPE 

Selection of appropriate and approved PPE shall be at the discretion of the principal/supervisor. This 

selection shall be made in accordance with all legislative requirements and PPE standards.  

6.2 PPE Assessment 

Management shall provide required resources to ensure that PPE assessments are conducted to 

evaluate the continuing suitability of existing PPE for the tasks being performed. 

PPE assessments shall be documented on the PPE Hazard Assessment form.  

Results of PPE Assessments shall be documented on the PPE required form and shall be posted 

appropriately in affected areas. 

6.3 General PPE Requirements 

6.3.1 Safety Glasses 

* NOTE: Safety glasses will be worn in offices while doing construction type work in the office 

environment such as, moving furniture, making repairs to work areas or walls, cleaning above 

head, taking apart equipment, taking apart partitions, and any time using cutting tools and 

power tools. 

Safety Glasses shall have side shields permanently attached. 
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Visitors or new employees requiring prescription glasses shall be provided with approved safety 

glasses that will fit over the top of their existing eyewear. 

Any requirement for the use of goggles or other specialized PPE will be determined by individual PPE 

Hazard Assessments. 

6.3.2 Hearing Protection 

If needed hearing protection devices shall be provided by the company at no cost to employees and 

visitors. 

6.3.3 Face Protection 

Face protection shall be worn for all processes deemed to require it by individual PPE Hazard 

Assessments. All affected employees shall be trained on isolated PPE requirements for special 

processes.  

6.3.4 Body Protection 

Body protection shall be worn for all processes deemed to require it by individual PPE Hazard 

Assessments. All affected employees shall be trained on isolated PPE requirements for special 

processes. 

6.3.5 Hand Protection 

Gloves, or Hand Protection, shall be worn for all processes deemed to require it by individual PPE 

Hazard Assessments. All affected employees shall be trained on isolated PPE requirements for special 

processes. 

In addition to those processes, where Hand Protection is required, appropriate gloves shall be made 

available for those processes where individual employees prefer Hand Protection. Gloves shall not be 

worn in association with processes involving rotating equipment or other hazards that would be 

exacerbated by gloves. 

6.3.6 Head Protection 

Head Protection shall be worn for all processes deemed to require it by individual PPE Hazard 

Assessments. All affected employees shall be trained on isolated PPE requirements for special 

processes. 

6.3.7 Foot Protection 

Foot Protection shall be worn for all processes deemed to require it by individual PPE Hazard 

Assessments. All affected employees shall be trained on isolated PPE requirements for special 

processes. 

 

6.3.8 Respiratory Protection 

Respiratory Protection shall be worn for all processes deemed to require it by individual PPE Hazard 

Assessments. All affected employees shall be trained on isolated PPE requirements for special 

processes. 

The selection, fit, maintenance, and limitations of specialized respiratory Protection shall be in 

accordance with the Respirator Use Program EHSP-16. 

6.3.9 Other Specialized PPE 

If, through PPE Hazard Assessments, it is determined that other specialized PPE is required, it shall be 

provided. Any such specialized use shall be taught to all affected employees. 

 

7. EXHIBITS 
N/A 
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8. FORMS 
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OCCUPATIONAL EXPOSURE TO BLOOD-BORNE PATHOGEN GUIDELINES 

1. PURPOSE 
To protect all employees, visitors, and contractors from exposure to blood-borne pathogens. 
 

2. SCOPE 
It shall be the responsibility of the site administrators/supervisors to administer this program in 
accordance with the MPS employee safety handbook.  This policy applies to all MPS employees and 
contractor personnel at MPS. 
 

3. REFERENCES 
29CFR 1910.1030 
EHSWI No. 18 
EHSWI No. 18A 
 

4. DEFINITIONS: 

Blood-borne Pathogen - are pathogenic microorganisms that are present in human blood and can 
cause disease in humans. These pathogens include, but are not limited to hepatitis B virus and 
immunodeficiency virus. 

Contaminated - isthe presence or the reasonable anticipated presence of blood or other infectious 
waste. 

Potentially Infectious Waste - refers to semen, vaginal secretions, cerebrospinal fluid, amniotic fluid, 
synovial fluid, pericardial fluid, peritoneal fluid, saliva, or any body fluids in a situation where it is 
difficult or impossible to differentiate between body fluids. 

Exposure Incident - a specific eye, mouth, other mucous membrane, non-intact skin, or parenteral 
contact with blood or other potentially infectious materials that result from the performance of an 
employee's duties. 

Occupational Exposure - isreasonably anticipated skin, eye, mucous membrane, or parenteral 
contact with blood or other potentially infectious material that may result from the performance of 
an employee's duties. 

