Employee
Safety
Manual

Roanoke County Public Schools
5937 Cove Road
Roanoke, VA 24019

Introduction ...................................................................................................................... 1.1
Responsibilities .................................................................................................................. 1.2
Accident Prevention .......................................................................................................... 1.3
Accident Investigation....................................................................................................... 1.5

General Building, Office, Classroom Safety
Computer Workstations .................................................................................................. 2.1
General Safety ................................................................................................................. 2.4
Electrical.......................................................................................................................... 2.6
Lifting .............................................................................................................................. 2.8
Slips, Trips, and Falls ...................................................................................................... 2.9
Support Services Safety
Cleaning Chemicals......................................................................................................... 3.1
Forklifts ........................................................................................................................... 3.3
Ladders ............................................................................................................................ 3.4
Lockout/Tagout ............................................................................................................... 3.6
Machine Guarding ........................................................................................................... 3.7
Outdoor Equipment ......................................................................................................... 3.8
Personal Protective Equipment ....................................................................................... 3.10
Tools................................................................................................................................ 3.14

Safety Standards/Policies
Workers’ Compensation Policy ...................................................................................... 4.1
Bloodborne Pathogen standard ....................................................................................... 4.4
Motor Vehicle Safety Policy ........................................................................................... 4.12

Safety

Introduction,
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INTRODUCTION

T

he personal safety and health of each Roanoke County Public Schools employee is of primary importance.
It is the school system’s objective to provide a safe and healthy environment by establishing safety
procedures and practices to be followed at all times by all employees.

Elements of our Safety Program
The school system’s safety program includes, but is not limited to, the following functions and responsibilities:
 ensuring equipment, work areas, and working methods are safe;
 assigning personnel to jobs which they are qualified to safely perform;
 identifying and eliminating hazards;
 encouraging employees to be interested in performing their duties in a safe and efficient manner;
 correcting unsafe work habits by adequate and effective supervision;
 providing proper protective equipment, training employees in its use, and making its use mandatory;
 educating and training employees to recognize the specific hazards of their jobs;
 holding employees responsible to act in a safe and prudent manner; thereby, avoiding personal injury and
 damage to equipment;
 investigating accidents to determine cause and implementing follow-up action to reduce accident recurrences;
 preparing and maintaining proper and complete accident records;
 adopting and enforcing safety rules, policies, and procedures.
Application and Responsibility
Each employee shall carefully study the safety rules applicable to his/her duties. Safety rules shall be followed at
all times and lack of knowledge will not be accepted as an excuse for their violation.
Due to the wide variety of school operations, as well as the variations in departmental organizational structures, it is
fully realized that certain terminology and specific procedures are not contained in this manual. The rules set forth
in this program are the minimum standard requirements that apply to everyone within Roanoke County Public
Schools.
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RESPONSIBILITIES
Budget & Finance…
is responsible for the administration of the safety program. Budget & Finance shall take actions to help produce a
reduction in accidents and shall make efforts to:
● maintain the safety manual.
● conduct an aggressive loss prevention program.
● incorporate into the program current practices and philosophies adopted by the safety profession concerning
injury prevention, occupational diseases, vehicle accidents, liabilities, damage and loss to equipment and
material.
● consult, as appropriate, with administrative personnel and employees on loss prevention matters and provide
assistance necessary to assure effective administration of this program.
● investigate accidents resulting in hospitalization, medical treatment, lost time, and property damage.
● make recommendations to help prevent recurrences.
Principals/Supervisors…
are responsible for the safe actions of their employees and the safe operation of machines and equipment within
their operating area. They have authority to enforce the provisions of this manual and to take all actions necessary
to keep losses in the area of his/her authority at a minimum. Each principal/supervisor shall:
● be accountable for preventable injuries and liabilities incurred by their employees.
● take the initiative in recommending correction of deficiencies noted in facilities and work procedures.
● insure that each employee is fully trained for the assigned job.
● fully cooperate with Budget & Finance in correcting operations considered to be a danger to employees,
members of the public, and/or school property.
● be familiar with all safety policies and procedures and be fully informed of all accidents in the area under
his/her control.
● be firm in enforcement of work policies by taking disciplinary action against those who fail to follow safety
rules and work procedures and by giving recognition to those who perform safely.
Employees are required to…
● follow all safety procedures, rules, and safe work practices.
● exercise due care in the course of their work.
● prevent injuries to themselves and to their fellow workers.
Employees shall…
● stop and get instruction.
● operate only machines/equipment which they have been trained to operate.
● use only the prescribed equipment for the job and handle it properly.
● wear all required personal protective equipment including, but not limited to, gloves, safety shoes, safety vests,
goggles, hardhats, respirators, seat belts, back belts and hearing protection whenever conditions make that
equipment necessary.
● take an active part in the school system’s safety program.
● promptly report to the principal/supervisor all unsafe equipment, unsafe tools and/or hazardous conditions
which may affect school employees, students, the work area, or the general public.
● keep work areas clean and orderly at all times.
● report all accidents, no matter how minor, immediately to the principal/supervisor.
● avoid engaging in any horseplay.
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ACCIDENT PREVENTION
Causes of accidents can be divided into three major categories:
… unsafe acts of people
… unsafe physical or mechanical conditions
… acts of nature (floods, hurricanes, etc.)
Accidents do not happen without cause and the identification, isolation, and control of these causes are the
underlying principals of all accident prevention techniques. No person can be effective in accident prevention
unless he/she fully believes that accidents can be prevented and constantly strives to do so.
MOST ACCIDENTS ARE PREVENTABLE!
Unsafe Acts
Some causes of unsafe acts include:
.. failure to follow a proper job procedure;
.. cleaning, oiling, adjusting, or repairing equipment that is moving, electrically energized, or pressurized;
.. failure to use appropriate personal protective equipment such as gloves, goggles, hardhats, seat belts;
.. failure to wear safe personal attire;
.. improper use of equipment;
.. improper use of hands or body parts;
.. making safety devices inoperative;
.. operating or working at unsafe speeds;
.. taking unsafe position or posture;
.. unsafe placing, mixing, or combining of materials;
.. using tools or equipment known to be unsafe;
.. driving errors;
.. horseplay.
Unsafe acts can usually be attributed to one of the following:
.. lack of knowledge, skill, coordination, or planning
.. improper attitude
.. physical or mental defects
.. lack of safety awareness
Correcting Unsafe Actions
Regardless of the degree of safety built into a job, unsafe actions on the part of employees will always be a cause of
injuries. Teaching employees safe work habits means showing them how to do their tasks with less risk to
themselves.
Much of this instruction can be boiled down to a few simple principles or job rules. By concentrating on these safe
habits, by showing "why" as well as the "how" of safety and by constantly supervising safe work habits, they will
become the accepted method for the employee to perform tasks.
Actual demonstrations of the right way of doing tasks should be conducted, accompanied by the basis for preferring
one work habit to another. Equally important as this initial instruction is the review of subsequent performance.
When the right way has been presented and agreed to by the individual worker, it is essential that failure to comply
be noted and corrected.
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Flagrant or repeated disregard of safety rules should be met with appropriate disciplinary action. No matter how
skillful an employee may be in performing his/her duties, if the employee does not perform them safely, that
employee is placing him/herself and others at risk.
Reporting Unsafe Conditions
All employees are to keep alert for unsafe conditions.
If an unsafe condition is identified, it is to be reported to a principal/supervisor. The principal/supervisor will
evaluate the risk of personal injury, public liability, and damage to property or equipment, and initiate steps for
immediate correction of the unsafe condition.
If the problem is not corrected in a timely manner or the hazard is not secured, the employee is to call Budget &
Finance to report the unsafe condition.
Elimination of Unsafe Conditions
One of the most effective means of preventing accidents is the elimination of unsafe conditions. To stress safety
while permitting unsafe conditions to exist is bound to create an obstacle to the cooperation required from
employees. Employees are encouraged to report any unsafe conditions to their principal/supervisor. The
principal/supervisor must take the initiative to correct unsafe conditions and protect employees.
The following unsafe conditions must be immediately addressed by the principal/supervisor:
♦ obstacles or defects which hinder the safe movement of personnel, vehicles, or machines, such as blocked fire
exits;
♦ unsafe working and walking surfaces;
♦ worn, damaged, or misused tools;
♦ failure to provide proper equipment for the movement of heavy objects;
♦ operation of equipment with guards removed or defective;
♦ allowing employees to work without the required protective equipment such as goggles, gloves, hardhats,
adequate foot wear;
♦ worn, damaged, or unguarded electrical wiring, fixtures, and power cords;
♦ absence of required signage warning of hazards in the area.
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ACCIDENT INVESTIGATION
A school administrator/department head must investigate the cause of all employee accidents. A prime objective of
accident investigation is prevention. By finding the causes of an accident and taking steps to control or eliminate
them, similar accidents can be prevented. Effective accident investigation means fact-finding…not fault-finding.
The purpose of the investigation is to (1) determine the root cause of the accident, (2) identify any unsafe
conditions, acts, or procedures that contributed to the accident, and (3) recommend corrective action to prevent
similar accidents.
The school administrator/department head must:
√ discuss the accident with the employee.
√ remove any immediate hazards or dangers that have the potential to cause injury.
Below are some sample questions to help identify the cause of accidents.
♦ Was a safe work procedure used?
♦ Were the appropriate tools, materials, and personal protective equipment available and used?
♦ Was the employee wearing appropriate footwear for the job?
♦ Was there an equipment failure?
♦ Was the equipment known to be faulty prior to the incident?
♦ Was poor housekeeping a problem?
♦ What were the weather conditions?
♦ Was the employee experienced in the work being done?
♦ Was the employee’s health a factor?
♦ Was the employee distracted?
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General Building,
Office, Classroom
Safety

COMPUTER WORKSTATIONS
Millions of people work with computers every day. There is no single “correct” posture or arrangement of
components that will fit everyone. However, there are basic design goals to consider when setting up a computer
workstation or performing computer-related tasks. The following will help minimize or eliminate identified
problems and allow you to create your own “custom-fit” workstation.
No matter how comfortable your workstation is, sitting still for long periods of time can be
tiring and stressful.
* Stretch occasionally and look away from the work frequently.
* If possible, get up from the terminal and do other tasks.
* Alternate different tasks throughout the work day to vary work rhythms. Take
time out to collate papers or deliver completed work.

How to Adjust Your Workstation
Many workstations are not ideal. Some simple adjustments can usually improve them.
A. Keyboard Height
The keyboard height should be comfortable - about 2 1/2 inches from the top of the table to the top surface of
the space bar and bottom row of keys. At that height, the desk top can give the needed support to the operator's
wrists. If the desk top is the right height, approximately 24 to 28 inches, the upper and lower arms form a
comfortable angle of approximately 90 degrees. Upper arms will then hang comfortably at ones sides, taking
the strain off the upper back and shoulders.
If the keyboard is not adjustable and it is too high for comfort, try placing pads under the wrists to elevate them
to a more comfortable position.
Keyboards are rarely too low, but a low keyboard can be adjusted. Try a pad of paper or flat piece of wood
under the keyboard.
B. Screen Face Angle and Screen Height
The face of the screen should be tilted back about 10 to 20 degrees for easier viewing provided this does not
increase the glare on the screen.
The top of the screen should be no higher than eye level to minimize eye movement. For comfortable viewing,
the screen should be about 18 inches from the eyes.
If the angle of the screen is not adjustable, and the screen is too vertical, you can place a small wedge under the
front of the monitor to tilt it back.
C. Chair Height
To prevent neck and back strain, keep the spine and head upright. Sit well back into the chair. The chair is at a
comfortable working height when one does not feel excessive pressure on the legs from the edge of the seat.
Pressure from the seat front could make the legs go to sleep.
\

