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SAFETY POLICY 

The safety and health of each employee is one of the district's primary concerns.  It is the 

hope that all employees will enjoy a safe and productive work setting and return home 

each day to family and friends free from injury.  Remember this safety principle - "No job is 

so important, and no service so urgent, that we cannot take time to perform our work 

safely." 

It is the policy of this school district to provide the safest possible work environment for its 

employees and to promote safe work practices at all times.  The goal of the Safety and 

Health Program is to effectively manage the processes of occupational injury and illness 

prevention, and to aggressively eliminate the occurrence of unsafe conditions and at-risk 

behaviors.  The school district will provide the necessary resources so you can perform 

your job in a safe manner.  Employees are required to comply with all safety rules and are 

encouraged to participate in identifying ways to make our district a safer place to work.  All 

personnel must recognize their responsibility to follow this safety policy and understand that 

accident prevention is as much their obligation as any other phase of their work. 

Your personal commitment to safety and health practices is reflected in how you perform 

your work assignments each day.  By using proper safety equipment, looking out for 

coworkers, following safety instructions, attending training classes and reporting, preventing 

or eliminating unsafe conditions or practices before someone is injured, you help us meet 

the goals of this program.  

By accepting responsibility to perform our job safely, we all contribute to the wellbeing of 

fellow employees, and subsequently, the best interest of our district. 
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SECTION 1:  ACCIDENT PREVENTION PROGRAM- PURPOSE 

This school district is committed to providing a safe and healthful environment for all 

students and employees.  The Accident Prevention Program, developed under the direction 

of the Superintendent, intends to help fulfill this commitment. The program provides an 

authoritative source of information to assist administrators, supervisors, and employees in 

their efforts to conduct business in a safe and healthy manner consistent with applicable 

law, rule, policy, or regulation.  

 

The purpose of the Accident Prevention Program is to improve the skill, awareness, and 

competency of all school district employees in the field of occupational safety and health.  

To accomplish this purpose this school district will: 

 

 Assist employees in identifying any unsafe work conditions or practices in order  to 

protect themselves and others from hazards. 

 Provide new employees with safety orientation training. 

 Provide ongoing training to improve safety skills and knowledge. 

 Involve district employees in keeping the workplace safe. 

 Plan for emergencies. 

 

This program applies to all employees of the school district and to all contract personnel 

where applicable. The safety guidelines in this program are not all-inclusive.  It is important 

to understand that it is impossible to adopt or set standards and procedures that apply to 

every work setting or operation that may arise.  In situations where unusual work conditions 

or hazards exist, additional precautions and/or procedures may be required to ensure 

safety.  Individuals should consult with the district Safety Officer, their supervisor or the 

Educational Service District (ESD) Loss Control Specialist on safety and health issues and 

operating conditions not included in this document.   

 

Employees are encouraged to bring to the school district Safety Committee, school district 

administration, district Safety Officer or their immediate supervisor, ideas that may enhance 

the district’s Accident Prevention Program, and to become familiar with the policies and 

procedures as outlined in this written program. 
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SECTION 2:  SAFETY AND HEALTH RESPONSIBILITIES  

This school district has developed this accident prevention program (APP) tailored to the 

needs of our particular workplace and to the types of hazards involved there. 

 

This school district fully intends to comply with all applicable occupational safety and health 

standards, rules, and regulations required by the Washington Department of Labor and 

Industries (L & I) and the Washington Industrial Safety and Health Act (WISHA), as well as 

any other Federal, State and local regulatory agencies. 

 

All employees are expected to abide by all safety procedures and rules applicable to their 

particular work situation.  Each employee is accountable for their own safety and shares 

responsibility for the safety of other employees.  The school district will enforce all safety 

procedures and rules through appropriate action, which may include disciplinary action 

when an employee fails to comply (see Section 9). 

Administration Responsibilities 

Each administrator and district Safety Officer (with technical assistance from the 

Educational Service District’s Loss Control Specialist) is responsible for administering the 

Accident Prevention Program.  Administration responsibilities include: 

1. Provide a workplace free from recognized hazards. 

2. Delegate authority to supervisors and hold them accountable for accident prevention 

and reporting procedures as specified herein. 

3. Train supervisors are to implement accident prevention and reporting procedures as 

specified in this program. 

4. Provide required safety training to school district employees.   

5. Provide an ongoing program of vehicle safety to all employees. 

6. Promptly report the death or probable death of any employee, or the in-patient 

hospitalization of one or more employees within eight hours of the work-related 

incident or accident in person at the nearest office of the Department of Labor and 

Industries or by phone at 1-800-423-7233 or 1-800-321-6742 (as required by WAC 

296-800-32005). 

7. Provide personal protective equipment as required. 

8. Establish a Safety Committee that carries out its responsibilities as described in 

Section 3 of this program. 

9. Follow-up on suggestions made by employees and the Safety Committee. 

10. Ensure that accidents are fully investigated and corrective action taken to prevent the 

hazardous conditions or behaviors from happening again. 
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11. Maintain a record of occupational injuries and illnesses. 

12. Provide a safety bulletin board on the work premises. 

13. Review, supervise, and enforce the Accident Prevention Program. 

14. Provide a safe and secure work environment that has zero tolerance for violence, 

threats, harassment, and intimidation in the workplace. 

Supervisor Responsibilities 

Supervisors are responsible for ensuring the health and safety of the employees they 

supervise.  To meet this obligation supervisors shall: 

1. Ensure that all safety and health rules, standards, and procedures are followed.  

Acknowledge staff members when they employ safe work practices. 

2. Orient and train employees in safe and efficient work methods. If the employee is 

required to use any equipment in their job tasks, make sure that they receive training 

and are competent on the safe operation of that equipment before its use. 

3. Follow-up and act upon suggestions made by employees and the Safety Committee. 

4. Conduct regular inspections of work areas and work practices to eliminate potentially 

hazardous conditions. Submit corrective action reports to the Safety Committee. 

5. Conduct an investigation of all accidents, regardless of severity.  

6. Investigate all reports of unsafe conditions, equipment or unsafe actions, and when 

appropriate, act immediately to correct any hazards or unsafe behaviors.  Provide 

training as necessary.  

7. Ensure that each employee receives and wears required personal protective 

equipment when the task dictates. 

8. Set a good example for employees by following safety rules. 

9. Talk to administration about changes that will improve employee safety.  

10. Encourage and challenge employees to work safely and to communicate safety 

concerns. 

Employee Responsibilities 

It is the responsibility of all employees to play an active role in creating a safe and healthy 

workplace.  Employees should: 

1. Report to work mentally and physically capable of performing all assigned duties 

without jeopardizing the safety and health of themselves or others.   

2. Attend the initial safety orientation and any job-specific safety training(s)  

3. Know and comply with all safety rules and procedures described in this program and 

from any training received. 
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4. Cooperate with co-workers, supervisors, and the Safety Committee to assist in 

eliminating accidents.  Model in communication and by example safe work practices. 

5. Promptly report unsafe conditions and/or actions to your supervisor, Safety Committee 

representative or district Safety Officer. 

6. Report all near-miss incidents to your supervisor. 

7. Report all accidents to their immediate supervisor regardless of severity or type. 

Complete and submit an incident report within 24 hours or the next working day. 

8. Use equipment properly and carefully.  Do not remove or defeat any safety device, 

safeguard, notice or warning provided for employee protection. 

9. Serve on the Safety Committee when elected. 

10. Maintain all personal protective equipment (PPE) in a safe and usable condition, and 

wear such equipment when the task dictates. 

11. Perform all assigned tasks in a safe manner to avoid endangering themselves or their 

co-workers. Do not interfere with the use of any work practice designed to protect 

others from injuries. 

12. Make suggestions to their supervisor, Safety Committee representative or 

administration about changes they believe will improve employee safety. 

 

References: WAC 296-800-110; WAC 296-800-120; WAC 296-800-140 
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SECTION 3:  SAFETY COMMITTEE 

This school district has formed a Safety Committee to help employees and administrators 

work together to identify safety problems, develop solutions, review incident reports and 

evaluate the effectiveness of the safety program. 

 The Safety Committee will be comprised of an administration representative(s) and 

employee-elected members representing departments of the school district. 

 Employees in each department will elect from among themselves, representatives to be 

on the committee. 

 The term of employee-elected members is a maximum of one year.  There is no limit to 

the number of terms a representative can serve.  If there is an employee-elected member 

vacancy, elect a new member prior to the next scheduled meeting. 

 The number of employer-selected members will not exceed the number of employee-

elected members. 

 The Safety Committee is responsible for determining the frequency of committee 

meetings (minimum quarterly). 

 The committee is responsible for determining the date, hour and location of the meeting. 

 The length of each meeting will not exceed one hour except by majority vote of the 

committee. 

 Duties of the Safety Committee meetings include but are not limited to: 

 Periodic self-inspection of the workplace. 

 A review of the safety and health inspection reports to assist in correction of 

identified unsafe conditions or practices. 

 An evaluation of the accident investigations conducted since the last meeting 

to determine if the cause of the unsafe act or unsafe condition involved was 

properly identified and corrected. Review and investigate any oral or written 

hazard reports. 

 Annual evaluation of the accident and illness prevention program.  Make 

recommendations for improvement. 

 Evaluate employee safety suggestions.  

 Encourage safe work practices among co-workers. 

 Make recommendations for employee safety training. 

 Promote, publicize, and develop advocacy for safety for all department staff.  
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 Minutes of each committee meeting, including attendance, will be prepared and filed for a

period of three years and will be made available for review by safety and health

consultation personnel of the Department of Labor and Industries.

 Meeting minutes will be distributed to each location for posting on the Safety Bulletin

Board.

Reference:  WAC 296-800-130 
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SECTION 4:  SAFETY BULLETIN BOARD 

This school district maintains a safety bulletin board in each of the district’s staff rooms.  

The bulletin board is reserved exclusively for safety materials and is intended to increase 

employee awareness of safety and health and to communicate management safety 

messages.  Notices required by law and other safety related information will be posted as 

required.  The following items will be posted: 

 Job Safety and Health Law (F416-081-909). 

 Notice to Employees: Self-Insured Businesses (F207-037-909). 

 Your Rights as a Worker (F700-074-909). 

 WISHA Citation and Notice (as appropriate). 

 Safety bulletins, posters, newsletters, and other safety educational material. 

 Current Safety Committee meeting minutes. 

 

Other suggested items to be posted include: 

 

 A list of all current first aid and CPR/AED trained staff and locations of first-aid kits. 

 List of current Safety Committee members. 

 Hazard reporting form. 

 Emergency evacuation and disaster response information. 

 

 

References:  WAC 296-800-19005 and WAC 296-800-20005 
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SECTION 5:  HAZARD REPORTING 

Each employee has the opportunity to report, without fear of reprisal or discrimination, any 

unsafe act, conditions or procedures that they observe in the workplace without fear of 

discrimination. Discrimination includes dismissal, demotion, loss of seniority, denial of a 

promotion, harassment, etc.   

If you believe you are being asked to do something potentially unsafe, report it to your 

supervisor and ask them to correct it or ask for other work.  

Any employee who observes a safety and health hazard should report the hazard to either 

their immediate supervisor, the Safety Officer or to a member of the Safety Committee. 

Submit hazard observations in writing or orally.  Submissions may remain anonymous.  The 

supervisor, Safety Officer or Safety Committee will review, validate and take corrective 

action on valid hazards. The originator (if identified) will be notified of any action taken or 

planned for the abatement of the hazard. Action on hazard reports will be documented in 

the Safety Committee meeting minutes. 

Reference: WAC 296-800-120, WAC 296-360 (Discrimination) 
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SECTION 6:  ACCIDENT AND OCCUPATIONAL INJURY/ILLNESS 
REPORTING 

This school district is a self-insured organization and provides to its employees industrial 

insurance (workers' compensation insurance).  This insurance will cover qualified medical 

expenses and partially reimburse employees for wages lost if an employee is unable to 

work while recovering from a work-related injury or disease. The district notifies its 

employees about their industrial insurance rights and obligations by providing a copy of the 

"Workers' Compensation Filing Information" form within 30 calendar days of employment.  

In addition, a “Notice to Employees: Self-Insured Businesses” poster is displayed at each of 

the district’s locations.  This poster states that the district is a self-insured employer, subject 

to the provisions of the self-insurance laws, and also identifies a contact person for 

reporting injuries.   

 

All incidents when occurring in the course of employment that cause injury, illness or 

property damage, no matter how minor, must be reported promptly to the immediate 

supervisor, the district Safety Officer or the Human Resources department for evaluation 

and investigation. 

 

Note: Call emergency medical services when the employee needs immediate medical 

attention for a serious injury. A supervisor or other staff member will accompany the 

employee to the hospital.  For minor injuries requiring immediate medical attention, 

transportation will be provided to the injured party.  For injuries that do not require 

immediate medical attention, the employee may transport themselves to the medical facility. 

 

The injured worker is required to complete an Employee Accident/Incident Report on-line.  

Complete the form as soon as possible, even if the employee will not seek medical 

attention for their injury.  

 

If a supervisor or employee has questions relating to any aspect of self-insurance or 

workers’ compensation insurance regulations, they may contact: 

 

ESD 112 Workers’ Compensation Claims Department 

2500 NE 65th Avenue 

Vancouver, Washington 98661-6812 

Phone: 360-750-7504  

Toll free: 800-749-5861 
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Fax: 360-750-9836 

 

Serious Injuries 

In the case of death, probable death or inpatient hospitalization* of one or more employees, 

Human Resources or the Safety Officer will contact the nearest office of the Department of 

Labor and Industries in person or by phone at 1-800-423-7233 or 1-800-321-6742, within 

eight hours of the work-related accident or within eight hours of the time it was reported.  

Fatalities or hospitalizations that occur within thirty days of an incident must also be 

reported. The school district will provide the following information: 

 Name of the work place 

 Location of the incident 

 Time and date of the incident 

 Number of fatalities or hospitalized employees 

 Contact person and phone number 

 Brief description of the incident 

 

Note: Any equipment involved in an accident resulting in a fatality, a near fatality or an 

employee’s hospitalization, is not to be moved until a representative of the Department of 

Labor and Industries investigates the incident and releases the equipment.  However, if it is 

necessary to move the equipment to prevent further incidents or further harm to the 

employee or to remove the victim, the equipment may be moved as necessary. 

 

* To be admitted to a hospital or an equivalent medical facility on an emergent  

in-patient basis requiring an overnight stay. 

 

Reference:  WAC 296-800-320 
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SECTION 7:  ACCIDENT INVESTIGATION  

Since every accident includes a sequence of contributing causes, it is possible to prevent a 

recurrence by recognizing and eliminating those causes. The removal of a single cause can 

prevent a recurrence of an accident/incident. The goal of an accident investigation is 

identification of the root cause(s) of the accident.  

Conduct an investigation as soon after the accident as possible.  A delay of only a few 

hours may result in important evidence being destroyed or removed by mistake.   

After the root cause(s) are identified, specific corrective action or actions that will prevent 

recurrences of the sequence of events that led to the accident are implemented.  Corrective 

action must focus on such things as eliminating unsafe conditions (mechanical or physical 

hazard) and correcting unsafe acts (employee deviates from instruction, policy, procedure 

or work practice). 

 

Minor Injuries (Requiring doctor/outpatient care) 

After the emergency actions following an accident, the immediate supervisor in conjunction 

with any witnesses to the accident will conduct an investigation of the accident to determine 

the cause(s). The findings of the investigation shall be documented. 

 

Major Injuries (Fatality or hospitalization) 

The superintendent and a Human Resources representative are to be notified immediately 

by the person in charge.  Conduct an investigation under the direction of the Human 

Resources Director and/or Safety Officer.  The investigation team may include the risk 

manager, loss control specialist, supervisor of the injured person(s), a representative from 

the Safety Committee, and an employee representative. 

 

In the case of death, probable death or the inpatient hospitalization of one or more 

employees, Human Resources will contact the Department of Labor and Industries by 

phone at 1-800-423-7233 or 1-800-321-6742 (see Section 6).    

The school district Safety Committee will review the accident reports at each of its regularly 

scheduled meetings.  

The school district Safety Officer will review all reports looking for any trends, hazardous 

conditions or hazardous practices. 
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SECTION 8:  OCCUPATIONAL INJURY AND ILLNESS 
RECORDKEEPING 
 

All employers covered by the Washington Industrial Safety and Health Act (WISHA) must 

comply with Chapter 296-27 WAC -Recordkeeping and Reporting unless otherwise 

specified.*  The purpose of this standard is to require employers to record and report work-

related fatalities, injuries, and illnesses.   

Note: Recording or reporting a work-related injury, illness or fatality does not mean that the 

employer or employee was at fault, that a rule has been violated, or that the employee is 

eligible for workers' compensation or other benefits. 

All Accident/Incident Report forms and SIF-2 forms are maintained at the ESD 112 

Workers’ Compensation Claims Department in Vancouver. The ESD 112 Workers’ 

Compensation Claims Department staff also maintains a database of all reported school 

district employee injuries and illnesses.   

*Because schools are classified as a low hazard industry group as listed in Table 1, 

Industry Exemption List for Recordkeeping (WAC 296-27-00105 (1)(b)),  the district is not 

required to keep injury and illness records (including OSHA 300A) unless DOSH, OSHA, or 

the BLS asks you to keep the records under this chapter.  However, information contained 

on the OSHA 300 logs is available from the SW/SE Workers’ Compensation Trust when 

required by WISHA, OSHA or the Bureau of Labor Statistics. Reference: WAC 296-27 
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SECTION 9:  SAFETY DISCIPLINARY POLICY 
Employees are expected to use good judgment when doing their work and to follow 

established safety rules.  Employees who do not follow established safety rules are subject 

to corrective discipline.  The goal of corrective discipline is not to punish the employee but 

to bring unacceptable behavior to the employee's attention so that the employee will be 

motivated to make corrections.  The school district has established a process to be followed 

in the event an employee fails to follow established safe work practices and rules.  This 

may consist of: 

 Verbal Warning: Follows investigation of the problem.  The supervisor will document 

and retain a record of the warning.  Written confirmation that a verbal warning has been 

given will be placed in the employee's personnel file.  The employee will be given 

instruction on proper actions. 

 Written Warning: Follows a reoccurrence of the behavior or conduct addressed in the 

oral warning.  The supervisor will inform Human Resources.  The employee will 

acknowledge receipt of the written warning and it will be placed in the employee's 

personnel file. 

 Suspension Without Pay: Upon recommendation of the Human Resources 

Department, suspension without pay may be made following reoccurrence of the 

behavior or conduct addressed in the written warning. The length of the suspension will 

be determined by the severity of the problem.  Written notice of the suspension will be 

given and the employee will acknowledge receipt of the written notice of suspension by 

his/her signature.  The written notice of suspension will be placed in the employee's 

personnel file.  

 Discharge: Upon recommendation from the Human Resources Department, a written 

notice of discharge may be issued.  An employee may be subject to immediate 

termination when a safety violation places the employee, co-workers or the public at risk 

of permanent disability or death. Depending on the seriousness of the safety offense 

committed, a supervisor is not required to go through all steps in the disciplinary 

procedure. 
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SECTION 10:  SAFETY INSPECTION PROCEDURES 

This school district is committed to identifying hazardous conditions and practices that may 

result in injury or illness to employees, students and the public.  The district will take prompt 

action to eliminate or control any hazards found. The Safety Officer, the ESD Loss Control 

Specialist, the Safety Committee, the Facilities Manager, department supervisors, the 

building maintenance and custodial team or any combination thereof, may initiate and 

perform an inspection. All employees are encouraged to report any unsafe conditions or 

practices they observe (see Section 5).   

One type of inspection is an annual wall-to-wall formal inspection of the entire school district 

to include school buildings, grounds, parking lots, sports facilities, maintenance and 

transportation facilities and the district offices. Any safety and health hazards or potential 

hazards found will be documented.  The results of the inspection will be used to eliminate or 

control identified hazards, target specific work areas for more intensive investigation and to 

complete the annual review of the effectiveness of the accident prevention program. 

The Safety Officer, with participation by employees and the Safety Committee, conducts 

informal inspections of work areas on a more frequent basis.  During these inspections, the 

Safety Committee representatives will talk to their co-workers about their safety concerns.  

Individual committee members report to the Safety Committee any hazards or concerns 

found for consideration.  Affected employees will receive the results of the inspection and 

informed of any action taken. 

This also means that in the course of normal daily activities supervisors and employees 

should visually inspect the work area to identify unsafe conditions or unsafe acts and initiate 

corrective action as necessary or appropriate.  This requires that each employee be alert to 

conditions that may contribute to causing an accident or illness and take the necessary 

corrective action.   

As part of an ongoing safety program, the district may conduct a "Job Hazard Analysis" of 

the various job classifications within the school district.  The Safety Officer, the employee's 

supervisor or a Safety Committee member may complete this analysis.  A “Job Hazard 

Analysis” is a technique to help reduce hazards in the workplace by defining jobs and tasks, 

identifying the hazards associated with those jobs and tasks and creating safe work 

procedures that either eliminate or minimize those hazards.   

The local Fire Department may periodically conduct “life safety” facility inspections of district 

buildings and report deficiencies to district administration.  Correct all deficiencies as soon 

as possible.  The school district schedules annual inspections of the building's fire 

extinguishers and fire alarm system.  Fire extinguishers are visually inspected monthly.  

First aid kits are inspected on a periodic basis to ensure that they are properly stocked with 

supplies.  Emergency washing facilities (eyewashes and showers) are inspected annually 

and are activated weekly to ensure they are functioning properly.   
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The Safety Officer, Facilities Manager, Supervisor and Safety Committee (any or all) will 

review inspection findings and provide recommendations.  Follow-up to recommendations 

may include the following options: 

 Carrying out the recommendations 

 Explaining why no action is necessary 

 Proposing an alternative based on further examination 

 Proposing a temporary alternative until a permanent solution is implemented 

The supervisor should determine if the alleged unsafe condition can be handled routinely or 

if the alleged unsafe condition requires immediate action.  If the recommended corrective 

action is beyond the ability of the supervisor, the next in the “chain-of-command” will be 

consulted and an appropriate action plan will be jointly developed to ensure that the unsafe 

condition(s) are corrected in a timely manner. 

If the supervisor believes that his/her employees are being required to work where a clear 

and present danger may exist, he/she will immediately investigate the situation and either 

direct the employee to temporarily perform some other task until the hazard is corrected or 

proclaim the situation safe and direct the employee to proceed with his/her assigned duties. 
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SECTION 11:  HAZARD PREVENTION AND CONTROL 

The school district is committed to eliminating or controlling workplace hazards that could 

cause injury or illness to our employees.  We will meet the requirements of state safety 

standards where there are specific rules about a hazard or a potential hazard in our 

workplace.  Whenever possible, we will design our facilities and equipment to eliminate 

employee exposure to the hazard.  Where these engineering controls are not possible, we 

will implement and enforce work rules that effectively reduce or prevent employee exposure 

to the hazard.  When the above methods of control are not possible or are not fully 

effective, we will require employees to use personal protective equipment (PPE) such as 

safety glasses, hearing protection or hand protection, as required by WAC 296-800-160.  

We may also assess a job for any ergonomic risk factors.  Safety training needs, based 

upon the employees' job tasks will also be determined during this assessment. 

Basic Safety Rules 

Safety rules are a method to help control hazards by prohibiting certain behaviors or 

requiring actions to prevent a hazardous situation from developing.  The following basic 

safety rules apply to all school district employees.  They have been established to help 

make our district a safe and efficient place to work.  These rules are a supplement to the 

safety rules that must be followed when doing particular jobs or operating certain 

equipment.  Failure to comply with these basic safety rules may result in disciplinary action. 

 Never do anything that is unsafe in order to get the job done.  If the job is unsafe, report

it to your supervisor, district Safety Officer or Safety Committee representative.

 When in doubt about a safety procedure or hazard in the workplace, ask your

supervisor.

 Perform all work by following appropriate safe work practices and job procedures.

 Do not run; watch your step; keep firm footing at all times.

 Do not engage in horseplay.

 Loose or torn clothing, long unrestrained hair, rings or pendant jewelry shall not be worn

around moving machinery.

 You must never stand on chairs, desks or other furniture to expand your reach.

 Treat all body fluids as infectious and use universal precautions to reduce the risk of

exposure.

 Use seat belts and shoulder harness when operating motor vehicles.

 Look before you walk and make sure your path is clear.

 Never remove or disable safety guards from equipment.

 Never operate equipment unless you are trained to do so.
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 Learn the locations of emergency equipment (e.g. first aid kits, fire extinguishers, 

emergency eyewash and safety shower, fire alarm pull boxes, Automated External 

Defibrillator). 

 Understand the school district Emergency Operations Plan that outlines emergency 

procedures for staff. 

 Correct or report all unsafe conditions immediately. 

 Personal protective equipment (PPE) such as gloves, safety glasses, hearing protection 

gloves, or hard hats may be required in certain operations.  Your supervisor, the Safety 

Officer or the ESD Loss Control Specialist will know what type of PPE is necessary.  

When required, it must be worn for your protection. 

 Know at least two routes for exiting the building in case of an emergency. 

 Employees who use hazardous chemicals must be trained on the hazards and proper 

handling of the chemical prior to its first use. 

 If you should get hurt, you are responsible to report your injury to your supervisor 

immediately. 

 No employee is allowed to work while under the influence of alcohol or illegal drugs.  

Medicines are allowed as long as the employee can safely perform their job. 

 Always use proper body mechanics while lifting. 

 Good housekeeping in and around all work areas is required.  Keep debris, cords, loose 

paper, etc. off the floor, machinery, vehicles, and electrical boxes.  Keep aisles and fire 

extinguishers clear of blockage and equipment. 

 Keep drawers of desks and file cabinets closed when not in use.  Only one drawer of a 

file cabinet should be open at a time to prevent it from tipping over. 

 Materials stored on shelving will be stacked in a way that prevents items from falling off.  

Do not overload shelves. 

 Obey all safety-warning signs. 

 Do not place broken or sharp objects in the waste containers. 

 All tools are to be used for the purpose in which they were intended. 

 All hand tools and equipment must be maintained in good repair. 

 All damaged or worn equipment is to be promptly taken out of service for repair or 

replacement. 

 All employees are encouraged to participate in the safety program. 
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Job Specific Safety Rules 

Job specific safety rules apply to a particular task or use of a particular piece of equipment.  

If a job hazard analysis identifies a hazard, your supervisor (with help as needed from the 

Safety Officer), will provide training that explains any specific safety rules or procedures, 

PPE requirements, or equipment operating instructions.  For further information, see the 

Job Hazard Analysis for your specific job in Appendix C, the job specific safety rule 

summaries found in Appendix C, and the specific written program(s) in the appendix. 

Personal Protective Equipment 

A hazard assessment will determine if personal protective equipment (PPE) is needed for a 

job or task.  A Hazard Assessment form is found with the PPE written program in Appendix 

O.  PPE alone will not be relied on to provide protection until all other reasonable means of 

reducing hazards have been examined.  If the hazard assessment indicates a need for the 

use of PPE, the district will select and provide the appropriate equipment.  Personal 

protective equipment may include eye and face protection, foot protection, hand protection, 

head protection, hearing protection and protection from bloodborne pathogens.  During the 

initial orientation and safety training, all employees whose position requires the use of 

personal protective equipment will be provided instruction by their supervisor or other 

designated employee.  Each affected employee will be trained to know at least the 

following: 

 When PPE is necessary 

 What PPE is necessary 

 How to put on, take off, adjust, and wear PPE 

 Limitations of PPE 

 Proper care, maintenance, useful life, and disposal of PPE 

Each employee, before performing work requiring the use of PPE must be able to 

demonstrate an understanding of the training provided and demonstrate the ability to use 

PPE correctly.  Training will be documented in writing.  The school district Personal 

Protective Equipment program is in the appendix. 

 

Reference: WAC 296-800-160 

Hearing Protection 

Excessive sound levels or “noise” can produce hearing loss that is temporary, permanent or 

a combination of temporary and permanent.  It is the policy of this school district to protect 

all personnel from hearing loss.  The district Safety Officer will provide guidance and 

coordinate any hearing conservation matters. 

 

WAC 296-817 governs workplace noise and requires employers to determine if workers are 

being exposed to excessive noise levels.  If workers are found to be exposed to excessive 

noise levels, as defined by WISHA regulations, the district will take steps to make sure 
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employees are protected.  Briefly, WISHA regulations require that if an employee has a full-

day (8-hour) noise exposure of 85 dB or greater, the employer must institute a hearing 

conservation program that includes providing the employee hearing protection, training and 

audiometric testing.  If the full-day exposure is 90dB or greater, the employer must attempt 

to reduce the noise levels using feasible controls that might eliminate noise at the source, 

or provide some sort of barrier to lessen the noise level.  

Most areas of the school community are below the WISHA permissible exposure level for 

noise. Areas where excessive noise may be a concern include: 

 Band rooms 

 Print Centers 

 Vocational education shops (wood, metal auto) 

 Gymnasiums during activities 

 Operation of equipment- vacuum cleaners, lawn mowers, gas-powered string trimmers, 

chain saws and leaf-blowers, etc.  

 

If during your job, you are exposed to loud noise, even if only for short durations, the district 

encourages each employee to use hearing protection to limit noise exposure.  Hearing 

protection, such as plugs and muffs will be provided free to employees.  In addition, where 

feasible, the district will explore noise control options. 

If a specific job duty has been identified in the job hazard analysis as having a noise hazard 

(ex. mowing the lawn), the employee is expected to follow the recommendation provided 

(i.e. wear hearing protection for this task). 

Training will be provided to all employees exposed to noise above the 8-hour average of 85 

decibels.  Training will cover the following topics: 

 The effects of noise on hearing 

 The purpose of hearing protectors, the advantage and disadvantages of various types, 

and instructions on how to use and care for them 

 The purpose of audiometric testing and how it is done 

 Employee access to records 

If an employee has a concern about noise levels in their workplace, they are encouraged to 

consult with their supervisor or the district Safety Officer. 

 

Hazardous Chemical Substances 
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This school district has developed and implemented a written Hazard Communication 

Program  that includes information and safeguards about hazardous chemicals to which 

employees may be exposed in the workplace. The school district has: 

 Identified and compiled a list of all hazardous chemicals present in the workplace 

 Made known the requirement that all containers be properly labeled 

 Procured and maintains a Safety Data Sheet (SDS) for each hazardous chemical found 

in the workplace 

 Informed and trained employees about those hazardous chemicals.  Training includes: 

 Methods and observations that may be used to detect the presence or release of a 

hazardous chemical in the work area 

 Physical and health hazards of the chemicals 

 Steps employees can take to protect themselves from chemical hazards 

 Details of the written hazard communication program, including information on labeling 

and the SDS. 

 

Reference: WAC 296-800-170 

Ergonomics 

Ergonomics is the science and practice of designing jobs or workplaces to match the 

capabilities and limitations of the human body.  A goal of ergonomics is to reduce work-

related musculoskeletal disorders by adapting the work to fit the person, instead of forcing 

the person to adapt to the work. 

All district employees should report suspected, potential, or known ergonomic hazards to 

their supervisor or to the district Safety Officer.  An employee who feels that they are 

experiencing symptoms of an ergonomics injury should report the injury to their supervisor. 

Once a suspected, potential, known ergonomic hazard or an injury has been reported, the 

employee's supervisor will insure an investigation is conducted to determine what can be 

done to reduce symptoms or eliminate the hazard.  If a job activity is determined as having 

an ergonomic hazard, the hazardous condition will be reduced below the hazard level or to 

the degree technologically and economically feasible.  

For further information on ergonomics, see the job specific rules in the appendix and the 

written ergonomics program in the appendix. 

 Back Care and Safe Lifting 

Back injuries can strike just about anybody- no matter what the job.  Lifting is the most 

common task associated with low-back injuries. Employees may complete the Back Injury 

and Lifting course available through the SafeSchools on-line training platform.  The job 

specific rules in the appendix contain additional information. 
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Other Hazard Control Programs 

In addition to the basic accident prevention program, the school district has developed 

written programs, policies, procedures and/or specialized training for jobs that have specific 

hazards.  The following written hazard control programs are in the appendix. 

 Bloodborne Pathogens Exposure Control Plan 

 Hazard Communication Program 

 Control of Hazardous Energy (Lockout/Tagout) 

 Powered Industrial Truck Safety (Forklift) Program 

 Fall Protection   

 Personal Protective Equipment Program 

 Chemical Hygiene Plan 

 Respiratory Protection Program 

 Confined Space Program 

 Outdoor Heat Exposure 

 Ergonomics Program 

 Hot Work Permit Program 

 Fire Protection System Impairment Program 
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SECTION 12:  MOTOR VEHICLE OPERATION 

All employees who are required to drive during the course of their work must have a valid 

driver's license appropriate to the type of vehicle(s) operated.  Any employee who does not 

hold a valid driver's license will not be allowed to operate a school district vehicle until such 

time he/she obtains a valid license.  All employees who are required to drive during the 

course of their work must have an acceptable driving record.  

Employees will not engage in any activity that could interfere with their ability to operate a 

vehicle in a safe manner while on school district business.  Employees should follow all 

motor vehicle laws, posted signs and speed limits and take sufficient breaks when driving 

for extended periods.  

The use of the safety belt assembly (belt and shoulder harness) is required whenever a 

district employee operates or is a passenger in a district-owned, privately owned, or rented 

vehicle while on official district business.   

Employees who operate district vehicles should perform a pre-operational inspection to 

check the readiness of the vehicle before the trip begins and immediately report any 

defects, deficiencies, or damage.  If problems arise during operation, they should be 

reported when the vehicle is returned. 

A master record is maintained on each district vehicle to record all expenses, mileage, 

maintenance and repairs.  Regular maintenance is scheduled based on the manufacturer’s 

recommendations.   

Any accident and/or damage to a district vehicle or any accident and/or damage caused by 

a district vehicle to another vehicle or property, however minor, must be reported to 

administration as soon as possible after the occurrence.   

Use of Cellular Phones While Driving 
Washington state law (RCW 46.61.667) makes both text messaging and cell phone use 

without a hands free device while driving a primary traffic offense.   

If an employee needs to make or receive a phone call while driving, the employee should 

make sure the vehicle is stopped and that he/she is parked in a lawfully designated parking 

area for the call. 

Employees who use hands-free cellular phones are encouraged to keep business 

conversations brief while driving, and are encouraged to stop the vehicle and park in a 

proper parking area if the conversation becomes involved, traffic is heavy, or road or 

weather conditions are poor.   

School Bus Operations 

Employees whose assignment includes operation of a school bus must meet and continue 

to meet the requirements set forth in WAC 180-20 School Bus Driver Qualifications. 

 



Accident Prevention Program 

       

28 

Employees who are required to have a commercial driver’s license to perform their job 

responsibilities are subject to drug and alcohol testing in compliance with the Federal 

Highway Administration, Department of Transportation, Federal Testing regulations (49 

CFR Part 382).   

Forklift Operations 

Only forklift certified operators may operate a forklift.  These persons have fulfilled the 

training requirements as specified in WAC 296-863-600.  The district does not have forklifts 

for staff use at this time. 

Tractors and Riding Lawnmowers 

The district will ensure that every employee who operates an agricultural tractor and/or 

powered riding lawnmower is informed of the safe operating practices for that equipment to 

be used prior to the initial use of that equipment.   

 

Reference: WAC 296-307-08018 and WAC 296-807-16015  
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SECTION 13:  EMERGENCY ACTIONS 

Detailed emergency response information specific for the school district is found in the 

district’s Emergency Operations Plan.  The purpose of the plan is to identify emergency 

responsibilities for the school district and its employees and provide response procedures 

for various emergencies.  The plan provides information on: 

 Basic emergency response  

 Emergency response teams 

 Site-specific hazard vulnerabilities 

 Procedures for specific emergencies 

 Evacuation procedures 

 Lockdown procedures 

 Shelter-in-place procedures 

 Communication during an emergency 

 Notification procedures 

 Procedures for the release of students 

 Training/drill requirements 

 Crisis debriefing procedures 

 

The school district also publishes an Emergency Handbook flipchart that provides general 

information on how to respond to specific emergencies.  These can be found in each 

classroom and employees are encouraged to review it periodically.   

Employees will be provided training on emergency actions during the initial new employee 

orientation and/or during department staff meetings.  

Upon recognition of an emergency, personnel will respond in accordance with the 

guidelines found in the Emergency Response Plan and/or Emergency Handbook.  If 

assistance by emergency response agencies is required, the employee should dial 911, 

and then notify the school district administration.   

 

Emergency Medical Response  

Whenever an occupational injury or illness occurs, the first obligation is to provide the 

injured or ill employee with first aid and/or other appropriate medical treatment.  The 

severity of the injury or illness determines whether the employee is cared for at the worksite 

or transported to a medical facility for treatment. 
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When an employee needs immediate medical attention call 911.  A supervisor or other staff 

member will accompany the employee to the hospital or doctor’s office.  Persons with 

serious injuries/illnesses should not be transported in private vehicles nor allowed to drive 

themselves to the doctor’s office or hospital. 

If the severity of the injury/illness does not warrant the emergency response of an 

ambulance but still requires immediate medical attention, the injured employee may be 

transported in a district vehicle or private vehicle.  However, the injured or ill employee 

should not be allowed to transport himself or herself.  A supervisor or other staff member 

will accompany the employee to the hospital or doctor’s office. 

For injuries not requiring immediate medical attention the employee may be allowed to 

transport themselves to the doctor (at a later time) or home. 

First Aid Training 

The district maintains First Aid/CPR/AED trained staff at each of its facilities.  The Director 

of Human Resources or the district Safety Officer will ensure there is adequately trained 

staff at the beginning of each school year.  A sufficient number of employees will be trained 

to ensure that a first aid certified individual is available to employees at all times.  It is the 

employee's responsibility to attend first aid certification training if it is required on his/her job 

description.   

Employees who provide first aid should only do so to their level of training that they have 

received.  Employees who provide first aid are protected from liability under RCW 4.24.300 

(Good Samaritan Law). 

The school district has developed and implemented a written exposure control plan 

(Appendix E) designed to eliminate or minimize employee exposure to blood or other 

potentially infectious materials. The school district also provides bloodborne pathogens 

training to all employees with possible occupational exposure.  

Emergency Equipment 

First Aid Kits  

Supervisors and facility managers are responsible to have first aid supplies readily available 

at each worksite to provide immediate aid to injured or ill employees.  Each school should 

post the location of their first aid kits on the safety bulletin board and each employee should 

know the location of the nearest kit to their work area. 

Automated External Defibrillator (AED) 

Some districts may have an AED in one or more of their buildings.  These units are for the 

treatment of sudden cardiac arrest and only trained personnel should use them. 

Fire Extinguishers 

Fire extinguishers are located by exit doors and in fire exit pathways to exit doors.  

Selection, maintenance and placement of fire extinguishers are the responsibility of the 

Facilities/Maintenance Manager.  Fire extinguishers receive annual maintenance as 

required by WISHA rules. 
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Employee should only attempt to extinguish small fires that can be safely contained.  

Employees should not attempt to extinguish a fire that may place them in physical danger. 

 

Emergency Washing Facilities 

The district has emergency eyewash and/or shower equipment in work areas and 

classrooms (science labs) where there is the potential for major portions of the body and/or 

eyes to be exposed to corrosives, strong irritants or toxic chemicals.  Employees are trained 

in the location and use of the emergency washing facilities. All plumbed emergency 

washing facilities are inspected annually to ensure they function properly. 

 

Other Equipment 

Fire alarm pull boxes activate the building's fire alarm system.  Red and white wall-mounted 

pull boxes, marked "FIRE - PULL DOWN," are located at all exterior (that open directly to 

the outside) doors.  Buildings protected by a fire sprinkler system are inspected and tested 

annually to ensure proper operation. 

 

 

Reference: WAC 296-800-150 (First Aid and Emergency Washing Facilities)  

WAC 296-823 (Occupational Exposure to Bloodborne Pathogens) 

         WAC 296-800-300 (Fire Extinguishers) 
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SECTION 14:  SECURITY 

Security of employees, students, visitors and the workplace is a top priority.  To maintain a 

safe and secure working environment and to prevent thefts from the building, each 

employee is responsible for the security of the building, his or her individual office area and 

general work area.   

 All employees should be familiar with emergency procedures. 

 All employees should be familiar with the location and activation procedures for 

emergency, fire and building alarm systems. 

 Employees should know the proper evacuation procedures. 

 Employees should be alert to strangers loitering in or around the premises and to 

suspicious cars parked near the building. 

 Whenever possible, secure office equipment/valuables such as laptop computers and 

purses. 

 Do not give out unnecessary information about the school district or its employees.  

Report anything you are uncomfortable with, including: 

 Threats or harassment; 

 Persons who ask unusual questions or show unnatural interest in the school district 

or an employee; 

 Persons asking questions about building layout or design, security measures, 

staffing, or procedures and anyone tampering with building equipment or fixtures; 

 Any deviation in delivery procedures; 

 Unattended packages. 

 

Workplace Violence 

It is school district policy to conduct business, provide services, and protect its employees 

and the public from harm by providing a safe and secure work environment that has zero 

tolerance for violence, threats, harassment and intimidation. 

All employees are responsible for: 

 Being considerate and respectful of co-workers, visitors and the public; and, 

 Not engaging in any disruptive behavior which may include profanity, obscenities, 

obscene gestures, or exhibiting abusive conduct that demonstrates recognizable signs 

of violent behavior. 

 

 

Employees should report to their supervisor immediately any: 
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 Inconsiderate and/or disrespectful behavior, including assaultive acts, assaultive talking, 

belligerent, intimidating and threatening behavior by another employee;  

 Suspicious behavior and suspicious actions, including theft, assaultive acts, assaultive 

talking, belligerent, intimidating and threatening behavior by visitors or the public that 

may impact an employee, equipment or facility; and 

 Any other threatened, attempted, or consummated act of violence against an employee, 

property, visitor or facility. 

All incidents of workplace violence will be investigated and documented by district 

administration.  Administration will initiate appropriate corrective action, including discipline, 

termination or professional counseling for employees who contribute to, or perpetuate 

workplace violence or violate workplace security requirements. 

 

Weapons 

Washington State law and federal law have both addressed eliminating weapons from 

school grounds. Under RCW 9.41.280, it is a gross misdemeanor for any person to carry or 

possess a dangerous weapon or firearm on public school premises. This includes school 

buses and non-school facilities that are being used for school activities. The law requires 

that all school facilities must be posted with signs stating "Gun Free Zone."  This does not 

apply to persons engaged in law enforcement or security activities. 

The school district will notify the appropriate law enforcement agency of known or 

suspected violations of the state law regulating dangerous weapons. 

Parking Lot Safety 

If possible, especially after dark, walk to your vehicle with someone else.  Have your keys in 

hand as you leave the building and be aware of your surroundings.  Check the interior of 

your vehicle before entering it.  If your vehicle is not as you left it (door open, broken 

window, unlocked, etc.), go back inside the building and get assistance.  Those working 

after normal business hours may request an escort to their vehicle from facilities staff. 
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SECTION 15:  OTHER SAFETY AND HEALTH TOPICS 

Tobacco Use 

To protect the health of staff, students and visitors, to provide a healthy work environment, 

and to comply with the law (RCW 28A.210.310), tobacco use is prohibited in/on all school 

district property and vehicles.     

Drug Free Workplace 

WAC 296-800-11025 requires employers to prohibit alcohol and narcotics from the 

workplace and to prohibit employees under the influence of alcohol or narcotics from being 

in the worksite.  Note: Employees who are taking prescription drugs as directed by a 

physician or dentist are exempt from this requirement if the employees are not a danger to 

themselves or other employees. 

Employees may be required to sign an agreement to abide by the terms of the Drug-Free 

Workplace Policy. 

Asbestos 

Congress passed The Asbestos Hazard Emergency Response Act (AHERA) in 

1986. AHERA requires public school districts to inspect their schools for asbestos 

containing building material (ACBM).  All schools must be inspected unless the 

building architect certified in writing that no asbestos materials were used in the 

building’s manufacture.  This school district has an asbestos management plan for 

each of its buildings that contain asbestos.  These plans recommend the best way 

to reduce the hazard from any asbestos that may be present. The Environmental 

Protection Agency is the primary governmental agency responsible for enforcing the 

regulations promulgated under AHERA. 

All maintenance and custodial staff who may work in a building that contains ACBM must 

receive at least two hours of asbestos awareness training whether or not they work with 

ACBM.  A brief summary of the requirements relating to the AHERA regulation is in 

Appendix C. 

Indoor Air Quality 

Good indoor air quality contributes to a favorable learning environment for students, 

productivity for teachers and staff, and a sense of comfort, health, and well-being for all 

school occupants. In schools, the definition of good indoor air quality management includes: 

 Control of airborne pollutants 

 Introduction and distribution of adequate outdoor air 

 Maintenance of acceptable temperature and relative humidity 

 

If any employees have a health concern that they perceive to be related to the indoor air 

environment they should express their concern with their supervisor and maintenance 
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department.  Interested employees may reference the EPA’s Tools for Schools materials for 

more information on indoor air quality. 

Integrated Pest Management 

Integrated Pest Management (IPM) is an ecological approach to controlling unwanted 

vegetation, plant diseases, and problem pest populations by the use of strategies that may 

include biological, cultural, mechanical, and chemical control methods and that consider 

human health, ecological impact, feasibility, and cost-effectiveness.  When chemicals are 

used, this district strives to: 

 Use the least toxic pesticide available

 Use the minimum effective amount

 Use in a manner that minimizes the potential for exposure to staff, students

 Minimize the pesticide’s effect on the environment

The district is follows the requirements found in RCW 17.21 (Washington Pesticide 

Application Act), section 415, which is specific to schools.  This regulation details the 

following areas: 

 Annual notification to parents and employees 

 The pre-application notification requirements

 The notification at time of pesticide application

 Recordkeeping requirements

Any employee wanting more information regarding pesticide use in schools or on school 

grounds should contact the district Maintenance Manager.    
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SECTION 16:  SAFETY AND HEALTH EDUCATION AND TRAINING 

Education and training are essential parts of our plan to provide a safe work place.  

Employees are provided safety and health education programs to increase awareness of 

accident causal factors, to improve morale by demonstrating the district's concern for the 

individual employee and to promote acceptance of safety and health regulations by 

presenting accident prevention as a positive, desirable, and integral part of all activities.   

Safety and health education and training will primarily consist of New Employee Basic 

Safety Orientation and Job Specific Safety Training. 

Safety Orientation 

New employees are provided a general safety orientation as part of the new employee 

orientation.  Topics covered in this orientation include: 

 A description of the Accident Prevention Program  

 Safety & Health Policy 

 Responsibilities - Administration & Employee 

 Safety & Health Committee 

 Safety Bulletin Board 

 Accident (Injury) Reporting & Investigation and First Aid Facilities 

 Self-Insurance Workers' Compensation Coverage 

 Hazard Reporting - Unsafe Conditions and Practices 

 Emergency Actions 

 Basic Safety Rules 

 Personal Protective Equipment 

 Hazard Communication Program, SDSs 

 Safety Training Requirements 

 Other WISHA-Required Safety Programs 

 Bloodborne Pathogens 

 

  Reference: WAC 296-800-14005 
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Specific Safety and Health Education and Training 

The district provides on-line (SafeSchools) and on-the-job specific safety training for 

employees as dictated by their specific job tasks before the worker is assigned that task. 

Specific Safety and Health Training may include: 

 Back Injury and Lifting Safety  Fall Protection 

 Slip and Fall Prevention  First Aid/CPR/AED  

 Ladder Safety  Ergonomics Awareness 

 Emergency Procedures  Office Safety and Ergonomics 

 Hearing Conservation  Personal Protective Equipment 

 Sprain/Strain Prevention  Hazardous Chemical Safety 

 Confined Space Entry  Lockout/Tagout 

 Defensive Driving  Forklift Operations 

 Asbestos Awareness  

 Lead Paint            

 Respiratory Protection 

 Scaffolds 

 Fire Extinguisher Use 

 Science Lab Safety 

 Bloodborne Pathogens 

 Hand and Portable Power Tool Safety 

 Workplace Violence/Harassment  Materials Handling 

 Active Shooter  Safe Student Transfers (lifting) 

 Heat Illness Prevention 

 Power Lawnmowers 

 Agricultural Tractors 

 Classroom Safety 

 Compressed Gas Safety 

 Restraint Training 

 Aerial Lift Safety 

 Welding 

 Integrated Pest Management 

 Electrical Safety 

             

Training is documented and the Human Resources Department retains training records. 

 



tlichliter
Text Box
Appendix A















This sample report form can help document the findings of a preliminary investigation 
into an accident or incident in your workplace. You can copy and use this form or 
make your own. Fill out an investigation report as soon as possible after an accident 
or incident. 