Personal Protective Equipment – isspecialized clothing or equipment worn by an employee for 
protection against a hazard. General work clothes (uniforms, pants, shirts, or blouses) not intended to 
function as protection against a hazard is not considered personal protective equipment. 

Universal Protection - isan approach to infection control. According to the concept of Universal 
Precautions, all human blood and certain human body fluids are treated as if known to be infectious 
for HIB, HBV, and other blood borne pathogens. 

5. PROCESS FLOW CHART 

N/A 
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6. PROCEDURAL REQUIREMENTS 

6.1 EXPOSURE CONTROL PLAN - HANDLING OF INFECTIOUS WASTE 

Universal precautions shall be observed to prevent contact with blood or other potentially infectious 
materials. Under circumstances in which differentiation between body fluid types is difficult or 
impossible, all body fluids shall be considered potentially infectious. 

Infectious waste will be segregated to the point of generation from general waste. All containers used 
for storage will be disposable.  

Personal protective equipment shall be used.  

Hand washing facilities are available throughout the departments. Employees wash hands and other 
skin with soap and water, or flush mucous membranes with water immediately or as soon as feasible 
following contact with blood or other potentially infectious materials. Employees shall wash their 
hands immediately, or as soon as feasible, after removal of gloves or other protective equipment. 

Contaminated needles and other contaminated sharps shall be placed in the marked container in 
main office of each site. Do not recap or bend sharps. Using the device in the lid of the container, 
remove the sharp and let it fall into the container. 

Eating, drinking, applying cosmetics or lip balm, and handling contact lenses shall be prohibited in 
work areas where there is reasonable likelihood of occupational exposure. 

Food and drink shall not be kept in refrigerators, freezers, shelves, cabinets, or on countertops where 
blood or other potentially infectious materials are present. 

Specimens of blood or other potentially infectious materials shall be placed in a container that 
prevents leakage during collection, handling, processing, storage, transport, or shipping. 

The containers for storage are red and labeled with the “Biohazard " label. 

If outside contamination of the primary container occurs, the primary container shall be placed within 
a secondary container that is puncture resistant in addition to the above characteristics. 

If the specimen could puncture the primary container, the primary container shall be placed within a 
secondary container that is puncture-resistant in addition to the above characteristics. 

Equipment that may become contaminated with blood or potentially infectious materials shall be 
examined prior to servicing or shipping. They shall be decontaminated as necessary, unless the 
employer can demonstrate that decontamination of such equipment or a portion of such equipment 
is not feasible. 

MPS shall ensure that this information is conveyed to all affected employees, the servicing 
representative, and/or manufacturer, as appropriate, prior to handling, servicing, or shipping so that 
appropriate precautions will be taken. 

 

6.2 PROTECTIVE EQUIPMENT 

Where there is occupational exposure, MPS shall provide, at no cost to the employee, appropriate 
personal protective equipment. This may include, but not be limited to gloves, gowns, face shields or 
masks, eye protection, mouthpieces, resuscitation bags, or other ventilation devices. 

Personal protective equipment will be considered “appropriate” only if does not permit blood or 
other potentially infectious material to pass through or reach the employee's: 

 Work clothes, street clothes, or undergarments 
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 Skin, eyes, mouth, or other mucous membranes 

PPE shall deliver this protection under normal conditions of use and for the duration of time that the 
protective equipment will be used. 

MPS shall ensure that the employees use appropriate personal protective equipment unless there is 
no possibility of exposure present. 

MPS shall ensure that appropriate personal protective equipment, in the appropriate sizes, is readily 
accessible at the work-site or is issued to employees. 

MPS shall clean, launder, and dispose of personal protective equipment at no cost to the employee. 

If a garment is penetrated by blood or other infectious materials, the garment shall be removed 
immediately or as soon as feasible. 

All protective equipment shall be removed before leaving the work area. When protective equipment 
is removed it shall be placed in an appropriate designated area or container for storage and disposal. 

6.2.1 GLOVES shall be worn when it can be reasonably anticipated that the employee may 
have hand contact with blood or other potentially infectious materials. 

Disposable gloves shall be replaced as soon as possible when contaminated or as soon as feasible if 
they are torn, punctured, or when their ability to function as a barrier is compromised. 

6.2.2 MASKS, EYE PROTECTION, AND FACE SHIELDS. Masks in combination with eye 
protection devices, such as goggles or glasses with solid side shields, or a chin length face 
shield, shall be worn. They are required whenever splashes, sprays, splatters, or droplets 
of blood or any other potentially infectious materials may be generated and eye, nose, or 
mouth contamination can be reasonably anticipated. 

 

6.2.3 GOWNS AND OTHER PROTECTIVE BODY CLOTHING. Appropriate protective clothing 
such as, but not limited to gowns, aprons, lab coats, clinic jackets, or similar outer 
garments shall be worn in occupational exposure situations. 