The backrest should fit comfortable at the small of the back to give good support.
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The following methods to determine the correct chair height:
*Sit with the soles of the shoes flat on the floor. Keep the shins perpendicular to the floor and relax the thigh
muscles.
*Measure the distance from the hollow of the knees to the floor.
*Subtract 1 to 3 inches.
The resulting measurement is the correct height for the top of the chair seat.
The backrest should be large enough to support your entire back, including the lower back region; but not so large
that it interferes with your arms: 15 to 20 inches high and 13 inches wide is preferable. It should be adjustable for
height and tilt and control to the curve of your lower back.
D. Glare
Sometimes glare and poor lighting make it difficult to read the monitor screen or the copy. The following are
some hints in improving the workstation lighting. To control glare:
* Adjust the screen's brightness and contrast controls to compensate for reflections on the screen.
* Close the blinds or pull the shades to block daylight coming through a window from behind the terminal.
* Try to eliminate or adjust any intense light source shining directly into the eyes.
* Adjust the angle of the screen to minimize the glare.
One can minimize the strain of reading in a dimly lit room by using a small task light. Make sure the light is
positioned so it does not cause glare or reflect on the screen.
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Checklist
This checklist can help you create a safe and comfortable computer workstation. A “no” response indicates a problem may
exist.
WORKING POSTURES
1. Head and neck are upright or in line with the torso (not down or back).
2. Head, neck, and trunk face forward (not twisted).
3. Trunk is perpendicular to the floor (may lean back into backrest but not forward).
4. Shoulders and upper arms are in line with the torso, generally about perpendicular to the floor and
relaxed (not elevated or stretched forward).
5. Upper arms and elbows are close to the body (not extended outward).
6. Forearms, wrists, and hands are straight and in line (forearm at about 90 degrees to the chair, work
surface, and keyboard).
7. Wrists and hands are straight (not bent up/down or sideways toward the little finger).
8. Thighs are parallel and the lower legs perpendicular to the floor (thighs may be slightly elevated
above knees).
9. Feet rest flat on the floor or are supported by a stable footrest.
10. Backrest provides support for the lower back.
11. Seat width and depth accommodates the user (seat pan not too big/small).
12. Seat front does not press against the back of knees and lower legs (seat pan not too long).
13. Seat has cushioning is and rounded with a “waterfall” front (no sharp edge).
KEYBOARD
14. Keyboard platform is stable and large enough to hold a keyboard.
15. Armrests support both forearms and do not interfere with movement.
16. Mouse/trackball is located next to the keyboard so it can be operated without reaching.
17. Mouse/trackball is easy to activate and the shape/size fits your hand.
18. Wrists and hands do not rest on sharp or hard edges.
MONITOR
19. Top of the screen is at or below eye level so you can read it without bending the head or neck
backward.
20. User with bifocals/trifocals can read the screen without bending the head or neck backward.
21. Monitor position allows you to read the screen without leaning your head, neck, or trunk
forward/backward.
22. Monitor position is directly in front of you so you don’t have to twist your head or neck.
23. Glare from windows/lights is not reflected on your screen.
WORK AREA
24. There is sufficient clearance between the top of the thighs and the keyboard platform.
25. Legs and feet have sufficient clearance under the work surface so you are able to get close enough
to the keyboard.
26. Document holder is placed at about the same height and distance as the monitor screen so there is
little head movement.
27. Wrist/palm rest is padded and free of sharp or square edges that push on wrists.
28. Wrist/palm rest allows you to keep your forearms, wrists, and hands straight.
29. Telephone can be used with your head upright (not bent) and your shoulders relaxed (not elevated)
if you do computer tasks at the same time.
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GENERAL SAFETY
The following guidelines shall be observed by all Roanoke County Public Schools employees:
*
*
*
*
*
*
*
*
*

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

Horseplay is unacceptable.
If you spill or observe spilled liquids on the floor, arrange for cleanup immediately to prevent a slip or fall.
Pick up any items that have fallen on the floor as they could easily be the cause of a slip or fall accident.
Desk and cabinets should be kept clean and orderly.
An open drawer of a desk or cabinet is a hazard which can cause trips or falls. Keep drawers and cabinet doors
closed.
Use handles when closing desk drawers, file cabinets, safes, and doors. Avoid curling fingers around tops and
sides of drawers where they may be cut or injured when closing the drawer.
If items are stored above eye level, use a ladder to retrieve or store them. DO NOT stand on a chair or other
type of makeshift ladder.
Do not place file cabinets so that open drawers will block doors or passageways.
The standard four-drawer filing cabinet can cause injury if it is upset, usually as a result of
opening a heavily loaded top drawer. Open only one drawer at a time. When possible,
load heavy ledgers and files in the bottom drawers. Always fill a cabinet from the bottom
drawers to the top drawers to maintain the lowest possible center of gravity in the cabinet.
Where the possibility exists that a cabinet may tip when opened, request it be secured to
the floor or adjacent cabinets.
Do not place two-drawer cabinets on top of each other to make a four-drawer cabinet. The
cabinets should be replaced with one four-drawer unit or bolted together.
Electrical and telephone cords are to be located out of the passageways and walkways where they would create
a tripping hazard.
Do not overload electrical outlets.
Do not remove the ground prong on three-prong plugs. Electrical equipment with a ground pin requires a
three-prong receptacle. In the event an electrical outlet is not the three-prong type, request Maintenance to
replace the units.
Check that electric wires and plugs are in good condition, with no frayed or worn areas.
Avoid standing in front of closed doors that may suddenly open.
When using stairways, take one step at a time. Stair rails or wall rails should be used to prevent falls when
ascending or descending stairs.
Do not stop and talk on stairs. Use landings.
Do not place objects on window sills.
Know how to call 9-1-1. If you are required to dial 9 to get an outside line, dial 9-9-1-1.
Cuts and punctures happen when people use everyday office supplies without exercising care.
When sealing envelopes, use a liquid dispenser, not your tongue.
Avoid picking up broken glass with your bare hands.
Place blades or broken glass in a rigid container, such as a box, before disposing in a wastebasket.
Do not leave open scissors lying on top of a desk or in a desk drawer.
Carry pencils, scissors, and other sharp objects with the point down to prevent stabbing accidents to yourself or
others.
Pencils should be placed point down in pencil holders or kept in desk drawers.
Sharp or pointed objects - such as scissors, letter openers, tacks - should be kept in protective containers in
desk drawers. This would help prevent hand injuries when rummaging through drawers.
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Equipment Safety
*
*
*
*
*

All defective equipment should be immediately reported to a principal/supervisor who is responsible for taking
steps to correct the unsafe condition.
Keep hands and fingers on the handle of the paper cutter before pressing down.
Keep paper cutter handle in closed/locked position when not in use.
Turn off electrical equipment at end of work day.
Position all desk equipment to allow a 2 inch border at the edge of the desk. This will help prevent items from
falling to the floor where they can be tripped/slipped on or damaged.

Chairs
*
*
*
*
*

Chairs will be maintained in a safe condition.
While seated, employees will NOT tilt chairs back on two legs.
Do not raise the seats on swivel chairs to the point that your feet do not touch the floor.
Chairs will NOT be used in lieu of ladders.
Do not stand or conduct horseplay in swivel chairs.

Floors
*
*
*
*
*
*
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Differences in floor levels that create a fall hazard will be eliminated (when possible) or marked to call
attention to the hazard.
Carpets, rugs, and mats will be kept in a good state of repair, free of tripping hazards. Rugs and mats will
NOT be used on hard floors unless specifically designed for such purpose.
Floors will be kept free of debris, obstacles, and other tripping hazards. They must be maintained in a good
state of repair. All foreign objects such as pencils, tools, and paper should be picked up from floor surfaces.
Mats are to be placed underneath drinking fountain areas or a custodian is to maintain a dry floor around
drinking fountain areas.
Immediately clean up spills from the floor.
Steps and carpeting should be maintained in a safe condition.

ELECTRICAL
Electricity is something that cannot be seen and is the most useful power controlled by man. Although useful, it
can be very destructive power to both man and material if proper precautions are not taken. The danger is always
there, and we must know what means of protection can be used to eliminate the hazards.
Electrical Appliances
● Electricity and water don’t mix. Keep all electrical products and cords away from water. Never reach into water
to get an appliance that has fallen in without first unplugging the appliance.
● Turn off electrical products if the cord overheats.
● Never remove the third prong from a three-pronged plug.
● If an appliance repeatedly trips a breaker, burns a fuse, or gives you a shock, don’t use it. Have it replaced or
serviced.
Electrical Fixtures
● If plugs seem to fit loosely into wall outlet, it indicates the wall outlet needs repair. A loose-fitting outlet may
cause overheating.
● Use light bulbs that are the proper wattage for the fixture. A bulb of too high wattage or the wrong type may
lead to overheating.
● Never leave lamp sockets empty. Always replace burned out light bulbs immediately.
● Put safety covers on all wall outlets.
Electrical Outlets
● Plugs should match outlets. Three-pronged plugs require three-wired receptacles or a properly
grounded adapter. Polarized plugs with one prong wider than the other require polarized
receptacles.
● Never cut off or bend the ground pin of a three-pronged plug. This ground connection protects
you from severe shock caused by a faulty cord or malfunctioning appliance.
● Extension cords used with portable electric tools and appliances shall be three wire types.
Never remove grounds from extension cords.
● Temporary lights shall not be suspended by their electrical cords unless cords and lights are designed for this
means of suspension.
Fuses and Circuit Breaker
● Fuses and circuit breakers are safety devices. Never replace a fuse or circuit breaker with one that exceeds the
average rating for a given circuit.
● If a fuse blows or a circuit breaker is tripped, don’t just replace or reset it. Find out what caused the circuit to
overload and correct the problem.
● Avoid using several high-amperage appliances on the same circuit.
● Never replace a fuse with a penny or any other material that conducts electricity.
● Never work on any circuit unless you are certain the power is turned off from the service panel.
● Do not block access to circuit breakers or fuse boxes.
● Circuit breakers shall have a cover on them at all times, except when being serviced.
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First Aid for Electric Shocks and Burns
#1

Shut off the electrical current if the victim is still in contact with the energized circuit.

#2

While you do this, have someone else call for help. If you cannot get to the switchgear quickly, pry the
victim from the circuit with something that does not conduct electricity such as dry wood. Do not touch the victim
yourself if he/she is still in contact with an electrical circuit!

#3

Do not leave the victim unless there is absolutely no other option. You should stay with the victim while the
Emergency Medical Services (EMS) is contacted. The caller should come back to you afterward to verify that the
call was made. If the victim is not breathing, does not have a heartbeat, or is badly injured, quick response by
emergency medical technicians or paramedics gives the best chance of survival.

#4

Once you know the electrical current is no longer flowing through the victim, call out to the victim to see if he
or she is conscious. If the victim is conscious, tell the victim not to move. It is possible for a shock victim to be
seriously injured but not realize it. Quickly examine the victim for signs of major bleeding. If there is a lot of
bleeding, place a cloth over the wound and apply pressure. If the wound is on an arm or leg and keeps bleeding,
gently elevate the injured area while keeping pressure on the wound. Keep the victim warm and talk to him until
help arrives.