Employee(s) name(s): 
---------------------

Time & date of accident/incident: ________________ _ 

Job title(s) and department(s): ________________ _ 

Supervisor/lead person: ___________________ _ 

Witnesses: ________________________ _ 

Brief description of the accident or incident: ____________ _ 

Indicate body part affected: 

Did the injured employee(s) see a doctor? ( )Yes ( )No 

http://www. In i. wa. gov/ 
R-3

11/03 
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AERIAL LIFTS 
 
General Rules 
  
Before operating the machine, the 
operator must make a work survey of 
hazards such as uncompacted soil, 
ditches, debris, overhead electric lines, 
unguarded openings or hazardous 
conditions created by other trades. The 
machine should not be operated on 
surfaces other than those intended by 
and set out in the manufacturers 
instructions. 
  
All equipment must be inspected prior to 
each shift by the operator. Such 
inspections should include the daily 
maintenance checks in accordance with 
manufacturer’s instructions and a visual 
inspection or the machine for damage 
and devices which do not appear to 
operate properly Equipment which has 
obvious defects must be repaired before 
being operated.  
 
Never use equipment for purposes or in 
ways for which it was not intended.  
 
Report any unsafe condition. 
  
Do not work on platforms if your 
physical condition is such that you feel 
dizzy or unsteady in any way. Workers 
must ascend to and descend from the 
platform using the facilities provided.  
 
Workers must be properly instructed on 
the applicable model before they operate 
the equipment. Such instruction should 
include a review of manufacturers 
operating instructions, location of all 
emergency devices, safety decals, daily 
maintenance checks, machine limitations 
and pertinent regulations regarding use 
of the equipment. Workers must be able 
to exercise common sense and be 

competent to operate this equipment. A 
worker must not operate a powered  
 
 
elevating movable work platform when 
his physical abilities are impaired by 
illness medication, drugs or alcoholic 
beverages.  
 
Elevating work platforms, normally, are 
not intended for use near electrically 
energized circuits.  User should therefore 
consider the work platform to be non-
insulated unless otherwise labeled. 
 
Operating Rules  
 
Only authorized persons must operate an 
aerial lift. 
 
Read manufacturer's operating 
instructions. Never exceed the 
manufacturer's recommended load. All 
accessories must be installed and used in 
accordance with manufacturers 
recommended procedures. Perform 
manufacturer's daily maintenance checks 
and make visual inspection of vehicle 
and surrounding area to be sure both are 
clear of other personnel and obstructions 
(including overhead obstructions). 
 
Lift controls must be tested each day 
prior to use to determine that such 
controls are in safe working order.  
 
Do not use machine without guardrails. 
Do not stand on guardrails to gain extra 
reach. Do not use guardrails to carry 
materials unless designed for this 
purpose ant do not allow excessive 
overhang of materials when elevating 
the platform. 
  
A full body harness must be worn and a 
lanyard attached to the boom or basket 
when working from an aerial lift. 
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Do not lean out over platform railings to 
perform work. Keep both feet on the 
floor. 
Always close lift platform chains or 
doors. 
 
Do not exceed vertical or horizontal 
reach limits. 
 
Use any appropriate PPE such as eye 
protection, hard hat, etc. 
  
Do not use ladders or makeshift devices 
on the platform to obtain greater height. 
  
All personnel must remain clear while 
equipment is in use. Do not climb up or 
down extendible, articulating or scissor 
arms.  
 
Outriggers or stabilizers must be used in 
accordance with manufacturer’s 
recommendation.  
 
Care must taken to prevent ropes, 
electric cords, hoses, etc. from becoming 
entangled in equipment when platform is 
being elevated or equipment moved. 
  
Do not alter equipment or override 
safety devices in any way. 
  
A powered elevating work platform 
must not be operated near electrically 
energized overhead power lines. 
  
It is the responsibility or the operator to 
ensure that the load of workers, 
materials and tools on the platform does 
not exceed the capacity or the machine. 
Loads should be secured from rolling or 
excessive movement.  
 
The machine must not be moved until 
the operator has determined by visual 
inspection that the direction of intended 
movement is clear of hazards, 
obstructions, and other site personnel. 
  

Under no circumstances may a machine 
be modified without the written approval 
of the manufacturer. In addition, the 
machine must not be operated when any 
of the safety devices are inoperable.  
 
When a scissor or boom lift is left 
unattended by the operator, the unit shall 
be locked or rendered inoperative to 
prevent the device from being started or 
set in motion by an unauthorized person.  
 
 
 

 

Scissor lift 

 

 

 
 
  Boom lift 
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ASBESTOS SAFETY 
 
Asbestos is a common building material 
found in piping, insulation, fireproofing, 
drywall, siding, roofing and floor tile, 
especially in older buildings. When 
disturbed, asbestos can become airborne 
and become a potentially serious health 
hazard. Exposure to asbestos has been 
linked to the lung disease asbestosis and 
lung cancer.  
 
Definitions 
 
Asbestos Hazard Emergency Response 
Act (AHERA) - Requires schools to 
inspect their buildings for ACM and 
prepare management plans which 
recommend the best ways to reduce the 
hazard from any asbestos that may be 
found. 
 
Asbestos Containing Material (ACM) – 
Any material or product that contains 
more than 1% asbestos. 
 
Friable – Material that, when dry, may 
be crumbled, pulverized or reduced to 
powder by hand pressure. 
 
Common Asbestos Containing 
Materials 
 
• Acoustical plasters 
• Decorative plaster 
• Fireproofing 
• Hard plasters 
• Pipe insulation 
• Asbestos cement pipe 
• Mudded fitting (tees, elbows, valves, 

etc.) 
• Tank insulation 
• Duct insulation 
• Ceiling tile 
• Transite board 
• Fire brick 
• Fire doors (interior) 
• Floor tile and adhesive mastic 

 
 
• Vibration joint cloth 
• Electrical wire covering 
• Thermal Surface Insulation (TSI) 
• Roofing and roofing paper 
 
Before any building renovation or 
remodeling work is conducted the 
presence and location of any asbestos 
must be determined. 
 
Asbestos surveys must be performed by 
an accredited AHERA inspector prior to 
the performance of any asbestos 
abatement.  Asbestos abatement should 
be performed only by certified asbestos 
workers. 
 
Work Practices 
 
• Spraying or otherwise disturbing 

asbestos containing material is 
prohibited. 

• If you are unsure whether or not a 
material is ACM or if you suspect 
asbestos is present, stop work 
immediately and contact your 
supervisor for guidance. 
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BLOODBORNE PATHOGENS 
 
 
Definitions: 
 
Occupational Exposure:  Reasonably 
anticipated skin, eye, mucous membrane 
(nose, mouth) or parenteral (i.e. needle 
stick) contact with blood or other 
potentially infectious materials (OPIM) 
that may result from the performance of 
an employee’s duties. 
 
Exposure Incident:  A specific eye, 
mouth, other mucous membrane, non-
intact skin, or parenteral contact with 
blood or other potentially infectious 
materials that result from the 
performance of an employee’s duties at 
work. 
 
Universal Precautions: A method of 
infection control that assumes all blood 
and all body fluids are potentially 
infectious for HBV, HIV, and other 
bodily bloodborne pathogens. 
 
How to Protect Yourself 
 
If you are assisting an injured person, 
make sure you use the following 
personal protective equipment: 
 
Disposable gloves: To clean up any 
potentially contaminated bodily fluid or 
blood; performing first aid on an injured 
person; handling or touching 
contaminated items or surfaces. 
 
Face shields or a combination of masks 
and eye protection:  Whenever splashes, 
spray, spatter, or droplets of blood or 
other potentially infectious materials 
may be generated. 
 
Gowns, aprons, shoe covers, lab coat: 
Whenever splashes to skin or clothes are 
reasonably anticipated. 
 

 
   
 
 
 
Resuscitator device (masks, shields): 
When performing CPR. 
 
Tongs, brush and dustpan: Use to clean 
up broken glass or other materials that 
may be contaminated. 
 
What if I am Exposed to Blood? 
 
If you are exposed to blood or other 
bodily fluids: 
 
•  After removal of personal protective 

equipment, wash your hands and any 
other potentially contaminated skin 
area immediately, or as soon as 
possible, with soap and water; 

•  If blood or OPIM contacts mucous 
membranes then those areas must be 
washed or flushed with water as soon 
as possible following contact; 

•  If access to handwashing facilities is 
not possible, an antiseptic hand 
cleaner along with clean cloth/paper 
towel or antiseptic towelettes should 
be used.  When antiseptic hand 
cleaners or towelettes are used, hands 
must be washed with soap and water 
as soon as feasible; 

•  Notify your supervisor of the 
exposure and complete an exposure 
incident report form. 

 
Hepatitis B Vaccine 
 
Hepatitis B vaccinations will be offered 
to employees identified as having 
potential occupational exposure to blood 
or other potentially infectious materials.  
If you have been identified as having 
potential exposure, you are strongly 
encouraged to receive the Hepatitis B 
vaccinations series.  
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CHAIN SAW SAFETY 
 
Saw Inspection: 
 
Chain Brake: Always make sure the 
hand guard and the chain brake are 
functioning and capable of stopping the 
moving saw chain in the event of 
kickback. A good chain brake has a 
centrifugal clutch that will activate the 
brake by impact only, even if the hand 
guard is not activated. 
 
Throttle Lock: The lock on the top of the 
rear handle must be functioning and not 
taped down or broken. This prevents 
unintentional acceleration of the saw 
from incidental contact with fingers or 
sticks. 
 
Chain Catcher: This projection at the 
rear of the chain must be in place. It 
guards against chain that is thrown off 
the bar and prevents it from coming into 
contact with the gas tank or your arm. 
 
Bolts and Handles: All bolts and handles 
must be checked to insure they are tight. 
 
Adjustments:  
• Chain must not rotate when throttle is 

released 
• Chain must not be loose on the bar; 

adjust tension 
• Saw should not stall when idling nor 

should it stall when turned over; 
adjust idle as needed 

 
Safety Clothing: 
 
Hard hat 
Eye (safety glasses) and face protection 
(face shield) 
Hearing protection 
Leg protection (chaps or leggings) 
Boots with safety toes 
First aid kit available 
 
 

 
 
Operation: 
 
•  Chain saws must be started at least 10 

feet from the fueling area 
•  Chain brake on when starting saw 
•  Start on the ground or otherwise 

firmly supported. Drop and throw 
starts are not allowed  

•  Never cut overhead with a chainsaw 
•  Hold saw firmly with thumbs and 

finger encircling both top handle and 
throttle handle 

•  Always hold the saw with two hands 
when cutting 

•  Chain brake on when walking with 
the saw more than 2 steps or 
removing one hand from the saw 

•  Carry saw by its front handle with 
chain bar pointing to the rear. Do not 
carry saw on your shoulder. 

•  Always cut at full throttle 
•  Clear the work area of brush and 

debris before beginning cut. Make 
sure you have firm footing and good 
balance 

•  Never bend over the saw, stand 
straight and to the left of the bar and a 
kickback will go over your right 
shoulder 

•  Sharpen the saw chain frequently 
•  Do not operate when you are tired.  

Excessive noise, vibration, emissions, 
and uncomfortable positions can 
cause fatigue 

•  Keep bystanders away from work 
area 

•  Shut off the engine before setting the 
chain saw down 

•  Refuel only after the saw has been 
shut off and the motor has cooled 
Wipe off any fuel that spilled onto the 
saw 

•  Use safety cans to store fuel 
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COMPRESSED GAS CYLINDERS 
 
• Cylinders are a safe, economical way 

to store compressed gases, as long as 
they are used and stored correctly. 

 
• Treat each cylinder as if it were full. 
 
• Handle cylinders carefully. Don’t 

drop them or let them hit against each 
other. 

 
• Secure cylinders when they are being 

transported. 
 
• Cylinder valves shall be closed before 

moving cylinders. 
 
• All gas cylinders must be legibly 

marked with the name of the gas. 
 
• Cylinders shall be kept away from 

radiators and other sources of heat. 
 
• Empty cylinders shall have their valves 

closed. 
 
• Valve protection caps, where cylinder 

is designed to accept a cap, shall 
always be in place, hand-tight, except 
when cylinders are in use or 
connected for use. 

 
• Cylinders, cylinder valves, couplings, 

regulators, hose, and apparatus shall 
be kept free from oily or greasy 
substances. 

 
• Oxygen cylinders or apparatus shall 

not be handled with oily hands or 
gloves. A jet of oxygen must never be 
permitted to strike an oily surface, 
greasy clothes, or enter a fuel oil or 
other storage tank. 

 
• Unless cylinders are secured on a 

special truck, regulators shall be 
removed and valve-protection caps,  

 
 
 

when provided for, shall be put in 
place before cylinders are moved. 

 
• Cylinder valves shall be closed when 

work is finished. 

• Valves of empty cylinders shall be 
closed. 

• Cylinders shall be kept far enough 
away from the actual welding or 
cutting operation so that sparks, hot 
slag, or flame will not reach them, or 
fire-resistant shields shall be 
provided. 

• Cylinders shall not be placed where 
they might become part of an electric 
circuit.  

• A hammer or wrench shall not be 
used to open cylinder valves. If 
valves cannot be opened by hand, the 
supplier shall be notified. 

• Cylinder valves shall not be tampered 
with nor should any attempt be made 
to repair them. If trouble is 
experienced, the supplier should be 
sent a report promptly indicating the 
character of the trouble and the 
cylinder's serial number. Supplier's 
instructions as to its disposition shall 
be followed. 

• Fuel-gas cylinders shall be placed 
with valve end up whenever they are 
in use. Liquefied gases shall be stored 
and shipped with the valve end up. 

• Before connecting a regulator to a 
cylinder valve, the valve shall be 
opened slightly and closed 
immediately. The valve shall be 
opened while standing to one side of 
the outlet; never in front of it. Fuel-
gas cylinder valves shall not be 
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cracked near other welding work or 
near sparks, flame, or other possible 
sources of ignition. 

• Before a regulator is removed from a 
cylinder valve, the cylinder valve 
shall be closed and the gas released 
from the regulator. 

• Nothing shall be placed on top of an 
acetylene cylinder when in use which 
may damage the safety device or 
interfere with the quick closing of the 
valve. 

• If cylinders are found to have leaky 
valves or fittings which cannot be 
stopped by closing of the valve, the 
cylinders shall be taken outdoors 
away from sources of ignition and 
slowly emptied. 

• The cylinder valve shall always be 
opened slowly. 

• An acetylene cylinder valve shall not 
be opened more than one and one-
half turns of the spindle, and 
preferably no more than three-fourths 
of a turn. 

• A suitable cylinder truck, chain, or 
other steadying device shall be used 
to prevent cylinders from being 
knocked over while in use. 

• Inside of buildings, cylinders shall be 
stored in a well-protected, well-
ventilated, dry location, at least 
twenty feet from highly combustible 
materials such as oil or excelsior. 
Cylinders should be stored in 
definitely assigned places away from 
elevators, stairs, or gangways. 
Assigned storage spaces shall be 
located where cylinders will not be 
knocked over or damaged by passing 
or falling objects, or subject to 
tampering by unauthorized persons. 
Cylinders shall not be kept in 

unventilated enclosures such as 
lockers and cupboards. 

• Acetylene cylinders shall be stored 
valve end up. Never store acetylene 
on its side. 

• Oxygen cylinders shall not be stored 
near highly combustible material, 
especially oil and grease 

• Oxygen cylinders in storage shall be 
separated from fuel-gas cylinders or 
combustible materials (especially oil 
or grease), a minimum distance of 
twenty feet or by a noncombustible 
barrier at least five feet high having a 
fire-resistance rating of at least one-
half hour. (Cylinders “in-use,” 
secured to a hand truck or structural 
member, with regulators, hoses, and 
torch temporarily removed for 
security purposes overnight or 
weekends, are not considered “in-
storage.”) 
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ELECTRICAL HAZARDS 
 
The easiest way to reduce the possibility 
of electrocution is to: 
•  Identify all hazardous energy sources 

before beginning installation, 
maintenance, service or repair tasks. 

•  De-energize live electrical 
equipment/lines before working on 
them. Follow lockout/tag-out 
procedures 

•  Never do repairs on electrical 
equipment unless you are authorized 
and qualified to do so. 

•  Use power tools that are double- 
insulated or have ground-fault circuit 
interrupters (GFCI) protecting the 
circuit 

•  Look for and avoid overhead power 
lines 

•  Make sure equipment is grounded. 
Never use three-pronged cords which 
have had the third (ground) prong 
broken off 

•  Make sure receptacles are mounted 
and secured 

•  Make sure panel boxes are covered 
•  Do not use extension cords as 

permanent wiring 
•  Watch for wire, cords, plugs and 

connections that are damaged, worn 
or broken. Inspect cords and plugs for 
exposed or loose wiring or other 
types of damage 

•  Never drape electrical cords over heat 
sources 

•  Never store flammable liquids near 
electrical equipment 

•  Do not handle any electrical 
equipment including cords and plugs, 
with wet hands 

•  When unplugging a cord, pull on the 
plug rather than the cord 

•  Never use a ladder made of aluminum 
or one with metal reinforcement when 
doing any electrical work. This 
include changing a light bulb 

 

 
 
•  Never use water on an electrical fire.  

Use an extinguisher rated for Class C 
fires (such as your common ABC 
extinguisher) 

 
Electrical Accident Response: 
 
•  Do not panic 
•  Call for help 
•  Do not touch the victim or anything 

in contact with the victim. They could 
still be energized 

•  De-energize the circuit 
•  Separate the person from the energy 

source using something non-
conductive such as a dry wood 
broom, leather belt, plastic rope 

•  Administer first aid/CPR as needed 
•  Treat for any burns 
•  Keep the victim lying down, warm 

and comfortable 
•  Make sure the victim receives 

professional medical attention 
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ERGONOMICS- OFFICE 
 
The office ergonomics reference below 
is designed to give some basic guidelines 
for workstation design and layout, and to 
help prevent injury due to unnecessary 
strain resulting from cumulative trauma. 
 
Workstation Design 
 
Use the following guidelines to assist in 
laying out your workstation to reduce 
cumulative trauma disorders (CTD) risk 
factors: 
 
Keyboard 
•  Should be flat on surface at 

approximately elbow level 
•  Wrists are neutral when on home row 
•  Elbows are bent at 90 degrees 
•  Shoulders should be relaxed with 

arms hanging comfortably by sides 
•  Mouse should be located at the same 

level as the keyboard and 
immediately beside it 

•  May use a padded wrist pad for 
mouse and keyboard to elevate wrists 
to neutral and eliminate contact with 
hard surfaces 

•  Hold mouse lightly. Movement of 
mouse should occur from the 
shoulder instead of only at the wrist 

•  When not actively using the mouse, 
ease your grip on the mouse and let 
your hand relax  

 
Chair 
•  Hips and knees should be at the same 

distance from the floor. Knees 
should be slightly higher than the 
seat of the chair to allow for good 
blood circulation to the lower legs 

•  Feet flat on the floor or foot rest 
•  Should be room between the front 

edge of your chair seat and the back 
of your knees 

•  Sit back in the chair to allow weight 
distribution on buttocks, not thighs 

 
 
•  Back rest is upright with lumbar 

support at small of back, and head 
aligned over shoulders 

•  Seat has cushioning and is rounded- 
has “waterfall” front (no sharp edge) 

•  If chair has armrest they should 
support both forearms and not 
interfere with movement 

•  Legs and feet have clearance space 
under desk and thighs have clearance 
between chair and table/keyboard 

 
Monitor 
•  Top line of screen is at or below eye 

level so neck needs not be bent 
•  Employee with bifocals/trifocals is 

able to read screen without bending 
head or neck backward 

•  Monitor distance should be at least 
18 inches from head 

•  Monitor position directly in front of 
employee 

•  No glare is present on the screen 
 
Other Considerations 
•   Document holder suggested for copy 

intensive work. Should be placed at 
the same level at the monitor 

•  Telephone can be used with head 
upright and shoulders relaxed.  “Neck 
holder” devices should not be used. 
Consider a telephone headset 

•  Frequently used items located near 
employee so as to minimize reaching 

•  Incorporate preventative stretch 
breaks from constant keying every 
hour 

•  Change from static positions every 30 
minutes to help reduce neck and 
lower back strain 

•  Use a light touch on the computer 
keys to reduce tension in fingers, 
forearms and shoulders 

•  Make sure there is sufficient light for 
completion of tasks without straining 
your eyes 
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FALL PROTECTION &  
PREVENTION 
 
Definitions 
 
Fall Protection Work Plan: Identifies 
areas on the job site where a fall hazard 
of ten feet or more exists. The plan 
describes the methods of fall protection 
to be used and includes procedures for 
installation, use, inspection, and removal 
of the fall protection methods. 
 
Fall Arrest System: Approved safety 
equipment components such as body 
harnesses, lanyards, deceleration 
devices, droplines, lifelines and 
anchorages rigged to arrest a fall.  Body 
belts may not be used. 
 
Fall Restraint System: Components 
that function together to restrain an 
employee to prevent free falling greater 
than two feet. 
 
Guardrails: A barrier erected to prevent 
employees from falling to lower levels. 
 
Competent Person: An individual 
knowledgeable of fall protection 
equipment including manufacturers’ 
recommendations and instructions for 
the proper use, inspection and 
maintenance: and who is: 
•  Capable of identifying existing and 

potential fall hazards 
•  Has the ability to take prompt 

corrective action to eliminate those 
hazards 

•  Is knowledgeable of the WISHA 
regulations 

 
Procedures 
 

1. Use engineering controls when 
possible to eliminate the hazard 
by installing temporary  

 

 
 
 
 
 
 
guardrails or covering floor 
openings. 

 
2. A Fall Protection Work Plan 

shall be developed for each work 
site or activity where a fall 
hazard of ten feet or more exists. 

3. The Fall Protection Work Plan 
shall include: 

•  Identification of all fall hazards in 
the work area 

•  Description of fall arrest or 
restraint systems 

•  Description of the method of 
providing overhead protection to 
workers who may be in areas 
below the work site 

•  Description of the rescue plan for 
prompt, safe removal of injured 
workers to include the following: 
o Emergency phone numbers 
o Site address and specific 

direction to work site 
o Location of the first aid kit 

 
Open-sided floors, platforms or surfaces 
four feet or more above an adjacent floor 
or ground level, (except where there is 
an entrance to a ramp, stairway, or fixed 
ladder) shall be guarded by a standard 
guardrail. 
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FORKLIFT OPERATION 
 
Policy 
 
• Only trained and authorized operators 

will be permitted to operate powered 
industrial trucks.  

• Training will consist of classroom 
safety training, hands-on training with 
equipment used by the district, and 
evaluation of the operator’s 
performance in the workplace.  

• Training and evaluation must be 
completed prior to permitting an 
employee to operate the truck (except 
for training purposes). 

• An evaluation of each operator’s 
performance must be conducted at 
least once every three years. 

• Inspect each forklift before being 
placed in service. 

 
Truck Operations 

• All employees will wear the seat belt 
when operating a sit-down forklift. 

• Powered industrial trucks must not be 
driven up to anyone in front of a bench 
or other fixed object. 

• Persons are not to be allowed under the 
elevated portion of any powered 
industrial truck whether loaded or 
empty. 

• No one but the operator is permitted to 
ride on the vehicle unless seats are 
provided for each additional person. 

• Do not place any body part between 
the uprights of the mast or outside the 
running lines of the truck. 

• When left unattended, the equipment 
will be put into neutral, the emergency 
brake will be set and the power will be 
shut off. When parked on an incline, 
the wheels will be blocked. 

• When the operator has dismounted the 

 
 

powered industrial truck and is within 
25 feet of the truck and in view of the 
truck, the load will be lowered, the 
controls will be neutralized and the 
brakes will be set.  

• Make sure there is sufficient clearance 
from overhead installations, lights, 
pipes, sprinkler system, etc. 

• Never overload.  Know the rated 
capacity of the truck.   

• Maintain a safe distance (3 feet) from 
the edge while on any elevated dock or 
platform. 

• The truck is to be equipped with an 
overhead guard to protect the operator 
from falling objects. 

• Access to fire aisles, stairways, and 
fire equipment must be kept clear. 

 
Traveling 

• Under all travel conditions; operate a 
powered industrial truck at speeds that 
will permit it to be brought to a stop in 
a safe manner. Avoid sudden starts or 
stops. Slow down for wet and slippery 
floors. Avoid bumps, holes and loose 
materials that may cause the truck to 
swerve or tip. 

• No stunt driving or horseplay. 
• When negotiating turns, speed must be 

reduced to a safe level. 
• The powered industrial truck will be 

kept under control at all times. 
• Drive defensively. Pedestrians have 

the right of way. 
• When vision is obscured, slow down 

and sound the horn. 
• If the load blocks the operator’s view, 

the powered industrial truck will be 
driven in the direction that provides 
the best visibility. Drive backward 
when load is too high or too wide to 
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see around. Don’t let guards obstruct 
your vision. 

• Keep forks as low as possible while 
traveling. Do not travel with the load 
raised. 

• The operator will keep a clear view of 
the path of travel. 

• When ascending or descending grades 
in excess of 10%, always keep the load 
upgrade. If it is necessary to travel up a 
slope with a load that obstructs the 
driver’s vision, a second person, on the 
ground should be used to help guide 
the driver. When operating on a grade 
without a load, drive with the forks 
facing downgrade. Do not turn 
sideways on an incline. Block the 
wheels if it becomes necessary to stop 
on a grade. 

 
Loading 

• Inspect the load to be lifted. Only 
stable and safely arranged loads will 
be handled. If it appears unstable, do 
not attempt to move it. 

• Only loads within the rated capacity of 
the powered industrial truck will be 
handled. 

• Always space forks to fit the load.  
Never carry loads off center. 

• Make sure the pallets used are in good 
condition. 

• Tilt the load back until it rests securely 
for traveling. 

 
Reach Trucks 
• When moving into a rack, make sure 

both outrigger legs clear the rack. 
• If you extended the reach mechanism, 

retract if fully. 
• The traveling position for a reach truck 

is positioning the load about 6 inches 
above the outriggers or as low as 
possible to clear obstructions. 

Powered Pallet Jacks 
• Always keep at least one hand on the 

controls as the load trails. 
• Avoid sudden starts and stops. 
• Never take on riders. 
• Never use a powered pallet jack to pull 

or push other vehicles. 
• Never raise or lower the load while the 

vehicle is in motion; wait until it 
comes to a complete stop. 

• Never step off a walkie-rider until it 
has come to a complete stop. 

• When putting down a load, steer the 
load into place with both hands on the 
controls. 
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GASOLINE PRECAUTIONS 
 
Gasoline can be dangerous if not 
handled or stored properly. Gasoline 
should only be used for its intended 
purpose, as a motor fuel, and stored only 
when absolutely necessary. It should not 
be used as a solvent, cleaner, barbecue 
starter or for any other non-engine use. 
  
The following precautions should be 
taken when filling a container with 
gasoline from a dispenser: 
• Keep gasoline away from ignition 

sources like heat, sparks, and flames.  
• Do not smoke when filling a 

container.  
• Shut off the vehicle’s engine. Disable 

or turn off any auxiliary sources of 
ignition. 

• Only store gasoline in containers with 
approved labels. Never store gasoline 
in glass or unapproved containers.  

• Portable containers must be placed on 
the ground, and the nozzle must stay 
in contact with the container when 
filling, to prevent buildup and 
discharge of static electricity. Do not 
fill a container in or on a vehicle, 
including in car trunks or truck beds. 
(Placing the container on the ground 
minimizes any static electricity 
buildup that could lead to a spark and 
cause a fire.)  

• Fill the container at a slow rate. This 
will decrease the chance of static 
ignition buildup and minimize 
incidents of spillage or splattering.  

• Manually control the nozzle valve 
throughout the filling process.  

• Keep your face away from the nozzle 
or container opening.  

• Avoid prolonged breathing of gasoline 
vapors.  

• Never siphon gasoline by mouth. Do 
not put gasoline in your mouth—
gasoline can be harmful or fatal if 
swallowed. If someone swallows  

    gasoline, do not induce vomiting. 

 
 
Contact a doctor immediately.  
• Keep gasoline away from your eyes 

and skin, because it may cause 
irritation.  

• Use gasoline only in open areas that 
get plenty of fresh air.  

• Never use gasoline to wash your 
hands.  

• Remove gasoline-soaked clothing 
immediately.  

• Fill container no more than 95 percent 
full to allow for expansion.  

• Place cap tightly on the container after 
filling––do not use containers that do 
not seal properly.  

• If gasoline spills on the container, 
make sure that it has evaporated 
before you place the container in your 
vehicle.  

• Report spills to the attendant.  
• Use gasoline as a motor fuel only.  
• When transporting gasoline in a 

portable container make sure the 
container is secure from tipping and 
sliding, and never leave in the direct 
sunlight or in the trunk of a car. 

 
Fueling a vehicle 
 
• Shut the engine off while fueling 
• Do not smoke, use an open flame, or 

any source of spark while in the 
vicinity of the fueling operation 

• Make sure the nozzle of the fuel hose 
is in contact with the intake pipe of the 
tank (to dissipate static charge) 

 
 
Gasoline must be stored in an approved 
container or tank. Storage in anything 
other than an approved container is 
strictly prohibited by fire prevention 
codes.  
 
Gasoline is a flammable liquid and 
should be stored at room temperature, 
away from potential heat sources such as 
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the sun, a hot water heater, space heater 
or a furnace, and away from ignition 
sources. Gasoline vapors are heavier 
than air and can travel along the floor to 
ignition sources. Therefore, appliance 
pilot lights or igniters should be kept 
more than 50 feet from where gasoline is 
stored or handled, and elevated. Other 
precautionary measures include:  
• Do not smoke where gasoline is 

handled or stored.  
• Always keep gasoline out of reach 

from children.  
• For better ventilation, it is best to 

handle gasoline outdoors.  
• Keep gasoline containers tightly 

closed and handle them gently to 
avoid spills.  

• Do not mix even a small amount of 
gasoline with kerosene or diesel.  

• Do not use gasoline in kerosene 
heaters or lamps.  

• Store gasoline in a building separate 
from the house or place of 
occupancy, such as a shed or garage.  

• Put gasoline in a small engine (like a 
lawnmower) only when the engine 
and attachments are cool.  

 
Storage of gasoline requires developing 
precautions for spill cleanup. Minor 
spills should be absorbed with sawdust, 
paper or rags. Larger spills may be 
contained and collected. Check with 
your local government or hazardous 
waste disposal center to determine the 
proper avenues for disposing of spilled 
gasoline. Place recovered gasoline and 
cleanup materials in approved, labeled 
containers for proper disposal. Never 
dispose of spilled gasoline or cleaning 
materials on the ground or into your 
garbage, drains, toilets or sewers. If you 
do, it might cause a fire, or seep into 
streams, bays, lakes or your 
groundwater.  
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GROUNDS MAINTENANCE 
SAFETY 
 
• If poisonous plants or those dreaded 

blackberry bushes are present, keep a 
safe distance and let others know 
about the dangers.  If venomous 
reptiles or dangerous insects are part 
of the neighborhood, keep a diligent 
lookout.  Know what to do if a bite or 
sting occurs and keep the appropriate 
first aid supplies handy. 

 
• Appropriate clothing and protective 

equipment can save you a lot of grief.  
If you're working with rose bushes, 
wear puncture resistant gloves.  If 
you're working with power tools, 
padded anti-vibration gloves may be 
appropriate.  If you're heading for 
thick brush, long thick pants are more 
appropriate than a light pair of shorts.  
To protect yourself from the sun wear 
a long sleeve shirt and long pants.  If 
you wear a short sleeve shirt apply 
sunscreen to protect the exposed skin.  
Wear a hat with a visor for protection 
from the sun’s heat and glare.  Do not 
wear jewelry since it can get caught 
in moving parts.   

 
• Always wear safety glasses to protect 

your eyes from debris propelled by 
power equipment.  Wear a hart hat 
when working around low tree 
branches or falling objects.  If you are 
bothered by dust and pollen, consider 
wearing a disposable particulate mask 
to prevent you from inhaling airborne 
particles.  When using powered 
equipment wear earplugs, earmuffs or 
both.  Many injuries are caused by 
workers slipping on wet grass and 
steep inclines or by their feet sliding 
under equipment blades.  High-top, 
lace-up boots with traction soles and 
steel-reinforced toes is the best 
footwear to wear to protect you from 
blades and heavy objects. 

 
 
 
• Make sure you get a good night’s 

sleep.  Drink five to six ounces of 
fluid several times a day.  Protect 
your back by using proper lifting 
techniques.  Cuts and scrapes should 
be treated with an antiseptic covering 
as soon as possible.  Immediately is 
best, so keep first aid supplies handy. 

 
• Be sure no children or other 

bystanders are near you when you 
operate equipment.  While doing 
grounds maintenance work, keep an 
eye out for pieces of glass, metal or 
wire and remove all hazards before 
they can cause damage or injury.  
Being outdoors also means exposure 
to pests such as mosquitoes, bees, 
wasps, yellow jackets, ants, ticks, 
spiders, snakes and rodents.  Learn 
how to recognize and avoid 
potentially dangerous critters and 
learn basic first aid to use if you’re 
bitten or stung. 

 
• Always read the operator’s manual 

before using the equipment.  Read 
warning signs and labels on all 
equipment.  Learn about your 
equipment’s safety features and the 
location and function of controls and 
potential hazards. 

 
• Inspect your equipment before each 

use.  Make sure safety devices and 
guards are in place.  Look for 
defective or missing parts and never 
use equipment that needs repair.  
Checking tools before you use them 
protects you while you use them.  A 
shovel with a rotting or cracked 
handle is just one example of an 
accident waiting to happen.  If you 
can't replace the handle, buy a new 
shovel. 
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• Only use your tools for the job they 
were made to perform.  Don't use 
screwdrivers as hammers or chisels as 
screwdrivers.  Misuse of tools is a 
common cause of injuries. 

 
• Keep tools in a safe place that 

protects them from damage.  Rakes, 
shovels and hoes should be stored so 
blades won't be dented or bent.  If a 
broken tool cannot be fixed, replace 
it. 

 
• When using corded tools outside, it is 

recommended that you always plug 
into a circuit protected by a ground 
fault circuit interrupter. 

 
• Use only approved safety cans for 

gasoline.  Never fuel indoors.  Keep 
gasoline away from ignition sources.  
Shut off the equipment’s engine 
before fueling and always clean up 
fuel spills immediately. 

 
• Never leave equipment unattended.  

If you need to walk away from your 
equipment, turn the power off. 

 
• Know the hazards associated with 

fertilizer and pesticide application.  
Read the labels for explanations of 
safe use, proper application, proper 
storage, handling and disposal and for 
emergency procedures. 
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HAND HAZARDS 
 
Two of the most intricately designed 
instruments that we work with are our 
hands.  There are probably no other 
“tools” that could take the beatings our 
hands take and still carry out precision 
maneuvers.  But most of us take our 
hands for granted, which can be a 
painful mistake when you consider that 
hand injuries account for roughly a third 
of all disabling on-the-job injuries each 
year. 
 
To avoid hand injuries, here are 15 basic 
precautions you can take: 
 
1. Keep your hands free of grease 

and oil.  Slippery hands can get you 
in trouble, so if you get grease on 
them, clean them up right away. 

2. Take time to remove or bend down 
protruding nails, splinters, and 
sharp edges on materials you are 
going to be working with. 

3. Don’t wear rings when you’re 
working.  They can very easily catch 
on machinery and other objects, 
resulting in a badly cut finger or 
worse. 

4. Never attempt to handle broken 
glass, nails, or other sharp objects 
with your bare hands.  Sweep them 
up or wear gloves for the job. 

5. Wear gloves that are clean and in 
good condition when working with 
caustic chemicals, sharp surfaces, 
sharp instruments, and other 
materials that might injure your 
hands. 

6. Use the machine to do the job it 
was intended for.  Don’t try to 
squeeze an additional function out of 
it (don’t use a screwdriver as a 
chisel) or it might squeeze your 
hand.  Don’t work with moving 
machinery unnecessarily.  If the 
equipment can be stopped, do so.  
Working on moving equipment  

      
      

presents a real threat to hands and 
fingers. 

7. Check machinery.  Before you use 
a machine that is guarded, double-
check to make sure the guard is in 
place.  Replace machine guards 
following repairs that require the 
removal of guards. 

8. Respect machine guards.  Never 
put your fingers or your hands 
through, under, over, or around the 
guard, which is there for your 
protection. 

9. Watch what you grab.  How do you 
know for sure that it isn’t red hot? 

10. Keep your work area clean so you 
don’t place a hand in a pile and come 
away with a cut.  Any time you’ve 
been working with sharp instruments 
put them back in their cases, out of 
harm’s way. 

11. Use your brain when performing 
housekeeping tasks.  For example, 
don’t push trash down into a trash 
can with your hands- someone else 
may have thrown in broken glass, 
hardware, a needle, or a solvent-
soaked rag or towel. 

12. Keep your hands clean.  Washing 
them often with soap and warm 
water helps prevent dermatitis.  
Barrier hand creams put on before 
beginning a job can also protect 
against skin irritants. 

13. Anticipate tool problems.  When 
using wrenches, bars, screwdrivers, 
and other hand tools, with which you 
expect resistance, anticipate that the 
tool might slip or the object to which 
pressure is being applied may 
suddenly give way.   

14. Never work on equipment that 
may start up without first de-
energizing it.  Eliminate the 
possibility of automatic startup or 
release of stored energy.  That’s 
what lockout/tagout procedures are 
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for.  And it’s important to de-
energize electrical equipment 
because flash burns caused by 
electrical equipment shorting out are 
an ever-present threat to hands and 
fingers when work around such 
equipment is being performed. 

15. If the work being performed 
requires gloves, use them!  Gloves 
offer protection from wood and 
metal splinters, caustics, acids, 
electrical burns, chemicals, and 
many other sources of injury.    No 
type of glove can protect from all 
hazards.  Gloves need to be selected 
based on the protection they provide 
for each particular job hazard.  If you 
are not sure of the proper type of 
glove for the job, call the ESD risk 
management department for 
assistance. 
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HAND TOOLS 
 
Inspection  
•  Maintain in serviceable condition 
•  Check handles for cracks, splinters, 

and taped repairs 
•  Be sure the tool handle is fitted 

tightly and securely 
 
Hammers and striking tools 
•  Use a hammer of appropriate weight 

and size for the task 
•  Do not use a hammer if the handle is 

damaged or loose 
•  Remove from service any hammer 

exhibiting signs of excessive wear, 
cracks, mushrooming or chips 

•  Do not use a hammer to strike another 
 
Screwdrivers 
•  Never use a screwdriver as a pry bar, 

chisel, punch, stirrer or scraper 
•  Always use a screwdriver tip that fits 

the slot of the screw 
•  Throw away screwdrivers with 

broken or worn handles 
•  Use both hands when using a 

screwdriver. One to guide the tip and 
the other to turn the handle. Final 
tightening requires both hands on the 
handle 

 
Pliers 
•  Do not use pliers as a hammer 
•  Hardened wire must only be cut with 

pliers designed for the task 
•  Pliers are not substitutes for 

wrenches. Use a wrench when turning 
nuts and bolts 

 
Wrenches 
•  Must not be used if sprung or worn to 

the point slippage occurs 
•  Choose a wrench that fits the fastener 

you wish to turn 
•  Always try to pull on a wrench 

instead of pushing 
 

 
 
Saws 
•  Make sure saw body is straight (no 

bends) 
•  Inspect for sharpness and missing 

teeth 
•  Check handle for cracks and  that 

blade is securely attached 
 
Knives 
•  Must be sharp 
•  No burrs or nicks 
•  Cut away from body. Never cut on 

items held between the knees or legs 
 
Other tips 
•  Do not use a dull, broken, or 

defective tool 
•  Do not place tools in contact with 

high heat.  This could reduce the 
hardness of the tool 

•  When working around electrical 
components, first turn power off and 
use tools specifically marked as 
electrically insulated 

•  Always use non-sparking tools when 
in the presence of flammable dusts or 
vapors 

•  Never use your hands or fingers to 
test whether or not a tool is sharp. 

•  Always carry a tool by its handle and 
hold it so the point or sharp edge is 
aimed down toward the ground 

•  Plan the work so you can keep your 
balance. Always keep your weight on 
both feet, and don’t over reach 

•  Don’t lay tools down near the edge of 
the bench, down where they could 
roll off, where someone could bump 
into them or where someone could 
trip over them 

•  Wear proper PPE, especially eye 
protection, gloves, and safety shoes 
with a reinforced toe 

•  Always keep your hands and arms out 
of the path of a cutting tool. Never 
aim a cutting tool towards your body. 
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HEARING CONSERVATION 
 
 
Employees exposed to noise levels of 
85 decibels (dB) or greater, based on an 
8-hour time-weighted average (TWA) 
are required to wear hearing protection 
and will be included in the Hearing 
Conservation Program. 
 
If two people 3 feet apart must shout to 
be heard, the background noise is too 
loud (above 85 decibels). 

 
Hearing Protection 
 
Hearing protection (ear plugs, ear 
muffs, etc.) is available to you at no 
cost.  Employees are required to wear 
hearing protection in the following 
situations: 
• Employees exposed to an impulsive 

or impact noise measured at or 
above 140 dB peak sound 

• Employees exposed to a continuous 
noise above 115 dB; 

• Employees exposed at or above an 
8-hour TWA of 85 dB.  

 
Ear Plugs 
• Earplugs are made of foam, rubber 

or plastic and are either one-size-fits-
all or in sizes small, medium and 
large. 

• Some are disposable, some are 
reusable. 

• They are lightweight, and require no 
maintenance. 

• They are inserted into the ear canal. 
 
Ear Muffs 
• Ear muffs cover the whole ear and 

are preferred by some people. 
• They have replaceable pads and 

some high-tech styles filter out 
specific noise pitches. 

• They last longer than most plugs. 
 

 
 
 
Noise Reduction Rating 
 
• The “noise reduction rating” or 

“NRR” of hearing protection is 
measured in decibels. 

• The NRR is found on the earmuff or 
earplug package. The higher the 
number, the greater the protection. 

• Effective Protection is 7dB less than 
the manufacturer’s NRR rating; for 
example, earplugs with an NRR of 
26 are considered to reduce exposure 
of 92 dB to 83 dB [92- (26-7)]. 

 
Proper Use 
 
• Earmuffs and plugs provide good 

protection only when used properly. 
• Earplugs not well inserted into the 

ear canal will not provide complete 
protection. 

• Earmuffs not snug against the head 
will “leak” noise into the ear. 

 
 
 
Examples of Commonly Used Noisy 
Equipment 
 
Equipment  Noise Level 
Back Hoe  85-95 decibels 
Chain Saw  110 decibels 
Front-end Loader 90-95 decibels 
Gunshot  140 decibels 
Jackhammer  112 decibels 
Lawn Mower  90 decibels 
Tractor   95-105 decibels 
Circular Saw  90-100 decibels 
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HEAT STRESS DISORDERS 
 
Heat stress disorders range from mild 
disorders such as sunburn, fainting, 
cramps, and heat rash to more dangerous 
disorders such as heat exhaustion or heat 
stroke. 
 
Symptoms of heat stress can include: 
sweating, clammy skin, fatigue, 
decreased strength, loss of coordination 
and muscle control, dizziness, nausea, 
and irritability. 
 
Heat stroke is a medical emergency!  
It can cause permanent damage to the 
brain and vital organs, or even death.  
Heat stroke can occur suddenly, with 
little warning. 
 
Symptoms of heat stroke may include: 
• high body temperature (usually 105 o 

F or higher) 
• absence of sweating- in most cases 
• hot, red or flushed, dry skin 
• rapid pulse 
• high blood pressure 
• difficult breathing 
• headache or dizziness 
• confusion or delirium 
• loss of consciousness 
• coma 
 
In the case of heat stroke, call for 
medical help immediately!  In the 
meantime, you should move the victim 
to a cool place, cool the person quickly 
by splashing water on him/her, loosen 
clothing, and massage body with ice.  
A conscious person may be given sips 
of water.  Don’t give liquids to an 
unconscious person. 
 
CONTROLLING HEAT STRESS 
 
• Acclimatize your body to the heat.  
 Gradually increase the time you 

 spend in the heat. 

 
 
 Most people acclimatize to 

 warmer temperatures in 4-7 days.  
 Acclimatization is lost when you 

 have been away from the heat for 
 longer than 1 week. 
 When you return, you must 

 repeat the acclimatization 
 process. 
• Drink at least 4-8 ounces of fluid 

every 15-20 minutes, even if you 
don’t feel thirsty.  THRIST IS NOT 
A GOOD INDICATOR OF 
DEHYDRATION.  Non-caffeine 
drinks such as water, juices and 
sports drinks are the best choices.  
Sports drinks replace not only water 
but electrolytes.  Electrolytes 
stimulate thirst and help the body 
absorb more water and 
carbohydrates.  Never drink 
alcoholic beverages, since alcohol 
dehydrates the body.  Salt tablets are 
not recommended.  Your normal 
daily food intake should contain 
enough salt.  If you want to increase 
your salt intake eat salty foods such 
as chips.  

• Be sure your noon meal is light and 
cool.  Save your heavy meal for 
home.  Heavy meals reduce your 
ability to get rid of heat because they 
redirect blood flow to your digestive 
tract instead of your skin surface.  
Fatty foods are harder to digest in 
hot weather. 

• Get adequate sleep during off shift 
hours. 

• Rest breaks should be taken in a 
cooler environment if possible. 

• Use fans to circulate the air. 
• Wear lightweight clothing which 

allows moisture to evaporate more 
quickly.  Cooling vests may be worn 
to lessen the likelihood of heat stress. 

• Stay out of the summer sun as much 
as possible, especially between 
10:00am and 2:00pm. 
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HOUSEKEEPING AND OFFICE 
SAFETY 
 
Close attention to good housekeeping 
and office safety encourages team work, 
prevents accidents and creates a 
wholesome and productive work 
environment. 
 
• Employees must report all injuries to 

their supervisor and Human 
Resources. 

• Drawers of desks and file cabinets 
shall be kept closed when not in use. 

• Only one drawer of a file cabinet 
shall be pulled out at a time in order 
to avoid tipping over (unless the 
cabinet is fastened to the wall). 

• Do not sit on the edge of a chair.  Do 
not tilt back when sitting in a straight 
chair. 

• Boxes, chairs, desks or other 
furniture are not to be used to expand 
your reach or in place of a ladder. 

• The floor should be kept free of 
tripping hazards such as telephone 
cords, extension cords, books and 
papers, and boxes. 

• Material should be stored on shelves 
in a manner to prevent falling; heavy 
objects should be placed on lower 
shelves. 

• Unsafe electrical cords, faulty 
electrical or other equipment, or any 
other hazardous condition must be 
reported promptly to the supervisor. 

• Loose-fitting clothing, long 
unrestrained hair, dangling bracelets, 
rings, pendants and ties shall no be 
worn around moving machinery. 

• Do not place broken or sharp items 
in the waste containers. 

• Always use proper body mechanics 
while lifting. 

• Know at least two routes for exiting 
the building on case of an 
emergency. 

 
 
 
 
• Read and be familiar with the district 

Emergency Handbook. 
• Learn the locations of emergency 

equipment such as fire extinguishers, 
first aid kits, and the automated 
external defibrillator (AED). 

• Report and correct if possible all 
unsafe conditions immediately. 

• Do not operate equipment unless you 
are trained to do so. 

• Look before you walk and make sure 
your path is clear. 

• Treat all bodily fluids as infectious 
and use universal precautions to 
reduce the risk of exposure. 

• Never do anything that is unsafe in 
order to get the job done.  If the job 
is unsafe, report it to your supervisor.  

• When in doubt about a safety 
procedure or hazard in the 
workplace, ask your supervisor. 

• Learn the safe way to do the job and 
then always do it that way. 

• All work must be carried out 
according to appropriate safe work 
practices and job procedures. 

• Pay close attention to your work.  
Avoid unsafe actions. 

• Do not run; watch your step; keep 
firm footing at all times. 

• Horseplay will not be tolerated. 
• Employees must be watchful of each 

others security as they go to and 
come from the parking lot.  
Employees should have their keys 
out and ready to use; watchful of 
their surroundings, and escort each 
other, as needed. 
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KITCHEN SAFETY TIPS 
 
There are three basic rules to remember 
when working in the kitchen:  
1) Be on the look out for potential 

hazards.  They are always present.   
2) Use safe work procedures.  Doing 

things the correct way and not taking 
short cuts can prevent accidents.   

3) Use protective equipment when 
needed.   