The type and characteristics will depend upon the task and degree of exposure anticipated. 

6.3 HOUSEKEEPING 

6.3.1 General 

MPS shall ensure that the work-site is maintained in a clean and sanitary condition. A written plan for 
cleaning that includes: 

6.3.1.1 The method of disinfecting 

6.3.1.2 The actual location within the operation 

6.3.1.3 The type of surface and soil 

6.3.1.4 Tasks or procedures to be performed 

6.3.1.5 A cleaning schedule and a spill plan  

This plan shall be supplied, and taught to all personnel, including contracted help. 

6.3.2 SPECIFIC CLEANING AND DISINFECTING  When equipment, the environment, or 
working surfaces have been, or may be, contaminated with blood or other potentially 
infectious materials, proper cleaning and disinfecting shall be performed. 
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6.3.3 WORK SURFACES All work surfaces will be decontaminated with appropriate 
disinfectant (e.g. 10% household bleach solution) after process or procedure is completed, 
after overt contamination, immediately after a spill, and after each work shift. 

Protective coverings (plastic wrap, aluminum foil. plastic backed paper) may be used. If 
used, covering will be replaced after each work shift and after each contamination. 

6.3.4 EQUIPMENT  All equipment shall be checked routinely and decontaminated as 
necessary inside and outside. Decontaminate before servicing and shipping. It is 
preferable that equipment be dedicated to a specific lab if possible. 

6.3.5 RECEPTACLES Bins, pails, cans, etc. and all receptacles will be inspected, cleaned and 
disinfected on a regularly scheduled basis. Clean and disinfect immediately upon visible or 
overt contamination. 

6.3.6 BROKEN GLASSAll broken glass shall be removed by using mechanical means (not 
directly with hands). Use brush and dust pan, vacuum cleaner, tongs, or forceps. Glass 
should be decontaminated and placed in puncture-proof containers. 

6.3.7 POTENTIALLY INFECTIOUS MATERIAL SPECIMENS All specimen containers shall be 
closeable, labeled (or color coded), and leak-proof. This involves specimens for both 
shipping and storage. If puncture of a bag is likely, use a leak-proof puncture-resistant 
container in which to place the bag. 

6.3.8 REUSABLE ITEMS. Items to be reused shall be decontaminated prior to washing or 
reprocessing. 

6.4 REGULATED WASTE 

Contaminated Sharps shall be discarded immediately, or as soon as feasible, in containers that are: 

6.4.1 Closeable 

6.4.2 Puncture-resistant 

6.4.3 Leak-proof on sides and bottoms 

6.4.4 Labeled or color-coded 

6.4.5 DURING USE 

Containers for contaminated use shall be: 

6.4.5.1 Easily accessible to personnel and located as close as is feasible to the 
immediate area where sharps are used or can be reasonably anticipated to be used. 

6.4.5.2 Maintained upright throughout use 

6.4.5.3 Serviced routinely and not be allowed to overflow. 

6.4.6 MOVING When moving containers of contaminated sharps from the area of use, the 
container shall be: 

6.4.6.1 Closed immediately prior to removal or replacement to prevent spillage or 
protrusion of contents during handling, storage, transport, or shipping 

6.4.6.2 Placed in a secondary container if leakage is possible 

The second container shall be: 

a) Closeable 

b) Constructed to contain all contents and to prevent leakage during storage, 
handling, transport, or shipping. 
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c) Be labeled or color coded according to standards 

6.4.7 REUSABLE CONTAINERS Reusable containers shall not be opened, emptied, or handled 
in any other manner which would expose employees to the risk of percutaneous injury 
(injured through the skin). 

6.4.8 OTHER REGULATED WASTE Regulated waste shall be placed in containers that are: 

6.4.8.1 Closeable 

6.4.8.2 Constructed to contain all contents and prevent leakage of fluids during 
handling, storage, transport, or shipping 

6.4.8.3 Labeled or color-coded in accordance with standards 

6.4.8.4 Closed prior to removal to prevent spillage or protrusion of contents during 
handling, storage, transport, or shipping 

If outside contamination of the regulated waste container occurs, it shall be placed in a second 
container. 

Disposal of all regulated waste shall be in accordance with applicable regulatory requirements. 

6.5 LAUNDRY Contaminated laundry shall be handled as little as possible with a minimum of 
agitation.  

6.5.1 Contaminated laundry shall be bagged or containerized at the location where it was 
used and shall not be sorted or rinsed in the location of use. 

6.5.2 Contaminated laundry shall be placed and transported in bags or containers labeled or 
color-coded in accordance with standards 

6.5.3 Whenever contaminated laundry is wet, It shall be placed in containers that will 
prevent soak-through or leakage. 

MPS shall ensure that employees who have contact with contaminated laundry wear protective 
gloves and other appropriate personal protective equipment. 