#5 If the victim is unconscious, check for signs of breathing. While you do this, move the victim as little as
possible. If the victim is not breathing, someone trained in CPR should begin artificial breathing, then check to see
if the victim has a pulse. Quick action is essential! CPR must be performed within 4 minutes of the shock.
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LIFTING
There are three reasons for most back injuries.
1. Size of the load – load may be more than your back can handle. Never underestimate the size of a load.
2. Amount of strength – know what you can lift safely. Never overestimate your strength.
3. How you lift – lift the wrong way, twist instead of turn, get into awkward positions and use quick, rough
movements, and you’ll strain your back. Lift the proper, safe way every time.
When performing lifting tasks, follow these basic rules:
1. Test the weight of the load by tipping it. If in doubt, ask for help. Do not attempt to lift a heavy load alone.
2. Take a good stance. Plant your feet firmly apart, one foot farther back than the other. Make sure you stand on
a level area with no oil spots or loose gravel, etc.
3. Get a firm grip. Use as much of your hands as possible, not just your fingers.
4. Keep your back straight – almost vertical.
5. Hold load close to your body. Keep the weight of your body over your feet for good balance.
6. Use large leg muscles to lift. Push up with the foot positioned in the rear as you start to lift.
7. Lift steady and smoothly. Avoid quick, jerky movements.
8. Avoid twisting motions. Turn the forward foot and point it in the direction of the eventual movement.
9. Never try to lift more than you are accustomed to.
10. Always get help when lifting bulky loads.
Many lifting injuries are caused by INCORRECT LIFTING. If you use your body correctly, your
lifting will be easier and safer. Think before you lift; the most important part of your body to use
when lifting is your head. Solid footing is essential when you attempt to lift an object of any
substantial weight. If the load is too heavy, obtain help.
Lifting Procedures
1) Stand close to the load to eliminate excessive strain on the back muscles. Anticipate the direction the load will
move after lifting and position the feet to allow this movement without moving the trunk of the body.
2) Place one foot alongside the object to be lifted and the other slightly behind the object with the heels flat, not
raised. This provides a wider, more stable base from which to lift.
3) Bend your knees and squat down; KEEP YOUR BACK ERECT.
4) Take a firm grip from underneath the object. Be sure hands or gloves and the surface of the object are not
slippery. Keep arms straight allowing shoulder muscle to help lift the load.
5) Straighten your legs gradually from the squatting to an erect position. Jerking when you lift is as dangerous as
setting down a load too quickly.
6) Carry the load close to your body. Keep back erect.
7) If you have to turn, do so with your whole frame. Avoid twisting your body.
8) To set the load down, simply reverse the lifting operation. With your back erect, bend your legs at the knees to
squatting position and withdraw your hands from the object.
9) When raising an object to shoulder height or higher, first lift to about waist height, rest one end of it on a bench
or ledge and then, if necessary, shift the position of the hands to accomplish the lift to the higher level.
10) Keep your chin up. If your chin is up, your back is likely to be straight and your chance of avoiding back
injury while lifting is greatly improved.
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SLIPS, TRIPS, FALLS
Taking responsibility for hazards can go a long way in preventing most slips, trips, and falls. The person who first
notices the problem is in the best position to prevent a slip, trip, or fall. Timing is crucial, especially in high traffic
areas where people will quickly come into contact with the hazard. Slips occur when there is too little friction
between a person’s feet and the walking surface. Trips occur when a person’s foot contacts an object and they are
thrown off balance. Falls can be caused by a number of things: climbing objects without using fall protection
equipment, improper use of ladders and scaffolding, etc.
Slips, trips, and falls are among the easiest hazards to correct and prevent.
Electrical cords – Keep cords away from pathways. Use walkway cord covers if necessary. 
Repair or replace – Look out for stair treads that are cracked or worn. Use non-skid mats.
Erect orange “warning” cones to warn people of a potential slip, trip, or fall hazard.
Furniture – Arrange furniture to avoid an obstacle course of potential falls.
Materials – Don’t store materials in hallways, aisles, or stairs.
Wet or waxed floors – Watch out for floors that have been waxed but not buffed.
Never use “makeshift” ladders – Don’t use furniture, chairs, or boxes as ladders. Use a sturdy, balanced
stepladder or a step stool made specifically for that purpose.
Loose flooring – Use caution when walking over loose tiles, bricks, pavements, or floorboards.
Wet spots – Clean up or report all spills immediately. Don’t wait for a small spill to dry itself.
Untidy floors – Even a small object on the floor can cause a trip and fall.
Get help – Carry only what you can handle. Don’t rush.
Drawers – Keep them closed.
Lighting – Make sure stairways and hallways are well lighted.
Don’t jump – Lower yourself from docks, trucks, or work stages.
Carpets – Make sure all rugs and carpets are not frayed and are properly tacked down or have non-skid mats
underneath.
Contributing Factors
The most effective strategy for reducing the number of slips and falls is good housekeeping. Good housekeeping is
more than a good appearance – it is keeping everything where it belongs. This is especially true of tools, cords,
water, ice, books, pencils, hand trucks, carts, etc. A good safety rule is that if you drop it, pick it up – now. Don’t
wait. If you are finished with it, put it away.
Adequate lighting to ensure proper vision is also important in the prevention of slips and falls. Moving from light
to dark areas, or vice versa, can cause temporary vision problems that might be just enough to cause a person to
slip on a spill or trip over a misplaced object.
Carrying an oversized object can also obstruct one’s vision and result in a slip or a trip. This is a particularly
serious problem on stairs.
Shoes
Often we have no control over the surface upon which we walk. We can, however, choose the type of footwear
that comes in contact with these surfaces. Employees should wear proper footwear for their work environment
whether in the office, shop, lab, classroom, or kitchen. Wear slip-resistant shoes with adequate friction for the
particular weather hazard. Here are some tips to help you choose the best shoes for the condition:
Hard rubber soles – work best on greasy concrete and wood
Soft rubber soles – work best on dry surfaces
Crepe soles – work best on rough concrete surfaces, either wet or dry
Neoprene soles – can be worn safely on most wet or dry surfaces
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Support Services
Safety

Cleaning Chemicals
To properly maintain school facilities, custodians may have to use some cleaning products which contain
hazardous chemicals. The improper use of these chemicals can cause burns to the eyes and skin and the
inhalation of toxic fumes.
Many traditional cleaning products (e.g., glass cleaner, floor finish, toilet bowl
cleaner, disinfectants) contain solvents that can be harmful to the body. Each
chemical has a certain way of entering the body:
• Nose – the most common way chemicals enter the body. Harmful dusts, mists,
gases, or vapors can irritate the nose, throat, and respiratory tract. Some signs or
symptoms of chemical overexposure include dizziness, headache, nausea,
tiredness, and irritability. If you think you have been overexposed to chemicals,
get to fresh air immediately.
• Skin – Chemical contact with the skin may cause burning, redness, or irritation. If you get any chemicals on
your skin, wash the exposed skin with plenty of soap and water.
• Eyes - If a chemical gets into the eyes, it may cause burning, redness, or irritation. Flush your eyes with
water for about 15 minutes.
• Mouth - A chemical left on the hands prior to eating is a common way for hazardous chemicals to enter the
body. Dust, mists, or small particles may also drop on a sandwich or into a drink. Make sure to wash your
hands thoroughly before eating or drinking. Food and beverages should never be stored or consumed in an
area where there are hazardous chemicals.
General Guidelines for Handling Chemical Products
• Read the container label and material data safety sheet (MSDS) before using a chemical product.
• Use the proper protective equipment (gloves, pants, long-sleeved shirts, goggles, waterproof or chemical
resistant footwear).
• Replace caps and lids of chemical containers immediately after use.
• Wash your hands after using chemicals especially before eating or drinking.
• Use all chemicals with adequate ventilation.
• Never mix chemicals unless instructed by the manufacturer’s written directions. Chemicals can react together
to give off poisonous gases, heat and steam, or bubbling and splashing back at you.
• Mixing is not always on purpose. It can happen by pouring chemicals down the same drain (or toilet) without
running water or flushing in between. Mixing can also happen by reusing a container or bucket without
rinsing it out first.
• Never flush corrosive or volatile materials into the sewage system.
• DON’T use the same rag to apply two different cleaners.
The most common accidents involving mixing chemicals together are:
• AMMONIA with CHLORINE BLEACH
• ACID-TYPE TOILET BOWL CLEANER with CHLORINE BLEACH
These combinations give off poisonous or highly irritating gases or vapors.
When storing custodial chemicals, follow these safety guidelines:
● Store most chemicals at a controlled temperature and with adequate storage and shelf space.
● To avoid spills, store chemicals on shelves that are no higher than chest level.
● Be sure chemical containers are labeled properly and are capped to avoid spills and fume emissions.
● Keep chemicals away from sources of heat, such as furnaces or sunshine.
● Rotate products according to their expiration dates, using older products first and safely disposing of expired
materials.
● If you must store a leftover chemical solution, be sure that the solution is covered and stored in a safe and
secure area.
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Place any stored, leftover chemical solution in an appropriate secondary container with a label indicating the
contents.
Use leftover chemical solutions within 24 hours of mixing.
When you mix chemicals, always use a funnel and measuring cup or follow the manufacturer’s instructions.
After each use, rinse out any container residue left on the funnel and measuring cup.

The Importance of Hand Washing
Even though gloves may be used, it is important to make sure chemicals and germs are thoroughly washed off the
hands.
Wash hands thoroughly after using chemicals, cleaning up spills, or emptying trash – even if gloves are worn. At
least 20 seconds are needed for the washing to be effective. Follow these steps to get hands thoroughly clean:
..
..
..
..
..
..

Wet hands with warm running water prior to reaching for soap, either in bar or liquid form.
Add soap and rub hands together to make a lather. This should be done away from running water so the later
is not washed away.
Wash the front and back of hands, between fingers and under nails. Continue rubbing the hands for an
additional 15 seconds.
Rinse hands well under warm running water.
Dry hands thoroughly with either clean towels or an air dryer.
If soap and water are not available, it is a good idea to keep alcohol-based hand sanitizers, gels, or antibacterial wipes around as an alternative.
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FORKLIFTS
OSHA Standard 1910.178: The employer shall ensure that each powered industrial truck operator is competent to
operate a powered industrial truck safely as demonstrated by successful completion of the training and evaluation.
Each year, tens of thousands of injuries related to powered industrial trucks (forklifts) occur in U.S. workplaces.
Only authorized and trained personnel may operate a forklift. It is the employer’s responsibility to provide forklift
safety training. Forklift operators must receive refresher training and evaluation when equipment is changed.
Forklift operator’s performance must be evaluated at least once every three years.
It is a violation of Federal law for anyone under 18 years of age to operate a forklift or anyone over 18 years of age
who is not properly trained and certified.