 
Hygiene 
 
Always wash your hands before 
beginning to work in the kitchen.  Also, 
wash your hands at regular intervals as 
necessary.  Keep nails clean and cover 
any cuts with waterproof bandages.  
Remove any jewelry that might get 
caught in machinery.  Do not wear 
dangling sleeves that might get caught in 
appliances or catch on fire. If you wear 
gloves, use a non-latex type of glove. 
 
Avoiding Burns 
 
You can not avoid having heat sources 
in the kitchen, but you CAN avoid burns 
by following these simple rules: 
 
• Use dry hot pads when removing pans 

and kettles from the range or oven. Get 
help when handling large roasting pans 
and kettles. 

• Keep pot handles turned away from 
burners and aisles. 

• Lift lids from pans carefully to avoid 
steam burns. 

• Make sure you have a surface that is 
clean and large enough to hold the hot 
pan you are moving. 

• Turn off unused burners...save energy 
as well as eliminating possible burns. 

• Avoid loose clothing when working 
around the range, oven or other 
machines. Keep sleeves buttoned. 

• Avoid splashing water into the deep 
  fryer. Always use basket, and submerge  

 
 

food slowly when using the deep fryer. 
• If you have to leave the area, make 

certain others know what is hot before 
you go. 

 
Preventing Knife Cuts 
 
Use knives safely by following these 
rules: 
• Keep knives sharp. Store properly. 

Don't let the handle or the blade extend 
into walking or working areas when 
you put the knife down. 

• Keep handles clean and in good repair. 
Tighten or replace loose handles. 

• Use the right knife for the job!  
• Cut AWAY from...not toward...your 

body. When slicing, stand to the side 
of the cut. Use a fork for steadiness. 
Keep fingers in the clear. 

• Always return clean knives to their 
proper storage areas when done 
working with them.  

• Use a cutting board or block when 
chopping or slicing to prevent slips 
and dulling. 

• If you are working with a knife and 
you drop it, stand back and let it fall, 
do not try to catch it! 

• If you have a dirty knife, don't toss it in 
the dishwater.  The dishwasher (which 
may be you) may come up with a 
handful of sharp knife. 

 
Falls and Spills 
 
• Wipe up spills IMMEDIATELY.  
• Clean floors on a daily schedule. 
• Keep aisles and passageways clear at 

all times.  Don't leave objects out on 
the floor where they can trip you up.  
Put away brooms and mops after each 
use. 

• Remove tripping hazards such as cords 
and hoses, by storing them properly. 

• Close cabinet doors and drawers when 
done. 
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Lifting 
 
• Keep your back straight, bend your 

knees, and let the strong leg muscles 
do the lifting.  Keep the object you are 
lifting close to your body. 

• Get help when attempting to lift heavy 
or bulky objects. 

• Store heavy cases or cartons on lower 
shelves...preferably at waist level...and 
place lighter items on high shelves. 

• Always use the proper type of ladder to 
reach high objects. Make certain the 
ladder is in safe condition...no broken 
rungs or defective side rails or braces.  

 
Fire 
 
• Keep flammable materials away from 

the range or stove.  Do not put 
napkins, towels or paper containers on 
the range.  Avoid the use of flammable 
liquids in the kitchen…the vapors can 
be explosive. 

• Watch cooking pots and use the lowest 
practical heat. 

• Check that all burners and the oven are 
off when finished and when leaving 
for the day. 

• Know the location of fire extinguishers 
and controls for sprinklers or other fire 
fighting equipment. 

 
KITCHEN MACHINES 
 
BE SURE YOU KNOW WHAT YOU 
ARE DOING BEFORE OPERATING 
ANY MACHINE. If you do not know 
how it operates, get instructions! Here 
are some other suggestions, which can 
help you use these labor saving devices 
safely: 
• Make certain all machines are properly 

grounded electrically. If you get a 
"tingle" SHUT DOWN THE 
MACHINE AND REPORT IT 
IMMEDIATELY! 

• Keep guards in place when machine is 
operating. Replace all guards that have  

 
 

been removed for cleaning, adjustment 
or repairs. 

• Keep hands and fingers out of all 
machines. Do not attempt to repair or 
adjust any machine until it has been 
turned off and the power supply is 
disconnected. 

• Use a brush to clear crumbs, scraps and 
other materials when cleaning any 
machine. 

• Inspect all electrical cords on a regular 
basis.  Watch for any breaks or cuts, or 
frayed areas where the cord passes 
over an edge or something has sat on 
it.  Have any damage repaired.  

• Don't overload circuits by using 
multiple plugs or extension cords. 

• Don't use appliances near the sink or 
other water. If there are wall sockets 
near the sink, make sure it has a 
"Ground Fault Circuit Interrupter" type 
socket assembly. 

 
Slicers:  
• "Zero" the blade after each use. 
• When wiping blade, wipe from center 

hub to edge, to prevent slashing injury 
from edge of blade. Close blade when 
not in use. 

• Turn slicer off for loading and 
unloading of food. 

• When cleaning the slicer, unplug it 
first. 

 
Mixers:  
• Make certain beaters are properly 

fastened, and bowl elevator is locked 
in position before starting the unit. 

• ALWAYS...WITHOUT 
EXCEPTION...STOP THE 
MACHINE BEFORE ATTEMPTING 
TO REMOVE ANYTHING FROM 
THE MIXING BOWL. 

• Do not attempt to lift heavy mixing 
bowls without help. 
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LADDERS 

Ladder Inspection  

• Look over the ladder carefully - 
before buying and each time before 
climbing. Look for missing, 
damaged or loose components.  

• DON'T use a damaged ladder.  
• Make sure that working parts move 

properly and that all connections are 
secure.  

• Carefully check spreaders, extension 
ladder locks and flippers, and safety 
shoes.  

 

 

 
 
Care & Maintenance  

• Keep ladders in good condition.  
• Clean spills or drips and keep the 

ladder free from oil, paint, or other 
slippery materials.  

• Lightly lubricate moving parts. 
• Inspect the rails of fiberglass ladders 

for weathering due to UV 
(ultraviolet) exposure.  

• Keep the ladder protected from heat, 
weather, and corrosive materials.  

 
Safety Before You Climb  

• Use fiberglass ladders if there is even 
a remote possibility of working near 
electricity or overhead power lines. 
Fiberglass is electrically non-
conductive.  

• NEVER use metal, water logged or 
dirty wood ladders near electricity!  

 

 

• Fully open the stepladder and 
firmly lock both spreaders.  

• Position the ladder so you can 
face your work and do not have 
to lean sideways. 

• Be sure that all ladder feet are on 
firm, level ground. Don't place a 
ladder on slippery surfaces or 
place loose materials underneath 
a ladder. Solid footing is 
necessary for safe ladder use. 

• Place the extension ladder top so 
both rails are fully supported. 
Support area should be at least 
12" wide on both sides of the 
ladder. 

 

 

 

• Always be sure that the locks are 
fully engaged and the fly is in 
front of the base before climbing.  

4 TO 1 Ratio  

Place an extension ladder at a 75-1/2° 
angle. The set-back ("S") needs to be 1 
ft. for each 4 ft. of length ("L") to the 
upper support point. 
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Safe Climbing Habits 
 
“Do’s” 

• Read and carefully follow all 
instructions, warning labels, and 
manuals. Be aware of and comply 
with all federal, state, local, ANSI, 
OSHA and other codes and 
regulations.  

• Keep your body centered on the 
ladder. Hold the ladder with one 
hand while working with the other 
hand whenever possible. Never let 
your belt buckle pass beyond either 
ladder rail.  

• Move materials with extreme 
caution. Be careful pushing or 
pulling anything while on a ladder. 
You may lose your balance or tip 
the ladder.  

• Get help with a ladder that is too 
heavy to handle alone. If possible, 
have another person hold the ladder 
when you are working on it.  

• Climb facing the ladder. Center 
your body between the rails. 
Maintain a firm grip.  

• Always move one step at a time, 
firmly setting one foot before 
moving the other.  

• Haul materials up on a line rather 
than carry them up an extension 
ladder.  

• Use extra caution when carrying 
anything on a ladder.  

“Don’ts” 

• DON'T stand above the highest safe 
standing level. 

• DON'T stand above the second step 
from the top of a stepladder and the 
4th rung from the top of an 
extension ladder. A person standing 
higher may lose their balance and 
fall.  

 

• DON'T climb a closed stepladder. It 
may slip out from under you.  

• DON'T climb on the back of a 
single-sided stepladder. It is not 
designed to carry a person's weight.  

•   DON'T stand or sit on a stepladder 
top or pail shelf. You could easily 
lose your balance or tip the ladder.  

• DON'T climb a ladder if you are not 
physically and mentally up to the 
task.  

 

 

• DON'T exceed the Duty Rating, 
which is the maximum load 
capacity of the ladder. Do not 
permit more than one person on a 
single-sided stepladder or on any 
extension ladder.  

• DON'T place the base of an 
extension ladder too close to the 
building as it may tip over 
backward.  

• DON'T place the base of an 
extension ladder too far away 
from the building, as it may slip 
out at the bottom. Set the ladder 
at a 75-1/2° angle.  

• DON'T over-reach, lean to one 
side, or try to move a ladder 
while on it. You could lose your 
balance or tip the ladder. Climb 
down and then reposition the 
ladder closer to your work! 
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LAWNMOWER SAFETY 

Walk-Behind Mowers 

• Fill the fuel tank before starting the 
engine to cut the lawn. Never refuel 
the mower when it is running or 
while the engine is hot. 

• Check the lawn for debris (twigs, 
rocks and other objects) before 
mowing the lawn. Objects have been 
struck by the mower blade and 
thrown out from under the mower, 
resulting in severe injuries and 
deaths. 

• If possible, avoid cutting the grass 
when it's wet. Wet clippings will 
probably clog the discharge chute, 
ultimately could jam the rotary blade 
and shut down the engine. When you 
need to remove clippings from the 
chute, the rotary blade must be 
stopped. 

• Wear sturdy shoes with sure-grip 
soles when using the mower, never 
sneakers, sandals or with bare feet. 
Slacks rather than shorts offer better 
protection for the legs.  

• Children should not be allowed on or 
near the lawn when the rotary mower 
is in use. Push the mower forward, 
never pull it backward. 

• If the lawn slopes, mow across the 
slope with the walk-behind rotary 
mower, never up and down.  

• Don't remove any safety devices on 
the mower. Remember that the safety 
features were installed to help 
protect you against injury. Check 
safety features often and repair or 
replace if needed. The catcher 
assembly or the guard must be in 
place when mowing. 

• Read the owner's manual to become 
familiar with the workings of the 
machine. Keep the manual in a safe 
place so it will be handy when you 
need it the next time. 

 

 
 
• Check the manual for hints on 

performing routine maintenance, 
checking engine oil levels and fluid 
in powered wheel drives, and 
performing maintenance when the 
mower is stored during the off-
season. 

 
Riding Mowers 
 
Hazards most often associated with 
riding equipment are blade contact and 
loss of stability. Fatal accidents have 
several common patterns: the machine 
tips over, the victim falls under or is run 
over by the machine (accidents 
involving young children fall in this 
category), or the victim is thrown from 
or falls off the machine.  
 
Safe Operating Practices  
 
1. Read, understand, and follow the 

safety and operating instructions that 
are in the manual and on the unit. 

2. Allow only responsible adults who 
are familiar with the instructions and 
with proper operating procedures to 
operate the machine. 

3. Clear the mowing area of objects 
such as rocks, toys, wire, etc., which 
could be picked up and thrown by 
the blade. 

4. Be sure the area is clear of other 
people before mowing. Stop the 
mower if anyone enters the area. 

5. Never carry passengers. 
6. Do not mow in reverse unless 

absolutely necessary. Bring the 
machine to a full stop before shifting 
to reverse. Always look behind 
before and while operating in 
reverse. 

7. Be aware of the discharge direction 
and do not point it at anyone. 

8. Slow down before turning. 
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9. Never leave a running machine 
unattended. Always turn off the 
blades, set the parking brake, stop 
the engine, and remove the keys 
before dismounting. 

10. Turn off blades and attachments 
when not mowing. 

11. Stop the engine before removing the 
grass catcher or unclogging the 
chute. 

12. Mow only in daylight or good 
artificial light. 

13. Watch for traffic when operating 
near or crossing roadways. 

 
Slope Operation 
 
Slopes are a major factor related to tip 
over and loss of control accidents, which 
can result in severe injury or death. All 
slopes require extra caution.  
 
DO 
• Mow up and down slopes, not 

across. 
• Remove obstacles such as rocks, 

downed tree limbs, etc. 
• Watch for holes, ruts or bumps. 

Uneven terrain could cause the 
mower to overturn. Tall grass can 
hide obstacles. Use slow speed. Shift 
into a lower gear before going on a 
slope. Choose a low enough gear so 
that you will not have to stop or shift 
while on the slope. 

• Follow the manufacturer's 
recommendations for wheel weights 
or counterweights to improve 
stability. 

• Use extra care with grass catchers or 
other attachments. These can change 
the stability of the mower.  

• Empty grass catcher bags when they 
are only partially full. 

• Keep all movement on slopes slow 
and gradual. Avoid sudden changes 
in speed and direction. 

• Avoid starting or stopping on a 
slope. If tires lose traction, disengage 

the blades, and proceed slowly 
straight down the slope. 

 
DO NOT 
• Do not turn on slopes unless 

unavoidable; then, with the blades) 
disengaged, turn slowly and 
gradually downhill. 

• Do not mow near drop-offs, ditches, 
or embankments. A wheel over the 
edge or an edge caving in could 
cause sudden overturn. 

• Do not mow on wet grass. Reduced 
traction could cause sliding. 

• Do not try to stabilize the machine 
by putting your foot on the ground. 

• Do not use a grass catcher on steep 
slopes or rough terrain. 

 
Service 
 
1. Use extra care in handling gasoline. 

It is flammable, and the vapors are 
explosive.  
• Use only an approved container. 
• Never remove the gas cap or add 

fuel with the engine running. 
Allow the engine to cool before 
refueling. 

• Never refuel the machine indoors. 
• Never store the machine or 

gasoline container inside the house 
where there is an open flame, such 
as a gas water heater. 

• Always clean up spilled gasoline. 
2. Never run a machine inside a closed 

area without good ventilation. 
3. Keep nuts and bolts, especially blade 

attachment bolts, tight and keep 
equipment in good condition. 

4. Never tamper with safety devices. 
Check their operation regularly. 

5. Keep the machine free of grass, 
leaves, and oil build-up to prevent 
fire. 

6. Stop and inspect the equipment if 
you strike an object. Repair if 
necessary before restarting. 
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7. Never make adjustments or repairs 
with the engine running. 

8. Grass catcher components are 
subject to damage and deterioration. 
To reduce the thrown object hazard, 
periodically check and replace with 
manufacturer's recommended parts, 
when necessary. 

9. Mower blades are sharp and can cut. 
Wrap the blades or wear gloves and 
use extra caution when servicing 
them. 

10. Check brake operation frequently. 
Adjust and service as required. 

 

Tragic accidents can occur if the 
operator is not alert to the presence of 
children. Children are often attracted to 
the mower and the mowing activity. 
Never assume that children will remain 
where you last saw them. 
 
1. Keep small children out of the 

mowing area, preferably indoors 
under the watchful care of an adult 
other than the operator. 

2. Be alert and turn the mower off if 
children enter the area. 

3. Before and when operating in 
reverse, look behind and down for 
small children. 

4. Never carry children. They may fall 
off and be seriously injured or 
interfere with safe mower operation. 

5. Never allow children to operate the 
mower. 

6. Use extra care when approaching 
corners, shrubs, and trees. 
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LIFTING 

General Rules 

• Avoid manual lifting whenever 
possible. Manual lifting is one of the 
most common causes of workplace 
injury. If you are doing manual 
lifting, you are at risk for injury. 
Use mechanical means when 
possible. 

• Do not lift or carry beyond your 
physical capabilities. 

• The closer the object, the easier it is 
to lift. 

• If the object is difficult to move, use 
a lifting aid or get help from another 
employee. 

• Avoid twisting or jerking as you lift. 
• Good firm footing is a must. 
• Make sure your hands or gloves are 

free of grease or moisture. 

Procedure for Lifting Safely 

1. Make sure you have plenty of room 
to lift the object. Check to see that 
nothing blocks the path to your 
destination. Prop doors open or ask 
someone to hold them. Avoid 
slippery or uneven surfaces. 

2. Size up the load. Push the object 
lightly or lift a corner to get a sense 
of its weight. If it’s too heavy break 
it down into smaller loads; get help; 
or use a mechanical aid such as a 
hand truck. Make sure the contents 
won’t shift. Get help with awkward 
loads or loads that block your 
vision. 

3. Stand as close to the load as 
possible. Face it squarely. Bend 
your knees, not your waist. Keep 
your back as straight as possible. 

4. Lift slowly and steadily, keeping the 
load as close to your body as 
possible. Use your legs, not your 
back. Avoid twisting as you lift. 
Keep your head up. Breathe out. 

 

 

5. Hold the load close to your body, 
between your shoulders and waist. 
Keep your back straight or slightly 
arched. Walk slowly and maintain 
firm footing. Use your feet to 
change direction. Avoid twisting at 
the waist. 

6. To set the object down, move as 
close as possible to where you want 
to place the object. Squat down to 
lower the object, using your legs. 
Avoid twisting and bending at the 
waist. Keep your head up. Let go 
only when the object is down and 
hands and toes are clear. 
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LOCK OUT/TAG OUT 
 
Lockout/Tagout is the method used to 
isolate and/or eliminate all potential 
power sources to equipment while it is 
being serviced.  An employee 
performing the work places a lock and a 
tag at any point where the equipment can 
be turned on or where any stored energy 
can be released. This keeps the 
equipment from being turned on during 
the repairs or maintenance helping 
prevent injury to employees due to the 
unexpected release of energy. 
 
This procedure is to be followed by the 
person performing the work whenever 
an employee is required: 
• To remove or bypass safety guards 

or safety devices.  
• To place any part of the body into 

an area or machine where work is 
being performed, such that any part 
of the body might be caught by 
moving machinery. 

• Whenever service or maintenance is 
being performed on or around any 
machine where injury could result 
from unexpected start-up or the 
release of stored energy. 

 
Lockout/Tagout is not required when 
maintenance is being performed on cord 
and plug connected equipment for which 
exposure to the hazards of unexpected 
energerization of the equipment is 
controlled by the unplugging of the 
equipment from the energy source, and 
with the plug being under the exclusive 
control of the employee performing the 
servicing or maintenance. 
 
Procedures 
 
1. Locate and identify all energy 

sources and their isolating devices 
before servicing the equipment. 
Remember, more than one hazardous 
energy source and/or  

 
 
      means of disconnect may be 
2. involved. 
3. Check to make sure no one is 

operating the equipment before 
turning off the power. Notify 
affected employees that a 
lockout/tagout procedure is going to 
be utilized and for which specific 
equipment. 

4. Shut down the machine or equipment 
by normal stopping procedure at the 
point of operation control. In 
addition, make sure that all stored 
energy is dissipated or controlled. 

5. Isolate the equipment by:  
6. Shutting off the main breaker or 

control switch 
7. Closing valves 
8. Disconnecting process lines 
9. Pulling plugs 
 
5. Attach the lock and tag. Each 

employee who is performing 
maintenance is responsible for 
locking and tagging the equipment. 
Each employee whose duties require 
them to work on equipment must be 
provided with their own lock and key 
that is identified with the employee’s 
name or identification number. 
When all energy sources are locked, 
apply a tag to the power source. 
Make sure the tag is filled out 
completely and correctly. 

6. After locking and tagging equipment 
and after ensuring that no personnel 
are exposed, make sure that any 
stored energy on the equipment is 
released.  This is done by: 

• Inspecting equipment to make sure 
all parts have stopped moving 

• Bleeding electrical capacitance 
(stored charge) 

• Venting or isolating pressure or 
hydraulic lines from the work area, 
leaving the vents open 

• Draining tanks and valves 
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• Blocking or bracing parts that could 
fall because of gravity 

• Blocking, clamping or chaining any 
switches or levers that could be 
moved into the start position 

• Clearing lines containing process 
materials that are toxic, hot, cold, 
corrosive or asphyxiating 

7. Test equipment to verify that all 
energy has been released or 
controlled. You must: 

• Clear personnel from danger areas 
• Test the start switches on the 

equipment to confirm that all power 
sources have been shut down and 
switches can’t be moved to the “on” 
or “start” position 

• Check pressure gauges to make sure 
all lines are de-pressurized 

• Secure all blocks, clamps, and 
chains 

• Check electrical circuits to make 
sure that voltage is zero 

8. Once you have confirmed that all 
energy sources have been controlled 
and locks and tags are in place, it is 
safe to begin the maintenance work. 
While working, avoid any actins that 
cold re-activate the equipment. 

 
Safe Startup Procedures 
 
Once the maintenance is completed, the 
equipment can be re-started. 
1. Make sure the area is safe for restart 

by: 
 
• Making sure all equipment 

components are fully assembled and 
operational 

• Making sure all safety guards are in 
place 

• Removing all tools from the 
equipment  

• Removing all braces, blocks, etc 
• Reconnecting pressure tubing, pipes 

and hoses and closing all valves 
• Clearing the work area of personnel 

2. Remove lockout devices and tags. 
Except in emergencies, each lockout 
device must be removed by the 
employee who put it on. 

3. Notify all personnel in the area that 
maintenance is complete, 
lockout/tagout has been removed and 
the equipment is ready to be re-
started. 

4. Start up the equipment. 
 
 
Lockout Devices: 
• Must be provide to each employee 

performing work 
• Must only be used for the purposes of 

lockout/Tagout 
• Must be able to withstand the 

environment that they are exposed to 
• Must be standardized by color, shape 

and size 
 
Tagout Devices: 
• Must be standardized by color, shape, 

size and format or print 
• Must contain warnings such as 

“DANGER-DO NOT OPERATE 
THIS MACHINE” 

• Must have space for the name of lock 
or tag owner, date and purpose of the 
lockout/tagout 
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 MATERIALS HANDLING 
 
Manual materials handling is the using 
any part of the body to lift, move, 
retrieve, carry, or climb with any 
materials such as inventory, 
merchandise, tools, raw materials, or 
supplies found in the work environment. 
 
Identify jobs or tasks which may have 
manual materials handling issues 
through a review of accident and injury 
logs and/or by basic knowledge of the 
job. Look for risk factors that commonly 
may cause back injuries, sprains and 
strains, or shoulder and neck injuries. 
 
Guides for Materials Handling 
 
• Weights greater than 50 pounds for 

men and 30 pounds for women are 
usually excessive. 

• Convert lifts, lowers, and carries to 
pushes and pulls by using platform 
lifts and conveyors. Compared to 
lifting, individuals can handle 
approximately 40% more weight 
when carrying, and 400% more when 
pushing. 

• Mid-range height (between the 
knuckles and shoulders) is the best 
height for manual handling. Handling 
at waist level is most efficient. 

• Pushing is preferable to pulling. 
• Wheels and casters on hand trucks 

and carts should be as large as 
practical, have good bearings, be 
compatible with the surface over 
which they travel, and be properly 
maintained (cleaned, lubricated and 
replaced as necessary). 

• Do not set something on the floor that 
has to be picked up again later. 

• At workstations and work areas, keep 
all materials to be handled within 
easy reach. 

• Handle objects close to the body. 
Avoid reaches and use mechanical  
assists for large or awkward objects. 

 
 
• Sudden forces are also significant low 

back pain risk factors. These can 
occur when jerking at a stuck load to 
pick it up or get it moving, when a 
load slips because of a lack of a good 
handhold, and when trying to catch a 
falling load or object. 

• Decrease the object weight by 
assigning job to two or more persons, 
distributing the load into two or more 
containers or by reducing container 
weight. 

 
Minimize Stressful Body Movements 
 
Reduce bending motions by: 

• Changing height of work level 
• Providing all materials at work level 
• Not using deep shelves 
• Locating objects with arm’s reach 

 
Reduce twisting motions by: 

• Locating objects within arms reach 
• Providing sufficient workspace for 

entire body to turn 
• Providing seated employees with 

swivel chairs 
 

Allow safe lifting to occur by: 
• Allowing object to be handled close 

to body 
• Using handles or hooks 
• Balancing contents of the container 
• Providing a rigid container 
• Not having employee lift 

excessively wide or heavy objects 
from the floor 
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MOTOR VEHICLE SAFETY 
 
Driver Responsibilities 
 
• Driver must hold a valid drivers 

license 
• Operate the vehicle at all times in a 

safe driving manner 
• Obey all traffic laws 
• Take every precaution to avoid abuse, 

theft, or neglect of the vehicle 
• Use seat belts at all times 
• Do not operate a vehicle with any 

defect that would inhibit safe vehicle 
operation 

• Report accidents immediately to your 
supervisor 

• Do not operate any vehicle when your 
ability has been impaired, diminished, 
or adversely affected by the use of 
alcohol, drugs, or medication 

• Employees operating ESD 112 
vehicles are required to complete a 
defensive driving course within six 
months of employment 

 
Preventable Accidents 
 
Most accidents are preventable. It is the 
driver’s responsibility to exercise every 
reasonable precaution to prevent 
accidents. An accident is preventable if 
the driver: 
• Follows too closely 
• Drives too fast for road and weather 

conditions 
• Fails to obey traffic signs or 

directions 
• Improperly turns 
• Fails to observe signals of other 

drivers 
• Fails to use turn signals 
• Fails to reduce speed 
• Improperly parks 
• Improperly passes 
• Fails to yield the right of way 
• Improperly backs 
 

 
 
 
 
• Operates a motor vehicle with known 

mechanical defects 
 
Inspection 
 
A walk around inspection will help 
insure a safe vehicle. Many problems 
can be spotted and corrected before they 
become a serious deficiency. 
 
Look for: 
• Oil, water and fuel leaks when you 

park 
• Tire properly inflated 
• Irregular wear on tires 
• All lights are working correctly 
• Cracks in windshield or other glass 
• Mirrors properly adjusted for the 

driver 
• Spare tire available and inflated 
• Windshield wipers clear work 

properly 
• Emergency kit is in vehicle 
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PERSONAL PROTECTIVE 
EQUIPMENT (PPE) 
 
Personal protective equipment is 
equipment or a device (such as a shield 
or barrier) that protects a worker’s body 
from hazards and any harmful conditions 
(existing and potential) that may result in 
injury, illness, or possible death. 
 
Required PPE depends on the hazards 
present in the work environment. A 
hazard assessment of the work 
environment is the first step in 
determining your PPE needs. 
 
Note: All PPE must be ANSI approved. 
 
Eye and Face Protection 
 
Types: Safety glasses, safety goggles, 
face shield and welding shields 
 
Eye and face protection must be worn 
when machines, operations, (e.g., 
welding, grinding) or conditions present 
potential eye or face injury from 
physical, chemical, or radiation agents. 
• Dust and other flying particles, such 

as metal shavings or sawdust 
• Molten metal that might splash 
• Acids and other caustic liquid 

chemicals that might splash 
• Blood and other potentially 

infectious body fluids that might 
splash, spray, or splatter 

• Intense light such as that created by 
welding and lasers 

 
 Eye and face protection must meet the 
requirements specified in ANSI Z87.1. 
 
Head Protection 
 
Type: Hard hats  
 
Hard hats are required whenever injuries 
could be caused by: 
 

 
 
 

• Falling objects 
• Bumping head against fixed objects, 

such as exposed pipes or beams 
• Contact with exposed electrical 

conductors 
 

Hard hats must meet the requirements 
specified in ANSI Z89.1. 
 
Hand Protection 
 
Types: Gloves 
 
Gloves should be worn when there is 
danger of incurring: 
• Thermal burns 
• Abrasions 
• Cuts, lacerations 
• Punctures 
• Temperature extremes 
• Chemical burns 
• Adsorption of chemicals 
 
Appropriate gloves are to be worn in 
response to specific hazards. Make sure 
they are: 
• The right  glove for the job 
• Sized correctly and fit comfortably 
• Inspected before each use 
• Discarded if damaged or 

contaminated 
 
Foot Protection 
 
Types: Steel-toed shoes, rubber boots, 
chemically resistant boots 
 
Foot protection should be worn when the 
following hazards are present: 
• Heavy objects such as barrels or 

tools that might roll onto or fall on 
employees’ feet 

• Sharp objects such as nails or spikes 
that might pierce the soles or uppers 
of ordinary shoes 
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• Hazardous chemicals that might 
splash on feet 

• Hot or wet surfaces 
• Slippery surfaces 
• Cold weather conditions 
 
Respiratory Protection 
 
Types: Full-face, half-mask, filtering 
face-piece (disposable) respirators 
 
Respirators may be required when there 
is the possibility of: 
 
Inhalation of airborne dusts or 
particulates 
• Inhalation of chemical vapors or 

fumes 
 
Respirator use requires medical 
clearance and specific training. 
 
Body Protection 
 
Types: Long-sleeve shirts and long 
pants, chemical-resistant clothing, 
flame-retardant clothing, cooling vests, 
insulated outer wear, high visibility 
vests, aprons, coveralls, knee pads, 
chaps 
 
These kinds of hazards require specific 
clothing needs: 
• Intense heat 
• Splashes of hot metals and other hot 

liquids 
• Impacts from tools, machinery, and 

materials 
• Cuts 
• Hazardous chemicals 
• Contact with potentially infectious 

materials, like blood 
• Welding hazards 
• Bugs, plants and animals 
 
Hearing Protection 
 
Types: Ear plugs, ear muffs 

Ear plugs and/or ear muffs shall be used 
when the presence of machinery or 
equipment creates a noise level of over 
85 decibels. Examples of when hearing 
protection should be worn includes: 
working around heavy equipment, 
grinders and power equipment such as 
chain saws, grounds maintenance 
equipment (mowers, blowers) and 
woodworking tools (table saw, circular 
saw). 
 
PPE Maintenance and Inspection 
 
All PPE must: 
• Be properly maintained according to 

manufacturer’s suggested 
specifications 

• Be periodically inspected for defects 
and damage 

• Be cleaned regularly and thoroughly 
• Function properly 
• Be in serviceable condition 
 
Note: Any PPE that does not meet the 
above criteria must be repaired or 
replaced. 
 
Training Requirements 
 
Employees required to use PPE must be 
trained to know at least the following: 
• When PPE is necessary 
• What type of PPE is necessary 
• How to properly put on, take off, 

adjust, and wear 
• Limitations of the PPE 
• Proper care, maintenance, useful life 

and disposal 
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POWER TOOLS 
 
Personal protective equipment 
 
Power tools present more hazards than 
hand tools due to the speeds at which 
they operate.  Although personal 
protective equipment is similar, there are 
distinct differences between what is 
worn by the operator of a power tool 
compared to one using hand tools. 
 
Eye protection is especially important to 
wear. Drills, saws, grinders, sanders, 
routers and other tools operate at high 
speeds and can propel small particles 
very quickly over considerable 
distances. Others working near the area 
where a power tool is operating should 
also wear protective eyewear. 
 
Certain power tools may require the 
donning of a face shield in addition to 
glasses or goggles. For example, due to 
the amount of hot metal particles a 
grinder generates, a face shield would be 
warranted. 
 
Standard cotton or leather work gloves 
can prevent minor scrapes and cuts from 
the handling of material. Cut-resistant 
gloves, however, are not designed for or 
even capable of protection against a 
moving blade or bit. Hands must be kept 
on the tools’ handles with guards in 
place. 
 
The vibration created by hammer drills 
and rotary hammer drills can be 
minimized with anti-vibration gloves. 
 
The use of safety shoes is recommended 
with the heavier weights of power tools 
as well as the material that they can cut. 
Safety shoes with a non-slip, insulated 
sole and steel toe protects against 
dropped objects and misdirected 
electricity. 
 

 
 
The higher sound levels generated by 
some power tools—especially if used 
over extended periods of time— may 
require the use of earplugs or earmuffs 
to protect the user’s hearing. 
 
The use of a dust respirator may be 
necessary in sanding and cutting 
operations. 
 
Each situation must be analyzed to 
determine the extent of personal 
protective equipment required. 
 
In conjunction with personal protective 
equipment, attention should also be 
placed on proper dress. To avoid the 
potential of being caught in a moving 
part of a tool, clothing should not be 
loose. Hair, if worn long, should be tied 
back or covered for the same reason and 
jewelry should be removed. 
 
Proper work practices 
 
Portable power tools are designed for a 
wide variety of uses. Circular saws, 
jigsaws, drills, hammer drills, sanders, 
grinders and routers can increase the 
amount of work that we accomplish. 
The growing popularity of cordless 
battery operated tools is putting power 
tools to use in more places than ever 
before. The increased use of these tools 
brings about an awareness of the danger 
they present if not operated properly. 
Each type of tool has its own unique 
hazards. 
 
The following is listing safety rules 
common to all power tools: 
 
• Read the owner’s manual to 

understand the tool’s proper 
applications, limitations, 

      operation and hazards.    
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• Do not use power tools around wet 
environments or flammable vapors, 
dusts or construction materials.   

• Protect from electric shock by 
ensuring the tool is properly 
grounded and use a ground fault 
circuit interrupter (GFCI) for corded 
tools. Always check for hidden wires 
that may contact your tool’s blade.  

• Only use the tool for the task it is 
designed to do. Only use attachments 
specifically recommended for your 
power tool and ensure their proper 
installation.  

• Inspect the tool for any damage, 
including the cord, plug, presence of 
guards, correct alignment, binding of 
components or any condition that 
would affect the operation of the 
tool. If an unsafe condition is present 
or develops while in use, have the 
tool serviced.  

• Avoid excessive force to make the 
tool cut faster. Feed material only as 
fast as the tool is designed to accept 
to prevent excessive wear and 
decreased control.   

• Keep others away from the work 
area or provide shields to stop flying 
debris and other distractions.   

• Always keep control of the tool by 
maintaining your balance. Do not 
overreach and tightly grip the tool.  

• Do not operate a power tool if under 
the influence of medications or 
alcohol or if tired or distracted.   

• Secure the work in a vise or clamp 
for increased stability. Use the tool’s 
side handle for better control.   

• Verify tool is unplugged or power 
removed when changing blades, 
providing maintenance or when not 
in use. Be sure adjustment knobs are 
tightened and remove any adjustment 
keys before use.   

• Keep tools in case and in a secure 
location when not in use.   

• Avoid unintentional starting of a tool 
by keeping your finger off the 
switch.   

• All rotating shafts, spindles, belts, 
fittings, and other projections must be 
guarded. 

• Machinery intended for stationary use 
must be secured from tipping over. 

• Do not hoist or lower tools using the 
cord. 

 
Fuel powered tools: 
• Stop tool and allow to cool before 

refueling or servicing 
• Transport fuel in an approved 

container 
• Do not use for extended periods in an 

enclosed space (possible high carbon 
monoxide levels) 

 
Abrasive wheels: 
• Guards must be in place 
• Ring test when changing wheel 
• Safety glasses and face shield at a 

minimum 
• Must have safety guards that expose 

only the proper amount of the wheel 
surface 

 
For bench grinders: 
• Tool rest must be kept within 1/8 inch 

of the grinding wheel 
• Tongue guard within ¼ inch of the 

grinding wheel 
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RESPIRATORY PROTECTION 
 
Engineering controls are the first and 
best option! Try to remove the hazard 
through ventilation, substitution of less 
hazardous chemicals, or other means 
before putting on a respirator. 
 
Examples of maintenance and custodial 
activities in schools where employees 
may be exposed to potentially toxic 
environments, and respiratory protection 
may be required, include (but are not 
limited to) the following: 
• cleaning, finishing, sanding, or 

buffing floors 
• blowing down heaters or air handlers 
• applying pesticides, herbicides, or 

fertilizers 
• spray painting 
• welding 
• spray application of sealant 
• septic work 
• remediation work for indoor air 

quality problems 
• performing asbestos abatement 

activities or working with known or 
suspected asbestos containing 
materials 

 
Note: We anticipate no emergency 
situations that require respiratory 
protection. In the event of an emergency, 
staff and students should evacuate the 
building and not enter any hazardous 
area.  No employee will attempt an 
emergency rescue in a potentially 
dangerous environment.  No employee 
will work in atmospheres that are 
immediately dangerous to life and 
health. 
 
Before You Wear A Respirator You 
Must: 
• Have received proper training on the 

care, use, maintenance, storage and 
inspection of respirators 

• Have received training on the 

 
 

identification of respiratory hazards 
and proper respirator selection 

• Have received a medical evaluation  
• Have received a fit test (for required 

use) 
 
Voluntary Use of a Respirator 

If you choose to voluntarily use a 
respirator (whether it's provided by you 
or your employer), be aware that 
respirators can create hazards for 
you, the user. You can avoid these 
hazards if you know how to use your 
respirator properly and how to keep it 
clean. Take these steps: 

• Read and follow all instructions 
provided by the manufacturer about 
use, maintenance (cleaning and 
care), and warnings regarding the 
respirator’s limitations. 

• Choose respirators that have been 
certified for use to protect against the 
substance of concern. The National 
Institute for Occupational Safety and 
Health (NIOSH) certifies respirators. 
If a respirator isn't certified by 
NIOSH, you have no guarantee that 
it meets minimum design and 
performance standards for workplace 
use. A NIOSH approval label will 
appear on or in the respirator 
packaging. It will tell you what 
protection the respirator provides. 

• Keep track of your respirator so you 
don't mistakenly use someone else’s. 

Do not wear your respirator into:  

• Atmospheres containing hazards that 
your respirator isn't designed to 
protect against.  

For example, a respirator designed to 
filter dust particles won't protect you 
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against solvent vapor, smoke, or 
oxygen deficiency.  

• Situations where respirator use is 
required.  

 
 
Examples of Respirators 
 
 
 

 
 
Filtering facepiece (disposable) 
 

 
Half-facepiece respirator 
 
 
 
 
 
 

 
Full-facepiece respirator 
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SCAFFOLDS 
 
Definitions 
 
Scaffold: Any temporary elevated 
platform and its supporting structure 
used for supporting employees, materials 
or both. 
Platform: A work surface elevated 
above lower levels. Platforms can be 
constructed using individual wood 
planks, fabricated planks, fabricated 
decks, and fabricated platforms. 
Guardrail: A vertical barrier erected to 
prevent employees from falling off a 
scaffold platform or walkway to lower 
levels. 
Toeboard: A barrier installed at the 
outermost edge of a walking/working 
surface to prevent objects from falling 
onto workers below. 
Walkway: A portion of a scaffold used 
only for access and not as a work level. 
Brace: A rigid connection that holds one 
scaffold member in a fixed position with 
respect to another member, or to a 
building or structure. 
 
General Guidelines 
 
Capacity: 
 
• Each scaffold shall be capable of 

supporting four times the maximum 
intended load. 

• Scaffolds will be designed by a 
qualified person and constructed and 
loaded in accordance with that 
design. 

 
Planks: 
 
• Use scaffold grade planks, fabricated 

plank, or fabricated deck. 
• Planks on platforms shall be 

overlapped a minimum of 12 inches 
or secured from movement. 

• Scaffold planks shall extend over end 
supports a minimum of 6 inches and a 

 
 
maximum of 12 inches. 
• Space between planks is no more than 

1 inch unless wider space is necessary 
to fit around uprights or other 
components. These spaces shall not 
be more than 9 1/2 inches wide. 

• Each scaffold platform and walkway 
shall be at least 18 inches wide. 

• Wood platforms shall not be covered 
with opaque finishes, except on 
platform edges where marking can be 
done for identification. 

 
Guardrails: 
 
• Installed on all open sides and ends 

on all scaffolds more than 10 feet 
above ground or floor. 

• Made of 2 x 4s – 42 inches high with 
a midrail. 

• Distance between vertical shall not 
exceed eight feet. 

• Toeboards are four inches high. 
 
Bracing: 
 
• Tied to and securely braced against 

the building at intervals not to exceed 
30 feet horizontally and 26 feet 
vertically. 

• First tie off at a height equivalent to 4 
times the base dimension. 

• Always plumb, square and rigid. 
• Supported scaffold poles, legs, posts, 

frames, and uprights must bear on 
base plates resting on adequate firm 
foundation. 

• Footings must be level, sound, and 
rigid and capable of supporting the 
loaded scaffold. 

  
Access: 
 
• An access ladder or equivalent safe 

access shall be provided. 
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• Climbing crossbraces must not be 
used as a means of access or egress. 

 
Mobile Scaffolds: 
 
• The height must not exceed four 

times the minimum base dimension. 
• All casters or wheels must be locked 

to prevent movement of the scaffold 
while the scaffold is used in a 
stationary manner. 

• Employees shall not ride on the 
scaffold 

 
Fall Protection: 
 
• Each employee on a scaffold 10 feet 

or more above a lower level must be 
protected from falling by fall arrest or 
fall restraint systems. 

 
Use: 
 
• Scaffolds and scaffold components 

must not be loaded in excess of their 
maximum intended loads or rated 
capacities, whichever is less. 

• Scaffolds and scaffold components 
must be inspected for visible defects 
by a competent person before each 
work shift. 

• Any damaged scaffold component 
must be replaced or repaired 
immediately or removed from service 
until repaired. 

• Extreme caution must be used when 
working near exposed and energized 
power lines. 

• Do not work on scaffolds that are 
covered with ice, snow or other 
slippery material. 

• Work on scaffolds is prohibited 
during storms or high winds. 

• Debris must not be allowed to 
accumulate on platforms. 

 
 
 

Training: 
 
• Each employee who performs work 

while on a scaffold must be trained 
by a person who is qualified to 
recognize the hazards of scaffold use 
and can understand the procedures to 
control or minimize those hazards. 

• Each employee who is involved in the 
erecting, disassembling, moving, 
operating, repairing, maintaining, or 
inspecting a scaffold must be trained 
by a qualified person. 
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SLIPS AND FALLS 
 
In the United States, slips and falls result 
in 15% of all accidental workplace 
deaths and 16% of accidents resulting in 
disability. Slips result in head or back 
injuries, lacerations, fractures, pulled 
muscles and deep contusions. Loss of 
traction causes most slips. Most trips 
happen when feet encounter something 
that shouldn’t be on the floor. 
 
Here are several common-sense tips to 
keeping floors safe: 
 
• Clean up spilled liquids or tracked-in 

water immediately by mopping or 
using an absorbent material. 

• Prevent spills by covering all liquids.  
If a container, such as a pail, can't be 
covered, don't fill it to the top. 

• Report to maintenance any loose or 
missing tiles, warped or cracked 
flooring, and turned up rugs. 

• Sweep up loose debris. Put trash in 
the trash bins. 

• Properly store tools that aren’t in use. 
• Inspect flooring surfaces for holes, 

chips or other trip hazards and make 
necessary repairs.  

• Securely attach rugs and runners to 
the floor. 

• Hold down cables and cords with 
rubber coverings or reroute them. 

• Tape down and mark temporary cords 
and cables. 

• Inspect the grounds and parking lots 
for trip hazards and make necessary 
repairs. 

• Select a floor cleaner that enhances 
slip resistance and does not leave a 
slippery residue. 

• Use warning signs, safety cones or 
barricade tape if you notice hazards 
such as broken, protruding or loose 
debris in walkways, or newly waxed 
or mopped floors. 

 

 
 
• Mats may provide a way to reduce 

slip hazards when keeping the floor 
dry is difficult, such as in the kitchen 
area or at building entrance and exit 
areas where there can be constant 
traffic of wet shoes from rain or 
snow. Be careful- mats can become 
tripping hazards themselves. Use 
mats with beveled, colored borders 
that alert persons that they are 
approaching a different floor surface 
or level of flooring. 

 
Workers can reduce the risk of slipping 
or tripping by: 
 
• Taking their time and paying 

attention to where they are going 
• Adjusting their stride to a pace that is 

suitable for the walking surface and 
tasks being performed 

• Making wide turns at corners 
• Wiping feet on entrance mats when it 

is raining, snowy, icy or muddy 
outside 

• Walking carefully on waxed floors 
• Paying attention when flooring is 

uneven, changes level or changes 
surface (for example, from flooring 
to carpeting)  

• Turning on lights before entering an 
area. If entering a dark area with no 
lights, use a flashlight and walk 
slowly 

• Replacing used bulbs and repairing 
faulty switches 

• Sticking to proven pathways and not 
taking shortcuts 

• Not carrying a load that blocks your 
vision 

• When using stairs, be sure to always 
use the handrail, take steps one at a 
time and make sure your forward 
foot is firmly planted before you 
shift your weight. 
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UTILITY KNIVES 

Utility knives are called that for two 
reasons: they can be applied to a wide 
variety of tasks, and when a blade gets 
dull there’s no need to stop for 
sharpening. Just remove the dull blade 
and replace it with a new one.  

 

 

Utility knives are designed for safety, 
but no design is foolproof. The blades 
should be retracted all the way into the 
body when not in use, but they can be 
accidentally or inadvertently exposed, 
and that can lead to cuts and puncture 
wounds. Anyone who has ever pocketed 
a utility knife that they mistakenly 
thought was closed will probably have a 
cautionary tale to tell you.  

Self-retracting utility knives add an 
important safety feature to the design. 
Like standard utility knives they can 
adjust quickly to different cutting depths 
and will let the blade retract completely 
into the handle when not in use. The 
difference is that the spring-loaded 
blades are pushed out of the knife body 
with finger pressure and then retract 
automatically when the pressure is 
released. 

Here are some safety tips that apply 
when using any utility knife:  

• Before starting, be sure that your 
blade is properly seated and that the 
knife is properly closed.  

 

 

• Always use a sharp blade. Dull 
blades require more force and are 
more likely to slip than sharp ones. 
Change your blade whenever it starts 
to tear rather than cut.  

• Protect your eyes. Wear safety 
eyewear when you are working with 
any hand tools, including knives.  

• Always keep your free hand away 
from the line of cut.  

• When making cuts on a surface 
below you, stand or kneel to one side 
of the line of the cut.  

• Always pull the knife toward you 
when making a cut on a flat surface. 
Because pulling motions are stronger 
and more positive than pushing 
motions, your knife is less likely to 
slip.  

• When using a straight edge to guide 
a cut, either clamp it down or keep 
your free hand well away from the 
cutting path of the knife. Be sure the 
straight edge is thick enough to 
prevent the knife from “riding up” 
over the edge.  

• Utility knife blades are brittle and 
can snap easily. Don’t bend them or 
apply side loads to them by using 
them to open cans or pry loose 
objects.  

• Patience pays off when using a knife 
to cut through thick materials. Make 
several passes, cutting a little deeper 
into the material with each pass.  

Many tasks require a knife edge but not 
a sharp point. For these tasks you can 
add protection against puncture wounds 
by using a rounded-tip blade.  
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WELDING SAFETY 

Welders should never carry or use 
butane lighters while welding! A spark 
from a welding arc can penetrate the 
pocket, land on the lighter, burn through 
and thus expose the fluid in the lighter, 
and an explosion occurs. There is the 
same amount of force in a disposable 
butane lighter when it explodes as there 
is in approximately 3 sticks of dynamite! 

Familiarize yourself with the 
manufacturer’s instructions for the safe 
operation of all welding and cutting 
equipment. 

Check all equipment before putting it 
into operation to make sure it is in safe 
condition. 

 Always wear protective clothing 
suitable for welding. Wear protective 
gloves, sleeves, aprons and shoes to 
protect the skin and clothing from sparks 
and slag. Wear goggles with tempered, 
shaded lenses to protect your eyes from 
injury. Always wear proper ear 
protection when grinding, or cutting.  

Do not wear clothing that is saturated 
with oil or grease. 

Shield others from the light rays 
produced by your welding arc.  

If and whenever practical, work in an 
area free from combustible materials. 
Sweep the floor clean of all debris 
before lighting the torch. 

 Never weld or cut near explosive or 
combustible materials.  Move all 
combustible materials at least 30 to 40 
feet away from the welding area. 

If you can’t move it…cover it! Protect 
combustibles from stray slag and sparks. 

 

Have a fire extinguisher of the proper 
size and type in the work area. Inspect it 
regularly to ensure that it is in proper 
working order. Know how to use it. 

Handle all compressed gas cylinders 
with extreme care. Keep caps on when 
not in use. 

Never leave pressure on unattended 
regulators.  

Do not weld on containers that have held 
combustibles without taking extra 
special precautions.  

Do not allow flame cut sparks to hit 
hoses, regulators or cylinders. 
Remember flame cutting sparks can 
travel 30-40 feet.  

Never use acetylene at a pressure in 
excess of 15 p.s.i. Higher pressures can 
cause can explosion.  

Never use oil, grease or any similar 
material on any apparatus or threaded 
fittings in the oxyacetylene or oxy-fuel 
gas system. Oil and grease in contact 
with oxygen will cause spontaneous 
combustion. 