When contaminated laundry is shipped off-site to a second facility which does not utilize Universal 
Precautions in the handling of all laundry, the contaminated laundry must be placed in bags or 
containers which are labeled or color-coded in accordance with regulations. 

6.6 HEPATITIS B 

MPS shall make available the Hepatitis B vaccine and vaccination series to all employees who have 
occupational exposure. This includes janitors, SPED Teachers, SPED aides, and first aid attendants. 

Additionally, post-exposure evaluation and follow-up shall be made available to all employees who 
have had an exposure incident. 

These services shall be: 

 Made available at no cost to the employee 

 Made available to the employee at a reasonable time and place 

 Performed by, or under the, supervision of a licensed physician or licensed healthcare 
professional 

 Provided according to recommendation of the U.S. Public Health Service current at the 
time these evaluations and procedures take place 
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6.6.1 HEPATITIS B VACCINATION Shall be made available after the employee has received 
the training required, and within 10 working days of initial assignment, to all employees 
who have occupational exposure, unless: 

 The employee has previously received the complete Hepatitis B vaccination series 

 Antibody testing has revealed that the employee is immune 

 The vaccine is contraindicated for medical reasons. 

MPS shall not make participation in a prescreening program a prerequisite for receiving the  

Hepatitis B vaccination. 

MPS shall ensure that employees who decline to accept the Hepatitis B vaccination sign a statement 
declaring their refusal.  

If a routine booster dose(s) of Hepatitis B is recommended by the U.S. Public Health Service at a 
future date, such booster dose shall be made available in accordance with regulations. 

6.6.2 POST EXPOSURE EVALUATION AND FOLLOW-UP Following a report of an exposure 
incident, MPS shall immediately make available to the exposed employee, a confidential 
medical evaluation and follow-up including: 

 Documentation of the routes of exposure and the circumstances under which the 
exposure occurred 

 Identification and documentation of the source unless MPS can establish that 
identification is not feasible or prohibited by state or local law 

The exposed employee shall be requested to sign the Acknowledgement of Past Accidental Exposure 
form HEP-B-E-2 

This record shall be filed and retained in accordance with the Document List. 

THE SOURCE INDIVIDUAL'S BLOOD shall be tested as soon as possible and after consent is obtained, 
in order to determine if the blood is infectious. If consent is not obtained, MPS shall establish that 
legally required consent cannot be obtained. 

When the source individual's consent is not required by law, the source individual's blood, if 
available, shall be tested and the results documented. 

When the source individual is known to be infected with HBV, testing need not be repeated. 

Results of the source individual's testing shall be made available to the exposed employee and the 
employee shall be informed of applicable laws and regulations concerning disclosure of the identity 
and infectious status of the source individual. 

6.6.4 COLLECTION AND TESTING OF BLOOD for HBV and HIV serological status: 

The exposed employee's blood shall be collected as soon as possible and tested after consent is 
obtained. 

If the employee consents to baseline collection, but does not give consent, at the time, for HIV 
serological testing, the sample shall be preserved for at least 90 days. If, within 90 days of the 
exposure incident, the employee elects to have a baseline sample tested, such testing shall be done 
as soon as possible. 

Post-exposure prophylaxis (observing rules necessary to prevent disease), when medically indicated, 
shall start as soon as possible. 

6.6.5 INFORMATION PROVIDED TO HEALTHCARE PROFESSIONALS 
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MPS shall ensure that the healthcare professional(s) responsible for the employee's Hepatitis B 
vaccination is provided with a copy of this procedure. 

MPS shall ensure that the healthcare professional(s) evaluating an employee after an exposure 
incident is provided the following information: 

6.6.5.1 A copy of this procedure 

6.6.5.2 A description of the exposed employee's duties as they relate to the exposure 
incident 

6.6.5.3 Documentation of the route(s) of exposure and the circumstances under which 
exposure occurred 

6.6.5.4 Results of the source individual's blood testing, if available 

All medical records relevant to the appropriate treatment of the employee including 
vaccination status which are MPS’s responsibility to maintain. 

6.6.6 HEALTHCARE PROFESSIONAL'S WRITTEN OPINION 

MPS shall obtain and provide the employee a copy of the evaluating healthcare professional's written 
opinion within 15 days of the completion of the evaluation. 

The healthcare professional's written opinion for Hepatitis B vaccination shall be limited to whether 
Hepatitis B vaccination is indicated for the employee and if the employee has received such 
vaccination. 