Basic Safety Rules
… Know the capacity of the forklift.
… Mount and dismount facing the forklift.
… The seat belt must be worn at all times.
… Raise the forks 2-4 inches off the floor when traveling.
… NEVER allow anyone to ride on the forklift with you.
… Pedestrians ALWAYS have the right of way.
… Never modify or remove any part of the forklift.
… Never approach power lines with any part of the machine.
… Check the clearances of doorways, canopies, and overheads.
Pre-operational Inspection
Before operating a forklift, drivers must complete an inspection which involves checking the following:
all fluid levels
safety equipment
tires
gauges/controls
hoses/belts/cables
horns/alarms
mast/forks
steering
fuel/battery level
brakes
leaks
Safe Operation Rules
1. Know the rated load capacity of the forklift and never exceed it.
2. Inspect the load to be moved. If it appears unstable, don’t move it.
3. Stunt driving and horseplay are prohibited.
4. Never attempt to work the controls except from the operator’s seat.
5. Never leave the operator’s seat without first lowering the forks to the ground, setting the parking brake, and
placing the controls into neutral.
6. Keep all parts of your body inside the operator’s compartment while operating the forklift.
7. Never lift the load over anyone.
8. Never drive a forklift up to someone standing in front of a fixed object.
9. When traveling with a load, keep the forks tilted back and the load as close to the ground as possible.
10. No one is allowed to stand or pass under the elevated portion of the forklift, whether it is loaded or not.
11. Only loads within the rated capacity of the forklift will be handled.
12. If at any time a forklift is found to be in need of repair, defective, or in anyway unsafe, it will be taken out of
service until repaired.
13. Do not turn the forklift on any hill, ramp, or incline.
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LADDERS
The primary safety hazard involved with using a ladder is falling. A poorly designed or improperly used ladder can
cause a fall. Ladder safety should not be an afterthought. The key to preventing accidents is to take the proper
precautions. Follow the following rules:
1. Always take proper precautions when choosing a ladder based on the type of work being
done, the weight the ladder must carry, and the condition of the ladder. Make sure the
weight rating will support the weight of the worker plus materials.
2. Keep in mind the length of a ladder is different from its usable length. Make sure the
ladder is long enough for the job. Never stand on the top step of a step ladder or the top
three rungs of a straight or extension ladder.
3. Examine the ladder for any defects or features that can be potentially dangerous.
… Metal ladders – check for any sharp edges, dents, bent steps, rungs, or rails. Ladder should have slip
resistant rubber or plastic feet and slip resistant steps.
… Wooden ladders – check for splits, cracks, and chips. Steps should be reinforced with metal rods or angle
braces. Only use wooden or fiberglass ladders around electricity.
… All ladders – check for loose rungs or steps.
4. Always follow these precautions when using a ladder:
… Do not hand-carry loads on a ladder.
… Do not try reaching so far that you lose your balance. Take the time to move the ladder.
… Position base of ladder one foot away for every feet it reaches up.
… Ladders used to reach a platform or roof must extend at least three feet beyond.
… Extension ladders need both locks holding to prevent overloading one of the rails.
… Never use a step ladder or folder ladder unless it is securely spread open.
… Never use a ladder in a strong wind.
… Always make sure the top of the ladder rests on a firm, flat surface.
… Ladders should not be placed in front of a door that is not locked, blocked, or guarded.
5. Protect ladders by storing them where they are protected from the weather and other damage.
Precautions
Before working with a new ladder, always read the manufacturer’s instructions. Do not use ladders if sleepy or ill,
if you are taking medications, or if bad weather conditions exist. Do not use ladders in doorways or other high
traffic areas. If a ladder must be used near a door, make sure the door is locked or have a co-worker stay near the
doorway to make sure that an accident does not occur. Only use fiberglass or wooden ladders near power lines or
other sources of electricity to avoid electrical shock hazards.
Inspection
Ladders need to be inspected every time they are used to catch any possible dangerous defects. Rungs should be
firm and unbroken, braces fastened securely, all ropes, pulleys and other moving parts should in good working
order. If any damage is found during the inspection, it needs to be repaired before the ladder is used. If the ladder is
beyond repair, it should be taken out of service.
Proper Setup
Always make sure the feet of a ladder is level and positioned solidly on the ground. If the ground is soft or uneven,
use boards under the legs for support. Once a ladder has been put in position, test it to make sure it is secure. For
stability, both sides need to be against the wall or other support. The legs on a stepladder should always be spread
fully and locked into position before using.
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How to Climb a Ladder
Face the ladder when climbing or descending and use both hands. Mount from the center, not from the side. Tools
should be carried in the pockets, in a bag attached to a belt, or raised and lowered by rope. Be sure that the soles of
your shoes are clean and dry. Work facing the ladder, holding on with one hand. Don’t lean too far to the side
while working. A good general guide is to keep your body centered between the ladder rails. Instead of leaning to
the side, get down and move the ladder. In case of sudden dizziness or a panicky feeling, bow your head, drape
both arms over the rung in front of you, close your eyes, and wait until the feeling passes.
Falls from Ladders
A ladder should be long enough so that when it rests against the upper support the user can work
with waist no higher than the top rung of the ladder or above the rung at which the side rails are
resting against the upper support. This means that the top three rungs of a straight ladder, or the
top two steps of a step ladder, should never be used for the feet.
The lower ends of the side rails should be equipped with slip-resistant pads, particularly if the ladder is to be used
on hard surfaces. The same is true for the upper ends of the side rails if they are to rest against a surface.
The base of the ladder must be firmly set so that there is no possibility of slippage or settling into soft ground. The
resting edge of the ladder should have both side rails in contact with the object it is against. When setting a ladder
against a tree, set the ladder in the crotch of two limbs so that it cannot slide in either direction.
Workers should have both hands free to hold the ladder’s side rails, not the rungs, when climbing or descending.
Small tools may be carried in a tool belt, but not in the hands.
Make-shift ladders (chairs, boxes, barrels) should never be used as substitutes for a ladder.
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LOCKOUT/TAGOUT
OSHA Standard 1910.147(c)(1): The employer shall establish a program consisting of energy control procedures,
employee training, and periodic inspections to ensure that before any employee performs any servicing or
maintenance on a machine or equipment where the unexpected energizing, startup, or release of stored energy could
occur and cause injury, the machine or equipment shall be isolated from the energy source and rendered
inoperative.
Shortcuts in lockout/tagout procedures are generally near the top of OSHA’s most frequently cited violations. It is
absolutely vital that employees follow proper procedures when repairing a machine, performing routine
maintenance, or cleaning it.
Energy-Isolating Devices
1. If the energy-isolating device is lockable, the employee shall use locks unless he can prove that the use of tags
would provide protection at least as effective as locks and would assure “full employee protection.”
2. Tags are essentially warning devices affixed to energy-isolating devices and do not provide the
physical restraint of a lock.
3. When a tag is attached to an isolating means, it is not to be removed except by the person who
applied it. It is never to be bypassed, ignored, or otherwise defeated.
4. Tags must be legible and understandable by all employees.
5. Tags and their means of attachment must be made of material that will withstand the
environmental conditions encountered in the work place.
6. Tags must be securely attached to the energy-isolating devices so that they cannot be detached accidentally
during use.
7. All renovations and/or major repairs will include addition of lockable devices where previously unavailable.
8. All new equipment shall have lockable devices.
Taking Equipment Out of Service
1. Notify all affected employees that servicing or maintenance is required on a machine/equipment and that it
must be shut down and locked out.
2. Identify the type and magnitude of the energy that the machine/equipment utilizes, understand the hazards of
the energy, and know the methods to control the energy.
3. If the machine/equipment is operating, shut it down by the normal stopping procedure.
4. De-activate the energy isolating device so that the machine/equipment is isolated from the energy source.
5. Lock out the energy isolating device with assigned individual lock.
6. Ensure that the equipment is disconnected from the energy source by first checking that no personnel are
exposed, then verify the isolation of the equipment by operating the push button or other normal operating
control by testing to make sure the equipment will not operate.
7. Return operating control to neutral or off position after verifying the isolation of the equipment.
8. The machine or equipment is now locked and should be tagged accordingly.
Restoring Equipment to Service
1. Inspect the work area to ensure that non-essential items have been removed and that
machine components are intact and capable of operating properly.
2. Check the area around the machine to ensure that all employees have been safely
positioned or removed.
3. Notify affected employees immediately after removing locks or tags and before starting
machine.
4. Make sure that only those employees who attached the locks or tags remove them.
5. Notify affected employees that the employee who applied the device removed lockout or tagout devices from
each energy-isolating device.
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MACHINE GUARDING
OSHA Standard 1910.212: One or more methods of machine guarding shall be provided to protect the operator and
other employees in the machine area from hazards such as those created by point of operation, ingoing nip points,
rotating parts, flying chips, and sparks.
OSHA requires guarding for any machine where machine parts, functions, or processes that might cause injury
must be safeguarded. When the operation of a machine or accidental contact with it could injure the operator or
others in the vicinity, the hazards must be either controlled or eliminated.
Machine Guarding Basics
♦ A guard or guarding device is required whenever an employee is exposed to or has access to a hazard created
by a pinch point.
♦ A guard must be designed and installed so that it does not create a hazard in itself.
♦ Guards should not be fastened to moving parts or positioned near moving parts in a manner that creates a pinch
point.
♦ A guard should be secured to the machine that it is protecting.
♦ All guarding systems are required to be installed in a manner that prevents access to the hazardous areas by
reaching over, under, around, or through the guarding system.
Requirements for Safeguards
Safeguards must meet these minimum general requirements:
● Prevent contact: The safeguard must prevent hands, arms, and any other part of a worker’s body from making
contact with dangerous moving parts.
● Secure: Workers should not be able to easily remove or tamper with the safeguard. A safeguard that can easily
be made ineffective is no safeguard at all.
● Protect from falling objects: The safeguard should ensure that no objects could fall into moving parts.
● Create no new hazards: A safeguard defeats its own purpose if it creates a hazard of its own such as a shear
point, a jagged edge, or an unfinished surface which can cause a laceration.
● Create no interference: Any safeguard which impedes a worker from performing the job quickly and
comfortably might soon be overridden or disregarded.
● If possible, one should be able to lubricate the machine without removing the safeguards.
Operating Precautions
♦ Only trained and authorized employees may use machinery or equipment.
♦ Personal protective equipment should be properly used and maintained.
♦ Always tie back or secure hair under a cap before operating machinery. Do not wear loose clothing or jewelry.
♦ Before operating machinery or equipment, ensure the operating area is clear of other operators, materials, or
debris. Good housekeeping is important.
♦ Always make sure machinery or equipment is completely stopped and secured when going to lunch, conducting
repairs or adjustments, or at the end of the day.
♦ Never work on machinery or equipment that is electrically energized or capable of inadvertent movement.
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OUTDOOR EQUIPMENT
Landscape Equipment
When working with any landscape equipment, the following procedures should be observed:
* Read the manufacturer's manual for each piece of equipment.
* Follow the recommended operating procedures at all times.
* Check and inspect machinery for defects.
* Use proper fueling method.
* Inspect equipment for all proper safety features - do not override safety devices.
* Dress for safety - wear all necessary Personnel Protective Equipment (PPE).
The following Personal Protective Equipment should be used when working with landscaping equipment:
* Eye protection - safety glasses or goggles - tinted is available
* Hearing protection
* Safety shoes
* Close fitting clothing, not loose or tight
* Gloves
* Hard hat (chain saws)
Fueling and Refueling Procedures
The following procedures will be observed when fueling/refueling:
* DO NOT SMOKE!
* Always fill on a level surface.
* Do not fill while engine is running or hot. Let the engine cool.
* Do not overfill the tank, wipe up all spills.
* Remove any dirt and debris from the surface of the equipment to prevent debris from entering fuel tank.
* Wipe off any spilled fuel after filling.
* Keep fuel in an approved safety can.
* Mix two cycle fuel in the safety can - not the fuel tank.
Weed Cutters
* Check shield for cracks.
* Use the correct shield for the blade in use. Plastic/nylon line - use plastic shield. Metal blades - use metal
shields.
* Utilize the proper length of nylon cord.
* Make sure lock handle is in place.
* Throttle must operate freely.
* Know where debris goes - curved shaft models throw debris in a clockwise direction, with straight shaft models
debris is thrown in a counter clockwise direction.
* Use the safety harness as it distributes the weight of the machine.
* Avoid hazards. Be aware of pedestrians, wire fences, hidden objects.
* When using the metal blades - the "bull horn" handle keeps the operator away from the blade.
* Store safely - let machine cool before storage.
Hedge Trimmers
* Start tool on a firm surface, do not start in mid-air (drop start).
* Do not override safety features or switches - do not tape switches in an "on" position.
* Do not modify equipment.
* Do not overreach when using the trimmer.
* To clear debris from the blades - turn off the machine.
* Do not remove muffler cover; if it’s worn - replace it
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Blowers
* Check fan guard.
* Make sure there are no bystanders in the way.
* NEVER point the blower at anyone.
Riding Mower
Before riding:
* Check the machine for defects.
* Check for all safety devices.
* Make sure the instruction decals are in good condition, easily readable, and
understandable.
* Make sure the deflector chute or back chute is clear.
* Make sure all guards are in place.
* Make sure the parking brake is in good operational order.
* Check and clear the area - the area should be free from pets, children, and debris. All
debris must be cleaned up before starting.
* DO NOT OVERRIDE SEAT SAFETY SWITCHES!
* Use blade disengagement lever when not in a mower situation.
* When cutting on a slope, go up and down the slope to avoid tipping over.
* Passengers are not allowed on the mower at any time.
* No employee shall operate a motor vehicle while wearing a headset, headphone, or other listening device,
other than a hearing aid or instrument for the improvement of impaired hearing.
* When dislodging anything caught in the blade or chute:
….Turn off the engine.
….Take the key with you.
….Disengage spark plug wire.
….Remove debris.
Chain Saws
* Plan the work. Ensure that there is an obstacle-free work area.
* Remove all obstructions from the path of the saw.
* Do not operate a chain saw above your shoulder height.
* Grip the handle firmly. The thumbs and fingers should encircle the handle.
* A chain saw should be started up on the ground. Do not place it on your knee.
* Never operate a chain saw that is damaged, improperly adjusted, or not completely and securely assembled.
* Never adjust the guide bar or chain when the engine is operating.
* Never carry a chain saw with its engine running (idling). Cut the engine and carry the chain saw with the guide
bar point to the rear and with the muffler away from the body.
* Be sure that the saw chain stops moving when the throttle control trigger is released.
* Before servicing, fueling or transporting, switch off engine.
* When transporting a chain saw in a vehicle, keep the chain and the bar covered with a guard and secure the saw
by tying it down with rope to prevent fuel spillage and damage.
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PERSONAL PROTECTIVE EQUIPMENT
OSHA Standard 19.132: Protective equipment including personal protective equipment for eyes, face, head, and
extremities, protective clothing, respiratory devices, and protective shields and barriers shall be provided, used, and
maintained in a sanitary and reliable condition wherever it is necessary by reason of hazards of processes or
environment, chemical hazards, radiological hazards, or mechanical irritants encountered in a manner capable of
causing injury or impairment in the function of any part of the body through absorption, inhalation, or physical
contact.
Employees using hand and power tools and those who are exposed to falling, flying, abrasive, splashing objects,
dusts, fumes, mists, vapors, or gases will be provided with the protective equipment and associated training
necessary to protect them from hazard.
Personal protective equipment must be used and maintained in a sanitary condition at all times. Employees are to
follow the guidelines provided on use and care of all personal protective equipment. Improper use and care of PPE
will not be tolerated.
It is the responsibility of each employee to use personal protective equipment when exposed to work hazards.
It is the responsibility of the supervisor to make it available and to ensure that it is worn where required.
Eye Safety
Safety goggles or safety glasses should be worn when:
• grinding, cutting, milling, or drilling with powered tools;
• using impact wrenches, compressed air tools, and pressure washers;
• chipping, scraping, or scaling paint, rust, carbon or other materials;
• using punches, chisels, or other impact tools;
• cutting or breaking glass;
• chipping or breaking concrete;
• soldering;
• cleaning dirt from vehicles, machinery, etc;
• sandblasting;
• using power woodworking machinery;
• tree trimming, brush cutting, or stump removal;
• using any lawn mowing equipment (mowers, blowers, edgers, etc.).
Employees who wear prescription eyeglasses to correct their vision, must wear safety glasses with safety lenses that
meet ANSI requirements. Safety glasses/spectacles require special frames. Combinations of normal street wear
frames with safety lenses are not in compliance. Prescription eyeglasses, regardless of lens type or sales claims do
not fulfill the requirements for eye protection unless they comply with ANSI standards. Wearers of contact lenses
are also required to wear appropriate eye protection in a hazardous environment.
Safety goggles/glasses worn over regular glasses must be comfortable and not disturb the adjustment of corrective
lenses. All employees should check their safety glasses before each wearing.
• The brow protector should fit against the face.
• The glasses should fit snugly, not tightly, without eyelashes hitting the lenses.
• If there is a headband, it should fit snugly.
• Lenses should be clean.
• Lenses should be free of scratches, cracks, or pitting.
• The brow and side protectors should be in good condition.
• Contact lenses are not a substitute for safety glasses. Contact lenses pose a special threat.
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Hazardous dusts gases, vapors, and liquids can get trapped between lenses and eyes. Contact lenses must not be
worn under respirators.
Welding Eye Safety
Workers or other persons adjacent to welding areas must be protected from the rays by noncombustible flameproof
screens or shields OR they must wear appropriate welding safety goggles. Helmets or hand shields must be used
during all welding or cutting operations. Helpers or attendants must be provided with proper eye protection.
Head Protection
Each employee shall wear protective helmets when working in areas where there is a potential for injury to the head
from falling objects.
Protective helmets designed to reduce electrical shock hazard shall be worn by each employee when near exposed
electrical conductors which could contact the head.
Each employee shall be provided with, and shall wear, head protection equipment in areas where a hazard exists
from falling or flying objects, other harmful contacts or exposures, or where there is a risk of injury if electric
shock, hair entanglement, chemicals, or temperature extremes.
The shell and the suspension of the hardhat should be checked daily. Do not carry anything in your hardhat. Do not
use it as a bucket or step stool. Do not paint the shell. Solvents in the paint may soften the material.
Head protection equipment that has been physically altered or damaged shall not be worn or reissued. Protective
helmets shall be in compliance with ANSI standards.
Because ANSI only tests and certifies hard hats to be worn with the bill forward, hard hats worn with the bill to the
rear are not reliable protection and would not meet the OSHA requirement unless the hard hat manufacturer
certified that this practice meets the ANSI requirements.
Hand Protection
Employees shall use appropriate hand protection when employees’ hands are exposed to hazards such as those from
skin absorption of harmful substances, severe cuts or lacerations, severe abrasions, punctures, chemical burns,
thermal burns, and harmful temperature extremes. Selection of the appropriate hand protection shall be based on the
task to be performed, conditions present, duration of use, and hazards/potential hazards.
•
•
•

Do not wear an excessive amount of rings, metal, bracelets, or other jewelry when working around
machinery. Jewelry increases the danger of electrical shock and can cause fingers or hands to be badly
injured.
Gloves should be worn when handling hot, cold, abrasive, caustic, infectious or any other hard to handle
materials.
Any allergic reactions or rashes thought to be caused by gloves should be reported at once.