Use adequate ventilation at the point of 
welding when welding lead, cadmium, 
chromium, manganese, brass, bronze, 
zinc, galvanized steel or other materials 
that an produce noxious gases.  

Nearly all gas welding fluxes and arc 
welding fluxes are toxic or at least can 
cause allergies to certain persons. Do not 
take welding fluxes internally and keep 
out of reach of children.  

When the work is done, inspect the area 
for possible fires or smoldering 
materials. 
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HOT WORK- PERMITTING & 
INSPECTION 

Procedure 

1. No cutting, welding, grinding, or other 
activities that generate excess heat and 
sparks, is allowed without a Hot Work 
Permit, available from the maintenance 
department. 

2. The supervisor (or designee) of the 
employee performing the hot work will 
fill out and sign the permit. 

3. The person performing the hot work 
must also sign the permit. 

4. Any special provisions must be 
written on the permit. 

5. The permit must be issued on a daily 
basis. 

6. The work may be started only after 
the provisions on the permit have been 
fulfilled and checked by the supervisor 
(or designee) signing the form. 

7. After completion of the work, the 
permit must be returned to the supervisor 
(or designee) and the time of completion 
recorded on the permit with the worker’s 
signature. 

8. The permit must be kept on file. 

 

All flammable and combustible 
materials must be moved at least 35 feet 
from the location of the hot work.  If the 
flammable or combustible material 
cannot be moved, and the work cannot 
be moved, guards shall be used to 
confine the heat, sparks, and slag, to 
protect the immovable fire hazards. 

 

 

 

 

If hot work must take place in the 
vicinity of flammable or combustible 
materials (i.e., closer than 35 feet), 
suitable fire extinguishing equipment 
shall be maintained in a state of 
readiness for instant use.  In addition, a 
fire watch shall be required whenever 
hot work is performed in these areas. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



ACCIDENT PREVENTION PROGRAM 
PERSONAL PROTECTIVE EQUIPMENT 

JOB HAZARD ASSESSMENT & PREVENTION PROFILE 
JOB LISTINGS 

JHA01 SCHOOL TEACHER, AIDE, LIBRARIAN, SCHOOL SECRETARY, 
SCHOOL ADMINISTRATOR 

JHA02 SPECIAL EDUCATION TEACHER, AIDE 
HEALTH OCCUPATIONS (OT, PT, NURSE) 

JHA03 PHYSICAL EDUCATION TEACHER, COACH 

JHA04 SECONDARY SCIENCE TEACHER, AIDE 

JHA05 ART TEACHER, AIDE 

JHA06 INDUSTRIAL ARTS TEACHER, AIDE 

JHA07 SECURITY EMPLOYEE (UNARMED) 

JHA08 CUSTODIAN 

JHA09 FOOD SERVICE EMPLOYEE 

JHA10 MAINTENANCE EMPLOYEE, BUS MECHANIC 

JHA11 GROUNDS EMPLOYEE 

JHA12 WAREHOUSE EMPLOYEE 

JHA13 BUS DRIVER, AIDE 

JHA14 DISTRICT OFFICE EMPLOYEE 
(CLERICAL, SUPPORT, ADMINISTRATOR) 

Appendix D



Job Hazard Assessment and Prevention Profile 
 
Job Titles: SCHOOL TEACHER, AIDE, LIBRARIAN, SCHOOL 

SECRETARY, SCHOOL ADMINISTRATOR 
 

JHA01-Teacher/Aide     1 

(See other JHA for specific types of teachers with additional occupational exposures.) 
 
POTENTIAL HAZARD SOURCES:  EXAMPLES: 
 
Sources of motion and rolling or 
pinching objects 

playground equipment, physical education 
equipment, laminator rollers, desk drawers, 
students moving in the halls, vehicles, other 
wheeled equipment, desk and chairs, doors, 
students (pinching, bites, moving in hall) 

Sources of high temperature heating equipment (steam radiators, space 
heaters), cooking appliances (coffee pot, 
microwave), heating lamps, laminator, copier 

Exposure to weather work outside for student supervision 
Sources of chemical exposure cleaners, germicides, degreasers, art and craft 

supplies (glues, paints, varnish), copier toner, dry 
eraser 

Sources of harmful dust N/A 
Sources of light radiation copier, heating lamps, overhead projector, laser 

pointer 
Sources of falling objects class supplies on upper shelves and cabinets, 

loose/wet ceiling tiles, tree limbs/branches on 
playgrounds, TV & AV equipment on carts, thrown 
objects, suspended screens and maps 

Sources of sharp objects pencil/pen points, sharp edges of furniture and 
building trim, exacto knives, paper cutter, scissors, 
cutters on paper rolls, compasses 

Hazards in layout of workplace remote locations (portables), deteriorating asphalt, 
cluttered and crowded aisles and walkways, travel 
to and from parking lots, crowded conditions from 
equipment storage in room, improperly arranged 
computer stations 

Sources of electrical hazards improperly used or sized extension cords, 
overhead projector, small appliances, heat lamps 
and pumps (for science) 

Objects routinely lifted books, papers, boxes of supplies, desks and 
chairs, computers, students 

Sources of bloodborne pathogen 
exposure 

body fluids from students (cuts, drooling, spitting, 
vomiting, scratching, etc.) 

Sources of noise congregated students, band instruments 
 

 
 
 
 



Job Hazard Assessment and Prevention Profile 
 
Job Titles: SCHOOL TEACHER, AIDE, LIBRARIAN, SCHOOL 

SECRETARY, SCHOOL ADMINISTRATOR 
 

JHA01-Teacher/Aide     2 

POTENTIAL HAZARD SOURCES, CONT: EXAMPLES: 
 
Sources of workplace violence student fights, upset parents and co-workers, 

inappropriate or uncontrolled student behavior, 
intruders, robbery attempts while making bank 
deposits (admin. & sec.), intruders 

 
 
Ergonomics: 
 

Physical risk factors Frequency Examples 
Awkward postures Occasional Bending, squatting at student's 

desk 
High hand force N/A  
Highly repetitive motion Occasional clerical typing and data entry, 

writing 
Repeated impact N/A  
Heavy, frequent or 
awkward lifting 

Occasional lifting students, supplies, boxes, 
furniture 

Moderate to high vibration N/A  
 
 
RECOMMENDED JOB SAFETY TRAINING: 
 
1. Accident Prevention Program 
2. Emergency Procedures, building specific 
3. Hazard Communication Program & MSDSs 
4. Exposure Control Plan (HBV) and HIV/AIDS 
5. Personal Protective Equipment 
6. Energy Control Program (Lockout/Tagout) Overview  
7. District & School Policies/Procedures 
8. Safe Use of Ladders and Stepstools 
9. Safe Lifting and Ergonomic Awareness 
10. De-escalation Practices 
11. First Aid and CPR, for first aid providers 
12. Office Safety 
 
 
 
 
 
 
 
 



Job Hazard Assessment and Prevention Profile 
 
Job Titles: SCHOOL TEACHER, AIDE, LIBRARIAN, SCHOOL 

SECRETARY, SCHOOL ADMINISTRATOR 
 

JHA01-Teacher/Aide     3 

 
 
PERSONAL PROTECTIVE EQUIPMENT NEEDED FOR THE JOB: 
 
Hazard category Hazard sources Personal Protective 

Equipment 
Required or 
Recommended** 

Bloodborne 
pathogen 
exposure 

student body fluids Latex or nitrile gloves Required 

Chemical 
exposure 

cleaners, art 
supplies 

gloves, goggles Recommended 

** - Required (by WISHA rule) or Recommended (best practice) 
 
 
 
Reviewed with employee on:  ___________________________________________ 
 
Employee signature:   _________________________________________________ 
 
Supervisor signature:  _________________________________________________ 
 



Job Hazard Assessment and Prevention Profile 
 
Job Titles: SPECIAL EDUCATION TEACHER, AIDE 

HEALTH OCCUPATIONS (OT, PT, NURSE) 
 

JHA02- Spec Ed/Healthcare           1 

 
POTENTIAL HAZARD SOURCES:  EXAMPLES: 
 
Sources of motion and rolling or 
pinching objects 

playground equipment, physical education 
equipment, desk drawers, vehicles, carts, 
wheelchairs, other wheeled equipment, students 
(pinching, bites, moving in the hall) 

Sources of high temperature heating equipment (steam radiators, space 
heaters) cooking appliances (coffee pot, 
microwave), heating lamps, laminator, copier 

Exposure to weather work outside for student supervision 
Sources of chemical exposure cleaners, germicides, degreasers, art and craft 

supplies (glues, paints, varnish), oxygen 
Sources of harmful dust N/A 
Sources of light radiation copier, heating lamps, overhead projector 
Sources of falling objects class supplies on upper shelves and cabinets, 

loose/wet ceiling tiles, tree limbs/branches on 
playgrounds, TV & AV equipment on carts, thrown 
objects, suspended screens and maps, overhead 
physical therapy hardware, IV poles, wheelchair 
batteries 

Sources of sharp objects pencil/pen points, sharp edges of furniture and 
building trim, exacto knives, paper cutter, scissors, 
cutters on paper rolls, compasses, hypodermic 
needles  

Hazards in layout of workplace remote locations (portables), condition of asphalt, 
cluttered and crowded aisles, walkways, and 
classrooms, travel to and from parking lots, non-
adjustable diaper-changing areas 

Sources of electrical hazards improperly sized or used extension cords, 
overhead projector, small appliances, oxygen and 
feeding pumps, battery recharging 

Objects routinely lifted students, books, papers, boxes of supplies, desks 
and chairs, computers, therapeutic equipment, 
wheelchairs, oxygen cylinders 

Sources of bloodborne pathogen 
exposure 

body fluids from students (diaper changing, cuts, 
drooling, spitting, vomiting, scratching, 
catherization), needle sticks 

Sources of noise congregated students, band instruments 
Sources of workplace violence inappropriate or uncontrolled student behavior, 

student fights, upset parents or co-workers 
 
 
 



Job Hazard Assessment and Prevention Profile 
 
Job Titles: SPECIAL EDUCATION TEACHER, AIDE 

HEALTH OCCUPATIONS (OT, PT, NURSE) 
 

JHA02- Spec Ed/Healthcare           2 

Ergonomics: 
 

Physical risk factors Frequency Examples 
Awkward postures Occasional to 

frequent 
bending at student's desk, 
changing student, supporting 
unstable student 

High hand force N/A  
Highly repetitive motion N/A  
Repeated impact N/A  
Heavy, frequent or 
awkward lifting 

Frequent lifting students, equipment, 
supplies, boxes 

Moderate to high vibration N/A  
 
 
RECOMMENDED JOB SAFETY TRAINING: 
 
1. Accident Prevention Program 
2. Emergency Procedures, building specific 
3. Hazard Communication Program & MSDSs 
4. Exposure Control Plan (HBV) and HIV/AIDS  (HBV vaccine offered) 
5. Personal Protective Equipment 
6. Energy Control Program (Lockout/Tagout) Overview 
7. District & School Policies/Procedures 
8. Safe Use of Ladders and Stepstools 
9. Safe Lifting and Ergonomic Awareness, including Safe Student Transfers 
10. De-escalation Practices, including Restraint Training 
11. First Aid and CPR (Health Occupations) 
12. Office Safety 
13. Defensive Driving (if job involves driving) 
14. Specialized Student Medical Condition Training 
15. Orientation to Specialized Equipment & Equipment Proficiency 
 
PERSONAL PROTECTIVE EQUIPMENT NEEDED FOR THE JOB: 
 
Hazard 
category 

Hazard sources Personal Protective 
Equipment 

Required or 
Recommended ** 

Bloodborne 
pathogen 
exposure 

student body fluids gloves, goggles, 
gown may be needed 

Required 

Chemical 
exposure 

cleaners, art supplies gloves, goggles Recommended 

Exposure to 
heavy or 
awkward lifting 

lifting students back belts Employee 
discretion  



Job Hazard Assessment and Prevention Profile 
 
Job Titles: SPECIAL EDUCATION TEACHER, AIDE 

HEALTH OCCUPATIONS (OT, PT, NURSE) 
 

JHA02- Spec Ed/Healthcare           3 

** - Required (by WISHA rule) or Recommended (best practice) 
 
 
 
Reviewed with employee on:  ___________________________________________ 
 
Employee signature:   _________________________________________________ 
 
Supervisor signature:  _________________________________________________ 
 



Job Hazard Assessment and Prevention Profile 
 
Job Titles: PHYSICAL EDUCATION TEACHER, COACH 
 

JHA03-PE Teacher/Coach          1 

 
 
POTENTIAL HAZARD SOURCES:  EXAMPLES: 
 
Sources of motion and rolling or 
pinching objects 

physical education equipment (soccer goals, 
volleyball standards and nets, weight lifting and 
exercise equipment), bleachers, desk drawers, 
students, vehicles, rolling carts, other wheeled 
equipment, whirlpool 

Sources of high temperature heating appliances (steam radiators, space 
heaters, heating lamps), cooking appliances 
(coffee pot, microwave), copier 

Exposure to weather outdoor classes, practices and games (in cold 
weather, hot weather or rain) 

Sources of chemical exposure cleaners, germicides, disinfectants, lime for field 
striping, paint, chlorine (pools) 

Sources of harmful dust N/A 
Sources of light radiation sunlight, copier 
Sources of falling objects class supplies on upper shelves and cabinets, 

loose/wet ceiling tiles, equipment on carts, thrown 
objects, sports equipment (balls, bats, rackets, 
discs, shuttlecocks, clubs, exercise equipment), 
spectator trash 

Sources of sharp objects pencil and pen points, sharp edges of furniture, 
lockers, and building trim, scissors, javelin poles, 
stakes for nets 

Hazards in layout of workplace remote locations (fields and offsite), cluttered and 
crowded aisles and walkways, travel to and from 
fields, crowded conditions from equipment storage 
in room, uneven playing surfaces 

Sources of electrical hazards improperly used or sized extension cords, 
overhead projector, small appliances, scoreboard, 
concession stand equipment, whirlpool 

Objects routinely lifted athletic equipment, bleachers, books, papers, 
boxes of supplies, desks and chairs, computers 

Sources of bloodborne pathogen 
exposure 

body fluids from student injuries, wiping fluids off 
mats, handling soiled laundry 

Sources of noise whistles, buzzers, congregated students, band 
instruments, spectators 

Sources of workplace violence student fights, upset parents and co-workers, 
inappropriate or uncontrolled student behavior, 
rival teams and fans, robbery attempt while 
making bank deposits, intruders 

 
 



Job Hazard Assessment and Prevention Profile 
 
Job Titles: PHYSICAL EDUCATION TEACHER, COACH 
 

JHA03-PE Teacher/Coach          2 

Ergonomics: 
 

Physical risk factors Frequency Examples 
Awkward postures Occasional demonstrating exercise or game 

techniques, participation in practices 
High hand force N/A  
Highly repetitive motion N/A  
Repeated impact N/A  
Heavy, frequent or 
awkward lifting 

Occasional lifting athletic equipment, supplies, 
students, and moving bleachers 

Moderate to high vibration N/A  
 
 
 
RECOMMENDED JOB SAFETY TRAINING: 
 
1. Accident Prevention Program 
2. Emergency Procedures 
3. Hazard Communication Program & MSDSs 
4. Exposure Control Plan (HBV) and HIV/AIDS (HBV vaccine offered) 
5. District & School Policies/Procedures 
6. Safe Lifting and Ergonomic Awareness 
7. De-escalation Practices 
8. First Aid/CPR 
9. Defensive Driving Course 
10. Personal Protective Equipment (if provided) 
 
 
 
PERSONAL PROTECTIVE EQUIPMENT NEEDED FOR THE JOB: 
 
Hazard category Hazard sources Personal Protective 

Equipment 
Required or 
Recommended ** 

Bloodborne 
pathogen 
exposure 

student body fluids gloves, microshield, 
clean up kit 

Required 

Exposure to 
falling or striking 
objects 

contact sports protective headgear, 
footwear, etc. 

Required 

Chemical 
exposure 

disinfectants, paint, 
lime for striping 

gloves, goggles Recommended 

** - Required (by WISHA rule) or Recommended (best practice) 
 
 



Job Hazard Assessment and Prevention Profile 
 
Job Titles: PHYSICAL EDUCATION TEACHER, COACH 
 

JHA03-PE Teacher/Coach          3 

 
 
 
 
Reviewed with employee on:  ___________________________________________ 
 
Employee signature:   _________________________________________________ 
 
Supervisor signature:  _________________________________________________ 
 



Job Hazard Assessment and Prevention Profile 
 
Job Titles: SECONDARY SCIENCE TEACHER, AIDE 
 

JHA04-Sci Teacher            1 

 
 
POTENTIAL HAZARD SOURCES:  EXAMPLES: 
 
Sources of motion and rolling or 
pinching objects 

office equipment (laminator, copier, etc.), file 
cabinet and desk drawers, tables and chairs, 
carts, vehicles, physics experiments, exhaust 
hood covers, students (pinching, bites, moving) 

Sources of high temperature bunsen burner (open flame), chemical compounds 
with exothermic reactions, heating equipment 
(steam radiators, space heaters), cooking 
appliances (coffee pot, microwave), copier 

Exposure to weather traveling to and from vehicles, and in between 
buildings 

Sources of chemical exposure chemicals used in experiments (solids, liquids and 
gases): a variety of corrosives (acids, bases), 
flammables, carcinogens, poisons - organic and 
inorganic compounds; cleaners, degreasers, 
glues, natural gas (fuels bunsen burners) 

Sources of harmful dust N/A 
Sources of light radiation bunsen burner, lights used in experiments, copier, 

heating lamps, overhead projector, laser pointer 
Sources of falling objects class supplies on upper shelves and cabinets, 

loose/wet ceiling tiles, equipment on carts, thrown 
objects, chemicals stored on shelving, chemical 
explosions 

Sources of sharp objects broken glassware, pipettes, slides, pencil/pen 
points, sharp edges of furniture and building trim, 
knives, scissors, exacto knives 

Hazards in layout of workplace cluttered and crowded aisles and walkways, 
crowded student workstations, improperly stored 
chemicals, improperly arranged computer stations 

Sources of electrical hazards improperly used or sized extension cords, 
overhead projector, small appliances, experiments 
using electricity, outlets near water 

Objects routinely lifted chemicals containers, books, papers, supplies, 
desks and chairs, computers, glassware, gas 
cylinders 

Sources of bloodborne pathogen 
exposure 

body fluids from students (injuries), biological 
experiments/specimens 

Sources of noise congregated students 
Sources of workplace violence student fights, upset parents and co-workers, 

inappropriate or uncontrolled student behavior 
 
 



Job Hazard Assessment and Prevention Profile 
 
Job Titles: SECONDARY SCIENCE TEACHER, AIDE 
 

JHA04-Sci Teacher            2 

Ergonomics: 
 
Physical risk factors Frequency Examples 
Awkward postures Occasional bending at student workstation 
High hand force N/A  
Highly repetitive motion N/A  
Repeated impact N/A  
Heavy, frequent or 
awkward lifting 

Occasional lifting books, supplies, boxes, 
chemicals, cylinders 

Moderate to high vibration N/A  
 
 
RECOMMENDED JOB SAFETY TRAINING: 
 
1. Accident Prevention Program 
2. Emergency Procedures, building specific 
3. Hazard Communication Program & MSDSs 
4. Exposure Control Plan (HBV) and HIV/AIDS 
5. Personal Protective Equipment 
6. Energy Control Program (Lockout/Tagout) Overview 
7. Chemical Hygiene Plan 
8. District & School Policies/Procedures 
9. Safe Use of Ladders and Stepstools 
10. Safe Lifting and Ergonomic Awareness 
11. De-escalation Practices 
12. First Aid and CPR 
13. Office Safety 
14. Orientation to Specialized Equipment and Equipment Proficiency 
 
PERSONAL PROTECTIVE EQUIPMENT NEEDED FOR THE JOB: 
 
Hazard 
category 

Hazard sources Personal 
Protective 
Equipment 

Required or 
Recommended ** 

Chemical 
exposure 

corrosives, toxics, 
poisons, flammables 

gloves, goggles, 
apron, face shield, 
clean up kits, 
fume hood 

Required 

Bloodborne 
pathogen 
exposure 

student body fluids, 
biological experiments 

gloves, goggles, 
clean up kit 

Required 

Exposure to high 
temperature 

heat from chemical 
experiments, bunsen 
burners 

heat-resistant 
gloves 

Required 

** - Required (by WISHA rule) or Recommended (best practice) 



Job Hazard Assessment and Prevention Profile 
 
Job Titles: SECONDARY SCIENCE TEACHER, AIDE 
 

JHA04-Sci Teacher            3 

 
 
 
Reviewed with employee on:  ___________________________________________ 
 
Employee signature:   _________________________________________________ 
 
Supervisor signature:  _________________________________________________ 
 



Job Hazard Assessment and Prevention Profile 
 
Job Titles: ART TEACHER, AIDE 
 (Painting, pottery, silk screening, stained glass, jewelry-making, 

graphics, photography) 
 

JHA05-Art Teacher/Aide            1 

 
 
 
POTENTIAL HAZARD SOURCES:  EXAMPLES: 
 
Sources of motion and rolling or 
pinching objects 

ceramic wheel, printing press, easels, desk 
drawers, students, other wheeled equipment, 
vehicles, kiln lid 

Sources of high temperature kiln, glue gun, solder gun, hot lead, drying 
equipment, cooking appliances (coffee pot, 
microwave), heating equipment (space heater, 
steam radiator) laminator, copier 

Exposure to weather work outside for student supervision 
Sources of chemical exposure cleaners, degreasers, art and craft supplies - 

glues, paints, inks 
Sources of harmful dust/fumes dry glazes, leaded glazes, solder fumes 
Sources of light radiation copier, overhead projector 
Sources of falling objects class supplies on upper shelves and cabinets, 

loose/wet ceiling tiles, equipment on carts, thrown 
objects 

Sources of sharp objects knives, razor, chisels, scissors, exacto knives, 
metal and glass edges, broken pottery, pencil 
points, sharp edges of furniture and building trim, 
cutters on paper rolls, paper cutter 

Hazards in layout of workplace proper placement and ventilation of kiln, remote 
locations (portables), cluttered and crowded 
aisles, travel to and from parking lots, crowded 
conditions from equipment storage in room, spilled 
materials 

Sources of electrical hazards glue and soldering guns, improperly used or sized 
extension cords, overhead projector, small 
appliances 

Objects routinely lifted art and craft supplies, books, papers, desks and 
chairs, computers 

Sources of bloodborne pathogen 
exposure 

body fluids from student injuries, injuries from 
sharp objects 

Sources of noise powered equipment, congregated students 
Sources of workplace violence student fights, upset parents and co-workers, 

inappropriate or uncontrolled student behavior, 
intruder 

 
 
 



Job Hazard Assessment and Prevention Profile 
 
Job Titles: ART TEACHER, AIDE 
 (Painting, pottery, silk screening, stained glass, jewelry-making, 

graphics, photography) 
 

JHA05-Art Teacher/Aide            2 

Ergonomics: 
 
Physical risk factors Frequency Examples 
Awkward postures Occasional bending at student's workstation 
High hand force N/A  
Highly repetitive motion N/A  
Repeated impact N/A  
Heavy, frequent or 
awkward lifting 

Occasional lifting students, books, supplies, 
boxes, art projects 

Moderate to high vibration N/A  
 
 
 
RECOMMENDED JOB SAFETY TRAINING: 
 
1. Accident Prevention Program 
2. Emergency Procedures, building specific 
3. Hazard Communication Program & MSDSs 
4. Energy Control Program (Lockout/Tagout) 
5. Exposure Control Plan (HBV) and HIV/AIDS 
6. Personal Protective Equipment 
7. Energy Control Program (Lockout/Tagout) 
8. District & School Policies/Procedures 
9. Safe Use of Ladders and Stepstools 
10. Safe Lifting and Ergonomic Awareness 
11. De-escalation Practices 
12. Office Safety 
13. Orientation to Specialized Equipment & Equipment Proficiency 
 
 
PERSONAL PROTECTIVE EQUIPMENT NEEDED FOR THE JOB: 
 
Hazard category Hazard sources Personal 

Protective 
Equipment 

Required or 
Recommended** 

Bloodborne 
pathogen exposure 

student body fluids gloves Required 

Exposure to 
harmful fumes 

lead solder or glaze local ventilation 
or respirator 

Recommended 

Chemical exposure cleaners, art supplies gloves, goggles Recommended 
Exposure to high 
temperatures 

kiln, glue gun heat resistant 
mittens 

Recommended 

** - Required (by WISHA rule) or Recommended (best practice) 



Job Hazard Assessment and Prevention Profile 
 
Job Titles: ART TEACHER, AIDE 
 (Painting, pottery, silk screening, stained glass, jewelry-making, 

graphics, photography) 
 

JHA05-Art Teacher/Aide            3 

 
 
 
Reviewed with employee on:  ___________________________________________ 
 
Employee signature:   _________________________________________________ 
 
Supervisor signature:  _________________________________________________ 
 



Job Hazard Assessment and Prevention Profile 
 
Job Titles: INDUSTRIAL ARTS TEACHER, AIDE 
 (Including wood shop, metal shop, auto shop, small engines, 

construction, forestry, agriculture, and graphics) 
 

JHA06- Ind Arts Teacher     1 

 
 
 
POTENTIAL HAZARD SOURCES:  EXAMPLES: 
 
Sources of motion and rolling 
or pinching objects 

shop equipment - drill presses, lathes, routers, boring 
machine, saws (table, cut-off, radial arm, band saw, 
scroll), grinders, sanders, planers, shapers, jointers, 
punch press; pneumatic tools, hand tools, spray 
painting apparatus, jacks, welders, ladders, tractors, 
blowers, weed whackers, lawn mowers, printing 
press, sewing machines, kitchen appliances, office 
equipment (laminator, copier), file cabinet and desk 
drawers, tables and chairs, carts, students (pinching, 
bites), vehicles hoods/doors, loading trailers 

Sources of high temperature heat gun, glue gun, iron, welding equipment, motors, 
exhaust pipes, heat lamps, heating equipment (steam 
radiators, space heaters), cooking appliances (coffee 
pot, microwave), copier 

Exposure to weather traveling to and from vehicles, and in between 
buildings 

Sources of chemical exposure oils, antifreeze, gas, parts cleaner, gases (oxygen, 
acetylene, nitrogen, propane), cleaning products, 
printing inks and solvents, paints, glues, fertilizers, 
pesticides, batteries, photo processing chemicals 

Sources of harmful dust/fumes welding fumes, exhaust fumes, paint fumes, wood 
dust 

Sources of light radiation welding, brazing and cutting, photocopier, heating 
lamps, overhead projector 

Sources of falling objects stored materials, hoists, jacks, trees, building 
materials, tools, transported materials, class supplies 
on upper shelves and cabinets, loose/wet ceiling tiles, 
equipment on carts, thrown objects, vehicle hoods 

Sources of sharp objects saw blades, knives, farm tools, metal edges of 
materials, scissors, needles, cutting tools, nails and 
screws, automotive parts, sharp edges of furniture 
and building trim 

 
 
 
 
 
 



Job Hazard Assessment and Prevention Profile 
 
Job Titles: INDUSTRIAL ARTS TEACHER, AIDE 
 (Including wood shop, metal shop, auto shop, small engines, 

construction, forestry, agriculture, and graphics) 
 

JHA06- Ind Arts Teacher     2 

POTENTIAL HAZARD SOURCES, CONT: EXAMPLES: 
 
Hazards in layout of workplace cluttered and crowded aisles, crowded student 

workstations, improperly stored chemicals, 
inadequate equipment clearances, improper exhaust 
ventilation (welding, wood dust), lack of railings on 
overhead storage, improperly guarded equipment, 
slippery floors (oil from equipment), trash and 
equipment on construction sites, improperly secured 
gas cylinders 

Sources of electrical hazards explosion-proof electrical in spray booths/rooms, arc 
welding, cords on power tools, missing ground plugs, 
improperly used or sized extension cords, overhead 
projector, small appliances 

Objects routinely lifted chemicals, books, boxes of supplies, desks and 
chairs, computers, glassware, gas cylinders, class 
projects 

Sources of bloodborne 
pathogen exposure 

body fluids from student injury/illness 

Sources of noise power tools, pneumatic equipment, saws, motor-
driven equipment, blowers, lawn mowers, tractors, 
congregated students 

Sources of workplace violence student fights, upset parents or co-workers, 
inappropriate or uncontrolled student behavior, 
intruder 

 
 
Ergonomics: 
 
Physical risk factors Frequency Examples 
Awkward postures Occasional bending at student's workstation 
High hand force N/A  
Highly repetitive motion N/A  
Repeated impact Occasional hammering 
Heavy, frequent or 
awkward lifting 

Occasional lifting supplies, equipment, 
boxes, chemicals, class projects 

Moderate to high vibration Occasional using power equipment 
 
 
RECOMMENDED JOB SAFETY TRAINING: 
 
1. Accident Prevention Program 
2. Emergency Procedures, building specific 



Job Hazard Assessment and Prevention Profile 
 
Job Titles: INDUSTRIAL ARTS TEACHER, AIDE 
 (Including wood shop, metal shop, auto shop, small engines, 

construction, forestry, agriculture, and graphics) 
 

JHA06- Ind Arts Teacher     3 

3. Hazard Communication Program & MSDSs 
4. Energy Control Program (Lockout/Tagout) 
5. Exposure Control Plan (HBV) and HIV/AIDS 
6. Personal Protective Equipment 
7. Respiratory Protection Program (if respirators used) 
8. District & School Policies/Procedures 
9. Safe Use of Ladders and Stepstools 
10. Safe Lifting and Ergonomic Awareness 
11. De-escalation Practices 
12. First Aid/CPR 
13. Defensive Driving Course 
14. Orientation to Specialized Equipment & Equipment Proficiency (for Non-

Vocationally Certified Staff) 
 
PERSONAL PROTECTIVE EQUIPMENT NEEDED FOR THE JOB: 
 
Hazard category Hazard sources Personal Protective 

Equipment 
Required or 
Recommend
ed** 

Chemical 
exposure 

paints, solvents, 
cleaners, anti-
freeze 

gloves, goggles, apron, 
face shield, respirators 
(spray paints), chemically 
impervious gloves 

Required 

Bloodborne 
pathogen 
exposure 

student body fluids gloves, goggles Required 

Exposure to 
harmful dusts or 
fumes 

wood dust, 
paint fumes, 
exhaust fumes 

local ventilation, dust 
mask or respirator 

Required 

Exposure to 
sharps and falling 
objects 

construction sites, 
woods (forestry) 

hard hats, work boots, 
gloves, goggles 

Required 

Exposure to high 
temperatures 

hot objects 
(motors), welding 

heat-resistant gloves, 
welding helmet & goggles 

Required 

** - Required (by WISHA rule) or Recommended (best practice) 
 
 
 
Reviewed with employee on:  ___________________________________________ 
 
Employee signature:   _________________________________________________ 
 
Supervisor signature:  _________________________________________________ 



Job Hazard Assessment and Prevention Profile 
 
Job Title: SECURITY EMPLOYEE (UNARMED) 
 

JHA07- Security            1 

 
 
 
POTENTIAL HAZARD SOURCES:  EXAMPLES: 
 
Sources of motion and rolling or 
pinching objects 

vehicles, gates, carts, doors, furniture, desk 
drawers, students (pinching, biting, fighting), 
wheelchairs, other wheeled equipment, subduing 
upset persons 

Sources of high temperature heating equipment (steam radiators, space 
heaters), cooking appliances (coffee pot, 
microwave), laminator (ID badges), copier 

Exposure to weather work outside for student supervision 
Sources of chemical exposure cleaners, chemical deterrents (pepper spray), 

illegal drugs 
Sources of harmful dust N/A 
Sources of light radiation copier, vehicle headlights 
Sources of falling objects class supplies on upper shelves and cabinets, 

loose/wet ceiling tiles, equipment on carts, thrown 
objects 

Sources of sharp objects knives, other items used by students as weapons, 
pencil/pen points, sharp edges of furniture and 
building trim, hypodermic needles, bullets 

Hazards in layout of workplace remote locations (portables), cluttered and 
crowded aisles, travel to and from parking lots, 
crowded conditions from equipment storage in 
room, vehicle traffic, uneven walking surfaces 

Sources of electrical hazards improperly used or sized extension cords, 
overhead projector, small appliances 

Objects routinely lifted papers, boxes of supplies, desks and chairs, 
computers, students 

Sources of bloodborne pathogen 
exposure 

body fluids from student injury/illness 

Sources of noise congregated students, gun shots 
Sources of workplace violence high risk for violent visitors and escalated 

situations, trespassers, parents in custodial 
disputes, student fights, upset parents and co-
workers, inappropriate or uncontrolled student 
behavior, intervening in criminal activity, 
terminated employees, intruders 

 
 
 
 
 



Job Hazard Assessment and Prevention Profile 
 
Job Title: SECURITY EMPLOYEE (UNARMED) 
 

JHA07- Security            2 

Ergonomics: 
 

Physical risk factors Frequency Examples 
Awkward postures Occasional restraining a student, 

assisting with changing 
a tire 

High hand force N/A  
Highly repetitive motion N/A  
Repeated impact N/A  
Heavy, frequent or 
awkward lifting 

Occasional lifting students, supplies 

Moderate to high vibration N/A  
 
 
 
RECOMMENDED JOB SAFETY TRAINING: 
 
1. Accident Prevention Program 
2. Emergency Procedures, building specific 
3. Hazard Communication Program & MSDSs 
4. Exposure Control Plan (HBV) and HIV/AIDS (HBV vaccine offered) 
5. Personal Protective Equipment 
6. Energy Control Program (Lockout/Tagout) Overview 
7. District & School Policies/Procedures 
8. Safe Use of Ladders and Stepstools 
9. Safe Lifting and Ergonomic Awareness, including Safe Student Transfers 
10. De-escalation Practices, including Restraint Training 
11. First Aid and CPR 
12. Office Safety 
13. Defensive Driving 
14. Specialized Student Medical Condition Training 
 
 
PERSONAL PROTECTIVE EQUIPMENT NEEDED FOR THE JOB: 
 
Hazard 
category 

Hazard sources Personal Protective 
Equipment 

Required or 
Recommended** 

Bloodborne 
pathogen 
exposure 

student body fluids gloves, microshield Required 

Exposure to 
workplace 
violence 

students, others two-way radio, 
chemical deterrents 

Recommended 

** - Required (by WISHA rule) or  Recommended (best practice) 
 



Job Hazard Assessment and Prevention Profile 
 
Job Title: SECURITY EMPLOYEE (UNARMED) 
 

JHA07- Security            3 

 
 
Reviewed with employee on:  ___________________________________________ 
 
Employee signature:   _________________________________________________ 
 
Supervisor signature:  _________________________________________________ 
 



Job Hazard Assessment and Prevention Profile 
 
Job Title: CUSTODIAN 
 

JHA08- Custodian            1 

 
POTENTIAL HAZARD SOURCES:  EXAMPLES: 
 
Sources of motion and rolling or 
pinching objects 

doors, gates, floor scrubber and buffer, vacuum, 
buffer, extractor, blower, bleachers, power tools, 
playground equipment, gym bleachers, pressure 
washer, chair rack, hand truck, push cart, tables 
and chairs, motors, water hose, ladders, cafeteria 
tables, students (passing, biting, pinching), 
vehicles 

Sources of high temperature heaters, cooking appliances (coffee pot, 
microwave), boilers, steam lines, attics 

Exposure to weather work outside to take out trash, pick up the yard, do 
minor chores, assist students, clean exterior 
areas, replace filters in AHUs 

Sources of chemical exposure cleaners, disinfectants, degreasers, paints, engine 
fluids, natural gas, pesticides, fertilizers, art and 
shop debris 

Sources of harmful dust asbestos; also nuisance dust from vacuuming, 
dusting, sweeping, shaking mats, etc. 

Sources of light radiation copier, furnace, boilers 
Sources of falling objects storage on upper shelves, thrown objects, 

tools/equipment, furniture, balls (playground), 
ceiling tiles, light covers, dusting high areas 

Sources of sharp objects pencil/pen points, sharp edges of building trim and 
lockers, knives, hand tools, hypodermic needles in 
trash, glass, cans, shop debris 

Hazards in layout of workplace remote locations, poor outside lighting, cluttered 
and crowded aisles, slippery outside 
walkways/steps, wet floors inside, uneven outdoor 
walking surfaces 

Sources of electrical hazards powered equipment, cords on buffers and 
vacuums, improperly used or sized extension 
cords, battery recharging, small appliances (coffee 
pot, microwave), changing light bulbs, ballasts, 
and electrical outlets 

Objects routinely lifted supplies, cleaning equipment, students, dumpster 
lids, trash cans/bags, miscellaneous objects for 
others 

Sources of bloodborne pathogen 
exposure 

body fluids from student injury/illness, soiled linen, 
trash 

 
 
 
 



Job Hazard Assessment and Prevention Profile 
 
Job Title: CUSTODIAN 
 

JHA08- Custodian            2 

 
POTENTIAL HAZARD SOURCES, CONT: EXAMPLES: 
 
Sources of noise equipment noise (vacuum, buffer, blower), 

congregated students 
Sources of workplace violence student fights, upset parents and co-workers, 

inappropriate or uncontrolled student behavior, 
intruders 

 
 
Ergonomics: 
 
Physical risk factors Frequency Examples 
Awkward postures Frequent moving furniture, dumping trash, 

mopping, working on ladders, 
repairing hard-to-reach items, 
using buffer 

High hand force N/A  
Highly repetitive motion N/A  
Repeated impact N/A  
Heavy, frequent or 
awkward lifting 

Frequent lifting supplies and furniture, taking 
out trash, shoveling snow 

Moderate to high vibration Occasional using power tools, vacuum 
 
RECOMMENDED JOB SAFETY TRAINING: 
 
1. Accident Prevention Program 
2. Emergency Procedures, building specific 
3. Hazard Communication Program & MSDSs 
4. Exposure Control Plan (HBV) and HIV/AIDS (HBV vaccine offered) 
5. Personal Protective Equipment 
6. Energy Control Program (Lockout/Tagout) 
7. Fall Protection Program  
8. Respiratory Protection Program 
9. District & School Policies/Procedures 
10. Safe Use of Ladders and Stepstools 
11. Safe Lifting and Ergonomic Awareness 
12. De-escalation Practices 
13. First Aid and CPR (2nd shift) 
14. Asbestos Certification or Awareness 
15. Orientation to Specialized Equipment  & Equipment Proficiency 
 
 
 
 



Job Hazard Assessment and Prevention Profile 
 
Job Title: CUSTODIAN 
 

JHA08- Custodian            3 

PERSONAL PROTECTIVE EQUIPMENT NEEDED FOR THE JOB: 
 
Hazard 
category 

Hazard sources Personal Protective 
Equipment 

Required 
Recommended ** 

Bloodborne 
pathogen 
exposure 

student body fluids, 
trash 

gloves, clean up kit Required 

Exposure to 
harmful dust 

Identified asbestos 
containing building 
materials 

respirator & protective 
clothing 

Required 

Chemical 
exposure 

cleaners gloves (rubber or latex), 
goggles or face shield 

Recommended 

** - Required (by WISHA rule) or Recommended (best practice) 
 
 
 
 
 
Reviewed with employee on:  ___________________________________________ 
 
Employee signature:   _________________________________________________ 
 
Supervisor signature:  _________________________________________________ 
 



Job Hazard Assessment and Prevention Profile 
 
Job Title: FOOD SERVICE EMPLOYEE 
 

JHA09- Food Srvc Emp           1 

 
 
POTENTIAL HAZARD SOURCES:  EXAMPLES: 
 
Sources of motion and rolling or 
pinching objects 

mixer, meat cutter, can opener, cash register 
drawer, food tray cart, hand truck, cold/hot food 
carts, dishwasher, large kettle, milk crates, doors, 
tables and chairs, vehicle doors, garbage 
disposal, students (pinching, moving), vehicles 

Sources of high temperature cooking appliances: coffee pot, microwave, steam 
kettle, tilt skillet, ovens, stove, broilers, fryers, 
warmer, pressure cooker; heaters, heat lamps, 
steam tables, dishwasher, hot plate 

Sources of cold temperature walk-in freezers and refrigerators 
Exposure to weather outside to take out trash and load/unload food 

trucks 
Sources of chemical exposure cleaners, sanitizers, degreasers, bleach, natural 

gas, ammonia, freon 
Sources of harmful dust N/A 
Sources of light radiation heat lamps, copier 
Sources of falling objects storage on shelves (dry, refrigerator, freezer), 

thrown objects, hanging pans, trays from 
warmers, food off trays, objects on carts 

Sources of sharp objects knives, meat cutters, can opener, can lids, meat 
grinder/cheese shredder, garbage disposal, glass, 
cans, garbage, sharp edges of furniture and 
building trim, metal pans 

Hazards in layout of workplace isolation due to early morning hours, slippery 
floors, crowded storage areas and aisles 

Sources of electrical hazards improperly used or sized extension cords, kitchen 
electrical appliances 

Objects routinely lifted food in boxes, cans and plastic containers, other 
supplies, serving trays, baking pans, pots, pans of 
food 

Sources of bloodborne pathogen 
exposure 

body fluids from student injury/illness, 
contaminated food 

Sources of noise congregated students in cafeteria 
Sources of workplace violence inappropriate or uncontrolled student behavior, 

upset co-workers or parents, robbery while 
handling cash or making bank deposits, intruders 

 
 
 
 
 



Job Hazard Assessment and Prevention Profile 
 
Job Title: FOOD SERVICE EMPLOYEE 
 

JHA09- Food Srvc Emp           2 

Ergonomics: 
 

Physical risk factors Frequency Examples 
Awkward postures Occasional to 

frequent 
serving food, stirring, baking, 
cutting, kneading bread 

High hand force N/A  
Highly repetitive motion Occasional to 

frequent 
serving food, stirring, baking, 
cutting, kneading bread 

Repeated impact N/A  
Heavy, frequent or 
awkward lifting 

Occasional lifting boxes, large cans and 
mixing bowls, large food trays, 
emptying trash 

Moderate to high vibration N/A  
 
RECOMMENDED JOB SAFETY TRAINING: 
 
1. Accident Prevention Program 
2. Emergency Procedures 
3. Hazard Communication Program & MSDSs 
4. Exposure Control Plan (HBV) and HIV/AIDS 
5. Personal Protective Equipment 
6. Energy Control Program (Lockout/Tagout) Overview 
7. District/School Policies/Procedures 
8. Safe Use of Ladders and Stepstools  
9. Safe Lifting and Ergonomic Awareness 
10. De-escalation Practices 
11. Defensive Driving Course (for those driving) 
12. Orientation to Specialized Equipment & Equipment Proficiency  
13. Safety with Sharps (knives, meat cutter, etc. 
 