The healthcare professional's written opinion for post-exposure evaluation and follow-up shall be 
limited to the following information: 

6.6.6.1 That the employee has been informed of the results of the evaluation, 

6.6.6.2 That the employee has been told about any medical conditions resulting from 
the exposure to blood or other potentially infectious materials which require further 
evaluation or treatment. 

Any diagnosis and all other findings shall remain confidential and shall not be included in the written 
report. 

 

6.7 COMMUNICATION OF HAZARDS TO EMPLOYEES 

6.7.1 LABELS: 

Warning labels shall be affixed to all containers of regulated waste. This includes refrigerators, 
freezers, or containers used to ship or store blood or other potentially infectious material. 

Labels shall include the following logo:  

 

 

These labels shall be fluorescent 
orange or orange-red predominantly 
with lettering or symbols in a 
contrasting color. 

Labels shall be affixed as close as possible to the container closure by string, wire, adhesive, or any 
other method that prevents their loss or unintentional removal. 

Red bags or red containers may be substituted for labels. 

 BIOHAZARD
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Individual containers of blood or other potentially infectious materials that are placed in a labeled 
container during storage, transport, shipment, or disposal, are exempt from the labeling 
requirements. 

6.7.2 RECORDKEEPING 

MPS shall establish and maintain accurate records for each employee that has had occupational 
exposure. These records shall include: 

6.7.2.1 The name and social security number of the employee 

6.7.2.2 A copy of the employee's Hepatitis B vaccination status including the dates of 
all Hepatitis B vaccinations and any medical records relevant to the employee's ability 
to receive the vaccination as required by this procedure 

6.7.2.3 A copy of all results of examinations, medical testing, and follow-up procedures 
as required by this procedure 

6.7.2.4 A copy of the information provided to the healthcare professional, if required, 
and a copy of the healthcare professional's written opinion 

MPS shall ensure that the employee's medical records required by this procedure are kept 
confidential. That they are not disclosed or reported without the employee's express written consent 
to anyone except as required by this procedure or as may be required by law. 

MPS shall maintain these records for the duration of employment plus 30 years. 

6.7.3 TRAINING RECORDS shall include the following information: 

6.7.3.1 Dates of the training sessions 

6.7.3.2 The contents or a summary of the training sessions 

6.7.3.3 The names and qualifications of the person conducting the training 

6.7.3.4 The names and job titles of all persons attending the training sessions. 

MPS shall ensure that all training records required by this procedure shall be made available upon 
request for examination or copying to the following persons: 

 The Director of the National Institute for Occupational Safety and Health 

 U.S. Department of Health and Human Services, or designated representative 

 The Employee or to employee's representative 

 Anyone having written consent of the subject employee 

6.7.4 TRANSFER OF RECORDS If MPS ceases to do business and there is no successor 
employer to receive the records within the prescribed period: 

MPS shall notify the Director of the National Institute for Occupational Safety and Health at least 
three months prior to their disposal and transmit them to the institute if so directed. 

6.7.5 TRAINING 

6.7.5.1 The training program shall contain, at a minimum, the following elements: 

6.7.5.2 An accessible copy of the standard (regulation) and an explanation of its 
contents 

6.7.5.3 A general explanation of the of the interrelationships and factors that 
determine frequency, distribution, and symptoms of blood-borne diseases 

6.7.5.4 An explanation of the modes of transmission of blood-borne pathogens 
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6.7.5.5 An explanation of the employer's exposure control plan and the means by 
which the employee can obtain a copy of the written plan. 

6.7.5.6 An explanation of the appropriate methods of recognizing tasks and other 
activities that may involve exposure to potentially infectious materials. 

6.7.5.7 An explanation of the use and limitations of work practices and personal 
protective equipment to reduce or prevent exposure. 

6.7.5.8 Information on the types, proper use, location, removal, decontamination, and 
disposal of personal protective equipment 

6.7.5.9 An explanation of the basis for selection of personal protective equipment 

6.7.5.10 Information on the Hepatitis B vaccine, including information on its efficiency, 
safety, method of administration, and the benefits of being vaccinated, and that the 
vaccination will be offered free of charge. 

6.7.5.11 Information on the appropriate actions to take and persons to contact in an 
emergency involving blood or other potentially infectious materials 

6.7.5.12 An explanation of the procedure to follow if an exposure incident occurs, 
including the method of reporting the incident and the medical follow-up that will be 
made available. 

6.7.5.13 Information on the post-exposure evaluation and follow-up that MPS is 
required to provide for the employee following an exposure incident. 

6.7.5.14 An explanation of the signs and labels and/or color-coding required. 

6.7.5.15 An opportunity for interactive questions and answers 

This training shall be provided at the time of initial orientation and annually thereafter. The Blood-
borne Pathogen Training Guide, BBPTG-2 may be used for this annual training. 

Additional training will be conducted for all First Aid Attendants, janitors, and SPED teachers/aides. 