Foot Protection
Employees shall wear protective footwear when working in areas where there is a danger of foot injuries due to
falling or rolling objects or objects piercing the sole and where such employee’s feet are exposed to electrical
hazards.
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Where a hazard is created from a process, environment, chemical, or mechanical irritant which
would cause an injury or impairment to the feet by absorption or physical contact, other than from
impact, footwear such as boots, overshoes, wooden-soled shoes or their equivalent shall be worn.
Safety shoes MUST be worn where they are required. Steel toed shoes are required where
employees work with heavy objects or machinery that could cause injury. Electricians should wear
electrical hazard safety footwear. Employees should not repair their own safety shoes; ie, never
repair non-sparking footwear with metal nails.
Respiratory Equipment
Respirators will be worn when working with chemicals or products that pose a health hazard when inhaled or
ingested in the form of dusts, vapors or mists.
Employees should not be assigned tasks requiring use of respirators unless it has been determined that they are
physically able to perform the work and use the equipment. A physician must determine what health and physical
conditions are pertinent. The respirator user's medical status should be reviewed annually.
Proper Selection
* Respirators must be selected on the basis of hazards to which the worker is exposed.
* The respirator type is specified by the supervisor.
* The individual issuing them must be adequately instructed to insure the correct respirator is issued.
* Respirators must meet the guidelines of ANSI Z88.2-1969.
* OSHA recognizes an approved respirator if it has been jointly approved by National Institute of Safety &
Health (NIOSH) and the Mine Safety and Health Administration (MSHA). NIOSH/MSHA approval for
supplied-air and air-purifying respirators is valid only in atmospheres containing greater than 19.5 percent
oxygen.
* If oxygen deficiency is not an issue, then the contaminant(s) and their concentrations must be determined.
Training and Fitting
* The user must be instructed and trained in the selection, use, and maintenance of the respirator.
* Every respirator user must receive fitting instructions including demonstrations and practice in how the
respirator should be worn, how to adjust it, and how to determine if it fits properly.
* Respirators must have a good seal around the face to prevent contaminated air from getting in.
* Beards and sideburns that interfere with the facial seal are prohibited.
* The face piece fit must be checked by the wearer each time the respirator is put on.
* Corrective glasses with long temple bars may interfere with the seal. Wearing of contact lenses in
contaminated atmospheres is not allowed.
A good fit and seal includes:
* fits securely but not too lightly around the chin,
* does not pinch the nose,
* does not slip,
* leaves room to move the head and to talk.
Cleaning and Disinfecting
* Respirators must be regularly cleaned and disinfected.
* Respirators should be inspected during cleaning.
* Respirators should be issued for the exclusive use of one worker and cleaned after each day's use or more often
if necessary.
* Routinely used respirators must be collected, cleaned and disinfected as frequently as necessary to insure that
proper protection is provided for the wearer.
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PPE and Mold
Adhering to EPA guidelines, if mold covers an area of less than ten feet (a patch of about three feet by three feet),
school system personnel can do mold clean up. If the area of mold is larger than a 10-foot radius, a professional
remediation contractor should be consulted.
When cleaning up mold, PPE should be used to prevent inhalation and ingestion of mold and mold spores and to
prevent contact with the skin and eyes. Any mold remediation work that disturbs mold increases respiratory
exposure including breaking apart moldy porous materials such as wallboard, destructive invasive procedures to
remediate mold growth in a wall cavity, removal of contaminated wallpaper, and using fans to dry or ventilate
contaminated areas.
Skin and Eye Protection
Gloves are required to protect the skin from contact with mold allergens (and in some cases mold toxins) and from
potentially irritating cleaning solutions. Long gloves that extend to the middle of the forearm are recommended.
The glove material should be selected based on the type of materials being handled. If you are using a biocide
(such as chlorine bleach) or a strong cleaning solution, you should select gloves made from natural rubber,
neoprene, nitrile, polyurethane, or PVC. If you are using a mild detergent or plain water, ordinary household
rubber gloves may be used.
To protect your eyes, use properly fitted goggles or a full face piece respirator. Goggles must be designed to
prevent the entry of dust and small particles. Safety glasses or goggles with open vent holes are not acceptable.
Respiratory Protection
Respirators protect cleanup workers from inhaling airborne mold, mold spores, and dust. When cleaning up a small
area affected by mold, you should use a particulate respirator. This device covers the nose and mouth and will filter
out 95% of the particulates in the air. This respirator does not provide protection against many airborne particles.
Employees shall not use a respirator used to protect from airborne contaminants unless they have been trained, have
medical clearance, and have been properly fit-tested.
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TOOLS
OSHA Standard 1910.242: Each employer shall be responsible for the safe condition of tools and equipment used
by employees including tools and equipment which may be furnished by employees.

General Safety Rules
• Always use the proper tool for the job. Inspect tools for flaws, correct sizes, and cutting edges before using. If
tools are found to be defective, return them for replacements.
• Tools must be used for the purpose they were designed.
• Keep hand tools clean and in proper working order at all times.
• Tools with mushroomed heads or hammers with split or loose handles shall not be used until repaired.
• Files shall be used only when equipped with handles.
• Sharp and pointed tools shall be carried in sheaths instead of loose in the pockets.
• Keep hands out of the path of sharp tools. When using knives or chisels, cut away from the body…not toward
the body.
• When using air power equipment, always shut off air at manifold and bleed air hose before disconnecting
machine, hand tools, or air hose.
• All portable air drills, air hammers, etc. shall be equipped with a hand grip switch which will shut off the
supply of air when grip is released.
• Use the right personal protective equipment for the job.
• Wear safety glasses or goggles and well-fitting gloves appropriate for the hazards to which you may be
exposed.
Hand Tools
What to Avoid When Using Hand Tools
► Do not apply excessive force or pressure on tools.
► Do not cut toward yourself.
► Do not hold the stock in the palm of your hand when using a cutting tool or screwdriver.
► Do not wear bulky gloves to operate hand tools.
► Do not leave tools lying where others may slip or trip over them.
► Do not leave chuck wrenches in chuck.
► Do not throw tools. Hand them, handle first, directly to other workers.
► Do not carry tools in a way that interferes with using both hands on a ladder, while climbing on structure, or
when doing any hazardous work.
► Do not carry a sharp tool in your pocket.
Wrenches
• Choose a wrench that properly fits the fastener you wish to turn.
• Avoid using an extension to improve the leverage of a wrench.
• Do not use open-end or adjustable wrenches for final tightening or loosening frozen fasteners. These wrenches
do not have the strength of a box-end or socket wrench.
• Apply penetrating oil on frozen fasteners before using a striking face box, socket, or heavy-duty box wrench.
• Always try to pull on a wrench (instead of pushing) in case the fastener loosens.
• Adjustable wrenches must be adjusted tightly to the fasteners and then pulled, putting the force on the fixed
end.
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Turn power off and use electrically insulated wrenches when working on or around electrical components.
Never alter a wrench.
Do not over torque a fastener. Use a torque wrench to tighten the fastener to the exact torque required.
Inspect wrenches periodically for damage, such as cracking, severe wear, or distortion.
Always use nonsparking wrenches when in the presence of flammable vapors or dusts.

Pliers
• Do not increase a plier’s handle length to gain more leverage. Use larger pliers instead.
• Never subject pliers to temperatures that could decrease tool hardness.
• Cut hardened wire only with pliers designed for that purpose.
• Do not substitute a plier for a wrench when turning nuts and bolts.
• Be sure the plier’s jaws can grasp properly when bending rigid wire.
• Do not hammer with a pair of pliers.
• Cut wire at right angles without bending wire back and forth against the cutting edge of pliers.
• Always use nonsparking pliers when in the presence of flammable vapors or dusts.
Hammers and Striking Tools
• Always use a hammer of the proper weight and size for the task.
• Do not strike the surface at an angle. The hammer face should contact the striking surface squarely so the two
are parallel.
• Do not use a hammer if the handle is damaged or loose.
• Use a hammer face that is 3/8” larger in diameter than the striking tool.
• Never weld, heat, or regrind a hammer head.
• Remove from service any hammer exhibiting signs of excessive wear, cracks, mushrooming, or chips.
• Do not use one hammer to strike another.
• Always use nonsparking hammers in the presence of flammable vapors or dust.
Screwdrivers
• Never use a screwdriver as a pry bar, chisel, punch, stirrer, or scraper.
• Always use a screwdriver tip that properly fits the slot of the screw.
• Throw away screwdrivers with broken or worn handles.
• Never expose screwdrivers to temperatures that could reduce tip hardness.
• Turn power off and use electrically insulated screwdrivers when working on or around electrical components.
• Straighten tips or redress rounded edges with file.
• Never use pliers on a screwdriver for extra leverage.
• Use magnetic or screw-holding screwdrivers to start fasteners in tight areas.
• Use both hands when using a screwdriver – one to guide the tip and the other to turn the handle.
• Always use nonsparking screwdrivers in the presence of flammable vapors or dusts.

POWER TOOLS
General Safety Rules
• Safety glasses/goggles must be worn when operating power tools.
• Power tools are designed to accommodate guards. They must be equipped with such
guards when in use. Belts, gears, shafts, pulleys, sprockets, drums, fly wheels, chairs,
or other reciprocating, rotating or moving parts of equipment must be guarded.
• All manufacturer’s warnings and safe operating procedures for tools will be followed.
• The use of electrical cords for hoisting and/or lowering tools is not permitted.
• Compressed air must not be used for cleaning purposes.
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All observers should be kept at a safe distance away from the work area.
Guards, switches, and safety devices must not be removed, altered, or made ineffective.
Protect yourself from electric shock by insuring that tools are properly grounded.
Tools should be maintained with care. They should be sharp and clean for the best performance. Follow
instructions in the user's manual for lubricating and changing accessories.
All portable electric tools that are damaged should be removed from use and tagged "Do Not Use."
Grinders, saws and similar equipment must have appropriate guards in place.
Portable circular saws must be equipped with guards above and below the base plate or shoe.
All cord-connected, electrically-operated tools and equipment must be grounded
Hands should be dry before using any electrical equipment and the user should not be standing in or be too
close to water.
Carefully examine all electrical equipment, including extension cords, every time they are used.

What to Avoid When Using Power Tools
► Do not use power equipment or tools on which you have not been trained.
► Do not use a power hand tool to cut wet or water-soaked building materials or to repair pipe leaks.
► Do not use a power tool while wearing wet cotton or wet leather gloves.
► Never yank the cord or the hose to disconnect it from the receptacle.
► Do not use extension cords or other three-pronged cords that have a missing prong.
► Avoid accidental starting. Do not hold a finger on the switch button while carrying a plugged in tool.
► Do not use electric power tools in the proximity of flammable vapors, dusts, or construction materials.
► Do not use cords that have splices, exposed wires, or cracked/frayed ends.
► Do not operate spark inducing tools such as grinders, drills, or saws near containers labeled “Flammable” or in
an explosive atmosphere such as a paint spray booth.
► Never carry a tool by the cord or hose.