PERSONAL PROTECTIVE EQUIPMENT NEEDED FOR THE JOB: 
 
Hazard category Hazard sources Personal Protective 

Equipment 
Required or 
Recommended** 

Bloodborne 
pathogen 
exposure 

student body fluids gloves Required 

Exposure to high 
temperature 

ovens, fryers, grills heat-resistant gloves 
or hot pads 

Required 

Exposure to slips 
and falls 

slippery floors slip-resistant shoes, 
mats 

Recommended 

Chemical 
exposure 

cleaners gloves (rubber and/or 
latex), goggles 

Recommended 

Exposure to 
sharp objects 

knives, slicers cut resistant gloves Recommended 



Job Hazard Assessment and Prevention Profile 
 
Job Title: FOOD SERVICE EMPLOYEE 
 

JHA09- Food Srvc Emp           3 

** - Required (by WISHA rule) or Recommended (best practice) 
 
 
 
Reviewed with employee on:  ___________________________________________ 
 
Employee signature:   _________________________________________________ 
 
Supervisor signature:  _________________________________________________ 
 



Job Hazard Assessment and Prevention Profile 
 
Job Titles: MAINTENANCE EMPLOYEE, BUS MECHANIC 
 

JHA10- Maintenance            1 

 
 
POTENTIAL HAZARD SOURCES:  EXAMPLES: 
 
Sources of motion and rolling or 
pinching objects 

shop equipment: drill presses, lathes, routers, 
boring machine, saws (table, cut-off, radial arm, 
band saw, scroll), grinders, sanders, planers, 
shapers, jointers, punch press; lifts, hoists, 
compressors, pneumatic tools, spray painting 
apparatus, jacks, welders, ladders, kitchen 
appliances, copier, file cabinet and desk drawers, 
tables and chairs, carts, motors, vehicle moving 
parts, split rim tires, plumbing snakes, AHU belts, 
door closures, dispensing machines 

Sources of high temperature boilers, hot water heater, engines, exhaust pipes, 
welding equipment, shop lights, heating 
equipment (steam radiators, space heaters), 
cooking appliances (coffee pot, microwave), 
copier, work in attics 

Exposure to weather traveling to and from vehicles, in between 
buildings, on rooftops, and outside 

Sources of chemical exposure oils, gas/diesel, parts cleaner, gases (oxygen, 
acetylene, nitrogen, propane), solvents, paints, 
glues, fertilizers, pesticides, batteries, plumbing 
dope, lubricants, drain cleaners, other cleaning 
products, deicer 

Sources of harmful dust/fumes asbestos containing building materials, brake 
linings, welding fumes, exhaust fumes, silica from 
sandblasting 

Sources of light radiation lights and light fixtures, welding, brazing and 
cutting, copier, heating lamps, boilers 

Sources of falling objects stored materials on upper shelves, hoists, jacks, 
trees, building materials, tools, transported 
materials, storage on upper shelves and cabinets, 
loose/wet ceiling tiles, equipment on carts, thrown 
objects, tools 

Sources of sharp objects saw blades, knives, farm tools, metal edges of 
materials, scissors, needles, cutting tools, nails 
and screws, automotive parts, metal shelving 
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POTENTIAL HAZARD SOURCES, CONT: EXAMPLES: 
 
Hazards in layout of workplace cluttered and crowded aisles, improperly stored 

chemicals, equipment clearances, proper exhaust 
ventilation (welding, wood dust), improperly 
guarded equipment, slippery floors, limited 
overhead space for lifts, limited work room around 
equipment, slippery swimming pool decks, crawl 
spaces 

Sources of electrical hazards electrical panels, switches, ballasts, cords on 
hand tools and equipment, explosion-proof 
electrical in spray booths/rooms, misused 
extension cords, arc welding, cords on power 
tools, missing ground plugs, improperly used or 
sized extension cords, overhead projector, small 
appliances, electrical motors, pumps 

Objects routinely lifted equipment, supplies, desks and chairs, tools 
Sources of bloodborne pathogen 
exposure 

body fluids from student injury/illness, septic 
system fluids (plumbers) 

Sources of noise electrical equipment, power tools, pneumatic 
equipment, saws, motor-driven equipment 

Sources of workplace violence student fights, upset parents or co-workers, 
inappropriate or uncontrolled student behavior, 
intruders 

 
 
Ergonomics: 
 

Physical risk factors Frequency Examples 
Awkward postures Occasional crouching and bending to do repair 

work, crawling in tunnels 
High hand force Occasional wrenches, hammers, power tools 
Highly repetitive motion N/A  
Repeated impact Occasional jack hammer, roto drills 
Heavy, frequent or 
awkward lifting 

Occasional lifting supplies, equipment, 
carrying supplies up ladders 

Moderate to high 
vibration 

Occasional using power equipment, jack 
hammer, impact wrench 

 
 
RECOMMENDED JOB SAFETY TRAINING: 
 
1. Accident Prevention Program 
2. Emergency Procedures, building specific 
3. Hazard Communication Program & MSDSs 
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4. Exposure Control Plan (HBV) and HIV/AIDS (HBV vaccine for plumbers) 
5. Personal Protective Equipment 
6. Energy Control Program (Lockout/Tagout) 
7. Fall Protection Program 
8. Respiratory Protection Program 
9. Forklift Training 
10. District & School Policies/Procedures 
11. Safe Use of Ladders and Stepstools 
12. Safe Lifting and Ergonomic Awareness 
13. De-escalation Practices 
14. First Aid/CPR 
15. Defensive Driving Course 
16. Orientation to Specialized Equipment & Equipment Proficiency 
17. Safe Pesticide Use (if applicable) 
 
PERSONAL PROTECTIVE EQUIPMENT NEEDED FOR THE JOB: 
 
Hazard category Hazard sources Personal Protective 

Equipment 
Required or 
Recommended** 

Chemical 
exposure 

paints, solvents, 
cleaners, anti-freeze 
acids, bases, 
solvents 

gloves, goggles, face 
shield, and/or apron 
rubber gloves 

Required 

Bloodborne 
pathogen 
exposure 

student body fluids gloves, goggles Required 

Exposure to 
flying objects 

shop equipment 
(grinders, lathes, 
etc.) 

goggles or face shield Required 

Exposure to 
harmful dust 

wood dust local ventilation or 
dust mask 

Required 

Exposure to 
harmful dust 

asbestos containing 
building materials 

respiratory protection 
and protective 
clothing 

Required 

 
Exposure to 
falling objects 

overhead work 
mechanical work 

work boots or steel-
toed shoes 

Required 

Exposure to high 
temperatures 

hot objects – 
motors, welding 

heat-resistant gloves Recommended 

Exposure to 
sharp objects 

blades, sharp edges 
of metal or wood 

leather gloves Recommended 

Exposure to 
noise 

power equipment, 
jack hammer 

ear plugs or muffs Recommended 

** - Required (by WISHA rule) or Recommended (best practice) 
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Reviewed with employee on:  ___________________________________________ 
 
Employee signature:   _________________________________________________ 
 
Supervisor signature:  _________________________________________________ 
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Job Title: GROUNDS EMPLOYEE 
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POTENTIAL HAZARD SOURCES:  EXAMPLES: 
 
Sources of motion and rolling or 
pinching objects 

ladders, tractors, blowers, weed whackers, lawn 
mowers, power tools (tree trimming), chain saw, 
copier, file cabinet and desk drawers, tables and 
chairs, carts, gates, doors and windows, 
playground equipment, students, vehicles 

Sources of high temperature motors, exhaust pipes, heating equipment (steam 
radiators, space heaters), cooking appliances 
(coffee pot, microwave), copier 

Exposure to weather extensive work out-of-doors 
Sources of chemical exposure oils, antifreeze, gas, diesel, parts cleaner, 

cleaning products, paints, glues, fertilizers, 
pesticides, herbicides, batteries, solvents, insect 
stings/bites, deicer 

Sources of harmful dust/fumes athletic field lime, gas/diesel exhaust fumes 
(nuisance dust - blown dirt and yard debris) 

Sources of light radiation sunlight, copier 
Sources of falling objects stored materials, hoists, jacks, building materials, 

tools, transported materials, equipment on carts, 
thrown objects, rocks, limbs/branches, ceiling 
tiles, balls 

Sources of sharp objects lawn mower blades, hand tools, needle sticks, box 
opener, pocket knives, saw blades, knives, metal 
edges of materials, scissors, needles, broken 
glass and can lids, cutting tools, nails and screws, 
engine parts, shovels, rakes, sharp edges of 
furniture and building trim, chippers, chain saws 

Hazards in layout of workplace uneven walking surfaces outside, cluttered and 
crowded aisles, improperly stored chemicals, 
equipment clearances, proper exhaust ventilation, 
improperly guarded equipment, slippery 
walkways, working on roofs, tractors without 
rollover protection 

Sources of electrical hazards powered equipment, cords on power tools, 
missing ground plugs improperly used or sized 
extension cords, small appliances 

Objects routinely lifted equipment, materials 
Sources of bloodborne pathogen 
exposure 

hypodermic needles, trash contaminated with 
body fluids, body fluids from student injury/illness 
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POTENTIAL HAZARD SOURCES, CONT: EXAMPLES: 
 
Sources of noise 
(possible occupational exposure) 

power tools, pneumatic equipment, saws, motor-
driven equipment, blowers, lawn mowers, tractors, 
chippers, chain saws 

Sources of workplace violence student fights, upset parents or co-workers, 
inappropriate or uncontrolled student behavior, 
trespassers or intruders 

 
Ergonomics: 
 

Physical risk factors Frequency Examples 
Awkward postures Occasional bending to do work, slippery 

footing (wet or icy surfaces) 
High hand force Occasional power tools, wood chipper 
Highly repetitive motion Occasional shoveling 
Repeated impact Occasional power tools, gravel compactor 
Heavy, frequent or 
awkward lifting 

Occasional lifting supplies, equipment, 
shoveling snow 

Moderate to high 
vibration 

Occasional using power equipment, wood 
chipper 

 
 
 
RECOMMENDED JOB SAFETY TRAINING: 
 
1. Accident Prevention Program 
2. Emergency Procedures, building specific 
3. Hazard Communication Program & MSDSs 
4. Exposure Control Plan (HBV) and HIV/AIDS 
5. Personal Protective Equipment 
6. Energy Control Program (Lockout/Tagout) 
7. Fall Protection (if working 10' off ground level) 
8. District & School Policies/Procedures 
9. Safe Use of Ladders 
10. Safe Lifting and Ergonomic Awareness 
11. De-escalation Practices 
12. Defensive Driving Course 
13. Orientation to Specialized Equipment & Equipment Proficiency 
14. Safe Pesticide Use 
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PERSONAL PROTECTIVE EQUIPMENT NEEDED FOR THE JOB: 
 
Hazard category Hazard sources Personal Protective 

Equipment 
Required or 
Recommended** 

Chemical 
exposure 

cleaners, solvents, 
pesticides 

gloves, goggles, 
apron, face shield 

Required 

Bloodborne 
pathogen 
exposure 

student body fluids, 
trash 

gloves, goggles Required 

Exposure to 
falling objects 

outside sites hard hats, work boots, 
work gloves 

Required 

Exposure to 
noise 

blowers, mowers ear plugs or muffs Recommended 

Exposure to dust blown dirt and yard 
debris 

dust mask, goggles Recommended 

** - Required (by WISHA rule) or Recommended (best practice) 
 
 
 
 
Reviewed with employee on:  ___________________________________________ 
 
Employee signature:   _________________________________________________ 
 
Supervisor signature:  _________________________________________________ 
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Job Titles: WAREHOUSE EMPLOYEE 
 

JHA12- Whse Emp            1 

 
POTENTIAL HAZARD SOURCES:  EXAMPLES: 
 
Sources of motion and rolling or 
pinching objects 

trucks and other vehicles, forklifts, pallet jacks, 
carts, dock levelers, rolling and step ladders 

Sources of high temperature shrink wrap devices, space heaters, vehicle 
exhaust pipes, cooking appliances (coffee pot, 
microwave) 

Exposure to weather outside to load/unload trucks 
Sources of chemical exposure vehicle fluids, propane, cleaning supplies, 

packaged material for others 
Sources of harmful dust/fumes vehicle exhaust 
Sources of light radiation bright sunlight, oncoming headlights, copier, scan 

guns 
Sources of falling objects unsecured stock storage, other storage on upper 

shelves, bins, materials being mechanically lifted 
Sources of sharp objects box cutters, knives, tools, staples on boxes, 

plastic straps on cartons, sharp edges of metal 
shelving, minor equipment repair, sharp edges of 
furniture and building trim 

Hazards in layout of workplace remote location, cluttered and crowded aisles, 
travel to and from the trucks, slippery dock and 
ramps, vehicle traffic, moving forklifts and carts 

Sources of electrical hazards battery recharging, small appliances (coffee pot, 
microwave), small tools, improperly used or sized 
extension cords 

Objects routinely lifted boxes and other containers of supplies, unloading 
trucks, restocking, receiving new equipment 

Sources of bloodborne pathogen 
exposure 

N/A 

Sources of noise engine noise (trucks, forklifts) 
Sources of workplace violence upset co-workers or vendors 
 
 
Ergonomics: 
 

Physical risk factors Frequency Examples 
Awkward postures Occasional lifting and loading supplies 
High hand force N/A  
Highly repetitive motion N/A  
Repeated impact N/A  
Heavy, frequent or awkward 
lifting 

Occasional large and heavy containers 

Moderate to high vibration Occasional while driving forklift 
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RECOMMENDED JOB SAFETY TRAINING: 
 
1. Accident Prevention Program 
2. Emergency Procedures 
3. Hazard Communication Program & MSDSs 
4. HIV/AIDS training 
5. Personal Protective Equipment 
6. Energy Control Program (Lockout/Tagout) Overview 
7. Fall Protection (if order pickers are used) 
8. Forklift Training 
9. District Policies/Procedures 
10. Safe Use of Ladders and Stepstools 
11. Safe Lifting and Ergonomic Awareness 
12. Office Safety 
13. Defensive Driving Course 
14. Orientation to Specialized Equipment & Equipment Proficiency 
 
 
PERSONAL PROTECTIVE EQUIPMENT NEEDED FOR THE JOB: 
 
Hazard category Hazard sources Personal Protective 

Equipment 
Required or 
Recommended** 

Slip and fall 
exposure 

slippery surfaces closed-toed, slip-
resistant shoe/boot 

Required 

Chemical 
exposure 

cleaners, fluids gloves, goggles Recommended 

Exposure to 
heavy and/or 
awkward lifting 

supplies, boxes mechanical assists, 
back belts 

Recommended 

** - Required (by WISHA rule) or Recommended (best practice) 
 
 
 
Reviewed with employee on:  ___________________________________________ 
 
Employee signature:   _________________________________________________ 
 
Supervisor signature:  _________________________________________________ 
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Job Titles: BUS DRIVER, AIDE 
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POTENTIAL HAZARD SOURCES:  EXAMPLES: 
 
Sources of motion and rolling or 
pinching objects 

students moving in the bus, wheelchairs, objects 
students bring on the bus, engine and luggage 
compartment doors, emergency doors, bus 
windows, shifting manual gears and operating 
doors, tire chains, bus yard gates, wheelchair lift 

Sources of high temperature bus heaters, bus engines, cooking appliances 
(coffee pot, microwave),  

Exposure to weather outside to pre-trip and assist students 
Sources of chemical exposure disinfectants, bus fluids (oil, gas, diesel, 

antifreeze, window cleaner), propane, oxygen 
Sources of harmful dust N/A 
Sources of light radiation bright sunlight, oncoming headlights, copier, laser 

pens 
Sources of falling objects storage on upper shelves in the bus garage, 

thrown objects 
Sources of sharp objects pencil points, sharp edges of windows and seats, 

knives 
Hazards in layout of workplace remote locations, cluttered aisles, travel to and 

from the bus, slippery bus steps, traffic, slippery 
spots and holes in the bus garage/lots 

Sources of electrical hazards battery recharging, engine block heaters, small 
appliances (coffee pot, microwave), changing light 
bulbs 

Objects routinely lifted supplies, students, tire thumper, bus hoods and 
access doors, equipment 

Sources of bloodborne pathogen 
exposure 

body fluids from student injury/illness 

Sources of noise engine noise, radio at high volume, congregated 
students 

Sources of workplace violence student fights, upset parents and co-workers, 
inappropriate or uncontrolled student behavior, 
rival fans at games, strangers 

 
 
Ergonomics: 
 
Physical risk factors Frequency Examples 
Awkward postures Occasional pre-tripping bus, attending to 

seated student, wheelchair 
positioning, chaining up tires, 
push and pull control levers, 
washing buses 
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High hand force N/A  
Highly repetitive motion Occasional using manual doors or manual 

transmissions 
Repeated impact N/A  
Heavy, frequent or 
awkward lifting 

Occasional lifting students, supplies 

Moderate to high vibration Frequent while driving bus 
 
 
 
RECOMMENDED JOB SAFETY TRAINING: 
 
1. Accident Prevention Program 
2. Emergency Procedures 
3. Hazard Communication Program  & MSDSs 
4. Exposure Control Plan (HBV) and HIV/AIDS (HBV vaccine offered) 
5. Personal Protective Equipment 
6. OSPI & District Policies/Procedures 
7. Safe Use of Ladders and Stepstools 
8. Safe Lifting and Ergonomic Awareness, including Safe Student Transfers 

(Special Ed.) 
9. De-escalation Practices, including Restraint Training (Special Ed.) 
10. First Aid and CPR 
11. Defensive Driving Course 
12. Specialized Student Medical Condition Training (Special Ed.) 
13. Orientation to Specialized Equipment & Equipment Proficiency 
 
 
 
PERSONAL PROTECTIVE EQUIPMENT NEEDED FOR THE JOB: 
 
Hazard category Hazard sources Personal Protective 

Equipment 
Required or  
Recommended** 

Bloodborne 
pathogen 
exposure 

student body fluids, 
trash 

gloves, clean up kit Required 

Exposure to 
workplace 
violence 

students, parents two-way radio or cell 
phone, de-escalation 
training 

Recommended 

Chemical 
exposure 

cleaners, bus fluids gloves, goggles Recommended 

** - Required (by WISHA rule) or Recommended (best practice) 
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Reviewed with employee on:  ___________________________________________ 
 
Employee signature:   _________________________________________________ 
 
Supervisor signature:  _________________________________________________ 
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Job Titles: DISTRICT OFFICE EMPLOYEE: 

CLERICAL, SUPPORT, ADMINISTRATOR 
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POTENTIAL HAZARD SOURCES:  EXAMPLES: 
 
Sources of motion and rolling or 
pinching objects 

office equipment (laminator, copier, typewriter, 
printer, etc.), file cabinet and desk drawers, safes, 
tables and chairs, carts, vehicles, students 

Sources of high temperature heating equipment (steam radiators, space 
heaters), cooking appliances (coffee pot, 
microwave), laminator, copier 

Exposure to weather traveling to and from vehicles, and in between 
buildings 

Sources of chemical exposure cleaners, glues, markers, copier toners, dry eraser 
Sources of harmful dust N/A 
Sources of light radiation copier, overhead projector, AV equipment 
Sources of falling objects storage and books on upper shelves and cabinets, 

loose/wet ceiling tiles, TV & AV equipment on 
carts, thrown objects 

Sources of sharp objects pencil/pen points, sharp edges of furniture and 
building trim, exacto knives, razors, paper cutter, 
scissors, stapler 

Hazards in layout of workplace remote locations (portables), cluttered and 
crowded aisles and storerooms, travel to and from 
parking lots, ergonomic issues in workstation 
layout 

Sources of electrical hazards improperly used or sized extension cords, 
overhead projector, small appliances, computer 
cords, fans and space heaters 

Objects routinely lifted books, papers, boxes of supplies, desks and 
chairs, computers, students 

Sources of bloodborne pathogen 
exposure 

body fluids from employees and visitors (limited) 

Sources of noise N/A 
Sources of workplace violence upset staff, parents, co-workers, or district 

patrons, inappropriate or uncontrolled student 
behavior, robbery while making bank deposits, 
intruders 
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Ergonomics: 
 
Physical risk factors Frequency Examples 
Awkward postures Occasional retrieving files 
High hand force N/A  
Highly repetitive motion Occasional clerical typing and data entry 
Repeated impact N/A  
Heavy, frequent or 
awkward lifting 

Occasional lifting supplies, boxes, 
equipment, furniture 

Moderate to high vibration N/A  
 
 
RECOMMENDED JOB SAFETY TRAINING: 
 
1. Accident Prevention Program 
2. Emergency Procedures, building specific 
3. Hazard Communication Program & MSDSs 
4. HIV/AIDS training 
5. Energy Control Program (Lockout/Tagout) Overview 
6. District & School Policies/Procedures 
7. Safe Use of Ladders and Stepstools 
8. Safe Lifting and Ergonomic Awareness 
9. De-escalation Practices 
10. Office Safety 
11. Defensive Driving (If driving on business) 
 
PERSONAL PROTECTIVE EQUIPMENT NEEDED FOR THE JOB: 
 
Hazard category Hazard 

sources 
Personal Protective 
Equipment 

Required or 
Recommended** 

Bloodborne 
pathogen exposure  

body fluids gloves Required 

Chemical exposure cleaners gloves Recommended 
** - Required (by WISHA rule)or Recommended (best practice); 
 
 
 
 
 
Reviewed with employee on:  ___________________________________________ 
 
Employee signature:   _________________________________________________ 
 
Supervisor signature:  _________________________________________________ 



School District

Bloodborne Pathogens 
Exposure Control Plan 

Appendix E



 

A.   PURPOSE 
 
It is the policy of this school district to provide a safe environment for employees and students.  
In accordance with board policy and the Washington Industrial Safety and Health Act (WISHA) 
Occupational Exposure to Bloodborne Pathogens standard (WAC 296-823), this district has 
developed the following Exposure Control Plan.  This Exposure Control Plan has been adopted 
by the school district as an element of the Accident Prevention Program (Safety Program).  The 
purpose of this exposure control plan is to: 
 

1) Eliminate or minimize employee occupational exposure to blood or other potentially    
infectious materials (OPIM); 

 
 2) Identify employees occupationally exposed to blood or other potentially infectious        

materials while performing their regular job duties; 
 
 3) To provide employees exposed to blood and OPIM information and training and, 
 
 4) Comply with all requirements as set forth in the WISHA Bloodborne Pathogens 

standard. 
 
All employees whose tasks may expose them to blood, body fluids, or other potentially 
infectious materials shall be provided with a copy of this Exposure Control Plan or shall 
have access to it during their work shift and shall receive training as described herein.  A 
copy of the plan can be found in the school office. 
 
 
B. ADMINISTRATION AND COMPLIANCE 
 
The district Safety Officer or designee is the administrator of this plan and is responsible for its 
implementation. 
 
 
C. OCCUPATIONAL EXPOSURE IN THE SCHOOL DISTRICT 
 
The school district has performed an exposure determination for all common job classifications 
that may incur occupational exposures to blood or other potentially infectious materials.  
Occupational exposure means “reasonably anticipated skin, eye, mucous membrane, or 
parenteral (piercing of the skin) contact with blood or other potentially infectious materials that 
may result from the performance of an employee’s duties”.  This exposure determination is made 
without regard to the use of personal protective equipment (PPE).  Employees who are identified 
as having occupational exposure as listed below are required to comply with the procedures and 
work practices outlined in this exposure control plan.  
 
 1. Category One 
 
 All employees in the following job classifications may reasonably anticipate 

having an occupational exposure to bloodborne pathogens: 



 
 

• School nurses and at-risk employees in the health occupations who provide 
physical care in which blood or blood tinged body fluids are present 
(suctioning, first aid, injections, etc.). 

• Teachers and aides providing physical care with exposure to blood or blood 
tinged bodily fluids; e.g., first aid, feeding, diapering, work in classrooms for 
the developmentally disabled, medical needs students, and anyone with open 
cuts, abrasions, or skin disease or have contact with aggressive students who 
may bite or scratch.   

• Bus drivers who transport students described above; i.e. the developmentally 
disabled, medical needs students and anyone with open cuts, abrasions, or skin 
disease. 

• Classroom contacts with a student who is an HBV carrier  
• Therapists (Physical, Communication, Occupational) providing therapy to 

students described above; i.e. the developmentally disabled, students who are 
HBV carriers and who behave aggressively (biting, scratching) or have special 
medical problems, such as open skin lesions that increase the risk of exposure 
to their blood or serous secretions. 

• Coaches, assistants and physical education teachers who are required to 
provide first aid as part of their job classification (all coaches in Washington 
State schools). 

• First aid providers who are required to provide first aid as a part of their job 
classification.  (Note: Not all persons who have first-aid cards are required to 
provide first aid.). 

• Custodians who clean and dispose of bloody wastes and/or who police areas 
with contaminated wastes (discarded drug paraphernalia, condoms, etc.). 

  
2. Category Two 

 
Some of the employees in the following job classifications could potentially be 
exposed to blood and/or body fluids in the performance of their duties resulting in 
an occupational exposure to bloodborne pathogens: 

 
• Science teachers 
• Special Education teachers and paraprofessionals 
• Preschool teachers 
• Staff playground monitors/aides 
• Staff school crossing guards 
• Vocational education teachers  
• Physical education teachers  
• Health Services Coordinators 
• Athletic referees 
• Plumbers and maintenance personnel who maintain bathroom and cleaning 

solution disposal facilities 
• Teachers other than those listed in Category One 
• Substitutes, classified and certificated 
• Bus Drivers other than those in Category One 



 
 

 
Employees in Category Two should examine the Tasks and Procedures list and then 
consult with their supervisors to determine if they are to be offered pre-exposure HBV 
vaccinations. 
 
3. Tasks and Procedures 

 
The following are “Tasks and Procedures” that may be performed in this school 
district and include a risk of exposure to bloodborne pathogens: 

 
• Medical treatments and procedures 
• Physical therapy exercises 
• Occupational therapy exercises 
• First aid procedures 
• Athletic procedures commonly involving damage to skin or mucous 

membranes 
• Athletic therapy procedures 
• Vocational educational procedures involving equipment and tools which, 

unless properly operated, may cause injury to the skin or mucous membranes, 
i.e. wood & metal shops, arts & crafts, etc. 

• Health Services educational procedures 
• Toilet procedures 
• Laundering of contaminated clothing, uniforms, towels, etc. 
• Cleaning procedures involving blood or body fluid visibly contaminated with 

blood 
• Plumbing procedures involving maintenance and repair of bathrooms or 

cleaning solution disposal areas 
• Interaction with students known to bite and scratch 
• Use and disposal of hypodermic needles  
• All “sharps” use and disposal procedures in laboratory, classroom, kitchen, 

shops, maintenance and other settings 
• All procedures involving equipment or materials which may cause injury to 

skin or mucous membrane 
 
 
D. COMPLIANCE METHODS 
 
 1.   Universal Precautions 
 

All employees of the school district are required to know and follow “universal 
precautions” as described by the Center for Disease Control (CDC).  “Universal 
precautions” recognizes all body fluids as though they are infected with bloodborne 
pathogens.  This requires that all employees of the district to assume that all human blood 
and specified human body fluids are infectious for HIV, HBV, and other bloodborne 
pathogens.  Where differentiation of types of body fluid is difficult or impossible, all 
body fluids are to be considered as potentially infectious. 
 



 
 

2. Engineering Controls and Work Practices 
 
Engineering controls and work practices will be used by all employees to eliminate or 
minimize occupational exposure to bloodborne pathogens.  The following controls are to 
be used: 

a. Hand washing facilities are readily accessible to all employees who have a 
potential for exposure.  Waterless antiseptic hand cleansers or antiseptic 
towelettes are available to employees at risk of exposure if running water is not 
readily available (e.g. bus drivers).  If waterless cleansers or towelettes must be 
used, the employee must follow-up with a soap and water wash as soon as 
possible. 

 
Employees will wash their hands with soap and water: 

 
 after removal of gloves or other personal protective equipment; 
 after contact with blood, body fluids, or OPIM; 
 when work is completed and before leaving for home; 
 before eating, drinking, smoking, applying cosmetics, changing contact 

lenses or using the bathroom; 
 before activities that entail hand contact with mucous membranes, eyes, or 

breaks in the skin; 
 after using the restroom 

 
If blood or OPIM contacts mucous membranes, those areas will be washed or 
flushed with water immediately or as soon as possible. 
 

b. After use, dispose of contaminated sharps in the following manner: 
 

• The person using the sharp instrument or item shall be responsible for its 
 proper disposal immediately after use. 
• All sharp items shall be placed in a closing, leak-proof, rigid, puncture-

resistant, break resistant container, which is conspicuously, and/or color-
coded, located as close as possible to the operation requiring sharps. 

• Contaminated needles and other contaminated sharps must not be bent, 
recapped or removed.  Shearing or breaking of contaminated needles is 
prohibited. 

• Use mechanical means (i.e. tongs, forceps, broom and dustpan) when cleaning 
up broken glass.  

 
c. Reusable items such as hand tools, equipment, etc., will be decontaminated using 

approved methods prior to re-use.  A solution of one part household bleach in ten 
parts water (1:10) is an approved disinfectant for contaminated objects. All 
reusable contaminated items will be removed or secured from the work 
environment and labeled with a biohazard warning label until decontamination is 
completed. 

 



 
 

d. All procedures involving blood or other potentially infectious materials shall be 
performed in such a manner as to prevent or minimize any splashing, spraying, or 
spattering of blood or other potentially infectious materials. 
 

e. Employees are prohibited from eating and drinking, applying cosmetics or lip 
balm, and handling contact lenses in areas where injuries or illnesses are treated 
or where there is reasonable likelihood of exposure to blood or other potentially 
infectious materials. 

 
f. Food and drink must not be kept in refrigerators, freezers, on countertops, or in 

other storage areas where blood or OPIM are present. 
 
 
3. Personal Protective Equipment (PPE) 
 
Where there is an occupational exposure, the district will provide, at no cost to the 
employee, appropriate personal protective equipment such as, but not limited to, gloves, 
gowns, laboratory coats, face shields or masks, eye protection, and mouthpieces, 
resuscitation bags, pocket masks, or other ventilation devices.  The protective equipment 
will be considered appropriate only if it does not permit blood or OPIM to pass through 
or reach the employee’s clothing, skin, eyes, mouth or other mucous membranes under 
normal conditions of use and for the duration of time that the protective equipment will 
be used.  Employees are required to use appropriate protective equipment for the task 
they are performing, and will receive training on the proper use of the PPE provided. 

 
a. The use of gloves is indicated and MUST BE WORN: 

 
• Where it is reasonable anticipated that employees will have hand contact with 
 blood, other potentially infectious materials, non-intact skin, and mucous 
 membranes. 
• When the employee has cuts, abraded skin, chapped hands, or other non-intact 
 skin and exposure to blood or other potentially infectious materials is 
 reasonably anticipated. 
• When handling or touching contaminated items or surfaces. 

 
Gloves shall be of appropriate quality and material and shall comply with the 
standards of safety for the procedures performed. Hypoallergenic gloves, glove liners, 
powderless gloves or similar alternatives will be made available to those employees 
who are allergic to the gloves normally provided. Disposable gloves shall be single-
use, are not to be washed or decontaminated for re-use, and shall be replaced and 
disposed of as soon as practical when they become contaminated or if they are torn, 
punctured, or when their ability to function as a barrier is compromised.  Reusable 
utility gloves shall be decontaminated after each exposure to body fluids provided 
that the integrity of the glove is not compromised.  Utility gloves will be discarded if 
they are cracked, peeling, torn, punctured, or exhibit any other signs of deterioration. 

 
b. Eye protectors or facemasks will be available and are required to be used 

whenever splashes, spray, spatter, or droplets of blood or other potentially 



 
 

infectious materials may be generated and eye, nose, or mouth contamination can 
be reasonably anticipated. 

 
c. Appropriate protective clothing such as gowns, aprons, and lab coats may be worn 
 depending on the task and degree of exposure anticipated. 

 
d. Resuscitation barrier equipment shall be provided in the event resuscitation is 
 necessary. 

 
e. All personal protective equipment must be inspected prior to use to verify that it is 
 in good condition. 

 
f. All contaminated or potentially contaminated personal protective equipment must 
 be removed and placed in the appropriate area or container upon completion of 
the  task and prior to leaving the work area. 
 
g. Wash hands immediately or as soon as feasible after removal of gloves or other 
 PPE. 

 
 
4. Housekeeping 

 
a. General Housekeeping Procedures 

 
 All equipment and work surfaces must be cleaned and decontaminated with an 
 appropriate disinfectant as soon as possible after any contact with blood or other 
 potentially infectious material. 
 

 Employees must wear appropriate personal protective equipment during all cleaning 
 of blood or other potentially infectious materials. 
 

Initial clean up of blood or OPIM must be followed with the use of a disinfectant 
chemical germicide or a solution of 5.25 percent sodium hypochlorite (household 
bleach) diluted 1:10 to 1:64 (1/4 cup bleach per one gallon of water) with water. 

 
Broken glassware, which may be contaminated, is not to be picked up by hand, but 
cleaned up by using a broom and dustpan or other appropriate tools. 

 
Employees, who handle or empty waste containers must not unnecessarily handle, 
squeeze or push down waste with hands or feet.  Waste should only be pushed or 
tamped down with a device that removes the hands or feet from contact with the 
waste.  This could be accomplished with something as simple as a 2x4 board. 

 
Restroom waste containers should be lined with a strong, leak-proof plastic liner.  
The liners should be long enough to enable employees to gather the top of the bag and 
remove it without coming into contact with the contents or the interior of the liner.  
Employees will wear impervious utility gloves while handling waste and during 



 
 

general restroom cleaning.  Employees will wash their hands with soap and water 
immediately after removing the gloves. 

 
b. Regulated Waste 

 
 Regulated waste (see definition) must be disposed of in accordance with state, county 
 or local health district regulations. 
 
 After use, disposable sharps are to be placed in the “sharps” container. The container 
 shall be closable; puncture resistant; leak proof on sides and bottom; and labeled or 
 color-coded as required.  Employees shall not reach into such container with their 
 hands. Sharps disposal containers are available at: 
 

• Each nurse’s station 
• Maintenance department 
• Transportation department 

 
 Other regulated waste must also be placed in closable, leak-proof containers that are 
 labeled or color-coded properly. 
 

c. Laundry  
  

 The following items are used in this school district and may be exposed to blood or 
 body fluids: 
 

• Sheets 
• Pillowcases 
• Blankets 
• Towels 
• Clothing (including athletic uniforms) 

 
 Contaminated laundry (see definition) shall be handled as little as possible with a 
 minimum of agitation. Contaminated laundry shall be bagged at the location where it 
 was used and shall not be sorted or rinsed.   
 

Contaminated laundry shall be placed in a bag or container marked with the 
biohazard symbol. Should the outside bag become contaminated, double bagging is 
required. For wet laundry, the bags should be strong enough to hold the contents and 
be leak-proof. 

 
 Employees who handle or have contact with contaminated laundry shall wear gloves 
 at a minimum. Wet laundry may require additional personal protective equipment; 
 e.g. aprons, waterproof shoes, utility gloves. 
 
 The district is responsible for the procedures used and any expense incurred in  
 laundering and disinfecting of contaminated linen, towels, and athletic uniforms.  



 
 

 Student clothing should be sent home for washing bagged and with appropriate 
 directions to parents. 
 
5. Contaminated Disposable Material 

 
The following disposable equipment and material is used in this school district and 

 may come in contact with blood or body fluids, and could potentially expose 
 employees to HIV/HBV or other bloodborne pathogens: 
 

• Tongue Depressors 
• Cotton applicators 
• Gauze pads and bandages 
• Gloves (single use) 
• Diapers 
• Used tissues 
• Feminine hygiene products 

 
Contaminated disposable equipment and/or material should be handled with 
disposable gloves and should be segregated and disposed of in a leak-proof plastic 
bag which shall be available in the room where the item is used. 

 
 6. Contaminated Reusable Equipment 
 

 The following reusable equipment is used in this school district and may come in   
 direct contact with blood or other body fluids and could potentially expose employees 
 to HIV/HBV: 
 

• Athletic equipment such as wrestling and gymnastic mats 
• Earphones 
• Toys 
• Garbage cans 
• Cleaning tools, i.e., mops, mop bucket, dust pan, broom, and brushes 
• Utility gloves 

 
If an incident occurs where the body fluid has contaminated a surface, cleaning and 
disinfecting should take place prior to allowing an activity to continue.  During 
athletic events, an ample supply of towels should be available.  Disposable towels and 
tissues are recommended.  Towels must be used for one individual only and then 
disposed of in an appropriate receptacle.  “Competitors who are bleeding, have an 
open wound or blood on the uniform shall not participate in an event until proper 
treatment has been administered…The bloodied portion of the uniform must be 
properly disinfected or the uniform changed before the athlete may participate.” 
(WIAA Sport Rules). 
 
Mops should be soaked in disinfectant after use and rinsed thoroughly or washed in a 
hot water cycle before rinse.  Non-disposable cleaning equipment (buckets) should be 
thoroughly rinsed in the disinfectant.  All bins, pails, cans, and similar receptacles 



 
 

intended for reuse which have a reasonable likelihood of becoming contaminated 
with blood or OPIM must be inspected and decontaminated on a regularly scheduled 
basis and cleaned and decontaminated immediately, or as soon as feasible, upon 
visible contamination. Gloves must be worn during all cleaning and disinfecting 
procedures.  After complete, remove gloves and wash hands. 
 
Utility gloves may be decontaminated for re-use provided the integrity of the glove is 
not compromised.  Utility gloves must be discarded if they are cracked, peeling, torn, 
punctured, or exhibit other signs of deterioration or when their ability to function as a 
barrier is compromised. 

 
 7. Signs and Labels 
 

Biohazard warning labels shall be affixed to all containers containing blood or other 
potentially infectious material designated as “regulated waste.” 
 
Warning labels will include the biohazard symbol and will be fluorescent orange, or 
orange-red, or predominately so, with lettering and symbols in a contrasting color. 
 
Warning labels will be affixed to containers by tape, string, wire, or adhesive in order 
to prevent their unintentional removal.  Labels are not required when red bags or red 
containers are used. 

 
8. Hepatitis B Vaccination 
 

Hepatitis B vaccinations shall be offered to employees identified as likely to 
experience occupational exposure.  The vaccination will be provided by the school 
district at no cost to the employee. Vaccinations will be provided to employees during 
normal working hours and any travel expenses incurred will be borne by the 
employer. 
 
Vaccinations are encouraged and will be provided after the employee has received the 
training outlined in this plan, but within 10 days of assignment to duties unless: 
 

• the employee has previously received the series 
• antibody testing reveals that the employee is immune 
• medical reasons prevent taking the vaccination; or 
• the employee chooses not to participate 

 
 A copy of the health care professional’s written opinion will be provided to the 
 employee. 
 

Vaccinations will be provided by a Professional Health Care Provider or the Local 
Health District. 

 
All other portions of this plan will still cover employees for whom the vaccine is 
contraindicated.  



 
 

 
If the Healthcare Professional decided the hepatitis B vaccine is contraindicated, 
he/she will so indicate that in the report to the district. 

 
Routine booster dose(s) of the HBV vaccine shall be provided in accordance with 
U.S. Public Health Service recommendations at no cost to the employee if required. 
 
If an employee declines the vaccinations, the employee will be required to document 
that refusal on the HBV Declination Statement form which will be maintained in the 
employee’s medical record for the duration of employment plus 30 years. If, 
however, an employee subsequently decides to have an HBV vaccination, it will be 
made available under the same terms and conditions as stated above. 
 
All school district employees will be offered a post-exposure HBV vaccination if an 
occupational exposure incident occurs. 

 
 

E. FOLLOW-UP PROCEDURES AFTER POSSIBLE EXPOSURE TO 
BLOODBORNE PATHOGENS 
 
1. Documentation and Testing: 
 
If an exposure incident occurs (i.e. an employee comes into contact with blood or OPIM), 
provide the initial first aid treatment such as cleaning the wound, flushing eyes, or other 
mucous membranes.  Report the incident to your supervisor immediately in the school 
office.  An exposure incident report form (pages 21-22) as well as an accident report form 
must be completed.  The supervisor must also contact the insurance department at ESD 
112 (360-750-7504). 
 
Following a reported exposure incident, the exposed employee will receive a confidential 
medical evaluation.  The evaluation will include: 
 

• Document the routes of exposure and how the exposure occurred. 
• Identify and document the source individual (unless the district can establish 

that identification is infeasible or prohibited by state or local regulations). 
• Obtain consent and arrange to test the source individual (if a student, must 

contact parent or guardian) as soon as possible to determine HIV and HBV 
infectivity.  If consent is not obtained, the employer shall establish that legally 
required consent cannot be obtained.  Check with your local health 
department. 

• Document that the source individual’s test results were conveyed to the 
employee’s health care provider. 

• If the source individual is already known to be HIV, HCV, and/or HBV 
positive, new testing need not be performed. 

• Provide the exposed employee with the source individual’s test results if the 
source individual, or the parents or guardian, has given permission. 



 
 

• Provide the exposed employee information about laws on confidentiality for 
the source individual. 

• After obtaining consent, collect exposed employee’s blood as soon as feasible 
after the exposure incident, and test for HBV, HCV, and HIV serological 
status. 

• If the employee does not give consent for HIV serological testing during the 
collection of blood for baseline testing, preserve the baseline blood sample for 
at least 90 days; if exposed employee elects to have the baseline sample tested 
during this waiting period, perform the testing as soon as feasible. 

 
While this school district will always strive to comply with the requirements of the 
WISHA Bloodborne Pathogens regulation, the district will also use every precaution to 
protect the privacy of each individual in accordance with all applicable Washington State 
laws and all regulations issued by the Office of the Superintendent of Public Instruction.  
 
Exposed employees shall have post-exposure prophylaxis made immediately available as 
recommended by the U.S. Public Health Service when medically indicated. Post exposure 
prophylaxis includes HBV immunization series if not already completed. Post exposure 
immunizations must be initiated within 24 hours of exposure for optimum results. 
 
Any employee who declines a post exposure evaluation must sign a statement of 
declination. 
 
Exposed employees shall also be advised to report and seek medical evaluation of any 
acute febrile (feverish) illness within the 12 weeks following exposure. 
 
The employer must ensure that all laboratory tests are conducted by an accredited 
laboratory at no cost to the employee. 
 
2. Information to Healthcare Professional: 

 
The district shall ensure that the following information is provided to the Healthcare 
Professional performing the post-exposure evaluation: 
 

• A copy of the WISHA’s bloodborne pathogens standard 
• A description of the employee’s duties relating to the exposure incident 
• Documentation of the route(s) of exposure and circumstances under which the 

exposure occurred 
• If possible, results of the source individual’s blood test 
• All relevant medical records of the employee, including vaccination status, 

and any known information on other findings maintained by healthcare 
professionals; e.g. information from earlier exposure incidents 

 
3. Healthcare Professional’s Written Report to the Employer: 

 



 
 

The district will obtain and provide a copy of the healthcare professional’s written 
opinion on post-exposure evaluation to the employee within 15 days of the completion of 
the evaluation: 
 

• If the health care professional provides the written opinion directly to the 
 employee, the district is not required to provide the report. 

• If the employee’s personal health care professional completes the evaluation, 
 the district is not required to obtain the health care professional’s written 
 opinion. 

 
This report shall be limited to: 

 
• Whether or not the employee has been informed of the results of the 

evaluation. 
• That the employee has been told about any medical conditions resulting from 

exposure to blood or other infectious materials that require further evaluation 
 or treatment. 

 
4. Review of Exposure Incidents 
 
The plan administrator will review the circumstances of all exposure incidents to 
determine: 

• Why the exposure incident occurred; 
• If procedures were being followed; and 
• If procedures, protocols, and/or training need to be revised. 

 
If it is determined that revisions need to be made, the plan administrator will ensure that 
appropriate changes are made to this plan.  Documentation of this evaluation should 
accompany the exposure report. 

 
 
F. EDUCATION AND TRAINING OF EMPLOYEES 
 
 All public school employees are required by the State of Washington (WAC 392-198: 

Training-School Employees-HIV/AIDS) to receive appropriate education and training 
about the transmission, prevention, and treatment of HIV/AIDS.  This school district will 
provide newly hired school district employees this training within six months from the 
first day of employment in the district.  It is highly recommended that similar training for 
the Hepatitis B virus be provided concurrently.   

 
All employees whose job functions involve the risk of occupational exposure to blood or 
body fluids shall receive appropriate education and training prior to the commencement 
of their duties, annually thereafter, and when changes in task or procedures take place 
that affect occupational exposure. 
 
 Such education and training shall, at a minimum, include: 
 



 
 

• Training by a person knowledgeable in the subject matter 
• Access to a copy of the WISHA regulation WAC 296-823, Occupational 

Exposure to Bloodborne Pathogens, and an explanation of its contents. A 
personal copy of the regulations will be provided to any employee who 
requests one. 

• Information on the epidemiology, symptoms, and transmission of bloodborne 
pathogen diseases (HIV/HBV/HCV). 

• An explanation of the use and limitations of engineering controls, work 
practices, and PPE. 

• An explanation of methods to recognize tasks and other activities that may 
involve exposure to blood and OPIM.   

• What constitutes an exposure incident. 
• An explanation of the employer’s exposure control plan and means by which 

the employee can obtain a copy of the written plan. 
• An explanation of Universal Precautions. 
• Training in the selection, types, use, location, handling, removal, 

decontamination, and disposal of PPE. 
• Information on the HBV vaccine, including its efficacy, safety, method of 

administration, offered free of charge and the benefits of being vaccinated. 
• Information on the appropriate actions to take and persons to contact in an 

emergency involving blood or other potentially infectious materials. 
• An explanation of the procedure to follow if an exposure incident occurs, 

methods of reporting the incident, and the medical follow-up that will be 
made available. 

• Information on the post-exposure evaluation and follow-up following an 
exposure incident. 

• An explanation of the signs, labels, tags, and/or color-coding used to denote 
biohazard.  

• An opportunity for interactive questions and answers with the persons 
conducting the training. 

 
Training records will be completed for each employee upon completion of training.  
These records will include: 
 

• Date of training 
• Summary of contents 
• Name(s) and qualifications of person conducting the training sessions 
• Names and job titles of all persons attending the training sessions 

 
Training records will be maintained for a minimum of three (3) years from the date on 
which the training occurred. 
 
Employee training records will be made available to employees, their representatives, and 
appropriate government representatives upon request within 15 working days from the 
district’s Human Resources/Personnel department 

 
 



 
 
 
 
 
G. RECORDKEEPING 
 

1.   Medical Records 
 

The district will maintain a medical record for each employee whose duties include 
potential occupational exposure, in compliance with WAC 296-802, “Employee Medical 
and Exposure Records”.  These records will include: 
 

• Name and Social Security number of the employee 
• A copy of the employee’s HBV vaccination status, including the dates of 

vaccination and any medical records regarding the employee’s ability to 
receive the vaccination 

• The HBV declination statement for employees who decline the vaccination 
• A copy of any healthcare professional’s written report to the employer 

involving post-exposure incidents 
• A copy of any information provided to a healthcare professional regarding the 

possible exposure. 
 
The Human Resources/Personnel department is responsible for maintaining medical 
records. 
 
Such records will be kept confidential and will not be disclosed to any person, except as 
required by law, without the express written consent of the employee. 
 
Employee medical records must be maintained for at least the duration of employment 
plus 30 years. 
 
Employee medical records will be provided upon request of the employee or to anyone 
having written consent of the employee within 15 working days. 
 
2.  Sharps Injury Log 
 
In addition to WAC 296-27, Recordkeeping Requirements (OSHA 300 log), all 
percutaneous injuries from contaminated sharps are also recorded in the Sharps Injury 
Log.  This log must include at least: 
 

• Date of injury 
• Type and brand of the device involved 
• Where the incident occurred 
• How the incident occurred 

 
This log will be maintained in a way that protects the confidentiality of the injured 
employee.  Copies that are provided upon request must have any personal identifiers 



 
 

removed.  The log will be reviewed at least once a year as part of the annual program 
evaluation and is kept for at least 5 years following the end of the calendar year 
 

 
H. EVALUATION AND REVIEW 
 
 The plan administrator is responsible for review of this program and its effectiveness, and 

for updating as needed, at least annually or whenever necessary, to include new or 
modified tasks and procedures. 

 
 
I. POLICY FOR VOLUNTARY WORKPLACE FIRST AID AND OTHER 

UNANTICIPATED CONTACTS 
 
 This section is intended to apply only to employees who perform infrequent, voluntary, 

“good Samaritan” first aid activities.  This policy is also intended to apply to employees 
who may have unanticipated, potential occupational exposures to blood or other 
potentially infectious materials. 
 
A voluntary, “good Samaritan” first aid provider: 
 

• Does not render first aid as primary job duty 
• Renders first aid only as a collateral duty 
• May respond only to work place injuries on a non-routine basis 
• Is not obligated by the district to render first aid assistance 

 
Any employee responding to help another person with a first aid situation that involves 
the presence of blood or OPIM shall as a minimum put on gloves and be careful not to 
allow the blood or OPIM to come into contact with any part of the body or clothing. 
 
Contaminated gloves or clothing should be removed as soon as possible after the 
incident.  They will be placed in an impervious plastic bag as near as possible to the 
incident to control the spread of contamination. 
 
Hands must be washed with soap and water immediately after removing gloves.  Any 
other affected body surfaces will be washed immediately with soap and water.  If there is 
exposure to the mucous membranes, flush with water immediately or as soon as possible. 
 
Employees will report all first aid responses and incidents to their supervisor/principal 
before end of work-shift when first aid incident occurred (regardless of use of PPE). 
 
The supervisor or designee will determine if an “exposure incident” occurred. 
If exposure incident occurred, follow the district’s bloodborne pathogens procedures 
found on pages 19-20 of this document. 
 

 
 



 
 

DEFINITIONS 
 
 
AIDS: Acquired Immunodeficiency Syndrome, the most severe manifestation of 
infection with the human immunodeficiency virus (HIV). 
 
Antibody: Substance that a person’s immune system develops to help fight infection. 
 
Asymptomatic: Having a disease-causing agent in the body but showing no outward 
symptoms of disease. An infected person, even without symptoms, is capable of 
transmitting a disease to others. 
 
Blood: Refers to human blood, human blood components, and products made from 
human blood.  The term “human blood components” includes plasma, platelets, and 
serosanguinous fluids (e.g. exudates from wounds). 
 
Bloodborne Pathogens: Pathogenic microorganisms that are present in human blood and 
can cause disease in humans.  These pathogens include, but are not limited to, hepatitis B 
virus (HBV) and human immunodeficiency virus (HIV).  Other examples include 
hepatitis C, malaria, syphilis, babesiosis, brucellosis, leptospirosis, Creutzfeldt-Jakob 
disease, Human T-lymphotrophic Virus Type 1, and viral hemorrhagic fever.   
 
Centers for Disease Control (CDC): Federal health agency, which is a branch of the 
U.S. Department of Health and Human Services.  CDC provides national health and 
safety guidelines and statistical data on AIDS and other diseases. 
 
Contaminated: The presence or the reasonably anticipated presence of blood or other 
potentially infectious materials on an item or surface. 
 
Contaminated Laundry: Laundry that has been soiled with blood or other potentially 
infectious materials or may contain contaminated sharps. 
 
Contaminated Sharps: Any contaminated object that can penetrate the skin including, 
but not limited to, needles, scalpels, broken glass, broken capillary tubes, and exposed 
ends of dental wires. 
 
Decontamination: The use of physical or chemical means to remove, inactivate, or 
destroy bloodborne pathogens on a surface or item to the point where they are no longer 
capable of transmitting infectious particles and the surface or item is rendered safe for 
handling, use, or disposal. 
 
Engineering Controls: Controls (e.g., sharps disposal containers, self-sheathing needles) 
that isolate or remove the bloodborne pathogens hazard from the workplace. 
 
Exposure Incident: A specific eye, mouth, other mucous membrane, non-intact skin, or 
parenteral contact with blood or other potentially infectious materials that result from the 
performance of an employee’s duties.  “Non-intact skin” includes skin with dermatitis, 
hang nails, cuts, abrasions, chafing, etc. 



 
 

 
Handwashing Facilities: A facility providing an adequate supply of running potable 
water, soap, and single use towels or hot air drying machines. 
 
HBV: Hepatitis B virus is a viral infection that affects the liver. The effects of the disease 
on the liver can range from mild to severe or fatal. 
 
High-Risk Behavior: A term that describes certain activities that increase the risk of 
transmitting HIV or HBV. These include anal intercourse, vaginal intercourse without a 
condom, oral-anal contact, semen in the mouth, sharing intravenous needles and intimate 
blood contact. 

 
HIV: Human Immunodeficiency Virus. 
 
Immune System: A body system that helps resist disease-causing germs, viruses or other 
infections. 
 
Infection: A condition or state of the body in which a disease-causing agent has entered 
it. 
 
Mucous Membrane: A moist layer of tissue that lines the mouth, eyes, nostrils, vagina, 
anus or urethra. 

 
Non-intact Skin: Skin that is chapped abraded, weeping or that has rashes or eruptions. 
 
Occupational Exposure: Reasonably anticipated skin, eye, mucous membrane, or 
parenteral contact with blood or other potentially infectious materials that may result 
from the performance of an employee’s duties. The term “reasonably anticipated” 
includes the potential for exposure as well as actual exposure. 
 
Other Potentially Infectious Materials (OPIM): 
 
• The following human body fluids: semen, vaginal secretions, cerebrospinal fluid, 

synovial fluid, pleural fluid, pericardial fluid, peritoneal fluid, amniotic fluid, saliva in 
dental procedures, any body fluid that is visibly contaminated with blood, and all 
body fluids in situations where it is difficult or impossible to differentiate between 
body fluids; 

• Any unfixed tissue or organ (other than intact skin) from a human (living or dead), 
and 

• HIV-containing cell or tissue cultures, organ cultures, and HIV-or HBV-containing 
culture medium or other solutions; and blood, organs, or other tissues from 
experimental animals infected with HIV or HBV. 

 
Parenteral: The piercing of mucous membranes or the skin barrier through such events 
as needle sticks, human bites, cuts, and abrasions. 
 
Pathogen: A disease-causing substance. 
 



 
 

Personal Protective Equipment: Specialized clothing or equipment worn by an 
employee for protection against a hazard. General work clothes (e.g., uniforms, pants, 
shirts, or blouses) not intended to function as protection against a hazard are not 
considered personal protective equipment. 
 