This additional training shall include the following information: 

 Hepatitis B Vaccine 

 Blood Spill cleanup 

The person conducting the training shall be knowledgeable in the subject matter covered by the 
elements contained in the training program as it relates to the workplace that the training will 
address. 
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6.8 POTENTIAL EXPOSURE SITUATIONS 

 

JOB CLASSIFICATION WORK TASK EXPOSURE SITUATION 

Designated First Aid / CPR 
attendants 

 

 

First aid on accident victims or 
those experiencing medical 
difficulties. Performing 
cardiopulmonary resuscitation on 
patients 

Contact with blood and other 
body fluids 

Contact with saliva, open sores in 
and around mouth, and other 
body fluids 

SPED Teachers 

SPED aides 

Secretary  

Handling sick students 

Handling syringes and needles 

Working with equipment 
containing blood and body fluids 

Contact with blood and other 
body fluids 

Accidental self puncture, needle-
sticks 

Accidental contact with 
potentially infectious materials 

Janitorial – custodian 

Cleaning sinks, toilets, other 
bathroom fixtures 

Clean up vomit 

Removal of bathroom waste 

Contact with blood and other 
body fluids 

Contact with potentially infectious 
fluids 

Contact with feminine sanitary 
items and other potentially 
contaminated materials 

 

6.9 SPILL PLAN – CLEAN UP PROTOCOLS 

6.9.1 ACCIDENT SITE 

Blood and body fluid spills to be cleaned up by trained personnel only     (First Aid 
Attendants, janitors), using appropriate personal protective equipment – goggles, 
gloves. All contaminated items must be placed in red bag and labeled as 
contaminated and placed in Health Services. 

All blood spills and contaminated areas to be cleaned with Madacide, Envirocide spray, or diluted 
bleach solution. 

7. EXHIBITS 

N/A 

8. FORMS 
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ACKNOWLEDGEMENT OF POST ACCIDENTAL EXPOSURE INCIDENT 

MEDICAL MANAGEMENT CARE PLAN 
 

 

 

 

I have been notified that I have been accidentally exposed to potentially infectious agent(s). I have 

been referred to _________________________________ a health agency specialist for counseling and 

testing following this exposure which occurred on ________________________. 

 

I have been counseled regarding the risks of diseases from Hepatitis B Virus (HBV) and from Human 

Immunodeficiency Virus (HIV). I have been advised to report and seek medical evaluation for any 

acute febrile illness that occurs within 6 months after my exposure date. 

 

I recognize that I should be tested 6 weeks, 12 weeks, 6 months, and one year after exposure and, if 

possible, annually for 5 years. I have been advised that during the first 6 months after exposure, when 

most infected persons are expected to sero-convert (develop evidence of antibody response to 

disease/vaccine), I should follow all recommendations for preventing transmission of HBV or HIV that 

have been given to me. 

 

I have been advised to receive further Hepatitis B Vaccine if I have not been immunized prior to my 

exposure, or my laboratory results indicate the need. I have also been advised to obtain a Tetanus 

toxoid injection if I have not been immunized against Tetanus within the past 10 years 

 

 

NAME: _____________________________________ 

 

SIGNATURE _____________________________________ 

 

DATE : _____________________________________ 

 

WITNESS:  _____________________________________ 

 

DATE:  _____________________________________ 
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b) Acknowledgment Regarding Hepatitis B Vaccine 

 

This will acknowledge that I have been advised of the fact that I may be exposed to Hepatitis B Virus 

in the course of my work at Madill Public Schools even though the opportunity for exposure has been 

minimized by engineering and administration controls and personal protective equipment.  I have been 

advised that Hepatitis B is a serious disease, which is associated with a significant incidence rate, 

serious complications, and possible death.  I have been offered, at no expense to me, immunization 

with Hepatitis B Vaccine.  I also have been advised that about 95% of those to whom the vaccine is 

properly administered receive full protection against Hepatitis B and that no serious reactions have 

been attributed to the vaccine.   

 

This will confirm that I therefore have agreed to be vaccinated with Hepatitis B Vaccine. 

 

Name:         Clock No. _____________________ 

 

Signature:      Date:       

 

Witness:      Date:      
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Madill Public Schools 
 
 
 
 
Declination Statement  
 
I understand that due to my occupational exposure to blood or other potentially infectious materials I 
may be at risk of acquiring hepatitis B virus (HBV) infection. I have been given the opportunity to be 
vaccinated with hepatitis B vaccine, at no charge to me; however, I decline hepatitis B vaccination at 
this time.  I understand that by declining this vaccine I continue to be at risk of acquiring hepatitis B, a 
serious disease. If, in the future I continue to have occupational exposure to blood or other 
potentially infectious materials and I want to be vaccinated with hepatitis B vaccine, I can receive the 
vaccination series at no charge to me.  
 