PNEUMATIC TOOLS
Pneumatic tools are powered by compressed air and can include chippers, drills, hammers, and sanders. There are
several potential dangers associated with the use of pneumatic tools. The main one is the danger of getting hit by
one of the tool’s attachments or by some kind of fastener the worker is using with the tool.
•
•
•
•
•
•
•
•
•
•
•

Compressors must be equipped with pressure relief valves and pressure gauges.
Air intakes should be located so that clean air enters the compressor.
Pneumatic tools that shoot nails, rivets, or staples and operate at pressures more than 100 pounds per square
inch must be equipped with a special device to keep fasteners from being ejected unless the muzzle is pressed
against the work surface.
It is prohibited to direct compressed air toward a person.
Compressed air used for cleaning purposes must be reduced to 30 psi.
Compressors must be drained periodically.
Pneumatic tools should be used at the manufacturers listed pressure.
Compressed air shall not be used to blow dust out of hair or to clean clothes while being worn.
Eye protection is required and face protection is recommended.
Never expose a compressor to adverse weather conditions (rain, fog, or snow).
Heavy jackhammers can cause fatigue and strains. Heavy rubber grips reduce these effects by providing a
secure handhold. Employees operating a jackhammer must wear safety glasses and safety shoes which protect
against injury if the hammer slips or falls. A face shield should also be used.
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WORKERS’ COMPENSATION
Insurance Management (Admin Reg 4.08)
IV. Procedure for Filing a Claim:
A. All employees in a school building shall immediately report any known incidents (including
student injuries) to the school principal. All other employees immediately report any known
incidents (including student injuries) to their supervisor.
4. For workers’ compensation (all employee injuries):
a. Continually emphasize the need for employees to maintain a safe environment and to
remain cognizant of potential injury hazards including student actions. Remind employees
to report all injuries occurring during the course of their job.
b. Employees injured at work will report the injury to the principal/supervisor, who will give
the employee the Company Nurse Hotline number (1-888-770-0925) and Search Code
(V077C). The employee will immediately call the hotline to report the injury and obtain
triage services. If an employee refuses to call, the principal/supervisor will make the call.
An employee who does not seek medical treatment is expected to follow up with Company
Nurse if his/her condition deteriorates. Company Nurse will provide the Panel of
Physicians for any employee who desires medical treatment.
An employee who requires emergency services is advised to immediately dial 911 and the
principal/supervisor will call Company Nurse to report the injury. After the employee has
received treatment he/she will call Company Nurse to complete the report. Should there be
any question as to whether the employee should seek emergency services; the
principal/supervisor shall refer to Company Nurse for advice rather than making the
medical decision.
c. Obtain copies of all doctors’ work notes to ensure the employee is fit and able to perform
their job. If an employee has restrictions, work with the employee and the assistant
superintendent of finance to assign a temporary light-duty position within the employee’s
capabilities.
A. The director of operations will:
4. For workers’ compensation (all employee injuries):
a. Continually emphasize the need for employees to maintain a safe environment and to
remain cognizant of potential injury hazards including student actions. Remind employees
to report all injuries occurring during the course of their job.
b. Employees injured at work will report the injury to the principal/supervisor, who will give
the employee the Company Nurse Hotline number (1-888-770-0925) and Search Code
(V077C). The employee will immediately call the hotline to report the injury and obtain
triage services. If an employee refuses to call, the principal/supervisor will make the call.
An employee who does not seek medical treatment is expected to follow up with Company
Nurse if his/her condition deteriorates. Company Nurse will provide the Panel of
Physicians for any employee who desires medical treatment.
An employee who requires emergency services is advised to immediately dial 911 and the
principal/supervisor will call Company Nurse to report the injury. After the employee has
received treatment he/she will call Company Nurse to complete the report. Should there be
any question as to whether the employee should seek emergency services; the
principal/supervisor shall refer to Company Nurse for advice rather than making the
medical decision.
c. Obtain copies of all doctors’ work notes to ensure the employee is fit and able to perform
their job. If an employee has restrictions, work with the employee and the assistant
superintendent of finance to assign a temporary light-duty position within the employee’s
capabilities.
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B. The assistant superintendent of finance will:
4. For workers’ compensation (all employee injuries):
a. Continually emphasize the need for employees to maintain a safe environment and to
remain cognizant of potential injury hazards including student actions. Remind employees
to report all injuries occurring during the course of their job.
b. Obtain copies of all doctor’s work notes to ensure the employee is fit and able to perform
their job. If an employee has restrictions, work with the employee, assistant superintendent
of personnel and the principal to assign a temporary light-duty position within the
employee’s capabilities.
c. Coordinate time off work and time sheets for light-duty between the employee and payroll.
d. Monitor the processing of the claim by the insurance carrier, providing status reports to the
superintendent as appropriate

Workers Compensation (Policy 5.35)
Roanoke County Schools provides workers’ compensation benefits in accordance with the Virginia
Workers’ Compensation Act, as set forth in Title 65.2 of the Code of Virginia. Full and part-time
employees, substitute workers (other than those paid through a contracted firm), and retirees participating
in the early retirement program, who sustain a compensable injury or illness as defined under the Virginia
Workers’ Compensation Act, are eligible for workers’ compensation benefits.

Workers Compensation (Admin Reg 5.35)
I.

II.

III.

IV.

V.

Purpose:
To establish procedures for workers’ compensation benefit administration.
Reporting:
In order to be considered for workers’ compensation benefits, work-related injuries must be reported
immediately. See Admin Reg 4.08 for reporting procedures guidance. If the employee fails to
properly report an accident, the employee may forfeit some or all benefits under the Virginia Workers’
Compensation Act.
Administration:
The School Board’s third party administrator for workers’ compensation reviews all claims for
compensability and processes all benefit payments. In addition, the third party administrator acts as a
liaison between the school system, the commission, medical providers and other necessary parties to
ensure proper management of each claim.
Medical Treatment:
Medical benefits are provided for compensable claims. The employee must choose treatment from a
physician on the panel, except in emergency situations when medical treatment shall be provided by the
nearest medical facility. However, subsequent treatment must be received by a physician on the panel
or a referral physician authorized by the treating physician. An employee may not change physicians
without prior approval and just cause. If the employee chooses a physician not on the panel of
physicians, the employee shall be responsible for any medical expenses.
It is imperative for an employee to follow physician instructions and go to every follow-up visit until
the physician officially discharges the employee. The employee shall be responsible for any physician
fees for missed appointments.
Medical Excuses:
Employees shall obtain a medical excuse (work note) and submit it to his/her principal/supervisor and
to the Finance Department immediately following every medical appointment. The medical excuse
dictates the physician recommended restrictions and/or time off and is necessary in order for the
employee to receive workers’ compensation benefits. In addition, the medical excuse is required
before an employee is allowed to return to work to ensure his/her duties do not exceed any medical
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restrictions. If the employee does not adhere to all restrictions explained on the medical excuse, both
on and off the job, the employee may forfeit his/her workers’ compensation benefits.
VII.
Return to Work:
Roanoke County Public Schools shall make every effort to place an injured employee in a temporary
light-duty position compliant with his/her restrictions as soon as medically possible based on physician
instructions. The employee’s principal/supervisor shall be integral in this placement with assistance
from the Personnel and Finance Departments. This position shall be modified after each physician visit
to ensure complete compliance with all restrictions. The employee shall never be requested to perform
any function in opposition of his/her physician’s restrictions.
If job placement within the school system is not successful, a case manager may be assigned to the
employee to help find employment outside the school system. If an employee refuses work he/she is
capable of performing, either within or outside the school system, the employee may forfeit his/her
workers’ compensation benefits.
VI. Compensation:
Wage benefits are provided if an employee is removed from work by his/her physician for
compensable claims. Per the Virginia Workers’ Compensation Act, the employee will receive 2/3 of
his/her gross average weekly wage up to a set maximum weekly limit. The wage benefit is paid by the
third party administrator. An employee begins receiving a wage benefit on his/her 8th day and will
only receive reimbursement for the first 7 days if the employee remains out of work for 21 days. The
employee may choose to use previously accrued sick or vacation leave to supplement the workers’
compensation benefit in order to receive full payment during the time off. Benefits cannot exceed 500
weeks unless the person is totally and permanently disabled.
Wage benefits are also provided for compensable claims if an employee is placed in a temporary lightduty position by his/her physician. In this case, the employee is paid from a time sheet at a rate less
than his/her contracted rate but no less than minimum wage. The difference between the rate paid and
2/3 of the employee’s gross weekly wage is reimbursed beginning on the 8th day by the third party
administrator. The employee shall make every effort to schedule all medical appointments, including
physical therapy, after work hours. If this is not possible, then the employee may use any portion of
his/her previously accrued sick or vacation leave for injury-related absences provided a work note is
submitted. However, for all other absences, the employee may use his/her previously accrued sick or
vacation leave in accordance with School Board Policy. All absences must be approved in advance by
the employee’s supervisor/principal. The employee will receive holiday pay when schools are closed.
All sick, vacation and holiday pay will be paid at the employee’s timesheet rate of pay.
VIII. Other Employee Benefits:
If an employee is removed from work or placed in a temporary light-duty position by his/her physician,
the employee is placed in an Active-Noncontract status and the following benefits will cease until the
employee returns to his or her regular contracted position: Virginia Retirement System (VRS)
employer pension contributions, VRS life insurance contributions and all leave accruals.
The school system will continue to pay the employer’s share of health and dental insurance premiums.
These deductions and other voluntary deductions will be withheld from an employee’s paycheck if the
employee is working a temporary light-duty job. However, if the paycheck is not adequate or the
employee is only receiving wage benefit payments from the third party administrator, the employee
must submit a check or money order on a timely basis to the Personnel Department to avoid
cancellation of the insurance.
IX. Subrogation:
Pursuant to the Virginia Workers’ Compensation Act, the school system’s third party administrator will
pursue subrogation against any third-party deemed responsible for causing a compensable injury to a
school employee.
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BLOODBORNE PATHOGEN STANDARD
OSHA Standard 29 CFR 1910.1030: The standard applies to all employers with workers that come in contact with
blood or other body fluids while on duty. In order to comply with the standard, the school system must develop an
exposure control plan, train employees on bloodborne pathogens, provide hepatitis B vaccinations to applicable
employees, provide protective equipment and mandate its use, and keep accurate records.
Universal Precautions
All blood or other potentially infectious materials shall be handled as if contaminated by bloodborne pathogens.
Under circumstances in which differentiation between body fluid types is difficult or impossible, all body fluids
shall be considered potentially infectious materials.
Engineering and Work Practice Controls shall be used to eliminate or minimize employee exposure. Where
occupational exposure remains after institution of these controls, personal protective equipment shall also be used.
The following engineering control will be utilized:
Sharps containers with a biohazard label will be made available to schools for disposal of sharps
such as needles or lancets.
The above control will be monitored on a continuous basis:
• The principal or school nurse will request and receive a sharps container from the Health Services Department
if utilization is anticipated or known.
• The principal and/or school nurse of each school that has a sharps container shall monitor fullness of capacity
weekly.
• The principal and/or school nurse of that school will notify the Health Services Department for pick up when
the container is full or if it is no longer needed.
Sharps Management
Contaminated needles and other contaminated sharps shall not be bent, recapped, or removed. Shearing or breaking
of contaminated needles is prohibited.
Sharps containers must be closable, puncture resistant, labeled or color coded, leak proof on sides and bottom, and
maintained upright throughout use. Containers need to be accessible to personnel and located as close as is feasible
to the immediate area where sharps are used.
Contaminated disposable sharps shall be discarded as soon as possible after use in the disposable sharps containers.
Contaminated broken glass can also be placed in disposable sharps containers.
Overfilling of sharps containers creates a hazard when needles protrude from openings. Nearly full containers must
be promptly reported to the Health Services Department so they can be disposed of properly and replaced.
Hand Washing and General Hygiene Measures
Hand washing is a primary infection control measure which protects the employee
and the student. Appropriate hand washing must be diligently practiced.
Employees shall wash hands thoroughly using soap and water whenever hands
become contaminated and as soon as possible after removing gloves or other
personal protective equipment. When other skin areas or mucous membranes
come in contact with blood or other potentially infectious materials, the skin shall
be washed with soap and water and the mucous membranes such as eyes, nose, and
mouth shall be flushed with water as soon as possible.
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Adequate hand washing facilities are located in all schools and administrative buildings. Bus drivers must use an
alternative protocol which is cleansing the hands with antiseptic towelettes or waterless hand sanitizer. These are
supplied on each bus. When the supplies are depleted, the driver must notify the Supervisor of Transportation so
items can be restocked.
Eating, drinking, smoking, applying cosmetics or lip balm, and handling contact lenses are prohibited in work areas
where there is a reasonable likelihood of exposure to blood or other potentially infectious materials. Food and
drink shall not be kept in refrigerators, freezers, shelves, cabinets or on countertops or bench tops where blood or
other potentially infectious materials are present.
Management of Contaminated Equipment
Equipment must be accessed routinely for contamination and decontaminated, if possible, before servicing,
shipping, or using with another child. Equipment which has not been fully decontaminated must have a label
attached identifying the parts that remain contaminated.
During school hours, the assigned custodian is contacted to decontaminate equipment/work areas with appropriate
disinfectant.
In classrooms where there are children who are incontinent, the teachers and aides are responsible for cleaning and
disinfecting changing tables, potty chairs, toilets, or any other environmental surface that has been contaminated by
urine, blood, or feces with Sani-Cloth Germicidal Disposable Cloths. Teachers in these classrooms are also
responsible for decontaminating oxygen and suctioning equipment at the end of each day that it is used with an
approved disinfectant or Germicidal Disposable Cloth.
Personal Protective Equipment (PPE)
All personal protective equipment will be provided, upon request, by the employer as the need presents itself.
Employees shall wear PPE when doing procedures in which exposure to skin, eyes, mouth, or other mucous
membranes is anticipated. The articles to be worn will depend on the expected exposure. Gloves, disposable
aprons, laboratory coats, face shields, masks, and eye protection can be obtained upon request. Employees who
have allergies to regular gloves may request hypoallergenic or non-latex gloves. Requests for necessary PPE are
made by contacting the Health Services Department.
If a garment is penetrated by blood or other potentially infectious material, the garment shall be removed as soon as
possible and placed in a plastic bag until laundering or disposal can be implemented. All PPE shall be removed
before leaving the work area. It shall be placed in a labeled plastic bag until it can be washed, decontaminated, or
disposed.
Hand Protection
Gloves shall be worn (1) when it can be reasonably anticipated that hands will contact blood or other potentially
infectious materials, mucous membranes, and non-intact skin; (2) when handling or touching contaminated items or
surfaces.
Procedures that require gloves:
Urinary catheterizations
Tube Feeding
Oral suctioning/breathing treatments
Wiping up vomitus, saliva
Changing sanitary napkins/tampons
Laundering soiled garments
Changing diapers or colostomy equipment
Cleaning and decontaminating equipment/surface areas soiled with blood
or body fluids
Any procedure in which contact with blood or body fluids is anticipated