Regulated Waste: Liquid or semi-liquid blood or other potentially infectious materials; 
contaminated items that would release blood or other potentially infectious materials in a  
liquid or semi-liquid state if compressed; items that are caked with dried blood or other 
potentially infectious materials and are capable of releasing these materials during 
handling; contaminated sharps; and pathological and microbiological wastes containing 
blood or other potentially infectious materials. 
 
Sharps: (see Contaminated Sharps) 
 
Source Individual: Any individual, living or dead, whose blood or other potentially 
infectious materials may be a source of occupational exposure to the employee.  
Examples include, but are not limited to, hospital and clinic patients, clients in 
institutions for the developmentally disabled, trauma victims, clients of drug and alcohol 
treatment facilities, residents of hospices and nursing homes, human remains, and 
individuals who donate or sell blood or blood components. 
 
Sterilize: The use of a physical or chemical procedure to destroy all microbial life.  
 
Syndrome: A collection of signs and symptoms that occur together. 
 
Universal Precautions: An approach to infection control.  According to the concept of 
universal precautions, all human blood and certain human body fluids are treated as if 
known to be infectious for HIV, HBV, and other bloodborne pathogens. 
 
Vaccine: A substance that produces or increases immunity and protection against a 
particular disease. 
 
Virus: An organism that causes disease. 

 
Work Practice Controls: Controls that reduce the likelihood of exposure by altering the 
manner in which a task is performed (e.g., prohibiting recapping of needles by a two-
handed technique). 



 
 

 EXPOSURE INCIDENT PROCEDURE 
 
 
For The Exposed Employee: 
 
Steps to follow in the event of exposure to blood or other potentially infectious materials: 
 
1. Immediately and thoroughly clean or flush the area of direct contact. 
2. Report incident immediately to your supervisor.  Determine if the exposure was a significant 

exposure incident, i.e. blood or OPIM contacted eyes, mouth, other mucous membrane, and non-
intact skin or there was a piercing of the skin or mucous membrane by a contaminated item.  If yes, 
go to step 3.  If no, go to step 4. 

3. If it is determined to be a significant exposure incident, contact a licensed health care professional or 
your county health department immediately.  Current recommendation is that treatment begins within 
2 hours of exposure. 

4. Contact licensed health care professional or your local health department within 24 hours for 
determination of the need for post exposure medical evaluation and follow-up. 

5. Complete the exposure incident documentation form. 
• Document the route(s) of exposure and the circumstances under which the exposure incident 

occurred; 
• Identify and document the name of the source individual if feasible; 
• Identify and document the name, address, and telephone number of the health care 

professional who will evaluate the need for post-exposure medical evaluation and follow-up; 
6. Complete Report of Accident/Injury as soon as feasible. 
7. Report incident to the ESD 112 Insurance Department @ 360-750-7504.  They will provide 

additional information and forms. (Supervisor may do this) 
8. Receive copy of healthcare professional’s written opinion.  Follow through on the advice of the 

licensed health care professional. 
9. Submit licensed health care professional’s bill to Personnel Office. 
10. Abide by any applicable laws and regulations concerning disclosure of the identity and infectious 

status on the source individual. 
 
For The Immediate Supervisor: 
 
Steps to follow in the event of an employee’s exposure to blood or other potentially infectious materials: 
 
1. Using the exposure incident documentation form, assist the exposed employee with completing the 

following: 
• Exposed employee information 
• Exposure incident information 
• Source individual information 

2. Assist the exposed employee with contacting the identified health care professional for determination 
of the need for medical follow-up if the employee has not done so.  Explain to the employee that the 
vaccination and follow-up is “at no cost to the employee.” 

3. Send all completed documents to the personnel office as soon as possible. 
• Exposure incident documentation form (completed through the fourth item under  Post-

Exposure evaluation information). 
• Report of accident or injury form  

4. Abide by any applicable laws and regulations concerning disclosure of the identity of the source 
individual. 

 



 
 
 
 
For The Personnel Department: 
 
Steps to follow in the event of an employee’s exposure to blood or other body fluids: 
 

1. Place all documentation of the exposure incident in the employee’s medical file: 
• Exposure incident documentation form (complete through the third item under post-Exposure 

Evaluation Information). 
• Report of accident or injury form (district form) 
• Exposed employee consent form. 
 

2. If post-exposure medical evaluation is considered necessary, provide the following information to the 
evaluation health care professional: 

• A copy of Chapter 296-62-08001 WAC; 
• A copy of the exposure incident documentation form 
• All medical records relevant to the appropriate treatment of the employee including hepatitis B 

vaccination status, which are the employer’s responsibility to maintain. 
3. Complete the final items on the exposure incident documentation form. 
4. Establish and maintain an accurate record, pre-exposure incident, for each employee, in accordance 

with WAC 296-62-052, including: 
• The name and social security number of the employee 
• A copy of the employee’s hepatitis B vaccination status including the date of all hepatitis B 

vaccinations and any medical records relative to the employee’s ability to receive vaccination; 
• A copy of all results of examinations, medical testing, and follow-up procedures required. 
• The employer’s copy of the health care professional’s written opinion; 
• A copy of the information provided to the health care professional 

5. Provide employee a copy of the healthcare professional’s written opinion. 
6. Ensure that employee medical records are: 

• Kept confidential 
• Not disclosed or reported without the employee’s express written consent to any person within 

or outside the work except as required by law. 
7. Maintain employee medical records for at least the duration of employment plus thirty years. 
 

For The Healthcare Professional: 
 

1. Evaluate the exposure incident. 
2. Arrange for testing of the employee and the source individual. 
3. Notify employee of results of all testing. 
4. Provide counseling. 
5. Provide post-exposure prophylaxis. 
6. Evaluate reported illnesses. 
7. Send (only) the written opinion to the employer.  This includes documentation that the employee 

was informed of the evaluation results and the need for any further follow-up, and whether 
hepatitis B vaccine is indicated and if vaccine was received. 
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School Name: 

School Address: 

Department:  Science Department 

Room(s) covered by this plan: 

Administrator responsible for plan implementing: 

Department Chairperson or Director:  

Designated Individual  Responsibility 

_________________________________________ District Chemical Hygiene Officer 

_________________________________________ Hazardous Waste Manager 

_________________________________________ School Hygiene Coordinator 

_________________________________________ District Safety Officer 

Implementation Date: 

Annual Review Date:  

Science Department Chair’s Signature: 

Emergency Telephone Numbers 

FIRE . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 911 

MEDICAL EMERGENCY . . .. . . . . . . . . . . . . . . . 911 

SECURITY EMERGENCY  . . . . . . . . . . . . . . . . . 911 

POISON CENTER . . . . . . . . . . . . . . . . . . . . . . . . 800-222-1222 



School Year: _____________________________ 
 
Employees covered by this school’s chemical hygiene plan: 
1.  

2.  

3.  

4.  

5.  

6.  

7.  

Note: Occasional visitors to the laboratory, such as a guest or sales person, isn’t defined as an 
employee and therefore doesn’t need to be addressed in the Chemical Hygiene Plan. 

 
Designated individuals with specific chemical hygiene responsibilities 
 
1. Annual inspection of chemical containers: 

2. Updating the chemical inventory: 

3. Providing spill response training: 

4. Hazardous waste disposal: 

5. Annual fume hood testing: 

6. Testing eye washes weekly: 

7. Testing safety showers annually: 

8. Checking fire extinguishers: 

9. Maintaining chemical safety data sheets: 

10. Training new staff in the Hygiene Plan: 

11. Approval of lab chemical procurement:  
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A. INTRODUCTION 
 

1. Purpose of the Chemical Hygiene Plan 
 

It is the policy of this school to provide a place of employment that is free from chemical 
exposures likely to harm employees’ health, and that complies with all federal, state, and local 
laws and regulations affecting the safety and health of its employees.  The primary objective is to 
ensure that individuals at risk are adequately informed about the chemicals used in the 
laboratory, the risks involved, and the procedures to follow to minimize their exposure to those 
chemicals.  This Chemical Hygiene Plan is derived from the Hazardous Chemicals in 
Laboratories Standard as adopted into the Washington Industrial Safety and Health Act (WISHA) 
(WAC 296-828). The Division of Occupational Safety and Health (DOSH) within the 
Washington State Department of Labor and Industries (L&I) enforces compliance with the 
laboratory standard. 

 
2. What is Covered by the Laboratory Standard? 

 
Laboratories are defined as facilities where the "laboratory use of hazardous chemicals" occurs.  
“Laboratory use of hazardous chemicals” refers to the handling or use of such chemicals in which 
all of the following conditions are met:  
 

a) Chemical manipulations are conducted on a laboratory scale. 
b) Multiple chemical procedures or chemicals are used. 
c) Protective laboratory practices and equipment are available and commonly used. 
d) The procedures are not part of a production process whose function is to produce 

commercial quantities of materials. 
 
"Laboratory scale" means work with substances in which the containers used for reactions, 
transfers, and other handling of substances are designed to be easily and safely manipulated by 
one person.  
 
“Hazardous chemicals” are those which pose a health hazard, defined by WISHA as any 
substance for which there is evidence showing that acute or chronic harm may result from 
exposure to that chemical.  Health hazards include carcinogens, toxic or highly toxic agents, 
reproductive toxins, irritants and corrosives. 
 
“Employees” who are to be addressed in the Chemical Hygiene Plan are individuals employed in 
the laboratory workplace that may be exposed to hazardous chemicals in the course of his or her 
assignments.  This includes employees who actually work in the laboratory (instructors and 
aides) or employees who because of their work assignments may be required to enter a laboratory 
where potential exposures may occur, such as maintenance or custodial personnel. 
 

3. What is not Covered by the Laboratory Standard 
 
The Laboratory Standard does not apply to: 

  
a) Students.  Because students are not employees, they are not formally covered by the 

provisions of the Chemical Hygiene Plan (CHP).  However, there are recommendations 
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in this document that suggest appropriate student rights and responsibilities related to 
issues of chemical safety. 

b)  The occasional visitor to the laboratory, such as a guest is not included in the definition of 
employee and therefore does not need to be addressed in the Chemical Hygiene Plan.  
Such persons will be offered the same protection offered to students, and they will 
conform to the same expectations as students in the laboratory. 

 
4. Summary of the Requirements 

 
a) The Laboratory Standard requires that covered laboratories prepare, implement, and make 

available to employees, a Chemical Hygiene Plan which is capable of: 
 

1) Protecting employees from health hazards associated with hazardous chemicals in the 
laboratory. 

2) Keeping laboratory employees' exposures to WISHA-regulated substances below the 
permissible exposure limits (PEL). 

 
b) The Chemical Hygiene Plan should include: 
 

1) General employee and laboratory rules and procedures regarding health and safety 
considerations for the use of hazardous chemicals in laboratories.  This includes 
personal protective equipment requirements including proper respiratory protection, 
housekeeping, storage and disposal, personal hygiene, chemical procurement, and 
chemical labeling and handling. 

2) Information and training to ensure that employees are apprised of the hazards of 
chemicals present in their work area(s). 

 3) Procedures for employees who work with hazardous chemicals to receive 
 medical attention under specified circumstances. 
4) Designation of personnel responsible for implementation of the plan. 
5) Record keeping procedures for employee exposure monitoring measurements and 

medical records. 
6) Specific control measures such as laboratory design, including ventilation, fume 

hoods, or other engineering controls. 
7) Procedures for inspections of laboratories and annual review. 
8) Provisions for additional employee protection for work with particularly hazardous 

substances. 
9) Provisions for employee exposure monitoring if there is reason to believe that 

exposure levels for a regulated substance routinely exceed the action level (or 
permissible exposure level in the absence of an action level). 

10) A description of Emergency Response procedures. 
 
B. CHEMICAL HYGIENE PERSONNEL 
 

1. School District Administrators 
 

Successful development and implementation of a Chemical Hygiene Plan (CHP) requires the 
commitment and support of the senior administrators, the school district Safety Officer and the 
laboratory Chemical Hygiene Officer (CHO). 
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2. Principal 
 

The principal is responsible for chemical hygiene program in the local school.  The principal 
should monitor school employees’ compliance with the CHP.  The principal may choose to 
designate a School Chemical Hygiene Officer. 
 

3. School District 
 

The school district is responsible for: 
 

a) Maintaining records of employee exposure to hazardous chemicals for the duration of  
  employment plus 30 years.   
b) Reporting all exposures/accidents in writing to the ESD 112 Insurance Department. 
c) Providing medical consultations and examinations as required as a result of 
 exposure to hazardous chemicals. 
d) Providing personal protective equipment when necessary. 
e) Measuring the concentration of hazardous chemical(s) if it is believed that the action 

level or permissible exposure level has been exceeded.  
 

4. Chemical Hygiene Officer 
 

The Chemical Hygiene Officer's goal is to ensure that responsibility for chemical hygiene and 
safety in the laboratories is shared by all who work in those laboratories, including students.  The 
responsibilities of the Chemical Hygiene Officer are: 
 

a) Develop and implement the Chemical Hygiene Plan. 
b) Work with administrators and teachers to implement the program. 
c) Ensure that employees have access to the Chemical Hygiene Plan, Safety Data Sheets, 

and other reference materials. 
d) Monitor procurement, use, and disposal of chemicals used in the school’s laboratories. 
e) Assure that inspections of the laboratory and laboratory equipment are performed on a 

regularly scheduled basis and that records of inspections are maintained. 
f) Determine the need for personal protective equipment beyond that specified for general 

laboratory use. 
g) Ensure that the appropriate training with regard to chemical hygiene is provided to 

employees whose normal work locations include laboratory areas.  Make decisions 
regarding requests to use chemicals identified as particularly hazardous such as 
carcinogens, reproductive toxins, explosive, highly toxic, or generally unsuitable for 
general school laboratories. 

h) Conduct an annual review and revision of the Chemical Hygiene Plan. 
 

5. Laboratory Staff Responsibilities 
 

Each laboratory instructor is responsible for planning and conducting each laboratory operation 
in accordance with the appropriate laboratory procedures and rules outlined in the Chemical 
Hygiene Plan.  It is also the instructor's responsibility to develop good personal chemical hygiene 
habits, maintain awareness of health and safety hazards, and to report accidents, injuries, unsafe 
practices and unsafe conditions. 
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6. Students 
 
Good personal chemical hygiene habits must be taught to all students who use the lab while 
enrolled in science courses.  Students shall not be allowed to use school district laboratories 
outside of regular science course classes unless they first obtain permission and are directly 
supervised during their work. 

 
C. GENERAL PRINCIPLES 
 
 1. Minimize All Chemical Exposures 
 
  All prudent efforts should be taken to minimize all chemical exposures.  Use the proper personal 

protective equipment to minimize contact with chemicals.  Use the least toxic chemical that the 
task requires.  The use of listed carcinogens or other highly toxic chemicals should be avoided.  
Specific guidelines for handling chemicals may be found on the Safety Data Sheet. 

 
2. Routes of Exposure 

 
The routes of exposure to chemicals may occur by inhalation, ingestion, contact with skin or 
eyes, or injection. 
 
 a) Inhalation of chemical vapors, mists, gases or dusts can produce poisoning through the 

mucous membrane of the nose, mouth, throat, and lungs and can seriously damage these 
tissues. The degree of injury resulting from exposure to toxic vapors, mists, gases or dusts 
depends on the toxicity of the material and its solubility in tissue fluids, its concentration 
and the duration of exposure. 

 b) Ingestion of chemicals can be extremely dangerous. Many chemicals will directly damage 
the tissue of the mouth, throat, nose, lungs, and gastrointestinal tract. 

 c) Contact with skin and eyes can lead to significant chemical injury. A common result of 
skin contact is local irritation, but many chemicals can be absorbed through the skin and 
cause systemic poisoning. Most chemicals are damaging to the eyes, which are very 
sensitive organs. Alkaline materials, phenols, and strong acids can cause permanent loss 
of vision. 

 d) Injection of chemicals is not a very common route of exposure but may occur through 
mechanical injection from glass or other materials contaminated with chemicals, or when 
chemicals are handled in syringes. 

 
Staff or students may have a particular sensitivity to any chemical. Risk factors include asthma, 
chemical sensitivities, pregnancy and compromised immune systems. These factors must be 
considered when determining the amount of time a person should be working with a specific 
chemical compound.  

 3. Know the Hazards and the Risks of the Chemicals 
 
  Instructors must learn the potential hazards of each chemical they use and not underestimate their 

risk.  The decision to use a particular chemical will be based on the best available knowledge of 
each chemical’s particular hazard and the availability of proper handling facilities and 
equipment.  Substitutions, either of chemicals or experiments, will be made where appropriate to 
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reduce hazards without sacrificing instructional objectives.  When the risk outweighs the benefit 
and no substitute is available, then the experiment, procedure or chemical will be eliminated. 

 
 4. Provide Adequate Ventilation 
  
  The best way to prevent exposure to airborne substances is to prevent their escape into the 

working atmosphere by using hoods or other ventilation devices.  Ensure that hoods and other 
ventilation devices are kept in good working condition and checked regularly to assure their 
effectiveness. 

 
 5. Use the Chemical Hygiene Program 
 
  The Chemical Hygiene Plan provides specific practices designed to minimize exposure to 

hazardous substances.  It is the responsibility of the employee to follow these practices.  
 

6. Observe the Exposure Limits 
 
  Laboratory operations must be conducted in a manner that prevents employee exposure to     

chemical substances in excess of the Permissible Exposure Limits (PEL’s). These PEL’s 
are found on the Safety Data Sheet for each product and are also listed in WAC 296-841-20025.  

 
7. Use the Safety Data Sheet (SDS) 

 
The district should not accept from a supplier or use a chemical unless a SDS is immediately 
available and accessible to the employee.  The employee shall be trained to read and use the 
information found on the SDS. 

 
D. STANDARD OPERATING PROCEDURES FOR LABORATORIES 
 

The goal of the Chemical Hygiene Plan is to protect instructors and students working in the 
laboratory and to protect the environment from injury or contamination due to hazardous 
chemicals through training and careful attention to safe work practices. 

 
1. General Rules 

 
The instructor should be aware of the following: 

a) Know the safety rules and procedures that apply to the work at hand.  Before beginning 
any new operation, determine the potential hazards and appropriate safety precautions to 
take. 

b) Know the location of, and how to use, emergency equipment in the area, as well as how 
to obtain additional help in an emergency.  Be familiar with emergency procedures 
including evacuation routes, spill cleanup procedures and fire control. 

c) Know the types of protective equipment that are available and use the proper equipment 
for each job. 

d) Watch for unsafe conditions and work practices and report them so that corrections can 
be made as soon as possible.  One person's accident can be a danger to everyone in the lab 
area. 

e) Know how and where to properly store the chemical when it is not in use. 
f) Proper personal hygiene practices. 
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g) Procedures by which supervisory persons will be notified in case of accident or injury. 
h) Proper procedures for the disposal of hazardous substances. 
i) If you leave an operation unattended for any period of time, leave the laboratory lights on 

and post a sign.  
j) Never leave laboratory chemicals unattended in an unsecured room. 
k) Notify the School or District Chemical Hygiene Officer immediately if you have been 

exposed to a hazardous chemical. 
 

2. Avoidance of “Routine” Exposure 
 

a) Develop, use and encourage safe work habits. 
b) Become familiar with the laboratory procedures and all potential hazards involved before 

beginning any operation. 
c) Use the engineering and work control practices available for the procedure. 
d) Do not attempt to identify chemicals by smell or taste.  All containers containing 

chemicals must be properly labeled. 
 

3. Planning 
 

a) The instructor shall review potential hazards and specifically describe them to all classes 
and all students. 

b) Reduce the scale of the procedure to a minimum in order to reduce generation of used 
chemicals. 

c) Use the least hazardous chemical which is effective for the task. 
d) The work conducted in the lab and its scale must be appropriate to the physical facilities 

available. 
e) Use only those chemicals for which the quality of the ventilation system is appropriate. 
 

4. Personal Behavior 
 

a) Horseplay, pranks, careless behavior or other acts of mischief will not be tolerated in 
chemical work areas and laboratories. 

b) Activities using unauthorized chemicals will not be performed by staff or students. 
c) The laboratory should not be left unattended while an experiment is in progress.  It is 

recognized that certain procedures, such as crystallization and evaporation are a normal 
part of some experiments and that such procedures may safely be left while they are in 
progress.  The teacher should use the best available information when deciding whether a 
particular experiment may be left unattended. 

d) No experiments should be conducted by a student working alone in a laboratory.  There 
are no exceptions to this policy. 

 
5. Personal Hygiene 

 
All employees should use appropriate personal hygiene practices, including: 
 

a) Wash exposed or contaminated skin promptly. 
b) Wash well before breaks, before eating, smoking, or using toilet facilities, and before 

leaving the laboratory.  Wash hands after removing gloves. 
c) Smoking is not allowed in the laboratory. 
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d) Avoid practices that may result in the ingestion of chemicals, such as biting fingernails, 
chewing gum, chewing on pencils or pens, or holding items in the mouth. 

e) Do not apply cosmetics in any chemical laboratory. 
f) Confine long hair and loose clothing. 
g) Open-toed shoes, sandals, and/or shoes with uppers constructed of woven material are not 

permitted in the laboratory. 
h) Jewelry such as rings, bracelets or watches should not be worn in order to prevent 

chemicals from collecting underneath them, from contacting electrical sources, catching 
on equipment or damage to the jewelry itself. 

i) At no time should shorts, cutoffs, or short skirts be allowed in the laboratory when an 
experiment is in progress. 

j) Never pipet by mouth.  A pipetter, pipet bulb, or aspirator shall be used to provide a 
vacuum. 

 
6. Food Handling 

 
a) No food or beverages will be stored, handled, prepared or consumed in the laboratory or 

other areas where chemicals are used or stored. 
b) Do not bring laboratory chemicals or laboratory equipment into areas that are designated 

for food consumption. 
c) Do not use glassware or utensils that have been used for laboratory operations to prepare 

or consume food.  Laboratory refrigerators, ice chests, microwave ovens, cold rooms, etc., 
must not be used for food storage or preparation.  

 
7. Housekeeping 

 
a) Keep work areas clean and free from obstructions.  Cleanup the area following the 

completion of each operation and at the end of each day. 
b) Deposit wastes in the appropriate receptacles. 
c) Store equipment and chemicals properly.  Do not store chemicals in aisles, on the floor, 

on desks or laboratory tables.  
d) Attend to laboratory accidents and spills immediately.  Follow the appropriate emergency 

procedures. 
e) Label all containers with chemicals with the identity of the contents and the hazards those 

contents present to the user.  Inform the laboratory supervisor immediately of the 
presence of any unlabeled containers.  Do not open unlabeled containers. 

f) Do not block access to exits, emergency equipment, controls, etc.  Keep all passageways, 
aisles, and doorways free from obstruction. 

g) Notify the laboratory supervisor immediately if equipment malfunctions. Discontinue use 
of the equipment if a safety hazard exists. 

h) Clean all working surfaces and floors regularly. 
i) Keep chemical storage under the hoods to a minimum. Leave the hood ventilation system 

turned on if chemicals are stored in or under the hood. Limit chemical storage in fume 
hoods to under 24 hours. 
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8. Protective Equipment 
 
A Hazard Assessment will determine personal protective equipment needs for the individual 
laboratory.  Personal protective equipment and instructions on the proper use of this equipment 
will be provided to employees, as appropriate, to minimize exposure to hazardous chemicals. 
 

a) Eye Protection 
1) Eye protection, consisting of a minimum of safety glasses, will be worn by all persons 

in the laboratory (including visitors) at all times when working with chemicals. 
2) Goggles, or safety glasses in conjunction with a face shield, are required if a splash 

hazard exists or when corrosives are handled. 
3) All eye protection shall conform to ANSI Standard Z87.1. 
4) Contact lenses may be worn provided the same approved eye protection is worn as 

required of others in the area. 
 

b) Gloves 
1) No gloves are good for all applications.  The appropriate type of glove is determined 

by the type of chemical being handled.  Consult the SDS or a manufacturer’s glove 
chart for information regarding the proper type of gloves to be used. 

2) Inspect gloves prior to use to ensure that there are no holes, tears, or cracks in them. 
3) Avoid skin contact between gloves and exposed skin, clothing, and mucous 

membranes (eyes, nose, and mouth) during use.  Remove gloves before leaving the 
laboratory. 

 
c) Clothing 

1) Clothing worn in the laboratory should offer protection from splashes and spills, 
should be easy to remove in case of an accident, and should be fire-resistant. 

2) Lab coats and rubber aprons are examples of clothing that may be worn.  Lab coats 
should be long-sleeved and cover at least to the knee. 

 
d) Respiratory Equipment 

Laboratories will not be operated in schools under conditions that would require the use 
of respirators to maintain exposures below WISHA permissible exposure limits. 

 
e) Safety Showers and Eyewashes 

1) Every instructor and student must know the location of all safety showers and 
eyewashes in the area. 

2) Every instructor and student must know how to use the safety showers and 
eyewashes. 

3) Flush eye, holding eyelid open or contaminated skin for a minimum of 15 minutes.  
Seek medical attention as soon as possible after flushing. 

 
f) Fire Extinguishers 

1) Instructors must know the location and how to properly use a fire extinguisher in 
emergency situations. 

2) Fire extinguishers must be visually inspected monthly to ensure they are in proper 
working condition.  Replace or recharge depleted extinguishers immediately.   
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9. Glassware 
 

a) Accidents involving glassware are the leading cause of laboratory injuries.  Use careful 
storage and handling procedures to avoid glassware breakage. 

b) Use hand protection (gloves) when inserting glass tubing into rubber stoppers or corks or 
when placing rubber tubing on glass hose connections. Tubing should be fire polished or 
rounded and lubricated, and hands should be held close together to limit movement of 
glass should a fracture occur. 

c) Wear hand protection when picking up broken glass. Sweep up broken pieces with a 
brush and dustpan.  Place broken glass in a separate container apart from regular waste. 

d) Clean glassware as soon as possible after use.  Store glassware in clean areas designated 
for this purpose.  Do not store dirty or broken glassware. 

 
10. Chemical Handling 

 
a) Know the hazards posed by the different classes of chemicals, including oxidizers, 

flammables, corrosives, compressed gases, acutely hazardous and chronically hazardous 
chemicals. 

b) Read and understand the Safety Data Sheet before using any new chemical. 
c) Chemical wastes must be disposed of properly. Consult with the Chemical Hygiene 

Officer about waste management prior to instituting a new laboratory experiment. 
d) Be sure that equipment is carefully secured before its use.  Combine reagents in the 

proper order, and avoid adding solids to hot liquids. 
e) Always add acid to water.  Never add water to acid. 
f) When transporting, storing, using, or disposing of any substance, be sure that the 

substance cannot accidentally come into contact with an incompatible substance. This 
contact could result in an explosion, fire, or the production of hazardous gases, fumes or 
vapors. Refer to incompatibility charts.  

g) When chemicals are being transferred from one container to another, be sure that the new 
container is compatible with the chemical and is labeled with the identity of the chemical.  

 
11. Flammability Hazards  

 
a) Do not use an open flame to heat a flammable liquids.  Extinguish open flames as soon as 

its purpose is served. 
b) Before lighting a flame, remove all flammable substances from the immediate area and 

check all containers of flammable substances in the area to ensure that they are tightly 
closed. 

c) Store flammable materials in a flammable cabinet or other appropriate location.  Store 
away from any ignition sources.  Store flammable materials away from all oxidizers. 

d) Make sure that all flammable cabinets and containers are properly grounded to prevent 
accidental ignition of flammable vapors and liquids from static electricity or other sources 
of ignition.  

e) Flammable cabinets must be kept closed or provided with ventilation piping that leads 
directly outside and is equipped with an explosion-proof exhaust fan. 

 
12. Electrical Hazards 

 
a) Equipment and electrical cords must be in good repair, properly grounded, and insulated. 
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b) Circuit breakers for all laboratories must be readily accessible.  Staff should know how to 
cut off electrical service to the laboratory in case of emergency. 

c) If electrical equipment shows evidence of undue heating, it should be immediately 
unplugged. 

d) Do not use electrical equipment in a combustible atmosphere unless it has been approved 
as intrinsically safe. 

e) Electrical equipment must be located so that contact with water or chemical spills is 
eliminated. 

 
13. Compressed Gases 

 
 If compressed gas cylinders are used in the laboratory, procedures for their use should be in 

accordance with guidelines established by the Compressed Gas Association and the NFPA. 
 

a) Only trained and authorized personnel will handle compressed gas cylinders. 
b) Secure all gas cylinders in an upright position with restraints such as chains to prevent 

them from falling or being knocked over. 
c) Always replace the cylinder cap when the cylinder is not in use and when it is being 

moved. 
d) Never lift a cylinder by its valve or its cap. 
e) Never place cylinders in hallways or work areas where they could be knocked over. 
f) Avoid exposure of cylinders to heat.  Do not store cylinders in direct sunlight. 
g) Never lubricate, modify, force or tamper with a cylinder valve. 
h) Cylinders of toxic, flammable or reactive gases should only be used under a fume hood. 
i) Cylinders shall be equipped with a pressure regulator designed and marked for its 

maximum use pressure. 
j) Never use cylinders with contents that cannot be positively identified. 
k) Never direct high pressure gases at a person; serious injury could result. 
l)    Always wear safety glasses when handling and using compressed gases. 

 
14. Laboratory Operations/Activities Requiring Approval 

 
These laboratory operations require review and prior approval by the Chemical Hygiene Officer: 

 
a) Non-routine procedures for which the employee or student has not been trained. 
b) Analytical work with an unknown substance. 
c) Operations or activities for which there are no written procedures. 

 
15. Laboratory Operations Not Allowed 
 

a) Where there is the potential for a rapid rise in temperature or pressure. 
b) Where there is the potential for chemical explosion or spontaneous  combustion. 
c) Where substituting a more hazardous chemical for a less hazardous one. 
d) Where there is the potential for the generation of toxic gas that could result in airborne 

concentrations above the Action Level or Permissible Exposure Limit. 
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E. LABORATORY SAFETY PROCEDURES  
 
 1. Laboratory Facilities  
 

The work conducted in a lab must be appropriate to the physical facilities available and to the 
quality of the ventilation system. (See Appendix 3 for a detailed list of requirements.) 
 

a) Laboratory Design 
 

A laboratory facility should include, where appropriate: 
1) An adequate general ventilation system with air intakes and exhausts located to avoid 

intake of contaminated air. 
2) Well-ventilated stockrooms and storerooms. 
3) Appropriate chemical storage for specific hazardous materials; e.g., flammables, 

corrosives, oxidizers and poisons.  
4) Adequate laboratory hoods and sinks. 
5) Emergency equipment including fire extinguishers, spill kits, a nearby fire alarm and 

telephone.  
6) First aid equipment including first aid kits, eyewash fountains and drench showers. 
7) Appropriate personal protective equipment such as gloves, eye protection, aprons etc. 
8) Electrical receptacles, switches, and controls located so as not to be subject to liquid 

spills. 
 

b) Laboratory Ventilation and Hoods 
 

1) The general laboratory ventilation system should provide a source of air for breathing 
and for input to local ventilation devices, ensuring that laboratory air is continually 
circulated, and direct air flow into the laboratory from non-laboratory areas and out to 
the exterior of the building. 

2) General laboratory ventilation should operate at a rate of 4-to-12 room air changes per 
hour. Use local exhaust systems such as chemical fume hoods to control exposures 
from hazardous fumes, dusts and vapors. The American Society of Heating, 
Refrigerating, and Air-Conditioning Engineers recommends 15-to-20 cubic feet per 
minute (CFM) per person in school classrooms and higher rates for more hazardous 
areas.  

3)   There must be at least one fume hood for each laboratory where hazardous chemicals 
are being used. With the sash raised to 12 inches, air should enter the fume hood at 
60-to-125 linear feet per minute - checked quarterly with a velocity meter or 
anemometer. Maintain written documentation of all tests. 

4)  Use the hood for any operation that might result in release of airborne concentrations 
of hazardous materials in the form of vapors, dust, or gases. Conduct operations in the 
enclosure without the insertion of any portion of the body other than hands and arms.  
Keep the hood sash closed at all times except when working in front of it. 

5) Periodically inspect and clean the hood to ensure proper operation. 
6) Keep materials in the hood to a minimum and do not allow them to block vents or air 

flow.  Avoid the storage of materials in the hood.  
7) Cabinets that store corrosive acids should have open ventilation holes to prevent 

accumulation of corrosive vapors.  
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8) Flammable liquids cabinets must be kept closed unless they are equipped with an 
explosion-proof auxiliary exhaust ventilation system. Stockrooms should have their 
own dedicated ventilation system that provides additional air exchanges. 

9) The quality and quantity of ventilation should be evaluated when installed, monitored 
regularly (at least every six months), and reevaluated whenever a change in 
ventilation devices is made. 

 
2. Chemical Procurement 
 

a) Check the laboratory inventory prior to initiation of a purchase. 
b) Purchase chemicals for the laboratory in accordance with the Chemical Hygiene Plan. 

Staff are prohibited from purchasing or storing restricted chemicals. (See list in Appendix 
1. Restricted Chemicals.) 

c) Buy no more than a five-year supply of laboratory chemicals at a time. It is only 
acceptable to exceed this limit if the chemical is not available in a smaller container. 

d) Purchase chemicals only when needed for specific experiments or projects.  Use the 
minimum amount of chemicals required and order only in the quantity sufficient for the 
intended use. 

e) All chemicals will be contained in tightly closed, sturdy, and appropriate containers.  The 
container will be marked with the date at the time it is received and the date it is opened. 

f) Do not accept a chemical if the original container has been broken, opened, or arrives 
without an adequate identifying label. 

g) Require that the supplier provide a SDS for each chemical ordered to accompany the 
shipment. 

h) Update the Chemical Inventory List each time a chemical is received. A site-specific list 
of chemicals in the lab must be maintained. 

i) Do not accept donations of chemical compounds. 
j) Before a substance is received, obtain information on proper handling, storage and 

disposal.  Provide this material to the employees involved in shipping, receiving and 
distribution of laboratory chemicals. 

k) No select carcinogens, reproductive toxins or highly acute toxins are allowed in middle 
school or high school laboratories in this school district without written approval of the 
Safety Officer or Chemical Hygiene Officer. 
 

• Many of these compounds are on the Restricted Chemicals List. (See Appendix 1- 
Restricted Chemicals) 

• Carcinogenic metals include chromates, dichromates, cadmium compounds, 
cobalt compounds, and nickel compounds.  

• Reproductive toxins include lead compounds, mercury compounds, bromates and 
the carcinogenic metals. 

Minimize the number, variety, and amount of these compounds in storage. Purchase as prediluted 
solutions if possible and only handle them in the fume hood if dusts or vapors could be released. 

3. Hazard Identification, Labels and Signs 
 
a) A SDS for each chemical must be readily available to laboratory employees and, upon 

request, to students.  Safety Data Sheets are documents that 1) describe the physical and 
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chemical characteristics of the chemical; 2) provide information about the chemical’s 
physical and health hazards; 3) list the means for controlling those hazards; and 4) the 
name, address and phone number of the manufacturer or other responsible party.  SDSs 
also inform the reader about first aid, other emergency procedures, and recommended 
exposure limits. 

b) If the chemical is transferred to a secondary container, the new container must be 
appropriately labeled with the chemical name, formula, concentration (if in solution), and 
hazards associated with exposure. 

c) Labels on incoming containers must not be removed or defaced. 
d) Unknown, unlabeled bottles should not be opened and such materials should be disposed 

of promptly. 
e) Post warning signs in laboratory areas that have special or unusual hazards.  Post signs to 

show the location of safety showers, eyewash stations, exits, first aid kits, fire 
extinguishers, etc.  Label extinguishers to show the type of fire for which they are 
intended.  Label waste containers to show the type of waste that can be safely deposited.  
Consumption of food and beverages is not permitted in areas where laboratory operations 
are being carried out.  Post a warning sign (e.g., EATING AREA - NO CHEMICALS) 
and mark areas where food is permitted. Refrigerators used for chemical storage must 
have this warning sign posted: “Chemical Storage – No Food or Beverages Allowed!” 

 All other refrigerators in laboratory spaces must have this warning sign posted: 
“FOOD STORAGE ONLY – NO CHEMICALS OR LAB SPECIMENS ALLOWED!” 

f) Identify exhaust systems used for the removal of hazardous materials to warn personnel 
of possible hazards. 

 
4. Chemical Storage 

 
a) Quantities of chemicals stored in the laboratory should be kept to a minimum.  Materials 

not in use should be returned to the stockroom. 
b) All chemicals will be contained in tightly closed, sturdy, and appropriate containers. 
c) Segregate hazardous chemicals by hazard class in a well-identified stockroom with local 

exhaust ventilation. (See Appendix 2. Storage pattern for chemicals where space is 
limited.).   Do not base storage patterns solely on the alphabetical arrangement of 
chemicals. 

d) Segregate incompatible materials in storage: 
• Acids away from bases in dedicated cabinets. 
• Oxidizers away from organic compounds and flammable materials. 
• Bleach away from ammonia. 
• Water-reactive compounds away from alcohols, aqueous solutions, and sinks. 
• Flammable glacial acetic acid in the flammables cabinet, not the acid cabinet. 
• Store concentrated sulfuric acid on a separate shelf in the acid cabinet away from 

concentrated hydrochloric acid. 
• Store nitric acid in a secondary container in the acid cabinet.  

e) Stockrooms should be under the control of one person who handles safety and inventory 
control. Keep chemical inventories current when containers are disposed of, added, or 
replaced. When inventorying, track the size of the container, not how much it contains. 

f) Ensure safety data sheets (SDSs) are available for all chemical compounds in stock. 
g) Label all chemical solutions you make with the identity of the contents, date, 

concentration, hazard information and name of person who prepared the solution. 
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h) Stored chemicals should be examined at least annually for container deterioration and 
integrity. 

i) Avoid storing chemicals on shelves above eye level. 
j) Secure shelving sections to walls or floor to prevent tipping of entire sections. 
k) All shelves on which chemicals are stored should have a lip of approximately 3/4” or 

greater in order to prevent bottles from sliding off the shelf. 
l) Do not store flammable materials outside an approved flammables storage cabinet unless 

in approved safety cans.  Store flammables away from all sources of ignition.  Store 
flammables away from all oxidizers. 

m) Keep all storage areas locked when not in use.  Storage and preparation areas should be 
accessible only to those persons authorized to use the chemicals. 

n) Keep those chemicals classified as acute poisons in a separate, locked location, which has 
been labeled as to its purpose. 

o) Do not store chemicals on the floor or in or above sinks. 
p) Do not store chemicals where they may be exposed to heat or direct sunlight. 
q) Store corrosives in appropriate corrosive cabinets.  If possible, keep containers in the 

original shipping packaging. 
r) Chemical storage under the hoods should be kept to a minimum and should not be 

allowed to block exhaust vents or airflow.  Leave the hood ventilation system turned on if 
chemicals are stored in or under the hood.  Only temporary hood storage is allowed. 

 
5. Handling and Distribution  

 
a) When chemicals are being transferred from one container to another, ensure that the new 

container is compatible with the chemical and is labeled with the identity of the chemical.  
Also, the use of hazard warning labels are required, e.g., poison, corrosive, flammable, 
etc. 

b) Transport chemical containers using a laboratory cart, if possible. Carts should provide 
sufficient secondary containment capacity to control potential spills. Place containers in a 
laboratory bottle carrier to reduce risks of breakage.  

c) When chemicals are hand carried, they should be placed in an outside container or acid-
carrying bucket to protect against breakage and spillage.   

d) Do not roll or drag compressed gas cylinders.  Transport cylinders with a suitable 
handcart and with the cylinder strapped in place. 

 
6. Waste Disposal 

 
The Chemical Hygiene Officer will coordinate with the district Safety Officer to ensure that 
laboratory chemicals are disposed of in compliance with appropriate regulations and in a manner 
that minimizes damage to human health and the environment.  The following are guidelines: 
 

a) Label waste with the words Hazardous Waste and the type of hazard it presents (e.g., 
Flammable, Corrosive, Toxic) on each container.  Ensure that labels are visible and 
legible. Segregate waste chemicals based on their hazards in the same way that chemical 
products are stored in the stockroom. Once the hazardous waste collection container is 
mostly full, contact the Safety Program Manager and Chemical Hygiene Officer to 
arrange for proper disposal. 

b) Unlabeled containers of chemical wastes are unacceptable. Ask instructors if they know 
what these containers may hold. Waste disposal companies cannot dispose of unknown 
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materials, so their field chemist will have to test the contents. This is an expensive 
process that is avoidable in a well-run laboratory. 

c) Check containers to ensure they are securely closed and not leaking.  Liquids should be 
stored in screw-cap bottles. 

d) Never place hazardous waste in the common solid trash container. 
e) Paper and similar solid waste may be stored in sealed plastic bags.  Store other solid 

waste chemicals in bottles, jars, or plastic-lined sealed boxes. 
f) Do not discharge laboratory wastes to septic systems. 
g) Check with your local sanitary sewer authority before discharging wastes into the sewer. 
h) Do not allow waste materials to accumulate in laboratories or preparation rooms.  

Remove the sealed containers to the designated waste storage location. 
i) Recycle waste products whenever possible. 
j)  Proper personal protective equipment must be worn when handling and disposing of 

waste. 
k) Follow the guidelines established by the appropriate county, state and federal regulations 

for the disposal of hazardous waste. 
 
F. EMPLOYEE EXPOSURE MONITORING 
 

If there is reason to believe that exposure levels for a DOSH-regulated substance routinely 
exceed the action level (or in the absence of an action level, the PEL), the Safety Program 
Manager or Chemical Hygiene Officer will ensure that employee or student exposure to that 
substance is measured.   
 

 1. Initial Exposure Determination 
 

Factors that might raise the possibility of overexposure and therefore warrant an initial 
measurement of employee exposure include: 

a) The manner in which the chemical procedures or operations involving the particular 
substance are conducted (e.g., use of an open vessel instead of a closed system). 

b) The existence of historical monitoring data that shows elevated exposures to the 
particular substance for similar operations. 

c) The use of a procedure which involves significant quantities or is performed over an 
extended period of time. 

d) Signs or symptoms of exposure (e.g., skin or eye irritation, shortness of breath, nausea, 
headache, etc.) which are experienced by the employee. 

 
None of these conditions should exist in middle or high school laboratories. 
 

2. Exposure Monitoring 
 

If the initial exposure determination described above discloses employee exposure over the 
action level for a particular substance (or in the absence of an action level, the PEL), the school 
district will immediately comply with the exposure monitoring requirements of the WISHA 
standard for that substance.  Monitoring airborne concentrations of individual hazardous 
chemicals should be conducted in the following circumstances: 

 
a) In testing or redesigning the hoods and other local ventilation devices. 



16 
 

b) When a specific substance that is toxic or highly toxic is regularly and    
 continuously used. 

c) When requested by a laboratory employee because of a documented health   
 concern or suspicion that a PEL may be exceeded.  

 
3. Notification of Monitoring Results 

 
a) The employee will be notified of any monitoring results in writing within 15 working 

days after receipt of the results either individually or by posting the results in an 
appropriate location that is accessible to employees, such as the safety bulletin board. 

b) An accurate record of any measurements taken to monitor employee exposures must be 
kept, and made available for each employee in accordance with WISHA's Access to 
Employee Exposure and Medical Records requirements (WAC 296-802). 

 
G. MEDICAL CONSULTATION AND EXAMINATIONS 
 

Employees who work with hazardous chemicals will be provided with an opportunity to receive 
medical attention when overexposure to a hazardous chemical is suspected. 

 
1. Medical Attention  

 
Medical attention will be provided to an employee under the following circumstances: 
 

a) Whenever an employee develops signs or symptoms of exposure to a hazardous chemical 
to which they may have been exposed in the laboratory, the employee will be provided 
with the opportunity to receive an appropriate medical examination. 

b) When exposure monitoring reveals an exposure level routinely above the action level (or 
PEL) for a WISHA-regulated substance, medical surveillance will be conducted as 
required by the particular WISHA standard. 

c) Whenever an event takes place in the laboratory such as a spill, leak or explosion that 
results in the likelihood of a hazardous exposure, the affected employee will be provided 
with the opportunity for medical consultation to determine the need for a medical exam. 

 
2. Type of Medical Attention 

 
All medical examinations and consultations will be performed under the direct supervision of a 
licensed physician and will be provided without cost to the employee, without loss of pay and at 
a reasonable time and place.  

 
3. Information for the Physician 

 
The following information will be provided to a physician conducting medical consultations and 
exams: 

 
a) The identity of hazardous chemicals to which the employee may have been exposed. 
b) A description of the conditions under which the exposure occurred, including quantitative 

exposure data if available. 
c) A description of the signs and symptoms of exposure that the employee is experiencing, if 

any. 
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4. Physician's Report 
 

A written opinion from the examining physician for any consultations or exams performed must 
include: 

 
a) Any recommendations for further medical follow-up. 
b) The results of the medical examination and any associated tests. 
c) Any medical condition revealed during the course of the exam which might compromise 

employee safety during, or as a result of, exposure to hazardous chemicals found in the 
workplace. 

d) A statement that the employee has been informed by the physician of the results of the 
consultation or medical exam and any medical condition that may require further 
examination or treatment. 

 
The written opinion should not reveal specific diagnoses unrelated to occupational exposure, 
except as noted above. 

 
Provisions equal to the above must be extended to affected students when an overexposure 
situation occurs. Application of the specific provisions related to student medical records, 
method of payment for physician services, etc., will vary according to student safety 
requirements and school district policies. 

 
H.  INSPECTION PROCEDURES AND PLAN REVIEW 
 

General safety inspections of the laboratory and annual review of the Chemical Hygiene Plan will 
contribute to overall laboratory and employee safety.  The instructor should be alert to unsafe 
conditions and will inform the principal and Chemical Hygiene Officer, in writing, when an unsafe 
condition occurs.  A written record of all inspections will be maintained by the Chemical Hygiene 
Officer. 
 
Laboratory safety inspections should include all areas covered in Appendix 3. Science classroom and 
lab safety reference:  www.hazwastehelp.org/educators/labchecklist.aspx.  

 
1. Inspecting Laboratory Safety Equipment 

 
Laboratory safety equipment will be inspected at least semi-annually to ensure fitness for use and 
modified if inadequate, including: 
 

a) Fume hoods and other protective equipment (environmental controls). 
b) Personal protective equipment: Eye protection must be clean and functional.  Gloves 

must be of the proper type and must be free from cracks, holes and tears. 
c) Emergency equipment: Fire extinguishers must be of the right type, easily accessible and 

fully charged.  Have appropriate spill kits available. 
d) First aid equipment: Eyewashes and showers must provide a continuous flow of clean 

water.  First aid kits need to be readily accessible and fully stocked with appropriate 
supplies. 
 

 
 

http://www.hazwastehelp.org/educators/labchecklist.aspx
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2. Review of the Chemical Hygiene Plan 
 

The Chemical Hygiene Plan will be reviewed by the Chemical Hygiene Officer and others as 
designated by the CHO at least annually and updated as necessary.  Be sure that the review is 
documented in writing and dated. Factors to consider in the review include:  
 

a) Compliance with current regulations 
b)  For adequacy in protecting employees from the health and physical hazards associated 

with chemicals in use in the laboratory.  
c) Changes in laboratory procedures, operations or equipment that may affect the potential 

for personal exposure to hazardous chemicals. 
d) The addition or deletion of the use of specific hazardous chemicals that warrant a review 

of laboratory safety procedures. 
e) Changes in laboratory personnel and/or their responsibilities. 
f) The review and evaluation of inspection records, accident investigations, professional 

research on chemical hygiene techniques, etc. 
 
I. RECORDKEEPING 
 

1. Training Records 
 

a) The District will maintain records of employee training relating to the safety and   
  health of employees who work in a laboratory. 
 

2. Exposure Testing Records 
 

a) The district will maintain any records of exposure monitoring, including the test method 
and results.  Employee exposure monitoring records should be kept in the employee’s 
file. 

b) Records of exposure assessments and methods will be maintained for the duration of 
employment plus thirty years, and will be made available to the employee or their 
representative upon request. 

 
3. Medical Records 

 
a) The District requires the records of medical consultations, medical examinations and all 

reports derived from such consultations and examinations be maintained for the duration 
of employment plus thirty years.  These records must be accessible to employees or their 
representatives upon request in accordance with WAC 296-802 “Access to Records”. 