Employee Signature:_____________________________ Date:____________________  
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BLOODBORNE PATHOGENS – TRAINING AGENDA AND OUTLINE 

Bloodborne Pathogens – means pathogenic microorganisms that are present in human blood and can cause 

disease in humans. These pathogens include hepatitis virus and HIV (AIDS) virus. 

Occupational exposure – means reasonably anticipated skin, eye, mucous membrane, or parenteral (needle 

stick) contact with blood or other potentially infectious material that may result from the performance of an 

employee’s duties. 

Personal protective equipment – specialized clothing or equipment worn by an employee for protection 

against a hazard. 

Universal precautions – an approach to infection control. ALL HUMAN BLOOD AND BODY FLUIDS ARE 

TREATED AS IF KNOWN TO BE INFECTIOUS FOR HIB, HIV, AND OTHER 

BLOODBORNEPATHOGENS. 

III. EXPOSURE CONTROL PLAN 
Universal precautions shall be used to prevent contact with blood and other potentially infectious materials. 

ALL BODY FLUIDS SHALL BE CONSIDERED POTENTIALLY INFECTIOUS. DO NOT COME IN 

CONTACT WITH ANY ONE’S BLOOD OR OTHER BODY FLUIDS.  EHS personnel, janitors, and first 

aid attendants are the only authorized peopleto clean up contaminated areas. They must be contacted 

immediately for any blood spill / body fluid contamination. Red biohazard bags must be used along with proper 

PPE while cleaning up blood/body fluid spills. Employees shall wash their hands immediately after removal of 

gloves or other protective equipment. 

Food and drinks shall not be kept in refrigerators, freezers, shelves, or cabinets where blood or other potentially 

infectious material is kept. 

A. HOUSEKEEPING 

A written plan for cleaning and a spill plan are available. All blood spills shall be cleaned, by authorized 

personnel, with a disinfectant such as bleach mixture or Madacide / Envirocide spray.  

B. HEPATITIS B VACCINE 

MPS will make available to all employees who have occupational exposure, the Hepatitis B vaccine. Those 

employees with occupational exposure are as follows: 

a. Janitors 

b. SPED aides 

c. first aid attendants 

C. POST EXPOSURE EVALUATION 

If an employee does come in contact with another individual’s blood or body fluids, Health Services mustbe 

notified immediately. Post exposure evaluation and follow up will be implemented and the required care will 

be given for all exposures.  

D. LABELING 

All contaminated material will be labeled appropriately, with the biohazard label and placed in the appropriate 

containers. Red bags with label attached, sharp containers (red plastic containers) for all sharp contaminated 

objects. For any punctured containers additional packaging will be required. 

ANNUAL RETRAINING FILM – BLOODBORNE PATHOGENS SHALL BE COVERED IN ADDITION 

TO THIS OUTLINE. FILM AVAILABLE IN HEALTH SERVICES. 
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Ergonomics 
 
 

Workstation Design 

 
 
 
 
 
 

 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 

A.  Chair Height Adjustment 
 
B.  Chair Back Adjustment 
 
C.  Keyboard Position 
 
D.  Video Display Terminal 
            (VDT) Position 
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ERGONOMIC 
COMPUTER WORK STATION 

 

A. Chair Height Adjustment 
 

Set the height of the front of the chair at knee height initially.  The seat pan on some 
chairs will drop an inch or so when occupied.  If this occurs, raise the seat pan to offset the 
height change.  If the seat pan has a tilt mechanism, the operator should tilt the seat to 
the angle they find most comfortable. 

 
B. Chair Back Adjustment 
 

Properly adjusted backrests help maintain the correct posture of the lower back and helps 
reduce pressure on the lumbar discs.  Each individual should be able to choose the most 
comfortable position that supports the lower torso and does not interfere with 
performance. 
 

C. Keyboard Position 
 

When hands are on the home row of the keyboard, the employee's forearms should be 
parallel to the floor.  If the keyboard is not adjustable, the chair height should be raised or 
lowered so this distance is met.  Provide footrests if needed. 
 

D. Video Display Terminal (VDT) Position 
 

Adjust the VDT so that the top of the screen is at the same level or slightly below the 
height of the eyes.  If the operator wears bifocals or trifocals, a lower position may be 
more comfortable.  Position the screen 20" or more from the eyes.  If the task requires 
reading documents in addition to looking at the screen, move the screen to the right or 
left of center to make room for a document holder.  This requires less movement and 
body stress. 
 

Note: Frequent breaks or task rotation is recommended to provide the operator with postural 
changes to rest body parts. 
 