4.5

Disposable Gloves (one time use)
Replace as soon as feasible when gloves are contaminated, torn, punctured, or when their ability to function as a
barrier is compromised.
Utility Gloves (reusable)
-- Decontaminate for reuse if the gloves are in good condition.
-- Discard when gloves are cracked, torn, punctured, or show other signs of deterioration (whenever their ability
to act as a barrier is compromised).
Housekeeping
The workplace will be maintained in a clean and sanitary condition. Routine housekeeping schedule performed by
custodial staff is as follows:
1. All bathrooms, including floors, are cleaned daily with Crew Restroom Floor and Surface, OxySmart, or other
EPA approved tuberculocidal/virucidal.
2. All locker room floors are mopped daily with Crew Restroom Floor and Surface, OxySmart, or other EPA
approved tuberculocidal/virucidal.
3. Voban is used to assist with cleanup of vomitus.
4. All kitchen floors are mopped daily with Break-Up, OxySmart, or other EPA approved general purpose
cleaner/degreaser.
5. All floors are vacuumed or cleaned with treated dust mops daily or as needed and wet-mopped with Stride
weekly and on an as needed basis (ex., incontinency, vomitus, blood spills). Spot cleaning is also done with
Stride.
6. Spitfire is used when an extra strength cleanser is required for difficult stains/soiling. Odo-Ban is used when a
germicidal is required.
7. All mops are cleaned daily with chlorine bleach.
8. All trash is emptied daily.
9. Gym mats are disinfected by coaches at end of activities (ex., wrestling, gymnastics).
10. Coaches are provided Citricide, an aerosol phenolioc to disinfect mats, equipment, seats, etc.
Kitchen counters and appliances are cleaned daily by the cafeteria workers with 10% chlorine bleach and 90%
water which is prepared daily or with Oasis Multi-Quat Sanitizer.
Equipment, Environment, and Working Surfaces
Clean contaminated work surfaces with appropriate disinfectant
…after completing health procedures.
…immediately or as soon as feasible when overtly contaminated or after any spill of blood or other potential
infectious material.
…at the end of the work day if the surface may have become contaminated since the last cleaning.
Custodial staff will regularly inspect all reusable bins, pails, cans, and similar receptacles which may become
contaminated with blood or other potentially infectious material. If these articles become visibly contaminated,
they should be decontaminated immediately or as soon as feasible. This inspection/decontamination is done daily
when trash cans are emptied.
Contaminated Waste
Most trash/waste in schools is considered contaminated, not hazardous. It is placed in trash bins with plastic liners.
This would include but not be limited to diapers, feminine hygiene products, supplies used for various health
procedures, and supplies used for first aid or in the school nurse clinic. Double bagging is encouraged if breakage
or leakage is anticipated.
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Hazardous Waste
● Waste containing liquid or semi-liquid blood and other potentially infectious materials including items
saturated with these substances if the items would release liquid when compressed
● Contaminated sharps (ex., needles, glass, lancets)
Waste Containers
Any of the substances deemed to be hazardous must be placed in a red biohazard bag or red biohazard container
which is closable and constructed to contain all contents to prevent leakage of fluids during handling, transporting,
or shipping. If the outside of the container becomes contaminated or torn, it is to be placed in an initial container or
bag. If the bagged contents contain “hazardous waste” as described, call the Health Services Department and
pickup will be arranged. It will be contained and disposed in accordance with the Virginia Department of Waste
Management Infectious Waste Management Regulations.
Laundry
Employees who handle contaminated laundry are to wear protective gloves and other appropriate personal
protective equipment. Contaminated laundry shall be handled as little as possible. Place in a container/bag as soon
as possible. Double-bag the items if leakage could occur. The employee must decontaminate items/surfaces with
approved disinfectant where leakage occurs. If contaminated articles are sent home with a student, place in a
double trash liner, seal, and attach note describing contents.
Hepatitis B Vaccination Policy
All employees will be offered the hepatitis B vaccination series at no cost. In addition, employees will be offered
post-exposure evaluation and follow-up at no cost should they experience an exposure incident on the job.
All medical evaluations and procedures related to an exposure including the
hepatitis B vaccination series, whether prophylactic or post-exposure, will be made
available to the employee at a reasonable time and place. This service will be
performed by or under the supervision of a licensed physician, physician’s assistant,
or nurse practitioner. Medical care and vaccinations will be according to the most
current recommendations of the U.S. Public Health Service.
The vaccination will be made available to employees after they have received
information and/or training on bloodborne pathogens and within 10 working days of initial assignment. The
vaccination series will not be made available to employees who have previously received the complete hepatitis B
vaccination series, to any employee who has immunity as demonstrated through antibody testing, or to any
employee for whom the vaccine is medically contraindicated.
Any eligible employee who chooses not to take the hepatitis B vaccination will be required to sign a declination
statement.
Procedure for Evaluation and Follow-up of Exposure Incidents
An exposure incident is a specific eye, mouth, or other mucous membrane, non-intact skin, or parenteral (needle
stick) contact with blood or other potentially infectious materials that results from the performance of an
employee’s duties.
Employees who experience an exposure incident must immediately report it to the principal/immediate supervisor.
When an employee reports an exposure incident, he/she will be offered a confidential medical evaluation within 24
hours. The following forms must be completed prior to going to a physician for a medical evaluation:
-- Employee Exposure Incident Report
-- Employee’s Report of Job Related Accident/Injury
-- Workers’ Compensation Panel of Physicians
If the employee chooses not to have a medical evaluation, he/she must sign the “Informed Refusal of Post Exposure
Medical Evaluation.”
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If the infectivity status of the source individual is unknown, the individual’s blood will be tested as soon as feasible
after the guardian is notified and arrangements are made. The exposed employee will be informed of the results of
the source individual’s testing.
The exposed employee’s blood shall be collected as soon as feasible after consent is obtained and tested for HBV
and HIV serological status. If the employee consents to baseline blood collection but does not give consent at that
time for HIV serologic testing, the sample shall be preserved for at least 90 days. If within 90 days of the exposure
incident the employee elects to have the baseline sample tested, such testing shall be done as soon as feasible.
The exposed employee will be offered post-exposure prophylaxis, when medically indicated, as recommended by
the U. S. Public Health Services. Additionally, the exposed employee will be offered counseling and a medical
evaluation of any reported illnesses related to the exposure incident. Employees are strongly encouraged to utilize
the Panel of Physicians for medical follow-up related to an exposure.
The following information will be provided to the healthcare professional evaluating an employee after an
exposure:
.. a copy of Roanoke County Public Schools Exposure Control Plan (upon request),
.. a description of the exposed employee’s duties as they relate to the exposure incident and the documentation of
the route(s) of exposure and circumstances under which exposure occurred,
.. a blank Bloodborne Pathogen Exposure Follow-up form to be completed at the time of the employee’s
evaluation following an exposure,
.. results of the source individual’s blood testing, if and when available,
.. all medical records relevant to the appropriate treatment of the employee including vaccination status.
If medical evaluation/counseling is sought, the employee will receive the healthcare professional’s written opinion
within 15 days of the completion of the evaluation. The written opinion will be limited to the following
information:
● the employee has been informed of the results of the evaluation.
● the employee has been told about any medical conditions resulting from exposure to blood or other potentially
infectious materials which require further evaluation or treatment.
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APPENDIX B

ROANOKE COUNTY PUBLIC SCHOOLS

PART I

EMPLOYEE EXPOSURE INCIDENT REPORT
Employee__________________________________

Social Security No._______________________

Dept./School________________________________ Position (be specific)________ ______________
Home Address______________________________

Phone: Home____ _______________________

___________________________________________

Work__ _________________________________

Date of Exposure____________________________

Time of Exposure____ ____________________

Location of Incident____________________________ ________________________________________
_______________________________________________ _______________________________________
Describe how exposure occurred (be specific)______________________________________________
_________________________________________________________________________ ____________
To what were you exposed? (check appropriate body fluid/s)
Blood____Tears____Feces____Urine____Saliva____Sweat___Vomitus____ Sputum____Other___
Specify, if other___________________________________________________________ ____________
What part/s of your body were exposed? (be specific)
Face____Hands____Eyes_____Mouth____ Nose_____Arms____Legs____Chest____Abdomen____
Did you have open cuts, rashes, scratches, etc. that were exposed? (be specific)________________
____________________________________________________________________________

________

First Aid measures: None______ Wound cleaned/irrigated______
Time elapsed from exposure to first aid___________________________________________________
Do you plan to seek medical attention?

Yes___No___ If yes, indicate location, time and

treating physician______________________________________________________________ _______
If you do not seek medical attention, complete the "Informed Refusal of Post Exposure Medical
Evaluation" (Appendix E in the Exposure Control Plan) and submit with this form.
________________________________________________________________________________ ______
Name of Source Person________________________________________SS#______________________
Address of Source Person_______________________________________________________________
Was Source Person a Student______________ Employee____________ Other_________________
If a Student, parent's name______________________________________________________________
_________________________________________________________________________ _____________
This exposure reported to: (all three should be contacted within 24 hours)
Principal___ ___ __ Pupil Personnel Services___ _ _____Budget and Finance_____ _ _____
Were school division's procedures for precautions being followed and personal protective
equipment (gloves, etc.) used?

Yes_____ No_____ If no, please explain_______ ____________

___________________________________________________________________________ ___________

Witness to Exposure:

Signature____________________________________Date_________________

Address_______________________________________________________________________________
Supervisor's Signature______________________________________________Date________________
Submit Completed Report to Budget and Finance

APPENDIX C
ROANOKE COUNTY PUBLIC SCHOOLS
INFORMED REFUSAL OF POST-EXPOSURE MEDICAL EVALUATION

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), hepatitis C virus (HCV), Human
Immunodeficiency virus (HIV), or other infections transmitted by blood. I have been given the
opportunity to have a medical evaluation at no charge to myself. However, I decline this evaluation,
and understand that I may be at risk of acquiring a serious blood disease.