 
4. Safety Data Sheets 

 
 a) The District will maintain a file (paper and/or electronic) of manufacturer’s Safety Data 

Sheets for all chemicals and make them available to employees (and students) in the 
laboratory.  If a chemical is present that does not have an SDS, that chemical is not to be 
used until one is obtained. 
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5. Accident Reports 
 

a) Each incidence of an accident or injury will be reported to the School CHO, school 
principal, and/or the District CHO, in writing, within 5 working days of the accident.  If 
staff or students were witnesses to the accident/injury, they should also report their 
observations.  The District will keep accident reports on file in the event of lost work 
resulting from an exposure to a hazardous chemical or a job-related accident. 

 
6. Chemical Inventory 

 
a) Each school will maintain a Chemical Inventory List which will be updated as changes 

occur and reviewed at least annually. 
 

7. Safety Inspections 
 

a) The District will keep records of the regular safety inspections, including the date of the 
inspection and the person conducting the inspection. 

 
J. TRAINING 
 

The District will provide laboratory and other appropriate employees (e.g., receiving and shipping 
personnel, custodial, maintenance, stockroom personnel, emergency teams) with information and 
training on the hazards of chemicals present in their work area and what to do if an accident occurs. 

 
1. Training Program 

 
Training will consist of at least the following subjects: 
 

a) The applicable details of the Chemical Hygiene Plan. 
b) Methods and observations for detecting the presence or release of a hazardous substance 

(such as continuous monitoring devices and the visual appearance or odor of hazardous 
chemicals when being released). 

c) The physical and health hazards of chemicals in the work area. 
d) The measures that instructors can take to protect themselves and their students from these 

hazards, including general laboratory safety rules, appropriate work practices, emergency 
procedures, waste disposal methods, material handling and protective equipment to be 
used. 

 
2. Information for Employees 

 
Employees are to be provided with information on: 

 
a) The WISHA Standard for Occupational Exposure to Hazardous Chemicals in 

Laboratories WAC 296-828. 
b) The location and availability of the Chemical Hygiene Plan. 
c) The permissible exposure limits (PEL's) for DOSH-regulated substances or recommended 

exposure limits for other hazardous chemicals where there is no applicable standard. 
d) The signs and symptoms associated with exposure to hazardous chemicals used in the 

laboratory. 
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e) The location and availability of reference material on the hazards, safe handling, storage 
and disposal of hazardous chemicals found in the laboratory including Safety Data 
Sheets. 

 
3. When to Provide Training and Information 

 
a) Information and training will be provided at the time of the employee's initial assignment 

to the work area where hazardous chemicals are present and prior to assignments 
involving new exposure situations.  Refresher information and training will be provided 
at least annually. 

 
4. Students 

 
a) Students will be provided comparable laboratory safety training and personal protective 

equipment appropriate to their potential exposure to hazardous chemicals.  Specific safety 
procedures will be taught whenever the need dictates. 

 
K. EMERGENCY PREVENTION AND RESPONSE 
 

Laboratory instructors, staff and students should be familiar with emergency procedures in order to 
prevent and reduce the impact of laboratory accidents. 

 
1. General Emergency Procedures 

 
The emergency procedures should address a failure in the ventilation system, evacuation of the 
laboratory, fire response, chemical exposure to personnel and spills.  Emergency procedures will 
be a topic for training and posted in a prominent location.  They should include the following: 

 
a) Routes of egress (exit) from the laboratory.  Ensure that employees and students know the 

main and alternate routes, as well as the procedure for accounting for each person in the 
laboratory. 

b) Procedures by which to notify appropriate individuals (including telephone numbers).  
There should be a telephone or intercom in the laboratory.  The teacher will call for 
assistance if there is any doubt about how to handle the emergency. 

 To report a fire, accident, or other emergency call 911.   
c) When helping another person, the employee should evaluate the potential danger to 

himself/herself before taking action. 
d) Do not move any injured persons unless they are in immediate danger from chemical 

exposure or fire.  Keep the victim(s) warm. 
e) Alert others in the vicinity about the nature of the emergency. 
 

2. Evacuation 
 

In case of building evacuation do the following: 
 

a) Shut down equipment, if appropriate and safe to do so, 
b) Leave the building by the most direct route, 
c) Proceed to the predetermined assembly area, 
d) Stay at the assembly area until released by the person in charge. 
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3. First Aid 

 
Departments must have personnel trained in first aid available during working hours to render 
assistance until medical help can be obtained. All laboratory science personnel in this district are 
required to possess a valid first aid card.  Suitable first aid equipment should be available in the 
laboratory area such as a first aid kit.  Seek additional medical attention if needed. 
 

4. Emergency Equipment 
 

The Chemical Hygiene Officer will ensure that adequate emergency equipment is available in the 
laboratory and inspected periodically to ensure that it is functioning properly.  Emergency 
equipment includes but is not limited to the following: eyewash fountain; fire extinguisher of an 
appropriate type; first aid kit; safety drench shower; telephone; spill kit, fire blanket; and 
identification signs. 

 
5. Fire Response 

 
The best way to fight a fire is to prevent it.  Fires can be prevented or their severity considerably 
reduced by proper housekeeping.  This includes the prompt removal of waste, separation of 
flammable liquids from combustible material, storage of only limited quantities of flammable 
material, and the maintenance of unobstructed aisles and exits. 
When a fire occurs: 
 

a) Activate the fire alarm and call the Fire Department. 
b) Evacuate the building. 
c)  The fire extinguisher should only be used by those who have training, and only from a 

position from which escape is possible. 
d) If the fire is electrical, turn off the electrical power to the affected work area at the circuit 

panel if possible. 
 e)  Inform firefighters of what chemicals are involved.  Make a copy of the current Chemical 

Inventory List and SDSs available to the firefighters. 
f) Drench any persons whose clothing is on fire under the safety shower.  If the shower is 

not convenient, the individual may be doused with water, covered with a blanket, or other 
procedure to quench the fire.  After the fire is out, wrap the individual to keep them warm 
and to help avoid the onset of shock.  Seek medical attention immediately. 

 
6. Chemical Spills on Personnel 

 
a) Eye Contact:  Immediately flush the eye(s) with water for at least 15 minutes.  Hold the 

eyelid away from the eyeball while the eyeball is moved around to ensure all areas of the 
eye is flushed.  If contact lenses are worn, do not allow attempts to remove them interfere 
with immediate and continued eye flushing.  Only medical personnel should attempt to 
remove contact lenses.  Seek medical attention. 

 b) Ingestion:  If a chemical is ingested, follow label or SDS directions for first aid treatment.  
Seek medical attention. 

 c) Skin Contact:  Promptly flush the affected area with water and remove any contaminated 
clothing.  Consult the SDS for additional instructions.  Seek medical attention. 
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 Medical personnel should be fully informed as to the chemical involved in the accident, and 
of the circumstances of the spill.  Supply a copy of the appropriate SDS to the medical 
personnel/healthcare facility.  

 
7. Other Accidents Involving Personal Injury 
 

 a) Call emergency number with the nature and location of the injured party. 
 b) Remove anyone overcome with smoke or chemical fumes/vapors to fresh air as soon as 

possible.  If breathing difficulties persist, seek medical attention. 
 c) If an injured person is not breathing, the rescuer should provide rescue breathing/CPR 

using appropriate methods, if the rescuer is certified to provide this aid.  Seek medical 
attention as soon as possible. 

 d) Control bleeding by compressing the wound with a clean cloth or compress.  Elevate the 
injury above the level of the heart.  Treat the injured person for shock.  Seek medical 
attention as soon as possible. 

 e) If a person is in contact with a live electrical circuit, shut the power off at the most 
convenient switch.  Do not contact the victim until power has been disconnected.  Seek 
medical attention as soon as possible. 

 
8. General Chemical Spills 

 
 a) Clean up all chemical spills promptly.  Notify any individual at risk of the spill.  Spill kits 

are available commercially. 
 b) Wear protective clothing such as gloves, safety glasses and lab coats or aprons when 

cleaning up a spill.  If strong fumes are encountered or if symptoms of exposure are 
experienced, stop clean up, evacuate the area, notify the appropriate personnel and 
determine the appropriate action. 

 c) Stop the spread of the spill if possible, but do not step in the spill.  Absorbent material 
can be used to surround the spill. 

 d) If it is not known what is spilled, check the spill area for any information that will help 
identify the spill, such as broken glass or overturned containers.  These might have a label 
on them that will identify the material.  If no information is available, check the pH of the 
spill using pH paper. 

 e) If the spill is an acid it may be neutralized with sodium bicarbonate. 
 f) If the spill is a base it may be neutralized with sodium bisulfate, citric acid, or vinegar.  

Neutralization of bases produces heat, so allow time for it to dissipate. 
 g) Solvent spills need to be properly ventilated due to their flammability and ignitability.  

Extinguish all ignition sources in the area.  Solvent spills can be cleaned up by applying 
an absorbent material to cover the spill area. 

 h) When dry, the spilled material, along with all material used in the clean-up, should be 
treated as chemical waste and disposed of properly. 

 
9. Accident Reports 

 
Investigate all accidents and near accidents carefully.  Forward the results of this 
investigation and recommendations for the prevention of similar occurrences to the District 
Chemical Hygiene Officer, the Principal, and the Safety Committee.  Accident reports will be 
kept on file by the district.  Accident and incident forms will be forwarded to the ESD. 
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L. SPECIFIC EXPOSURE CONTROL MEASURES FOR EXTREMELY HAZARDOUS 
CHEMICALS 

 
 Additional employee protection is required for work with particularly hazardous substances.  

These control measures are designed to reduce the exposure of instructors, aides, students and other 
employees to especially hazardous chemicals. 

 
1. Chemicals of Special Concern 

Purchase of chemicals listed in Appendix A. Ban Candidate Chemicals is prohibited without 
written authorization from the district Safety Officer or Chemical Hygiene Officer.   

The Washington State Department of Labor and Industries (L&I) publishes a list of PELs for air 
contaminants. Several of the listed airborne contaminants may be found in secondary school 
science stockrooms. Follow these guidelines when working with the chemicals listed below to 
avoid exceeding the PELs: 

a) Cadmium 

• Cadmium compounds are carcinogenic. Purchase and use of cadmium compounds 
is prohibited. 
 

 b) Chromium - hexavalent 

• Hexavalent chromium compounds (chromate compounds, dichromate 
compounds, and chromium trioxide) are carcinogenic. Minimize the use of these 
compounds and the amount kept in storage. 
Use of hexavalent chromium compounds is discouraged. If they must be used, buy 
the smallest amount necessary and only use them in the fume hood while wearing 
chemical-resistant gloves. 

• Purchase hexavalent chromium compounds pre-diluted to reduce the risk of dust 
formation. 
 

c) Lead 

• Lead compounds are neurotoxic by ingestion and inhalation. 

• Only open powdered lead compounds in chemical fume hoods. 

• Purchase lead compounds pre-diluted to reduce the risk of dust formation. 
 

d) Methylene chloride 

• Methylene chloride is a probable carcinogen that is highly volatile, easily inhaled 
and absorbs into the bloodstream through unprotected skin. 

• Use of methylene chloride is discouraged. If it must be used, buy the smallest 
amount necessary and only use it in the chemical fume hood while wearing 
chemical-resistant gloves. 
 

e) Mercury compounds and apparatus 
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• Secondary schools in Washington State are prohibited from having elemental 
mercury, mercury compounds, mercury novelty items, mercury thermometers or 
mercury-containing sphygmomanometers. One calibrated mercury barometer is 
allowed per school. 

2. Extremely Hazardous Chemicals 

The WISHA Laboratory Standard requires that laboratories evaluate the need for specific 
exposure control measures when employees are working with select carcinogens, reproductive 
toxins, or substances with a high degree of acute toxicity. These measures include the 
establishment of designated areas, use of containment devices, decontamination procedures and 
safe removal of contaminated waste. 

a)   Procedures for handling reproductive toxins  
Examples: Lead, cobalt and nickel compounds, formaldehyde, ethidium bromide.  

• Only handle dry forms of these substances in a fume hood. 

• Use gloves and other protective clothing to prevent skin contact. 

• Always wash hands and arms immediately after working with these materials. 

• Keep records of the amounts of these materials on hand, amounts used, and the 
names of the workers using them. 

• Train employees in emergency procedures for accidents or spills involving these 
substances. Notify the Chemical Hygiene Officer of all chemical exposures or 
spills. 

• Store containers of these substances in a well-ventilated area and label them 
properly. 

 
b)   Procedures for handling chemicals with high acute toxicity 

Examples: Fluoride compounds, nitric acid, bromine, phenol. 

• Seek safer alternative compounds for use in experiments. 

• Use and store these substances in restricted access areas with warning signs. 

• Always use a hood when working with concentrated forms of these substances. 

• Always wash your hands and arms immediately after working with these 
materials. 

• Keep records of the amount on hand, the amount used, and the names of the 
workers using them. 
 

c)   Procedures for handling select carcinogens 
Examples: Formaldehyde, perchloroethylene and chromate, nickel, cobalt and cadmium 
compounds.  

• Seek safer alternative compounds for use in experiments. 
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• The use and disposal of these substances should be approved by the Chemical 
Hygiene Officer prior to this activity. 

• Use and store these substances in areas of restricted access with special warning 
signs. 

• Always use a hood when working with concentrated forms of these substances. 

• Always wash your hands and arms immediately after working with these 
materials. 

• Keep records of the amounts on hand, the amounts used, and the names of the 
workers using them. 

 

No select carcinogens, reproductive toxins or highly acute toxins are allowed in middle or high 
school laboratories in this school district without written authorization. 
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Appendix 1.       Restricted chemicals (from www.schoolchemlist.org ) 
  
Acetal 
Acetaldehyde 
Acetyl Chloride 
Acrolein 
Acrylamide 
Acrylic Acid 
Acrylonitrile 
Adrenaline 
Amidol 
Ammonium Bifluoride 
Ammonium Metavanadate 
Ammonium Nitrite 
Ammonium Perchlorate 
Ammonium Polysulfide 
Ammonium Sulfide 
Anasol 
Anhydrous Ammonia 
Aniline 
Aniline Acetate 
Aniline Hydrochloride 
Anthracene 
Antimony - Powder 
Antimony Trichloride 
Arsenic - Metal Lump 
Arsenic Trioxide 
Asbestos 
Barium - Metal Lump 
Barium Chlorate 
Barium Chromate 
Benzalkonium Chloride 
Benzene 
Benzidine 
Benzoyl Chloride 
Benzoyl Peroxide 
Beryllium Oxide 
Beryllium Sulfate 
Boron Trichloride 
Bouin's Fixative 
Bromoethane 
Butadiene 
Cadmium - Powder 
Cadmium Acetate 
Cadmium Chloride 
Cadmium Iodide 
Cadmium Nitrate 
Cadmium Oxide 
Cadmium Sulfate 
Calcium - Powder 
Calcium Cyanide 
Carbon Disulfide 
Carbon Tetrachloride 
Carnoy's Fixative 

Catechol 
Cesium 133 
Chloral Hydrate 
Chloretone 
Chlorine 
Chloroethanol 
Chloroform 
Chlorophenol 
Chlorosulfonic Acid 
Cobalt - Powder 
Colchicine 
Collodion 
Cresol 
Cumene 
Cupric Cyanide 
Cuprous Cyanide 
Cyanogen Bromide 
Dibromo-3-chloropropane, 1,2- 
Dichlorobenzidine 
Dichlorophenoxy Acetic Acid 
Dimethyl Aniline 
Dimethylaminoazobenzene, 4- 
Dinitrophenol 
Dinitrophenyl Hydrazine 
Dioxane 
Estrone 
Ethanolamine 
Ethyl Chloride 
Ethyl Ether 
Ethyl Iodide 
Ethylene Oxide 
Ethylenediamine 
Ethyleneimine 
Europium  
Formaldehyde 
Gilson's Fixative 
Glyoxal 
Hayem Diluting Fluid 
Hydrazine 
Hydrazine Sulfate 
Hydrofluoric Acid 
Hydrogen Bromide 
Hydrogen Chloride 
Hydrogen Peroxide (>31%) 
Hydrogen Sulfide Gas 
Isopropyl Ether 
Lanthanum  
Lauroyl Peroxide 
Lead - Powder 
Lead Arsenate 
Lead Chromate 
Lead Citrate 

http://www.schoolchemlist.org/
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Manganese - Powder 
Mercaptoethanol 
Mercuric Bichloride 
Mercuric Chloride 
Mercuric Iodide 
Mercuric Nitrate 
Mercuric Oxide 
Mercuric Oxycyanide 
Mercuric Sulfate 
Mercuric Sulfide 
Mercurochrome 
Mercurous Chloride 
Mercurous Nitrate  
Mercurous Sulfate 
Mercury Thermometers 
Methoxyethanol 
Methyl Bromide 
Methyl Chloromethyl Ether 
Methyl Ethyl Ketone Peroxide 
Methyl Iodide 
Methyl Isobutyl Ketone 
Methyl Isocyanate 
Methyl Mercaptan 
Methyl Tert-Butyl Ether 
Methylamine 
Millon's Reagent 
Naphthylamine 
Nessler's Reagent 
Nicotine 
Nitrobenzene 
Nitrosodimethylamine, N- 
Osmium Tetroxide 
Paraformaldehyde 
Paraldehyde 
Paris Green 
Pentachlorophenol 
Perchloric Acid 
Phenylarsine Oxide - Solid 
Phenylhydrazine Hydrochloride 
Phenylthiocarbamide 
Phosphorus - Red 
Phosphorus – White or Yellow 
Phosphorus Pentasulfide 
Phosphorus Pentoxide 
Phosphorus Trichloride 
Physostigmine 
Picric Acid 
Potassium - Chunks 
Potassium Cyanide 

Potassium Peroxide 
Praseodymium 
Promethium 
Pyridine 
Radium  
Rubidium  
Selenium  
Silicon Tetrafluoride 
Silver Cyanide 
Sodium - Chunks 
Sodium Arsenate 
Sodium Arsenite 
Sodium Azide 
Sodium Borohydride 
Sodium Cyanide 
Sodium Dithionite 
Sodium Fluoroacetate 
Sodium Nitroferricyanide 
Strychnine 
Sulfur Dioxide 
Testosterone 
Testosterone Propionate 
Tetrabromoethane 
Tetrafluoroethylene 
Tetrahydrofuran 
Thallium  
Thimerosol 
Thionyl Chloride 
Thorium Nitrate 
Thorium Oxide 
Titanium Tetrachloride 
Titanium Trichloride 
Trichloroethane 
Trichloroethylene 
Trichlorotrifluoroethane 
Triethyl Phosphate 
Triethylamine 
Trimethylamine 
Uranium 
Uranyl Acetate 
Uranyl Nitrate 
Vanadium  
Vanadium Pentoxide 
Zenker's Fixative 
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Appendix 2.   
Storage Pattern for Chemicals Where Space is Limited 

A proper chemical storage system separates materials according to chemical compatibility and hazard class. Many schools try 
to use the excellent chemical storage system found in Flinn Scientific’s catalog. Unfortunately, many school stockrooms are 
too small to provide 23 separated locations for classes of chemicals. 

Here are some tips for creating safer chemical storage rooms:  

• Complete an inventory of the chemical compounds in each stockroom.   

• Do not store chemical containers above eye level if possible.  

• Separate inorganic compounds from organic compounds. • Store solids above and liquids below. • Storage cabinets for 
acids, bases and flammables are meant for liquids, not dry solids.  

• Vent acid cabinets to prevent vapor build-up.  

• Store concentrated sulfuric acid on one shelf of the acid cabinet and concentrated hydrochloric acid on another.  

• Store nitric acid in a secondary container with other inorganic acids or a separate cabinet.  

• Do not vent flammable liquid storage cabinets unless you’re using an explosion-proof fan that is carrying the vapors out 
of the building.  

• Glacial acetic acid is a flammable liquid; store it in a dedicated organic acid cabinet or in the flammable liquids cabinet.  

• Flammable liquids like alcohols must not be stored in conventional refrigerators.  

The chart below combines categories of chemicals that have similar hazardous characteristics. By doing so, you will only need 
12 separate storage locations. 

Inorganic Reactives & Metals (I-1, I-10)  
Sulfur, Phosphorus (double packaged), Arsenic, Solid Metals, 
Hydrides, Lithium, Sodium 

Organic Toxins (O-5, O-7)  
Epoxy Compounds, Isocyanates, Sulfides, Polysulfides 

Inorganic Salts (I-2)  
Chlorides, Iodides, Fluorides, Bromides, Sulfates, Sulfites 
Thiosulfates, Phosphates 

Organic Reactives #6  
Peroxides, Azides, Hydroperoxides 

Inorganic Oxidizers (I-3, I-6, I-8)  
Nitrates, Nitrites, Borates, Chromates, Manganates, 
Permanganates, Chlorates, Chlorites, Peroxides, Azides 

Flammable Storage Cabinet (O-2, O-3, O-4,  O-8 & Concentrated 
Organic Bases)  
Alcohols, Glycols, Phenol, Hydrocarbons, Cresols, Esters, Ethers, 
Propionic Acid, Formic Acid, Glacial Acetic Acid, Lactic Acid 

Inorganic Corrosive Bases (O-4) (Dry Chemicals)  
Dry Hydroxides, Oxides, Silicates, Carbonates, Carbon 

Dry and Dilute Organic Acids & Anhydrides (O-1)  
Citric Acid, Anhydrides, Peracids, etc. 

Inorganic #5 and #7 Toxins 
Arsenates, Cyanides, Sulfides, Selenides, Phosphides, Carbides, 
Nitrides 

Miscellaneous 
Household chemicals (vinegar, baking soda, vegetable oils), Dyes, 
Stains, Agars, Sugars, Gels 

Corrosive  Base Storage Cabinet (I-4 Liquids)  
>1.0 molar Ammonium Hydroxide, Sodium Hydroxide, Calcium 
Hydroxide (limewater), Potassium Hydroxide, Oxides, Silicates 

Non-metal Corrosive Acid Storage Cabinet  
(I-9 Liquids)  
Hydrochloric Acid, Sulfuric Acid, Hydrobromic Acid, Phosphoric 
Acid, Perchloric Acid. Nitric acid separately stored in this or another 
cabinet. Limit Nitric Acid to a 5 year supply. 

Dilute solutions at or below 1.0 molar can be stored on shelves 
rather than in cabinets. Segregate inorganic and organic 
compounds. Check containers annually for condition of containers, 
labels and contents. Replace degraded lids, dropper tops and 
solutions. 

To prevent release of corrosive vapors, avoid storing pipettes 
holding acids or bases in test tubes taped to the side of bottles. 
Wrap fritted glass stoppers on acid bottles in parafilm to reduce 
evaporation. Store Iodine crystals in a sealed plastic bag to monitor 
degradation of the container's cap and reduce indoor air pollution. 
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Appendix 3.  

Science Classroom & Lab Reference for 
Environmental, Health and Safety Guidance 

  

 
 (Abbreviations defined below)                                  

Required 

Recom
m

ended 

 
WAC or Other Reference 

Inspection 
Checklist:  

Check if compliant.  
Report problems to 

administration. 

 CHEMICAL HAZARD MANAGEMENT 

• Containers of non-hazardous substances (e.g., distilled water) shall be labeled to avoid 
confusion. (All containers must be labeled regardless of the contents). 

X  WAC 296-800-17025  

• A mercury barometer is allowed, but not recommended.  Mercury shall be disposed of in 
compliance with EPA and ECY regulations. Mercury-free barometers are available, e.g.: the 
"Eco-Celli" barometer. www.weatherequipment.com/Eco-celli-Barometer_p_156.html  

 X RCW 70.95M 
WAC 173-303 

 

• Formaldehyde should not be in K-12 schools.  Laboratories using formaldehyde solutions 
must comply with the OSHA Occupational Standard for Formaldehyde. Biology specimens 
stored in formaldehyde should be decanted and held in a formaldehyde-free alternative. 
e.g., Flinnsafe, Carosafe, propylene glycol, or alcohol solution.  Formaldehyde disposal shall 
adhere to the ECY Dangerous Waste Regulations. 

 X WAC 296-856 
29 CFR 1910.1048 
WAC 173-303 
Prudent Practices 11.C.1 

 

• Glassware should be free of all cracks, chips, sharp edges and other defects.  X Prudent Practices 4.E.9  

• Biology specimens should be stored in sealed containers to prevent evaporation of liquid 
contents and resulting IAQ issues.  Specimens preserved in hazardous or dangerous 
chemicals, e.g., alcohol, should be stored in locked cabinets. A flammable cabinet may be 
required. 

 X Prudent Practices 5.E.1  

 EMERGENCY AND WASTE MANAGEMENT 

http://app.leg.wa.gov/wac/default.aspx?cite=296-800-17025
http://www.weatherequipment.com/Eco-celli-Barometer_p_156.html
http://app.leg.wa.gov/RCW/default.aspx?cite=70.95
http://app.leg.wa.gov/wac/default.aspx?cite=173-303
http://app.leg.wa.gov/wac/default.aspx?cite=296-856
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_id=10075&p_table=STANDARDS
http://app.leg.wa.gov/wac/default.aspx?cite=173-303
http://www.nap.edu/openbook.php?record_id=12654
http://www.nap.edu/openbook.php?record_id=12654
http://www.nap.edu/openbook.php?record_id=12654
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 (Abbreviations defined below)                                  

Required 

Recom
m

ended 

 
WAC or Other Reference 

Inspection 
Checklist:  

Check if compliant.  
Report problems to 

administration. 

• All laboratories shall have a written clean-up plan for spills.  All laboratories shall have a 
spill clean-up kit or materials for absorbing spills identified and readily available to students 
and staff. 

X  WAC 296-828-20005 
Prudent Practices 2.F 
Prudent Practices 6.C.10.6 

 

• Waste shall be disposed in accordance with ECY regulations. No waste or chemicals shall be 
poured down the drain or put in the garbage without approval from local sewer or solid 
waste authorities. 

X  WAC 173-303 
Prudent Practices 8.B.6.2 

 

EYE, LUNG AND SKIN PROTECTION 

• Instructors shall wear PPE when using corrosive, toxic, reactive, or irritating chemicals and 
during hazardous activities as required by L & I WISHA rules. 

X  WAC 296-800-160 
WAC 296-155 
Prudent Practices 7.C.3 

 

• Fume hood shall be used when using known or suspected carcinogens, mutagens, 
teratogens, and chemicals which are fast acting/highly toxic, listed as toxic via skin 
absorption or inhalation, or chemicals with a TLV or PEL of 50 ppm or less. This 
determination shall be based on information provided by material? (MSDS or SDS) safety 
data sheets.  

X  WAC 296-841-20010 
Prudent Practices 9.C.1 

 

• Eye protection, safety glasses, and face shields shall meet ANSI requirements... Students 
shall wear PPE when using corrosive, toxic, reactive, or irritating chemicals and during 
hazardous activities. 

X  ANSI Z87.1 
WAC 246-366-140 
RCW 70.100 
WAC 296-800-160 
WAC 296-155-215 
Prudent Practices 6.C.2.2 

 

• A sink with soap and paper towels shall be available in the lab for hand washing. X  WAC 296-800-23025  

• Emergency eyewash and shower stations shall be provided when there is a potential for 
exposure to corrosives, strong irritants or toxic chemicals. They shall be located within 50 
feet or ten seconds walking distance from all lab science work stations. 

X  WAC 246-366-140(2) 
WAC 296-800-15030 
ANSI Z 358.1 
Prudent Practices 7.F.2.5 

 

http://app.leg.wa.gov/wac/default.aspx?cite=296-828-20005
http://www.nap.edu/openbook.php?record_id=12654
http://www.nap.edu/openbook.php?record_id=12654
http://app.leg.wa.gov/wac/default.aspx?cite=173-303
http://www.nap.edu/openbook.php?record_id=12654
http://app.leg.wa.gov/wac/default.aspx?cite=296-800-160
http://app.leg.wa.gov/wac/default.aspx?cite=296-155
http://www.nap.edu/openbook.php?record_id=12654
http://app.leg.wa.gov/wac/default.aspx?cite=296-841-20010
http://www.nap.edu/openbook.php?record_id=12654
http://app.leg.wa.gov/wac/default.aspx?cite=246-366-140
http://app.leg.wa.gov/rcw/default.aspx?cite=70.100&full=true
http://app.leg.wa.gov/wac/default.aspx?cite=296-800-160
http://app.leg.wa.gov/wac/default.aspx?cite=296-155-215
http://www.nap.edu/openbook.php?record_id=12654
http://app.leg.wa.gov/wac/default.aspx?cite=296-800-23025
http://app.leg.wa.gov/wac/default.aspx?cite=246-366-140
http://app.leg.wa.gov/wac/default.aspx?cite=296-800-15030
http://webstore.ansi.org/RecordDetail.aspx?sku=ANSI%2FISEA+Z358.1-2009&sourcekeyword=_inurl:webstore.ansi.org%23inurl:sku%3Dansi&source=google&adgroup=ANSI-Standards&gclid=CNys67uDssACFZJcfgodDaUAzg
http://www.nap.edu/openbook.php?record_id=12654
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 (Abbreviations defined below)                                  

Required 

Recom
m

ended 

 
WAC or Other Reference 

Inspection 
Checklist:  

Check if compliant.  
Report problems to 

administration. 

• Emergency showers shall deliver water to cascade over the user's entire body at a 
minimum rate of 20 gallons (75 liters) per minute for 15 minutes or more. 

X  WAC 296-800-15030 
ANSI Z 358.1 
Prudent Practices 7.F.2.5.1 

 

• Eye-wash stations and emergency showers shall be handicap accessible and operable 
"hands-free" so that the user can hold both eyes open. Hand-held showers and eye-wash 
equipment do not meet current L & I WISHA rules (except as auxiliary or extra protection). 

X  WAC 296-800-15030 
ANSI Z 358.1 
Prudent Practices 7.F.2.5 
ADA Title III 

 

• Eye wash stations shall provide 0.4 gallons (1.5 liters) per minute for 15 minutes or more.  
In some areas with high water pressure, flow regulators may be required on the eye wash 
stations. 

X  WAC 296-800-15030 
ANSI Z 358.1 
Prudent Practices 6.F.2.5 
ADA Title III 

 

• Emergency showers and eye wash units shall be inspected and tested for proper operation 
annually.  Plumbed emergency eye washes must be activated weekly.  Written 
documentation of tests shall be maintained on site. 

X  WAC 296-800-15035 
Prudent Practices 7.F.2.5 

 

• Fire retardant lab coats shall be used as required by L & I WISHA PPE rules when 
appropriate for a specific project or demonstration. 

X  CFR 1910.132(d)(1) 
Prudent Practices 6.C.2.6.2 

 

• A first aid kit shall be provided and adequately stocked in the lab area. X  WAC 296-800-15020  
Prudent Practices 2.F.2 

 

• Appropriate gloves, matched to the hazard, shall be provided and worn when the potential 
for hand contact with chemicals exists. 

X  WAC 296-800-16065  

• Closed toe shoes shall be worn at all times in the laboratory. (No sandals or perforated 
shoes.) 

X  WAC 296-800-16060  

• A non-asbestos fire blanket should be provided, identified, readily available, and visible to 
students and staff. 

 X Prudent Practices 6.C.10.9  

• Safety shields on the demonstration table should be used for demonstrations wherever the 
possibility of explosion exists. 

 X Prudent Practices 7.F.2.2  

http://app.leg.wa.gov/wac/default.aspx?cite=296-800-15030
http://webstore.ansi.org/RecordDetail.aspx?sku=ANSI%2FISEA+Z358.1-2009&sourcekeyword=_inurl:webstore.ansi.org%23inurl:sku%3Dansi&source=google&adgroup=ANSI-Standards&gclid=CNys67uDssACFZJcfgodDaUAzg
http://www.nap.edu/openbook.php?record_id=12654
http://app.leg.wa.gov/wac/default.aspx?cite=296-800-15030
http://webstore.ansi.org/RecordDetail.aspx?sku=ANSI%2FISEA+Z358.1-2009&sourcekeyword=_inurl:webstore.ansi.org%23inurl:sku%3Dansi&source=google&adgroup=ANSI-Standards&gclid=CNys67uDssACFZJcfgodDaUAzg
http://www.nap.edu/openbook.php?record_id=12654
http://www.ada.gov/regs2010/titleIII_2010/titleIII_2010_regulations.htm
http://app.leg.wa.gov/wac/default.aspx?cite=296-800-15030
http://webstore.ansi.org/RecordDetail.aspx?sku=ANSI%2FISEA+Z358.1-2009&sourcekeyword=_inurl:webstore.ansi.org%23inurl:sku%3Dansi&source=google&adgroup=ANSI-Standards&gclid=CNys67uDssACFZJcfgodDaUAzg
http://www.nap.edu/openbook.php?record_id=12654
http://www.ada.gov/regs2010/titleIII_2010/titleIII_2010_regulations.htm
http://app.leg.wa.gov/wac/default.aspx?cite=296-800-15035
http://www.nap.edu/openbook.php?record_id=12654
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_id=9777&p_table=STANDARDS
http://www.nap.edu/openbook.php?record_id=12654
http://app.leg.wa.gov/wac/default.aspx?cite=296-800-15020
http://www.nap.edu/openbook.php?record_id=12654
http://app.leg.wa.gov/wac/default.aspx?cite=296-800-16065
http://app.leg.wa.gov/wac/default.aspx?cite=296-800-16060
http://www.nap.edu/openbook.php?record_id=12654
http://www.nap.edu/openbook.php?record_id=12654
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 (Abbreviations defined below)                                  

Required 

Recom
m

ended 

 
WAC or Other Reference 

Inspection 
Checklist:  

Check if compliant.  
Report problems to 

administration. 

• Ethidium Bromide is hazardous via skin contact or ingestion.  Gloves and eye protection 
shall be worn when handling it.  Only purchase Ethidium Bromide in kits and, when done 
using it, dispose as toxic hazardous waste.  

 X WAC 173-303-090,170 
 

 

• Jewelry should not be worn if personal safety would be jeopardized.  X Prudent Practices 7.C.8.4.2  

• Loose hair should be restrained so that personal safety is not jeopardized.  X Prudent Practices 7.C.8.4.2  

MECHANICAL AND ELECTRICAL EQUIPMENT 

• There shall be an on-demand, mechanical ventilation system providing additional air 
exchange as required by codes for chemical areas such as photo darkrooms, storerooms 
and chemistry labs. (This is in addition to the building HVAC system).  

X  WAC 51-52/IMC 401, 403 
WAC 296-841-20010 
WAC 296-828-20005 
Prudent Practices 9.C 
NFPA 45 Chapter 8 

 

• All hazardous chemical fumes and vapors shall vent directly to the outside to prevent 
return into the building or the building HVAC system.  

X  WAC 296-62-13620 
WAC 296-841-20010 (2) 
WAC 51-52/IMC 501 
Prudent Practices 9.C 
NFPA 45 

 

• Make-up air shall be of ample quantity to replace the exhausted air and shall be tempered 
when necessary.    

X  WAC 296-62-13625 
WAC 51-52/IMC 501 
Prudent Practices 9.C 
NFPA 45 

 

• Only UL approved heating devices shall be used in laboratories.  X  IFC 605  

• Electrical receptacles shall be properly grounded.  GFI devices shall be provided on all 
electrical receptacles within six (6) feet of sinks and other grounding sources. 

X  WAC 296-24-95705 
NFPA 70/NEC 210-8(b) 
NFPA 45-5.6 
Prudent Practices 7.C.1.1 

 

http://app.leg.wa.gov/wac/default.aspx?cite=173-303-090
http://app.leg.wa.gov/wac/default.aspx?cite=173-303-170
http://www.nap.edu/openbook.php?record_id=12654
http://www.nap.edu/openbook.php?record_id=12654
http://app.leg.wa.gov/wac/default.aspx?cite=51-52-0401
http://app.leg.wa.gov/wac/default.aspx?cite=296-841-20010
http://app.leg.wa.gov/wac/default.aspx?cite=296-828-20005
http://www.nap.edu/openbook.php?record_id=12654
http://www.nfpa.org/catalog/product.asp?title=&category%5Fname=Codes+and+Standards&pid=4511&target%5Fpid=4511&src%5Fpid=&link%5Ftype=category&icid=&Page=4
http://app.leg.wa.gov/wac/default.aspx?cite=296-62-13620
http://app.leg.wa.gov/wac/default.aspx?cite=296-841-20010
http://app.leg.wa.gov/wac/default.aspx?cite=51-52-0501
http://www.nap.edu/openbook.php?record_id=12654
http://www.nfpa.org/catalog/product.asp?title=&category%5Fname=Codes+and+Standards&pid=4511&target%5Fpid=4511&src%5Fpid=&link%5Ftype=category&icid=&Page=4
http://app.leg.wa.gov/wac/default.aspx?cite=296-62-13625
http://app.leg.wa.gov/wac/default.aspx?cite=51-52-0501
http://www.nap.edu/openbook.php?record_id=12654
http://www.nfpa.org/catalog/product.asp?title=&category%5Fname=Codes+and+Standards&pid=4511&target%5Fpid=4511&src%5Fpid=&link%5Ftype=category&icid=&Page=4
https://archive.org/details/gov.law.icc.ifc.2012
http://app.leg.wa.gov/wac/default.aspx?cite=296-24-95705
http://www.nfpa.org/catalog/product.asp?title=&category%5Fname=Codes+and+Standards&pid=7014SB&target%5Fpid=7014SB&src%5Fpid=&link%5Ftype=category&icid=&Page=7
http://www.nfpa.org/catalog/product.asp?title=&category%5Fname=Codes+and+Standards&pid=7014SB&target%5Fpid=7014SB&src%5Fpid=&link%5Ftype=category&icid=&Page=7
http://www.nfpa.org/catalog/product.asp?title=&category%5Fname=Codes+and+Standards&pid=4511&target%5Fpid=4511&src%5Fpid=&link%5Ftype=category&icid=&Page=4
http://www.nap.edu/openbook.php?record_id=12654
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 (Abbreviations defined below)                                  

Required 

Recom
m

ended 

 
WAC or Other Reference 

Inspection 
Checklist:  

Check if compliant.  
Report problems to 

administration. 

• All electrical equipment shall be properly grounded.  Portable electrical equipment shall be 
double-insulated or provided with a UL-listed ground prong. 

X  WAC 296-800-28040 
WAC 296-24-95705 
WAC 296-24-95709 
NFPA 70/NEC  
Prudent Practices 7.C.1.1 

 

• Electrical extension cords shall be UL-listed, and the wire size shall be appropriate for the 
applied use. 

X  WAC 296-800-28040 
WAC 296-24-95707,95709 
IFC 605  
NFPA 70/NEC 
Prudent Practices 7.C.1.1 

 

• There shall be at least one fume hood for each laboratory where hazardous chemicals are 
used.  A demonstration hood is also recommended with clear sides so students can view 
demonstrations from three sides. 

X  WAC 296-828-20005 
Prudent Practices 7.C.1.2 
29 CFR 1910.1450 App A 

 

• All fume hoods shall exhaust directly to the outside, away from all occupied areas and air 
intakes in order to prevent exhaust from reentering the building. 

X  WAC 296-62-13620 
WAC 51-52/IMC 501 
Prudent Practices 9.C.2 

 

• Fume hoods in school buildings shall comply with AHERA asbestos regulations. X  AHERA  

• All electrical devices such as switches, lights and motors used in the fume hood shall be 
explosion-proof. 

X  NFPA 70/NEC 
Prudent Practices 7.C.1.2 

 

• Electrical panel circuit breaker switches for the lab shall be accessible and the breakers 
labeled. A clear and unobstructed means of access with a minimum width of 30 inches and 
a minimum height of 78 inches shall be maintained from the operating face of an electrical 
panel board. 

X  WAC 296-800-28022 
WAC 296-800-28025 
WAC 51-54/IFC 605.3, 8509 
NFPA 70/NEC 110.26 

 

• Fire extinguishers (ABC type) shall be provided.  Fire extinguishers shall be identified and 
readily accessible to staff and students. The instructor shall be trained in fire extinguisher 
use. Demonstration or hands-on training shall be provided during safety orientation.  

X  WAC 296-800-30005, 30010, 
30025 
Prudent Practices 7.F.2.3.1 

 

• A fire alarm system shall be provided.  Alarm pull stations shall be identified and readily 
accessible to staff and students. 

X  WAC 296-800-31070 
Prudent Practices 7.F.2 

 

http://app.leg.wa.gov/wac/default.aspx?cite=296-800-28040
http://app.leg.wa.gov/wac/default.aspx?cite=296-24-95705
http://app.leg.wa.gov/wac/default.aspx?cite=296-24-95709
http://www.nfpa.org/catalog/product.asp?title=&category%5Fname=Codes+and+Standards&pid=7014SB&target%5Fpid=7014SB&src%5Fpid=&link%5Ftype=category&icid=&Page=7
http://www.nap.edu/openbook.php?record_id=12654
http://app.leg.wa.gov/wac/default.aspx?cite=296-800-28040
http://app.leg.wa.gov/wac/default.aspx?cite=296-24-95707
http://app.leg.wa.gov/wac/default.aspx?cite=296-24-95709
https://archive.org/details/gov.law.icc.ifc.2012
http://www.nfpa.org/catalog/product.asp?title=&category%5Fname=Codes+and+Standards&pid=7014SB&target%5Fpid=7014SB&src%5Fpid=&link%5Ftype=category&icid=&Page=7
http://www.nap.edu/openbook.php?record_id=12654
http://app.leg.wa.gov/wac/default.aspx?cite=296-828-20005
http://www.nap.edu/openbook.php?record_id=12654
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=standards&p_id=10107
http://app.leg.wa.gov/wac/default.aspx?cite=296-62-13620
http://app.leg.wa.gov/wac/default.aspx?cite=51-52
http://app.leg.wa.gov/wac/default.aspx?cite=51-52
http://www.nap.edu/openbook.php?record_id=12654
http://www2.epa.gov/asbestos/school-buildings
http://www.nfpa.org/catalog/product.asp?title=&category%5Fname=Codes+and+Standards&pid=7014SB&target%5Fpid=7014SB&src%5Fpid=&link%5Ftype=category&icid=&Page=7
http://www.nap.edu/openbook.php?record_id=12654
http://app.leg.wa.gov/wac/default.aspx?cite=296-800-28022
http://app.leg.wa.gov/wac/default.aspx?cite=296-800-28025
http://www.leg.wa.gov/CodeReviser/WACArchive/Documents/2012/WAC-51-54-CHAPTER.pdf
http://www.nfpa.org/catalog/product.asp?title=&category%5Fname=Codes+and+Standards&pid=7014SB&target%5Fpid=7014SB&src%5Fpid=&link%5Ftype=category&icid=&Page=7
http://app.leg.wa.gov/wac/default.aspx?cite=296-800-30005
http://app.leg.wa.gov/wac/default.aspx?cite=296-800-30010
http://app.leg.wa.gov/wac/default.aspx?cite=296-800-30025
http://www.nap.edu/openbook.php?record_id=12654
http://app.leg.wa.gov/wac/default.aspx?cite=296-800-31070
http://www.nap.edu/openbook.php?record_id=4911&page=133
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 (Abbreviations defined below)                                  

Required 

Recom
m

ended 

 
WAC or Other Reference 

Inspection 
Checklist:  

Check if compliant.  
Report problems to 

administration. 

• Master gas shut-offs shall be provided, the location clearly visible, accessible, and 
indicated by means of a sign.  Master electricity and water shut-offs are recommended. 
Directional signs should be provided to safety items in all lab areas.  

X  WAC 51-56/UPC 12.1151-54 
IFC 2703.2.2.1,  3503.1.3,  
WAC 296-806-20008, 20012 

 

• Fume hood air velocity should be 60-125 LFM checked quarterly with a velocity meter.  
Written documentation of all tests should be maintained on site.  The exhaust capture 
path should direct contaminants away from the user. With the sash raised to 12 inches, 
the air flow should measure at least 60 LFM. 

 X WAC 296-828-20005 
ASHRAE 10-1995 
ANSI  Z 9.5 
29 CFR 1910.1450 App A(C)(4) 
Prudent Practices 9.C.2 

 

STORING AND HANDLING CHEMICALS 
• Chemicals shall be organized and stored to separate incompatible groups.  Labels shall 

clearly denote the identity of the container’s chemical contents, warnings about its health 
and physical hazards, and the date received.  

X  WAC 296-800-17025 
Prudent Practices 5.E.2,  
Prudent Practices – Table 5.1 

 

• Food items (for human consumption) shall not be permitted in chemical laboratories or 
storerooms (including lab refrigerators).  No eating, drinking or gum chewing shall be 
allowed in labs to prevent poisoning through ingestion. All food items to be used for 
experiments shall be labeled "Not for human consumption." 

X  29 CFR 1910.141 (g) (2) & (4) 
Prudent Practices 6.C.2.3 
 
 

 

• Chemical storerooms shall be lockable and inaccessible to unsupervised students, and 
have self-closing doors.   Doors shall have a one-hour fire rating.  

X  WAC 51-54/IFC 2703.8.3.2 
WAC 51-50/IBC 414.2.4  
Prudent Practices 2.D.2 

 

• Chemicals marked only with teacher codes (e.g., A, B, C,), for student testing/analysis, shall 
not be allowed in permanent storage. All containers shall be stored in a way that allows 
identification of their contents.  

X  WAC 296-800-17025 
Prudent Practices 5.E.2 

 

• All flammables shall be stored in approved flammable storage cabinets with self-closing 
doors.  Flammables (red labels) and acids and bases (white labels), shall be stored 
separately. Fire departments recommend not venting flammables cabinets. 

X  WAC 296-24-33009  
Prudent Practices 5.E.5 

 

• Elemental mercury, mercury thermometers, mercury compounds and other mercury-
containing devices shall not be in Washington State schools. 

X  WAC 246-366-140 
RCW 70.95M 

 

http://app.leg.wa.gov/wac/default.aspx?cite=51-56
http://publicecodes.cyberregs.com/icod/ifc/2006f2/icod_ifc_2006f2_27_par046.htm
http://publicecodes.cyberregs.com/icod/ifc/2006f2/icod_ifc_2006f2_35_sec003_par005.htm
http://app.leg.wa.gov/wac/default.aspx?cite=296-806-20008
http://app.leg.wa.gov/wac/default.aspx?cite=296-806-20012
http://app.leg.wa.gov/wac/default.aspx?cite=296-828-20005
http://www.techstreet.com/ashrae/products/1771697
http://webstore.ansi.org/RecordDetail.aspx?sku=ANSI%2fAIHA%2fASSE+Z9.5+%2f+ANSI%2fAIHA%2fASSE+Z9.11+-+Laboratory+Ventilation+and+Decommissioning+Package
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=standards&p_id=10107
http://www.nap.edu/openbook.php?record_id=12654
http://app.leg.wa.gov/wac/default.aspx?cite=296-800-17025
http://www.nap.edu/openbook.php?record_id=12654
http://www.nap.edu/openbook.php?record_id=12654
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=standards&p_id=10107
http://www.nap.edu/openbook.php?record_id=12654
http://app.leg.wa.gov/wac/default.aspx?cite=51-54A
http://app.leg.wa.gov/wac/default.aspx?cite=51-50
http://www.nap.edu/openbook.php?record_id=12654
http://app.leg.wa.gov/wac/default.aspx?cite=296-800-17025
http://www.nap.edu/openbook.php?record_id=12654
http://app.leg.wa.gov/wac/default.aspx?cite=296-24-33009
http://www.nap.edu/openbook.php?record_id=12654
http://app.leg.wa.gov/wac/default.aspx?cite=246-366-140
http://app.leg.wa.gov/RCW/default.aspx?cite=70.95
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 (Abbreviations defined below)                                  

Required 

Recom
m

ended 

 
WAC or Other Reference 

Inspection 
Checklist:  

Check if compliant.  
Report problems to 

administration. 

• Only explosion-proof refrigerators shall be used to store volatile chemicals.  Non explosion-
proof refrigerators or other electrical devices shall not be located in areas with vaporous or 
flammable chemicals. 

X  29 CFR 1910.307  
Prudent Practices 7.C.3 

 

• Chemicals should not be stored in fume hoods for over 24 hours.  X WAC 296-828-20005 
Prudent Practices 9.C.2 
29 CFR 1910.1450 App A(D) 

 

• There should be a separate storage shelf, cabinet or area for water-reactive compounds 
(e.g., metallic sodium, potassium or calcium) and organic peroxides. 

 X Prudent Practices 5.E.7  

• Chemical storage areas should be clean, well-organized and have sufficient space to allow 
segregation of incompatible chemicals and easy access to storage shelves and exit doors. 

 X IFC 2703.9.8 
Prudent Practices 2.D.2 

 

• Chemical storerooms should have sturdy, well-supported shelves secured to the walls.  All 
shelves should have "earthquake" (or "spill-prevention”) lips on all shelf edges.  Doors that 
close on cabinets do not replace the need for spill-containment "lips" on the front edge of 
shelves. 