The objective is to arrange each workstation so that each skeletal joint is positioned in 
the neutral zone when performing the assigned task. The neutral zone of the skeletal 
joint is generally considered the center position between extreme joint movements. 
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Developing Ergonomic Solutions 
 
Workstation Layout 
 
 Workstations should be designed to accommodate the majority of people who are conducting 

the job. 

 Work levels, reach, clearance and chairs should be designed with employees comfort and 
efficiency in mind. 

 
Work level design consideration: 
 
-Work surface should be adjustable 
-Most work should be performed at elbow height 
-Ideal work surface height depends on activity 
-Perform heavy work slightly below elbow 
-Perform light, precision work slightly above height 

 
Reach and clearance design considerations: 
 
-Most frequent tasks should be closest to the worker 
-Use tilt assembly benches or fixtures 
-Eliminate overhead activities 

 
Hand tool design considerations: 
 
-Tools should be designed to keep the wrist in the neutral position 
-Avoid holding tools in one hand and products in the other. 
-Minimize the weight of the tool. 
-Tools should be used easily by either hand. 
-Padding may be required on some tools to reduce vibration. 
-The grip span should not be too large or too small for the user.  Generally 2-3  
  inches is preferable. 
-The trigger should be large so it can be operated by multiple fingers. 
-Use power grip for power jobs and pinch grip for precision jobs. 
 

 
Equipment vibration can be reduced by: 
 
-Properly maintaining equipment. 
-Adjusting or modifying the equipment’s work motion or speed. 
-Use vibration dampening materials such as foam pads for equipment mounting. 
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Safe Schools/Workplace Violence 
 
 

Most schools are safe.  Less than one percent of all violent deaths of children occur on school 
grounds - indeed, a child is far more likely to be killed in the community or at home – no school 
is immune. 
 
In the past several years, guns have worked their way into schools and have been used to kill.   
The potential for future violence should encourage schools, parents, and communities to look 
for ways to prevent school violence of any kind. 
 
It is our job to better understand what leads to violence.  Employees will receive training in the 
prevention of violence. 
 

 
 General Guidelines 
 
Be very cautious when you deal with a person who: 

 
 Threatens you or your co-workers. 

 Gets very angry with what is described as slow or poor service, poor product, quality, or 
inadequate response to a problem. 

 Uses abusive language to complain in person or by phone. 

 Vows to get even with people in the workplace. 

 Regularly threatens or intimidates others. 

 Claims people are out to get him or her. 

 Talks a lot about weapons. 

 Holds grudges against employees. 

 Blames others for problems or setbacks in life. 

 Gets angry easily and often. 

 Is defensive when criticized. 
 
Follow district security policies and procedures 
 

 Keep doors locked and do not prop them open 

 Wear name tags or badges when required 

 Do not share access cards or door entry codes 

 Do not allow non-employees to avoid sign in and other visitor entry procedures 

 Do not engage in fist fights or other aggressive behavior at work 

 Do not bring a weapon to work 

 Do not drink or use drugs at work—or work under the influence 

 Report all threats and security violations—for example, weapons on the job or people working 
while using alcohol or drugs 
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 Make sure exterior lighting is present over entrances, walkways, and parking lot areas(no broken 
or burned out lights) 

 Provide perimeter fencing  

 Front entrances should be arranged so that visitors can be checked in and identified 
 
Protect yourself and co-workers on the job 
 

 Keep security and police numbers near your phone 

 Agree with co-workers on a signal you can use to alert each other to possible danger 

 Meet visitors in the lobby and escort them to your work area 

 Report any unusual package to security 

 Lock purses and personal belongings in desk or locker 

 Report signs of a break in and missing items immediately 
 
Take special precaution when working late or alone 
 

 Inform someone that you are working late 

 Lock the door to your work area if you are alone 

 Work near a phone 

 Work with lights on 

 Avoid using dark halls 

 If working with others, try to leave and walk to transportation together 

 Have your car keys ready as you leave the building 

 Check under and inside your car before unlocking it 

 Lock your car as soon as you are seated in it 

 Walk confidently and quickly to show you know where you are going and what you are doing 
 
Respond effectively to a threatening or violent situation 
 

 Take all threats seriously 

 Stay calm and be polite—look at a person in the eye and do not argue or threaten 

 Look a threatening person in the eye 

 Try to run away from an attacker if possible 

 Yell if you are being attacked to alert others 

 Give an attacker money or jewelry on demand 
 
Report all attacks and criminal acts to the police 
 

 Do not protect criminals, even ones you know 

 Do not touch or move anything at a crime scene without police permission 

 Cooperate with the police investigations 

 Give police as many details as possible on the incident and the person who did it 

 Provide police with a list of any stolen items 

 Do not wash or change clothes after a rape; wait for a physical examination 