Name (Print)
Address
Phone
Social
Security No.
Position
School

___________________________________
Signature

___________________________________
Date

APPENDIX D
ROANOKE COUNTY PUBLIC SCHOOLS
CONSENT FOR SOURCE INDIVIDUAL BLOOD TESTING

Student's Name:

DOB:

School:
Date of Exposure:
Personnel Involved in Exposure/Position:

Dear Parents:
Your child was the source individual for an exposure incident involving school personnel.
Exposure incidents can lead to infection from hepatitis B virus (HBV), hepatitis C virus
(HCV) or human immunodeficiency virus (HIV) which causes AIDS. Reporting an exposure
incident right away permits immediate medical follow-up that can forestall the development
of hepatitis B or enable the affected worker to track potential HIV or HCV infection.
Prompt reporting can also help the worker avoid spreading bloodborne infections to others.
Further, it enables the employer to evaluate the circumstances surrounding the exposure
incident to try to find ways to prevent such a situation from occurring again.
Reporting is also important because part of the follow-up includes testing the blood of the
source individual to determine HBV, HCV, and HIV infectivity so the exposed employee can
be informed of the test results.
As a part of the medical follow-up that is recommended, Roanoke County Public Schools
requests that you arrange for your child to have blood testing for HBV, HCV, and HIV at no
cost to you.
If you have any questions or would like assistance scheduling an appointment, please feel
free to call the Associate Director of Health Services at 562-3900, ext. 10241.
Please complete and return the bottom portion to your child’s principal.
---------------------------------------------------------------------------------------------------------------------I have received information associated with an exposure incident, and consent to my child's
blood being tested for HBV, HCV, and HIV at no cost to me. I give permission for the results
of the tests to be reported to the appropriate individuals.
The appointment is scheduled for

at
Date

______________________________
Date

.
Time

____________________________________________
Signature of Parent/Guardian

MOTOR VEHICLE SAFETY
Motor Vehicle Safety Policy (Policy 9.19)
The Motor Vehicle Safety Policy has been developed to:
1. Establish eligibility criteria, including appropriate training, for assignment of employees to positions in which the operation of
vehicles is required.
2. Establish a mandatory review of driving records of certain applicants and of
employees to whom vehicles are assigned, who operate school owned vehicles
(including “pool” vehicles) or whose job descriptions require driving, to ensure
continued compliance with established criteria.
3. Provide for the review of circumstances relating to motor vehicle accidents
occurring during the operation of vehicles in the course of conducting school
business.
4. Authorize the school system to issue and enforce additional regulations
consistent with this policy promoting vehicle safety, including details of
acceptable procedures for vehicle assignment, use and operation, education of
drivers, and accident reporting and investigation.
5. Govern the use of county owned vehicles in a manner that strives to enhance our service functions by empowering employees
to carry out their work assignments in the most cost effective and efficient way. These vehicles are provided to employees
when determined necessary in elected positions. The justification for each assignment is determined by the Transportation
Committee.

Motor Vehicle Safety (Admin Reg 9.19)
I.

The purpose of this policy is to establish driver eligibility criteria and a mandatory review of driving records for all individuals
who drive school-owned motor vehicles.
II. Criteria Eligibility
Employees shall have a valid driver’s license appropriate for the class of vehicle operated by the employee.
A. The privilege of driving a school vehicle may be denied if the employee has :
1. Suspended or terminated license within the last three years
2. DMV record reflecting accumulation of three or more minor moving violations and/or “preventable” accidents over
a three-year period.
3. DMV record reflecting a serious moving violation within the last 3 years which may include:
a. Operating under the influence of drugs, alcohol, or other impairment,
b. failure to stop following an accident or “hit and run”,
c. homicide or manslaughter with a motor vehicle,
d. operating a vehicle while license is under suspension,
e. participating in a speed contest or drag race,
f. fleeing or eluding a police officer,
g. reckless driving resulting in an accident or driving to endanger,
h. use of a motor vehicle in the commission of a felony,
i. theft or use of motor vehicle without permission of the owner,
j. assault with a motor vehicle,
4. Involvement in two or more avoidable (at fault) accidents during the previous three years
5. Any combination of three incidents (other than those listed in #3 above) and/or accidents/violations within the
previous three years
B. Drivers of vehicles requiring a commercial driver’s license shall be at least 18 years of age and have one year of
experience operating the vehicle type used by the school system unless a formal driver training program has been
completed.
C. The school system may suspend or terminate driving privileges of any employee charged with a driving offense if, after
suitable investigation, it is determined that continued driving would jeopardize the safe conduct of school operations.
D. Students shall not be allowed to drive school-owned vehicles other than in driver education road classes.
III. DMV Record Review
A. New Employees
New employees whose job requires driving a school vehicle shall give authorization for access to their driving records
from the Division of Motor Vehicles (“DMV Record”). If a new employee has not had a Virginia driver’s license for
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three years, the employee must provide the DMV record from the state where he/she had a driver’s license for the
previous three years.
B. Current Employees
Current employees who drive a school vehicle shall give authorization for access to their driving records from the DMV.
Failure to maintain eligibility requirements as outlined below can result in discipline up to and including possible
termination.
C. Non-Employees
Non-employees who drive a school vehicle shall give authorization for access to their driving records from the DMV.
Failure to meet the eligibility requirements as outlined below will result in immediate termination of driving privileges.
D. The school system shall obtain and review the record of employees, subject to this policy, at least annually.
E. All records obtained pursuant to this policy shall be confidential personnel records.
IV. Guidelines for Maintaining Eligibility
A. Driver Training Requirements
Drivers who exceed the criteria for eligibility to drive a vehicle shall receive training and/or disciplinary action (i.e. car
use privileges removed, probation, etc.). Drivers allowed to continue using a school vehicle shall be counseled on what
action must be taken by the driver to correct the identified problem and a commitment to meet the driver eligibility
guidelines within one year. Upon completion of driver training, repeated offenses will result in the loss of driving
privileges.
B. Suspension/Revocation/Ineligibility
Upon the suspension or revocation of an employee’s license by any court or the DMV, the privilege of the employee,
subject to this policy, to operate a school vehicle shall be immediately suspended. Such suspension shall last at least for
the duration of suspension or revocation of the employee’s license.
C. Accommodation
The school system may elect, but is not required, to alter an employee’s responsibilities or accommodate the employee
during the period of a suspension or other ineligibility. Prior to the end of any suspension or period of ineligibility, the
employee must complete any training required by the school system at his/her own expense. The employee must provide
proof of successful completion to the school system.
D. Further Action
If the employee’s eligibility to operate a school vehicle is suspended or revoked or if he/she becomes ineligible to drive
under this policy and the employee’s restrictions cannot be accommodated within his/her responsibilities, the school
system will determine whether further disciplinary action up to and including termination is required.
V. Responsibility for Compliance/Reporting Requirements
All employees subject to this policy shall be responsible for conducting themselves in accordance with the policy.
All employees subject to this policy shall immediately report to the Transportation Department all license suspensions and
revocations.
VI. Accident Investigation
When an accident occurs involving the use of a school vehicle, the school system shall obtain information from the
investigating officer and other appropriate sources. The school system shall obtain the current DMV record and conduct any
further investigation deemed necessary. The school system shall review the circumstances of the accident and any appropriate
actions shall be conducted.
VII. Other Regulatory Requirements
School operations shall be conducted in accordance with all federal, state, and local laws and regulations pertaining to motor
vehicles, including those applicable to employees possessing a commercial driver’s license.
B. Use of School-Owned Vehicles
Only drivers with a valid driver’s license and who have been approved by the Transportation Committee may use and
operate county vehicles. These vehicles may be used only for Roanoke County school business during regular work hours
and after regular hours for specified employees. Vehicles may be used for in-county or out-of-county travel when on
official business. School division vehicles may be used for minimal personal use such as transportation to and from meal
and break periods while performing official business.
Under no circumstances are school board vehicles to be used for personal use or for purposes other than those specifically
designated. Transportation of non-employee passengers is discouraged unless necessary as part of assigned duties.
Vehicles assigned to high schools are to be parked overnight at the school bus garage or at a place designated and
approved by the Director of Operations.
School board credit cards cannot be used for gasoline purchases for private automobiles.
1. Transportation Committee
A transportation committee appointed by the superintendent has been established to oversee the use of school-owned
vehicles. The committee shall consist of school employees located at central administration, the transportation
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2.

3.

4.

5.

6.

department, the maintenance department, and the warehouse department. The committee, consistent with this policy,
shall have the following responsibilities:
a. Determine which employees shall be assigned a vehicle on a full-time basis.
b. Determine the assignment of administrative pool vehicles.
c. Recommend revisions to school board policy.
Administration Pool Cars
Central administration shall be assigned a predetermined number of vehicles necessary to carry out special duties
and official business. Administrative pool cars, housed at the administrative offices are available and limited for use
by school system employees as determined by the Transportation Committee.
Assigned Vehicles
From time to time it is appropriate to assign vehicles to employees, in a supervisory position, who are on call
twenty-four hours a day, seven days per week. These employees serve in a capacity that often requires them to
respond from their home to check roads during inclement weather, provide emergency maintenance for schools or
respond to emergency situations at school facilities. The departments most often affected are within the operations
department. Specific assignments are to be made by the Transportation Committee.
Travel Reimbursement
In Town
Employees using personal vehicles for approved school division business in town will be reimbursed at a rate equal
to the rate approved by the school board for use of a personal car. Employees who are not able to obtain a county
pool car must receive authorization to use a personal vehicle with proper documentation prior to the trip. Employees
may transport non-school board employees in town provided the trip is business related. Transportation of nonemployee passengers is discouraged.
Out of Town
With prior approval of the department head, employees transporting non-Roanoke County school board passengers
(non-students) out of town must use their own vehicle and will be reimbursed for the cost of gas used on the trip.
Gas receipts will be required for reimbursement.
Disposal of Surplus Motor Vehicles
The disposal of surplus motor vehicles will be consistent with state law and school board policy through the
Transportation Department.
Use of Personal Vehicles
Employees who are required to use their personal vehicle in the course of their employment must:
a. Have a valid driver’s license.
b. Carry legally appropriate automobile insurance.
c. Be responsible for any parking, mechanical, or moving violation citations received while using their personal
vehicles.
Roanoke County Public Schools assumes no responsibility for loss through fire, theft, collision, or otherwise to an
employee’s vehicle or its contents.
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Use of Personal Vehicles to Transport Students (Admin Reg 9.19a)
I.

Employees who transport students in a personal vehicle to or from a school-sponsored event must:
A. meet the criteria eligibility outlined in Policy 9.19 AR.
B. give authorization for access to their driving records from the DMV.
C. verify they have the minimum insurance coverage required by the school system: $100,000 per person, $300,000 per
accident for bodily injury, $50,000 for property damage.
D. be responsible for any parking, mechanical, or moving violation citations received while using their personal vehicles.
II. Students are not allowed to transport other students in a personal vehicle to or from a school-sponsored event.
III. Transportation of students by parents/volunteers in personal vehicles is not recommended by the school system. Parents may
arrange transportation as they deem appropriate. The school system is not involved with parent-arranged transportation.
IV. Roanoke County Public Schools’ liability insurance does not cover damage to personal vehicles or injuries to the driver or
passengers. The school system’s insurance comes into effect if a judgment arises against the driver resulting from the use of
their vehicle and the judgment is in excess of the limit carried by the driver’s personal policy
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Submit to Budget & Finance Department

Roanoke County Public Schools
Vehicle Insurance Certification
Insurance coverage for the vehicle used in this trip is to be provided by the owner of the vehicle.
The School Board does not provide coverage for employees who transport students in their
personal vehicles.
The owner of the vehicle must:
• meet the criteria eligibility outlined in Policy 9.19a.
• give authorization for access to their driving records from the DMV.
• verify they have the minimum insurance coverage required by the school system: $100,000
per person, $300,000 per accident for bodily injury, $50,000 property damage.
• be responsible for any parking, mechanical, or moving violation citations while using their
personal vehicles.

● CERTIFICATION ●
I certify that I have automobile insurance with _________________________________
and carry the minimum insurance limits required by the school system as stated above. I
also certify that I meet the criteria in Policy 9.19a and have authorized access to my
driving records from the DMV.

____________________________________
Name (printed)

______________________________________
Signature

___________________________________________
School

________________________________
Date

DRIVING RECORD REVIEW AUTHORIZATION FORM = DMV CRD-93
(School Board Policy 9.19 & 9.19ARa – Motor Vehicle Safety Policy)
Division of Motor Vehicles
Driver Licenses and Information Department
P.0. Box 27412
Richmond, Virginia 23269
DMV User Agreement: 7124
(Revised: July 18, 2012)

Date _____________________

Driving record requested for the named subject:
I

give my permission to have my DMV record
Signature Required – Per DMV (No Initials)
reviewed as required by Virginia law and/or Roanoke County Public Schools Policy.
I _________do or ________ do not have a current CDL License.

Please Print Below:
Name __________________________________________Telephone Number ______________________________
School _________________________________________ Department ____________________________________
Operator License Number _____________________________________________________
Date of Birth ___________________________________________

Sex - M____ F____

OFFICE USE ONLY

RCPS Transportation / Operations Departments DMV Extranet Information Use Agreement
Administration/School Personnel - Send DMVAuthorization Form to: Cindy Perdue
Operations Department – Office # (540) 562-3800 Fax # (540) 562-3988
Transportation/Maintenance/Warehouse/Information Systems Personnel - Send DMVAuthorization Form
to: Lynne Testerman
Transportation Department – Office # (540) 387-6581 Fax # (540) 387-1733
Authorized RCPS Operations/Transportation Department DMV Extranet Representative - Driver Transcript Review
User Name

Signature

Cynthia N. Perdue

________________________________________________________

Mary L. Testerman

________________________________________________________

Ellen S. Carty

________________________________________________________

Jerry W. Hubbard

________________________________________________________

James D. Carroll

________________________________________________________

DMV Extranet Information Use Agreement requires this form be kept on file for (3) years