 X Prudent Practices 2.D.2  

• Chemical storerooms should have all hazardous chemicals stored at or below eye level 
(typically below 5' 6") with heavy objects stored on lower shelves. Higher shelves may be 
used for other items; e.g., glassware, equipment, paper goods, etc. 

 X Prudent Practices 2.D.2  

• Chemical storage areas should be kept cool (between 55 and 80 degrees F) and dry 
(relative humidity between 30 and 60%). 

 X Prudent Practices 2.D.2  

• Chemicals should be stored according to their properties, in compatible storage groups, 
not alphabetically.  

 X Prudent Practices 5.E.2  

• All acids should be stored in approved acid cabinets.  Isolate flammable acids like glacial 
acetic acid from oxidizing acids like nitric and sulfuric acid. Non-metal cabinets are 
recommended to prevent corrosion of the cabinet. Vent acid cabinets to prevent build-up 
of hazardous vapors. 

 X IFC (2009) 2701.3.3.3  
Prudent Practices 5.E 

 

https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_id=9884&p_table=standards
http://www.nap.edu/openbook.php?record_id=12654
http://app.leg.wa.gov/wac/default.aspx?cite=296-828-20005
http://www.nap.edu/openbook.php?record_id=12654
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=standards&p_id=10107
http://www.nap.edu/openbook.php?record_id=12654
http://publicecodes.cyberregs.com/icod/ifc/2006f2/icod_ifc_2006f2_27_par110.htm
http://www.nap.edu/openbook.php?record_id=12654
http://www.nap.edu/openbook.php?record_id=12654
http://www.nap.edu/openbook.php?record_id=12654
http://www.nap.edu/openbook.php?record_id=12654
http://www.nap.edu/openbook.php?record_id=12654
http://publicecodes.cyberregs.com/icod/ifc/2009/icod_ifc_2009_27_par014.htm
http://www.nap.edu/openbook.php?record_id=12654
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 (Abbreviations defined below)                                  

Required 

Recom
m

ended 

 
WAC or Other Reference 

Inspection 
Checklist:  

Check if compliant.  
Report problems to 

administration. 

TRAINING AND DOCUMENTATION 

• The chemical hygiene officer (e.g., science department chairperson or science teacher) 
shall develop and carry out a written CHP.  It should include an operation and maintenance 
program for laboratory fume hoods and other mechanical equipment in science 
laboratories.  

 X  WAC 296-828-20005 
Prudent Practices 9.C.2 

 

• A written and documented lab safety orientation that includes components of the 
Chemical Hygiene Plan shall be provided for all staff and students. 

 X  WAC 296-828-20005 
Prudent Practices 2.B 

 

• A telephone for reporting emergencies shall be located in or near the laboratory.  
Emergency telephone numbers shall be readily accessible.  Staff shall be trained in 
emergency procedures. 

   X  RCW 28A.335.320 
Prudent Practices 3.D.2.1 

 

• Lab floor plans shall be kept in the school office.   A listing of exits, chemicals, and storage 
place of chemicals shall be included for use by emergency responders. Exits shall be clearly 
marked and free of obstruction. 

X  29 CFR 1910.1450 App A 
Prudent Practices App. A  

 

• Science laboratories shall have an inventory list of all chemicals.  This list must be updated 
periodically. (The recommendation is annually or more frequently.) 

X  WAC 296-800-17005 
WAC 296-800-17010 
RCW 28A.320.125(3)(b) 
Prudent Practices 2.D.4 

 

• SDS shall be kept and readily available for all chemicals in the lab. X  29 CFR 1910.1200(b)(4)(ii) 
Prudent Practices 4.B.2 

 

• Science laboratories shall have a written CHP that is available to all students and staff 
members. It shall be reviewed annually and updated when necessary. (New science 
teachers shall review the CHP as part of their Employee Safety Orientation.) 

X  WAC 296-828-20005 
Prudent Practices 2.B 

 

• Invisible hazards (radiation, chemical, electrical, laser, and heat) should be posted with 
warning signs or symbols when present. 

 X ANSI C95.2  
OSHA Tech Manual Sec. III: Chap 
6 (VI)(E)(1) 
Prudent Practices 7.C.8.1 

 

http://app.leg.wa.gov/wac/default.aspx?cite=296-828-20005
http://www.nap.edu/openbook.php?record_id=12654
http://app.leg.wa.gov/wac/default.aspx?cite=296-828-20005
http://www.nap.edu/openbook.php?record_id=12654
http://app.leg.wa.gov/rcw/default.aspx?cite=28A.335.320
http://www.nap.edu/openbook.php?record_id=12654
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=standards&p_id=10107
http://www.nap.edu/openbook.php?record_id=12654
http://app.leg.wa.gov/wac/default.aspx?cite=296-800-17005
http://app.leg.wa.gov/wac/default.aspx?cite=296-800-17010
http://app.leg.wa.gov/rcw/default.aspx?cite=28A.320.125
http://www.nap.edu/openbook.php?record_id=12654
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=standards&p_id=10099
http://www.nap.edu/openbook.php?record_id=12654
http://app.leg.wa.gov/wac/default.aspx?cite=296-828-20005
http://www.nap.edu/openbook.php?record_id=12654
http://webstore.ansi.org/RecordDetail.aspx?sku=C95.2-1999
https://www.osha.gov/dts/osta/otm/otm_iii/otm_iii_6.html#6
https://www.osha.gov/dts/osta/otm/otm_iii/otm_iii_6.html#6
http://www.nap.edu/openbook.php?record_id=12654
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 (Abbreviations defined below)                                  

Required 

Recom
m

ended 

 
WAC or Other Reference 

Inspection 
Checklist:  

Check if compliant.  
Report problems to 

administration. 

• Schools should only store and use chemicals appropriate for their level of science 
instruction. The Local Hazardous Waste Management Program in King County maintains a 
comprehensive database of school chemicals which includes exposure hazards, 
environmental toxicity, common experiments, grade suitability, and a grade-based hazard 
rating.  Chemicals in the data base rated as “ban candidates” should not be used in K-12 
schools.  

 X WAC 246-366-140 
LHWMP School Chemicals List 
Database 
 

 

• Chemicals should be purchased in the smallest commercially available container or in an 
amount that will meet the school's needs for approximately five academic years, whichever 
is greatest.  All chemicals should be dated upon receipt into the lab or storage area. 

 X WAC 246-366-140 
Prudent Practices 5.B.1 
Prudent Practices 5.B.5 
Prudent Practices 5.C.1 

 

• CDC/NIOSH/USCPSC School Chemistry Laboratory Safety Guide is available on-line.   CDC School Chemistry Lab Safety 
Guide download 

 

• The Local Hazardous Waste Management Program in King County operates a website for 
teachers and students relating to laboratory safety in schools. 

  LHWMP Rehab the Lab website  

 
 
 
 
 
 
 
 
 
 

 

 

http://app.leg.wa.gov/wac/default.aspx?cite=246-366-140
http://www.schoolchemlist.org/
http://www.schoolchemlist.org/
http://app.leg.wa.gov/wac/default.aspx?cite=246-366-140
http://www.nap.edu/openbook.php?record_id=12654
http://www.nap.edu/openbook.php?record_id=12654
http://www.nap.edu/openbook.php?record_id=12654
http://www.cdc.gov/niosh/docs/2007-107/pdfs/2007-107.pdf
http://www.cdc.gov/niosh/docs/2007-107/pdfs/2007-107.pdf
http://www.lhwmp.org/home/educators/rehabthelab.aspx
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Appendix 4.    Guide to Abbreviations and References 
 

AHERA – Asbestos Hazard Emergency Response Act 

ANSI – American National Standards Institute 
• ANSI Z9.5 – Laboratory Ventilation and Decommissioning Package 
• ANSI Z87.1 – Standard for Occupational and Educational Eye and Face 

Protection Devices 
• ANSI Z358.1 – Emergency Eyewash and Shower Equipment 

  
ASHRAE – American Society Heating Refrigeration Air Conditioning 
Engineers 

CFR - Codes of the Federal Register 
• 29 CFR 1910.132 – Personal Protective Equipment 
• 29 CFR 1910.307 – Electrical 
• 29 CFR 1910.1048 –Formaldehyde Standard 
• 29 CFR 1910.1200 –Hazard Communication Standard 
• 29 CFR 1910.1450 – Occupational exposure to hazardous chemicals in 

laboratories 
 

CDC – Centers for Disease Control and Prevention 

CHP – Chemical Hygiene Plan 

ECY - Washington State Department of Ecology  

EPA – Environmental Protection Agency 

GFI - Ground fault interrupter 

L & I – Labor and Industries 

LFM – Linear feet per minute 

HVAC – Heating, ventilation and air conditioning 

IAQ – Indoor air quality 

IFC - International Fire Code 
• IFC 605 – Electrical 
• IFC 2701 – Performance Standards 
• IFC 2703 – General Safety Precautions 

 
IMC - International Mechanical Code and State Building Code  
• IMC 51-52 –  
MSDS - Material Safety Data Sheet (now Safety Data Sheet- SDS) 

NFPA - National Fire Protection Association 
• NFPA 70/NEC 110 – National Electrical Code 
NIOSH – National Institute for Occupational Safety and Health 

PEL - Prudent Practices - Prudent Practices in the Laboratory – 
National Research Council 

RCW - Revised Codes of the State of Washington 
• RCW 28A – Common School Provisions 
• RCW 70.95 – Solid Waste Management 
• RCW 70.100 – Eye Protection 
TLV – Threshold limit value 

UL – Underwriters’ Laboratories 

UPC - Uniform Plumbing Code  
• 51-56 UPC – Uniform Plumbing Code 
USCPSC - United States Product Safety Commission 

WAC - Washington Administrative Code 
• WAC 51-50 – State Building Code/International Building Code 
• WAC 51-52 – State Building Code/International Mechanical Code 
• WAC 51-54 – State Building Code/International Fire Code 
• WAC 51-56 – State Building Code/International Plumbing Code 
• WAC 173-303 – Dangerous Waste Regulations 
• WAC 246-366 – Primary and Secondary Schools 
• WAC 296-24 – Container and Tank Storage 
• WAC 296-62 – General Occupational Health Standards 
• WAC 296-155 – Occupational Health and Environmental Control 
• WAC 296-800 – Safety and Health Core Rules 
• WAC 296-806 – Operating Controls 
• WAC 296-828 – Using Hazardous Chemicals in Laboratories 
• WAC 296-841 – Airborne Contaminants 
• WAC 296-856 – Formaldehyde 

 
WISHA – Washington Industrial Safety and Health Act 
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POLICY 
 
The personal safety and health of each employee of this district is of primary importance.  The 
prevention of work-related musculoskeletal disorders (WMSDs) caused by ergonomic hazards is 
this district's goal.  To the greatest degree possible, this school district will ensure that all 
potential ergonomic hazards within our facilities are evaluated and controlled. 
 
GOAL 
 
The goal of this program is to reduce employee exposure to specific workplace hazards that can 
cause or aggravate work-related musculoskeletal disorders such as tendinitis, carpal tunnel 
syndrome and low back disorders. 
  
DEFINITIONS 
 
Ergonomics - The science and practice of designing jobs or workplaces to match the capabilities 
and limitations of the human body.  A goal of ergonomics is to reduce work-related 
musculoskeletal disorders by adapting the work to fit the person, instead of forcing the person to 
adapt to the work. 
 
Risk factors - The elements of a job that increase the chance of work-related musculoskeletal 
disorders.  The potential of a risk factor to cause injury is affected by the duration of the worker's 
exposure to it. 
 
Work Activities - The physical demands, exertions, or functions of the job or task. 
 
Work-Related Musculoskeletal Disorders (WMSDs) - Work-related disorders that involve soft 
tissues such as muscles, tendons, ligaments, joints, blood vessels and nerves.  Examples include: 
Muscle strains and tears, ligament sprains, joint and tendon inflammation, pinched nerves, 
degeneration of spinal discs, carpal tunnel syndrome, tendinitis, rotator cuff syndrome.  WMSDs 
do not include injuries from slips, trips, falls, and motor vehicle accidents or being struck by or 
caught in objects. 
 
 
RESPONSIBILITIES 
 
The district Safety Officer is the administrator of this program and is responsible for these tasks: 
 
• Advising administration on ergonomic issues. 
• Working with administration to develop ergonomic guidelines and policies. 
• Coordinate ergonomic evaluations and follow up to insure necessary corrective action is 

completed. 
• Provide ergonomic awareness education to employees. 
• Maintain any documentation related to the ergonomics program. 
• Provide for and encourage employee participation in the ergonomic process. 
• Review ergonomic activities periodically for effectiveness. 
 
MANAGERS/SUPERVISORS 
 
• Encourage employees to report ergonomic risks in the workplace. 
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• Respond promptly to reports of WMSDs. 
• Ensure the workplace ergonomic practices and procedures are clearly communicated and 

understood by employees. 
• Work with ergonomics program administrator in identification of ergonomic risk factors 

within their department. 
• Assist in the selection of control measures to reduce employee exposure to ergonomic risk 

factors. 
• Solicit job improvement ideas from affected employees. 
 
EMPLOYEES RESPONSIBILITIES 
 
• Be familiar with the signs and symptoms of WMSDs. 
• Know how to report WMSDs and the importance of doing so promptly. 
• Identify WMSDs in their workplace. 
• Participate in measures to control WMSD hazards and evaluate the effectiveness of those 

controls.  
• Adhere to proper ergonomic practices in the workplace.  
• Participate in ergonomic training programs, as required. 
 
 
EMPLOYEE INVOLVEMENT 
 
The school district will consult with our employees regarding efforts to develop and implement 
an effective ergonomics program and will whenever possible involve the employees in the entire 
process. This is essential because employees constitute the best determination of ergonomic 
hazards and solutions to ergonomic problems.   
 
HAZARD REPORTING 
 
All district employees should report suspected, potential, or known WMSD hazards to their 
supervisor or to the district Safety Officer.  An employee who feels that they are experiencing 
symptoms of an ergonomics injury should report the injury to their supervisor. 
 
Once a suspected, potential, known WMSD hazard or an injury has been reported, the 
employee's supervisor will insure an investigation is conducted to determine what can be done to 
reduce symptoms or eliminate the hazard. 
 
RISK FACTORS 
 

1. Awkward Postures of the Shoulder and Arms- working with the hand(s) above the head, 
or elbow(s) above the shoulder for more than 2 hours per day. 

2. Awkward Postures of the Neck or Back- working with the neck or back bent more than 
30 degrees (without support and without the ability to vary posture), more than 2 hours 
per day. 

3. Squatting- more than 2 hours per day. 
4. Kneeling- more than 2 hours per day. 
5. Pinching- pinching an unsupported object weighing 2 or more pounds per hand, or 

pinching with a force of 4 or more pounds per hand (comparable to pinching a half a 
ream of paper), more than 2 hours per day. 
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6. Gripping- gripping an unsupported object or objects weighing 10 pounds per hand, or 
gripping with a force of 10 or more pounds per hand (comparable to clamping automobile 
jumper cables onto a battery), more than 2 hours per day. 

7. Highly Repetitive Motion- repeating the same motion with the neck, shoulders, elbows, 
wrists or hands (excluding keying) with little or no variation every few seconds, for more 
than 2 hours per day. 

8. Keying- performing intensive keying more than 4 hours per day. 
9. Repeated Impact- using the hand or knee as a hammer more than 10 times per hour, more 

than 2 hours per day. 
10. Heavy Lifting- lifting objects weighing more than 75 pounds once per day or more than 

55 pounds more than 10 times per day. 
11. Frequent Lifting- lifting objects weighing more than 10 pounds, if done more than twice 

per minute, more than 2 hours per day. 
12. Awkward Lifting- lifting objects weighing more than 25 pounds above the shoulders, 

below the knees or at arms length, more than 25 per day. 
13. High Hand-Arm Vibration- Using impact wrenches, carpet strippers, chain saws, 

percussive tools or other hand tools that typically have high vibration levels more than 30 
minutes total per day. 

14. Moderate Hand-Arm Vibration- using grinders, sanders, jigsaws or other hand tools that 
typically have moderate vibration levels more than 2 hours per day.  

 
WORKSITE ANALYSIS 
 
If an employee's typical work activities include any of the specific physical risk factors identified 
above an analysis should be conducted.  Worksite evaluations may be conducted to identify, 
evaluate, and control potential ergonomic risk factors.   
 
HAZARD PREVENTION AND CONTROL 
     
The following types of controls will be evaluated and considered for possible implementation. 
 
• Engineering Controls-examples are the redesigning of the workstation or tools. 
• Work Practice Controls-proper work technique including correct lifting techniques. 
• Administrative Controls-used to reduce the duration, frequency and severity of exposure.  

Examples are job rotation, rest breaks and a stretching program. 
 
Personal protective equipment will be used to supplement engineering, work practice, and 
administrative controls, but only where other controls are not feasible. 
 
MEDICAL MANAGEMENT 
 
In the event that an employee develops a work-related musculoskeletal symptom the employee 
will report the injury to their supervisor.  The Educational Service District 112 Workers' 
Compensation Department, working with the district will facilitate the medical management 
process.  This may include as needed: 
 
• Access to a health care professional for medical evaluation/treatment. 
• Coordination of any necessary work restrictions, including recovery time off. 
• Post-treatment follow-up. 
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TRAINING AND EDUCATION 
 
The district will provide employees ergonomics awareness education as needed and will include: 
 
• Information on work-related causes of musculoskeletal disorders including risk factors  
• The types, symptoms and consequences of WMSDs and the importance of early reporting; 
• Information on identifying WMSD hazards and common measures to reduce them; and 
 
 
RECORD KEEPING 
 
The district or ESD 112 may keep records of the following: 
 
• Employee reports of WMSD, WMSD signs and symptoms, and WMSD hazards 
• Job hazard analyses performed 
• Hazard control measures implemented 
• Documentation of ergonomic awareness training 
• Work restrictions, time off work, and other workers' compensation issues 
 
PROGRAM REVIEW 
 
The program administrator and members of the district's safety committee will review the 
district's ergonomic activities for effectiveness and for any needed improvements.  
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1. Purpose 
 

Falls from elevated work surfaces present a potential for serious injury.  In 
Washington State in 2003, falls were the third leading cause of worker deaths, 
accounting for 16.2 of the 68 total fatalities.  To help reduce the incidence of fall 
injuries and protect employees, the school district has established this Fall 
Protection Plan. This plan applies to all employees involved in construction, 
alteration, repair or maintenance, and who are assigned to perform tasks where 
fall hazards of 10 feet or more exist.  This program involves establishing a fall 
protection work plan, and providing a fall protection system or a combination of 
prevention and protection measures.  Through this program, the district will 
ensure that employees are aware of the fall hazards that they may exposed at work 
and that available protective measures are to be employed.  

 
2. Fall Protection Standards 
 

Fall protection general standards are set forth in WAC 296-155 Part C-1. This 
standard requires that a written fall protection work plan be developed and 
maintained on the job site when employees are assigned to perform tasks where 
fall hazards of 10 feet or more exist.  The district Safety Officer will oversee the 
fall protection program.  This plan is a summary of the WISHA requirements; 
users should refer to the standard for specific details of its implementation. 

 
There are other standards that require the use of fall protection for employees.  
These include those addressing floor and wall openings and holes; open-sided 
floors, platforms and runways; stairways and risers; scaffolding; ladders; boom 
supported elevating work platforms; vehicle mounted elevated and rotating work 
platforms and order pickers.  These requirements can be found in the following 
standards: 
 
A. Chapter 296-24 WAC, "General Safety and Health Standards": 

* Part J-1, "Working Surfaces, Guarding Floors and Wall Openings" 
 

B. Chapter 296-155 WAC, "Safety Standards for Construction Work": 
C. Chapter 296-800-250 WAC, “Stairs and Stair Railings”  
D. Chapter 296-800-260 WAC, “Floor Openings, Floor Holes & Open-sided 

Floors” 
 
E. Chapter 296-876 WAC, “Ladders- Portable and Fixed” 
F. Chapter 296-874 WAC, “Scaffolds” 
G. Chapter 296-869 WAC, Elevating Work Platforms 
H. Chapter 296-863-20025 WAC, “Order Pickers” 
I. Chapter 296-809 WAC, Confined Spaces 
 
(Note:  Fall protection is not required when working off of a ladder below 25 feet 
if the employee's hands are free to climb and there are no power tools in use while 
on the ladder.) 



 

  

 
3. Definitions 
 
 Fall protection is a system used by employees to eliminate or reduce fall hazards.  

This system involves fall restraint (that physically warns the worker before s/he 
falls), fall arrest (that physically stops the worker from a fall), and/or a positioning 
device system (that supports the employee in place while working).  

 
FALL PROTECTION OPTIONS INCLUDE: 

 
Fall Restraint   Fall Arrest       Positioning System 
Restrained from falling  Stopped after the fall         Held in place while working 
 |    |            | 
Standard guardrails  Full-body harness       Safety belt/harness 
 |   6 ft. max. free fall             2 ft. max. free fall 
Safety belt/harness   | 
 |   Safety nets 
Warning line system   | 
and/or safety monitor  Catch platforms 
low pitched roofs only 

 
 

Fall restraint system means an approved device and any necessary components 
that function together to restrain an employee in such a manner as to prevent that 
employee from falling to a lower level.  Fall restraint systems include guardrails, 
safety belts and harnesses attached to securely rigged restraint lines and anchorage 
points, and warning lines systems.   
 
Fall arrest system means the use of multiple, approved safety equipment 
components, such as: body harnesses, lanyards, deceleration devices, drop lines, 
horizontal and/or vertical lifelines and anchorages, interconnected and rigged as to 
arrest a free fall.  
 
Positioning device system means a body belt or body harness system rigged to 
allow an employee to be supported on an elevated vertical surface, such as a wall, 
and work with both hands free while leaning.  
  

Other related definitions include the following: 
 
 Anchorage means a secure point of attachment for lifelines, lanyards, or 

deceleration devices which is capable of withstanding the specified forces. 
 

Competent person means an individual knowledgeable of fall protection 
equipment, including the manufacturer's recommendations and instructions for the 
proper use, inspection, and maintenance; and who is capable of identifying 
existing and potential fall hazards; and who has the authority to take prompt, 
corrective action to eliminate those hazards; and who is knowledgeable of the 



 

  

rules contained in this section regarding the erection, use, inspection, and 
maintenance of fall protection equipment and systems. 

 
 Drop line means a vertical lifeline secured to an upper anchorage for the purpose 

of attaching a lanyard or device. 
 

Full body harness means a configuration of connected straps to distribute a fall 
arresting force over at least the thighs, shoulders and pelvis, with provisions for 
attaching a lanyard, lifeline, or deceleration devices.  All components must be 
compatible.  
 

Lanyard means a flexible line of webbing, rope, or cable (usually 2, 4, or 
6 feet long) used to secure a body belt or harness to a lifeline or an 
anchorage point. 
 
Lifeline means a vertical line from a fixed anchorage or between two 
horizontal anchorages, independent of walking or working surfaces, to 
which a lanyard or device is secured.  
 
Deceleration device means any mechanism, such as a rope grab, ripstitch 
lanyard, specifically woven lanyard, tearing or deforming lanyards, 
automatic self-retracting lifelines/lanyards, etc. which serves to dissipate a 
substantial amount of energy during a fall arrest, or otherwise limit the 
energy imposed on an employee during fall arrest. 

 
Guardrail requirements differ by application.  Generally, a standard railing 
consists of a smooth-surfaced top rail (36" to 42" from the walking surface), 
intermediate rail (halfway between the top rail and the walking surface), toe board 
(minimum of 4" high), and posts (spaced at least on 8' centers).  Railings must 
withstand a load of at least 200 pounds applied in any direction, with no overhang 
of rail ends.  

 
Horizontal lifeline means a rail, rope, wire, or synthetic cable that is installed 
between two anchorages and used for attachment of a worker's lanyard or lifeline 
device while moving horizontally; it is used to control dangerous pendulum-like 
swing falls. 

 
Roof means the exterior surface on the top of a building.  A low pitched roof has 
a slope equal to or less than 4 in 12; a steep roof has a slope greater than 4 in 12.  
(Note:  There are more stringent fall protection requirements for steep roofs.) 
 

 Safety monitoring system means a safety system in which a designated 
competent person monitors the safety of all employees in a roofing crew, and 
warns them when it appears to the monitor that they are unaware of the hazard or 
are acting in an unsafe manner.  The competent person, who must be easily 
distinguished from the work crew, must be on the same roof and within visual 
distance of the employees, be close enough to verbally communicate with the 



 

  

employees, and engage in no other duties.  This can be used for low pitched roofs 
and leading edge work only. 

 
 Warning line system means a barrier erected on all sides of a walking and 

working surface or a low pitched roof, to warn employees that they are 
approaching an unprotected fall hazard(s).  It shall consist of a wire, rope or chain 
and supporting stanchions, and be flagged at no more then 6' intervals.   

 
4. Where Fall Protection May Be Needed In Schools 
 

Examples of maintenance and custodial activities where employees could work 10 
feet off of the ground, and fall protection may be required, include (but are not 
limited to) the following: 
* changing light bulbs in high ceilings 
* replacing ceiling tiles in high ceilings 
* maintenance or cleaning of rain gutters and scuppers 
* repairing and maintaining roofs 
* pruning trees 
* changing air handling unit filters 
* working on exhausters on roofs 
* changing street light bulbs 
* replacing/repairing skylights 
* maintenance in or around HVAC cooling towers 
* removing snow, debris, or equipment from roofs 
* painting 
* maintenance or repair of motorized basketball backboards, gymnasium 

dividers, sound system components, scoreboards, etc. 
 
5. Fall Protection Work Plan 
 

A fall protection work plan is a written planning document, developed by the 
employee's supervisor or competent person, for all instances where an employee is 
required to work 10 feet or more above the ground or other work surface.  The 
plan will be maintained at the work site and be available for inspection.   

 
The six primary elements required in the plan are as follows: 

 
1. Identify all fall hazards in the work area. 
2. Describe the method of fall arrest or fall restraint to be provided. 
3. Describe the correct procedures for the assembly, maintenance, 

inspection, and disassembly of the fall protection system to be used. 
4. Describe the correct procedures for handling, storage and securing of 

tools and materials. 
5. Describe the method of providing overhead protection for workers 

who may be in, or pass through, the area below the work site. 
6. Describe the method for prompt, safe removal of injured workers. 
 



 

  

The following may assist in the completion of a fall protection work plan. 
 

  Work at elevations of 10 feet or higher with use of a fall restraint system. 
• Method of fall protection: Fall restraint system including guardrails with a toe 

board, when necessary, or safety belt/harness, or warning line system, or 
warning line system with a safety monitor. (Fall restraint regulations allow 
falls of less than two (2) feet. They are intended to protect workers from 
getting too close to the working edge. They are not intended as free-fall 
protection.) 

• Procedures for assembly, maintenance, etc., of fall protection: 
 A standard railing including a top rail, intermediate rail, posts and, if 

necessary, a toe board will be erected and the top rail will stand 39-45 
inches above the platform or runway. 

 The middle rail will be less than, or equal to19 inches below the top rail. 
 A standard toe board will be installed if: 

(a) persons pass beneath the open sides, 
(b) there is moving machinery, or 
(c) there are falling materials, equipment or tools that create a hazard. 

• Procedures for handling, storing, and securing tools and equipment to be used: 
 Tool belts will be used to carry hand tools.  
 Tools too large for the tool belt will be raised to the work area by means 

of a rope or mechanical device.     
 After use, hand tools will be returned to the tool belt immediately. 
 Tools and loose materials will not be left on overhead platforms or 

scaffolds. 
• Overhead protection measures: 

 Signs warning of overhead work will be posted to warn passers-by. 
• Procedures for rescue of injured workers: 

 If an employee is injured, a trained person will be available to administer 
first aid and evaluate the employee's condition. 

 If the employee's condition appears serious, the supervisor or another 
individual will call "911" to obtain emergency medical assistance. 

 District employees will assist the emergency response unit as 
appropriate. 

  Work at elevations of 10 feet or higher with use of a fall arrest system. 
• Method of fall protection: Fall arrest system including a full-body harness, 

lanyards, anchor points and horizontal lifelines. (Fall arrest regulations allow 
free-falls of less than six (6) feet.) 



 

  

• Procedures for assembly, maintenance, etc., of fall protection: 
 Fall protection equipment will be inspected by the employee prior to 

each use. 
 Inspection will include checking for damage, wear and mildew. 
 Any equipment found to be defective by the employee must be tagged, 

removed from use and turned in to the supervisor for evaluation.  
 Equipment found by the supervisor will be turned in for repair or 

destruction, as appropriate. 
 Fall arrest equipment, including approved harness, lanyards, and lifelines 

attaching to a secured anchorage point, will be used while working. 
 Employees will don all equipment prior to climbing the roof. They will 

connect to the anchor point or horizontal lifeline immediately after 
mounting the roof. 

  NOTE:  If conducting large scale roofing projects with several employees 
involved, a safety warning line with a safety monitor system may be more 
convenient and may be used in place of the harness, lanyard and horizontal 
lifeline.  
• Procedures for handling, storing, and securing tools and other equipment to be 

used: 
 Tool belts will be used to carry hand tools to the roof. 
 Tools too large for the tool belt will be raised to the work area by a rope 

or mechanical device. 
 After use, hand tools will be returned to the tool belt immediately.  
 Materials to be used on the roof will not be stored within 6 feet of the 

roof edge, unless guardrails are erected at the roof edge. 
• Overhead protection measures: 

 Signs warning of overhead work will be posted to warn passers-by.  
• Procedures for rescue of injured workers:  

 If an employee is injured, a trained person will be available to administer 
first aid and evaluate the employee's condition.  

 If the employee's condition appears serious, the supervisor or another 
individual will call "911" to obtain emergency medical assistance.  

 Assistance will be provided to the emergency unit as appropriate. 

  Work on open-sided platforms or runways of heights of 10 feet or more. 
• Method of fall protection: Fall restraint system including standard guardrails 

and toe board, when necessary, safety belt/harness, or warning line system, or 
warning line system with a safety monitor. 

• Procedures for assembly, maintenance, etc., of fall protection:  



 

  

 A standard railing including a top rail, intermediate rail, posts and, if 
necessary, a toe board will be erected and will stand 39-45 inches above 
the platform or runway. 

 A standard toe board will be installed if  
(a) persons pass beneath the open sides; 
(b) there is moving machinery; or 
(c) there are falling materials, equipment or tools that create a hazard. 

• Procedures for handling, storing, and securing tools, and equipment to be 
used: 
 Tool belts will be used to carry hand tools. 
 After use, hand tools will be returned to the tool belt immediately.  
 Tools too large for the tool belt will be raised to the work area by a rope 

or mechanical device, if necessary.  
 Tools and loose materials will not be left on overhead platforms or 

scaffolds. 
• Overhead protection measures 

 Signs warning of overhead work will be posted to warn passers-by. 
• Procedures for rescue of injured workers: 

 If an employee is injured, a trained person will be available to administer 
first aid and evaluate the employee's condition. 

 If the employee's condition appears serious, the supervisor or another 
individual will call "911" to obtain emergency medical assistance. 

 District employees will provide assistance to the emergency response 
unit as appropriate.  

 
A "Fall Protection Plan Worksheet" (two samples are found in the “Forms” 
folder) may be used to complete this assessment.   

 
 
6. Assignment of Competent Person 
 
 A competent person means an individual knowledgeable of fall protection 

equipment, including the manufacturer's recommendations and instructions for the 
proper use, inspection, and maintenance; and who is capable of identifying 
existing and potential fall hazards; and who has the authority to take prompt, 
corrective action to eliminate those hazards; and who is knowledgeable of the 
rules contained in this section regarding the erection, use, inspection, and 
maintenance of fall protection equipment and systems. 

 



 

  

The designated competent person is the district’s maintenance supervisor or 
Safety Officer unless otherwise specified.  Other competent persons can be 
designated if adequately trained and/or experienced. 

 
 The competent person has the following responsibilities: 

• knowing the requirements of the fall protection standard 
• identifying where fall hazards exist in the workplace 
• determining adequate fall protection for each job over 10 feet high 
• completing fall protection work plans 
• ensuring that necessary fall protection systems are suitable, compatible, 

available, and inspected prior to use 
• ensuring that the designated fall protection is used by employees 
• ensuring a system of adequate emergency removal of injured employees 

 
The "Competent Person Evaluation - Fall Restraint and Fall Arrest" (found in 
“Forms” folder) may be used to document this competency. 

 
7. Employee Training 
 

Employees whose job duties include working at heights of 10 feet or more shall 
be trained in the primary elements of the Fall Protection Work Plan listed in part 5 
above, as well as in the inspection of fall protection devices and systems.  
Employees must be trained in the specific fall protection/arrest equipment that 
they will be using; manufacturer's instructions should be reviewed.  Employee 
training shall be documented, and such documentation will be available on the job 
site. 

 
The "Fall Protection Training Record" (found in the “Forms” folder) may be used 
to document this training. 

 
8. Inspection of Equipment 
 

Components of fall restraint/arrest systems and positioning systems shall be 
inspected prior to each use for mildew, wear, damage, cuts, other deterioration, 
and rough metal surfaces on hardware, and shall be removed from service if their 
function or strength have been adversely affected or the assembly has been shock-
loaded.  Items removed from service should be tagged as defective.  Defective 
equipment should not be returned to use until deemed safe by a trained individual.  
This pre-use equipment inspection should be documented before each job and 
daily. 
 
The "Fall Protection Plan - Equipment Inspection Log" (found in the “Forms” 
folder) may be used to document this fall protection equipment inspection. 
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Hazard Communication Program 
 
 
Program Description  
 
This school district is committed to providing a safe and healthy work environment for 
staff and students. This program has been developed to prevent chemical exposures that 
may result in injury and/or illness and to improve communication and training associated 
with the use, handling and storage of hazardous chemicals. The program is designed to 
increase employee awareness of the hazardous chemicals used in the workplace by: 

• providing information about the hazardous chemicals 
• identifying the associated hazards and harmful effects 
• training employees on how to protect themselves from the risks of those hazards 

 
This document uses the newly adopted Globally Harmonized System (GHS) for 
classification and labeling of chemicals which was incorporated in the Washington 
Davison of Occupational Safety and Health (DOSH) Hazard Communication Standard, 
WAC 296-901. 
 
The school district has provided this program which includes provisions for: 
 
• Developing and maintaining a list of hazardous chemicals;  
• Availability and access to Safety Data Sheets (SDSs);  
• Establishing procedures for container labeling and other forms of warning;  
• Informing employees of non-routine tasks; 
• Informing employees about hazardous chemicals in pipes 
• Providing information and training; and  
• Addressing multi-employer workplace issues.  
 
All affected employees will participate in the hazard communication program.  The 
program will be available from Human Resources or Risk Management for review by an 
interested employee.  If an employee has any questions about this program they may 
contact the district Safety Officer or the Educational Service District (ESD) 112 Senior 
Loss Control Specialist. 
  
Definitions 
 
Chemical means any substance, or mixture of substances. 
 
Exposure or exposed means that an employee is subjected in the course of employment 
to a chemical that is a physical or health hazard, and includes potential (e.g., accidental or 
possible) exposure. “Subjected” in terms of health hazards includes any route of entry 
(e.g., inhalation, ingestion, skin contact or absorption). 
 
Hazard statement means a statement assigned to a hazard class and category that 
describes the nature of the hazard(s) of a chemical including, where appropriate, the 
degree of hazard. 



 

 
Hazardous chemical means any chemical which is classified as a physical hazard or a 
health hazard, a simple asphyxiant, combustible dust, pyrophoric gas, or hazard not 
otherwise classified. 
 
Health hazard means a chemical which is classified as posing one of the following 
hazardous effects: Acute toxicity (any route of exposure); skin corrosion or irritation; 
serious eye damage or eye irritation; respiratory or skin sensitization; germ cell 
mutagenicity; carcinogenicity; reproductive toxicity; specific target organ toxicity (single 
or repeated exposure); or aspiration hazard.  
 
Immediate use means that the hazardous chemical will be under the control of and used 
only by the person who transfers it from a labeled container and only within the work 
shift in which it is transferred. 
 
Label means an appropriate group of written, printed or graphic information elements 
concerning a hazardous chemical that is affixed to, printed on, or attached to the 
immediate container of a hazardous chemical, or to the outside packaging. 
 
Label elements means the specified pictogram, hazard statement, signal word and 
precautionary statement for each hazard class and category. 
 
Physical hazard means a chemical that is classified as posing one of the following 
hazardous effects: Explosive; flammable (gases, aerosols, liquids, or solids); oxidizer 
(liquid, solid or gas); self-reactive; pyrophoric (liquid or solid); self-heating; organic 
peroxide; corrosive to metal; gas under pressure; or in contact with water emits 
flammable gas.  
 
Pictogram means a composition that may include a symbol plus other graphic elements, 
such as a border, background pattern, or color, that is intended to convey specific 
information about the hazards of a chemical. Eight pictograms are designated under this 
standard for application to a hazard category. 
 
Precautionary statement means a phrase that describes recommended measures that 
should be taken to minimize or prevent adverse effects resulting from exposure to a 
hazardous chemical, or improper storage or handling. 
Product identifier means the name or number used for a hazardous chemical on a label 
or in the SDS. It provides a unique means by which the user can identify the chemical.  
 
Safety data sheet (SDS) means written or printed material concerning a hazardous 
chemical that is prepared in accordance with WAC 296-901-14014. 
 
Workplace label means the label placed on a secondary (workplace) container. When 
hazardous material is removed/transferred from the original manufacturer labeled 
container to another container (secondary (workplace) container), the secondary 
(workplace) container must have a workplace label with the exception of portable 
containers that will contain chemicals for immediate use. 
 



 

 
Labels 
 
Every container of a hazardous chemical, except containers that will contain chemicals 
for immediate use, must be labeled, tagged, or marked to identify the substance and 
appropriate hazard warnings. The original label shall not be removed or defaced unless 
the container is immediately marked with the required information.  
 
Workplace labels or other forms of warning will be legible, in English and prominently 
displayed on the container or readily available in the work area throughout each work 
shift. If employees speak languages other than English, the information in the other 
language(s) may be added to the material presented as long as the information is 
presented in English as well.  
 
The manufacturer’s original label shall provide: 
 
• Product identifier- identity (name) of the hazardous substance 
• Signal word- A single word on the label used to indicate the relative level of severity of 

a hazard. The signal words used are "Danger" for the more severe hazards, while 
"Warning" is used for less severe hazards. 

• Hazard statement(s) - are statements assigned to a hazard class that describes the nature 
of the products hazard. An example would be “flammable”. 

• Precautionary statement(s) - statements which describe recommended measures to 
minimize or prevent adverse effects resulting from exposure, for example “keep away 
from heat”. 

• Pictogram(s) - consist of a symbol and represent a specific hazard. The GHS pictograms 
and their related hazard can be found in the appendix. 

• Name and address of the manufacturer, importer or responsible party. 
 
A sample label with the required elements and an explanation of each pictogram is 
located at the end of this written program. 
 
Secondary Containers 
 
Each employee who transfers chemicals from one container into another is responsible for 
labeling the secondary container.  
 
When a chemical is transferred from the original container to a portable, secondary 
container (such as a spray bottle), the label will include the product identifier (name) and 
words (warning or danger), pictures/symbols (pictograms), or a combination that provides 
at least general information regarding the hazards of the chemicals. 
 
Portable containers into which hazardous chemicals are transferred from labeled 
containers and that are intended for the immediate use of the employee who performs the 
transfer do not require a label. If the portable container will be used by more than one 
employee or used over the course of more than one shift, the container must be labeled. 
Food and beverage containers should never be used for chemical storage. 
 



 

Non-hazardous substances (e.g., distilled water) should be labeled in order to avoid 
confusion.  
 
Chemical Inventory 

 
Supervisors and/or the district Safety Officer will maintain an inventory of all hazardous 
chemicals used in the workplace to include any chemical to which an employee may be 
exposed under normal conditions of use or in a foreseeable emergency.  The list will 
contain the product identifier that is referenced on the appropriate Safety Data Sheet 
(SDS). Detailed information about the chemical hazards is included in the SDS. This list 
will be made available to all employees. This list will be will be reviewed annually and 
updated whenever a new chemical is introduced into the workplace by the Safety Officer 
with assistance from the appropriate school department. 

 
Safety Data Sheets (SDSs) 

 
Safety Data Sheets are designed to provide information needed to handle hazardous 
chemicals safely. They provide the necessary information for training on hazard 
evaluation, proper handling, emergency procedures, and employee personal protective 
equipment. 
    
By June 2015, all SDSs must be GHS-compliant. SDSs will have a consistent 16-section 
format with the following sections: 
  
Section 1: Identification 
Section 2: Hazard(s) Identification 
Section 3: Composition/Information on Ingredients 
Section4: First Aid Measures 
Section 5: Fire-Fighting Measures 
Section 6: Accidental Release Measures 
Section 7: Handling and Storage 
Section 8: Exposure Control/Personal Protection 
Section 9: Physical and Chemical properties 
Section 10: Stability and Reactivity 
Section 11: Toxicological Information 
Section 12: Ecological Information (non-mandatory) 
Section 13: Disposal Considerations (non-mandatory) 
Section 14: Transportation Information (non-mandatory) 
Section 15: Regulatory Information (non-mandatory) 
Section 16: Other Information 
 
The school district is required to maintain SDSs for each hazardous chemical that is used. 
The SDS can be maintained either by paper copy, electronic copy or both, as long as 
employees have immediate access to the SDS. The school district will maintain the most 
recent received version of the SDS. 
 



 

A Safety Data Sheet should be provided for each hazardous chemical used by the district 
by the chemical manufacturer, with the initial product shipment. If not provided, the 
Safety Officer will obtain the SDS before the chemical is put into use. 

 
The Safety Officer will review incoming SDSs for new and significant health and safety 
information.  The Safety Officer will see that any new information is communicated to all 
affected employees. 
 
SDSs for chemicals are available electronically through the MSDSOnline® system. This 
on-line system consists of an “e-Binder” of the district’s hazardous chemicals. A link to 
the district’s “e-Binder” is provided and can be accessed from any computer with internet 
access. To view a SDS electronically click on the link and search by Product Name, 
Manufacturer, CAS#, and/or Product Code. A hard copy can be printed if needed. 
 
SDSs can also be obtained by requesting copies from your supervisor or contacting the 
vendor directly. 
 
If a district relies on electronic means to access SDSs, a secondary method of access is 
required to ensure availability during power outages, computer failures, etc. Employees 
must be notified of methods to obtain an SDS during an emergency. 
 
Employees are not to purchase any new hazardous substance or bring any new hazardous 
substance on the site without having the SDS available for review by the Safety Officer. 
 
Employee Information and Training 
 
The Safety Officer or the employee’s immediate supervisor will be responsible for 
providing each affected employee with information and training on hazardous chemicals 
in their work area.  An introductory explanation of the hazard communication standard 
will be given to employees at their new employee orientation. Additional training, 
specific to the chemical hazards encountered in their job duties will be provided to 
employees at the time of their initial assignment, when job duties change with exposure 
to new chemicals and whenever a new chemical hazard is introduced into the work area.   
 
Training may be provided through the SafeSchools web-based training program, by 
supervisors, by ESD 112 Loss Control staff or by outside vendors. Training will contain 
the new elements of the Globally Harmonized System (GHS) as well as elements required 
by WAC 296-901-14016 including the following: 
 

• An overview of the requirements of the Hazard Communication Standard  
• All operations in their work area where hazardous chemical are present, and what 

the hazardous chemicals are 
• The location and availability of this written hazard communication program, 

including the lists of hazardous chemicals in use and their associated Safety Data 
Sheets 

 
Employee training shall include the following (for each chemical or class of chemicals): 
 



 

• The physical and health hazards of the chemicals in the work area  
• Methods and observations that may be used to detect the presence or release of a 

hazardous chemical in the work area 
• The measures employees can take to protect themselves from these hazards, 

including appropriate work practices, engineering controls, proper storage and 
handling, emergency procedures, and personal protective equipment to be used; 

• The symptoms or effects of overexposure 
• What the employee is to do if overexposed to hazardous chemicals  
• Steps that the district has taken to lessen or prevent exposure to these substances 
• How to understand and use the information on labels and how to label secondary 

containers 
• Where to obtain a Safety Data Sheet and how to understand and use the 

appropriate hazard information 
• Details of the hazard communication program as listed in this procedure  
• All new materials that contain hazardous materials shall not be used until 

employees have been trained in the proper use, handling, and disposal of the 
material, and their supervisor and the district Safety Officer has reviewed the SDS 
covering the specific substance with them 
 

Training on accessing the electronic library of SDS will be provided initially to current 
employees and to new employees upon hire. 
 
Hazardous Non-Routine Tasks 

 
Before employees start work on a task that is not done routinely, their supervisor will 
provide information about the hazardous chemicals they may encounter during the task.  
This information will include specific chemical hazards, protective and safety measures 
they can use, and steps that must be followed to control the hazards, and what do in an 
emergency. Employees share in this responsibility by ensuring that their immediate 
supervisor knows that the non-routine task will be performed.  
 
Chemicals in Unlabeled Pipes 
 
Chemicals in pipes are not required to be labeled under the Hazard Communication 
standard. (Other regulations may require pipes and piping systems to be identified.) 
However, all employees and independent contractors working in areas where chemicals 
are transferred through unlabeled pipes will be informed on: 

• the chemical(s) in the pipe(s) 
• the potential hazards of those chemical(s) 
• details of the safety precautions to be taken 

 
Information for Contractors  
 
Prior to beginning work, the facilities/maintenance manager will inform contractors with 
employees working on company property of any hazardous chemicals that the 
contractors’ employees may be exposed to while performing their work. The 
facilities/maintenance manager will also inform contractors of engineering or work 



 

practice control measures to be employed by the contractor, personal protective 
equipment to be worn by the contractors’ employees, and any other precautionary 
measures that need to be taken to protect their employees during the workplace’s normal 
operating conditions and in foreseeable emergencies. 
 
The facilities/maintenance manager will inform contractors of the workplace labeling 
system and the availability and location of SDSs for any chemical to which contractors’ 
employees may be exposed while performing their work. 
 
It is the responsibility of the facilities/maintenance manager to identify and obtain SDSs 
for the chemicals being brought into the facility by outside contractors.  
 
Program Review  

 
This written plan and its elements will be reviewed and updated as necessary. Changes 
may need to be made under the following circumstances: 

 
• New chemicals are introduced into the workplace  
• When new processes involving chemicals are introduced 
• When program job duties are changed 
• When locations in the program are changed 
• When any other elements are changed 

 
Recordkeeping 
 

• The school district will maintain its hazardous chemicals inventory for at least 30 
years. 

• All training relative to the Hazard Communication Program will be documented.  
Documentation of training will be kept in the employee’s personnel file. 
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The Control of Hazardous Energy (Lockout/Tagout) 
 

I. Purpose 
 
 This procedure addresses the servicing and maintenance of machines and equipment, 

including piping systems, in which the unexpected energization or start up of the 
machine or equipment or release of stored energy could cause injury to employees 
(see different types of energy listed in table below).  It establishes the requirements 
to ensure that equipment or electrical/mechanical systems are isolated from all 
potentially hazardous energy, and are locked out or tagged out before employees 
perform any service or maintenance activities.  This written energy control program 
describes this school district’s compliance with WAC 296-803. 

 
 This procedure applies when an employee is required to remove or bypass a guard, or 

an employee is required to place any part of his/her body into an area on a machine 
or piece of equipment where work is actually performed upon the material being 
processed or where an associated danger zone exists during a machine operating 
cycle. 

 
Forms of hazardous energy 
 
Potential Stored energy that can be drawn upon to do work. Suspended loads, 

compressed springs, and pressurized hydraulic systems are examples. 
Potential energy can be converted to kinetic energy and many of the other 
energy forms below. 

Kinetic Energy resulting from moving objects such as released loads and uncoiling 
springs. When these objects are released, their potential energy is converted 
to kinetic energy. 

Flammable Energy converted from the combustion of gasses, liquids, solid chemicals, 
and vapors. 

Chemical The capacity of a substance to do work or produce heat through a change in 
its composition. Chemical energy can be converted from gasses, liquids, 
solid chemicals, and vapors. 

Electrical Energy generated through the conversion of other forms such as mechanical, 
thermal, or chemical energy. Energy stored between plates of a charged 
capacitor is an example of potential electrical energy. Typical electrical 
energy sources include open busbars, motors, and generators. 

Thermal Energy transferred from one body to another as the result of a difference in 
temperature. Heat flows from the hotter to the cooler body. Sources include 
mechanical work, radiation, chemical reactions, and electrical resistance. 

  
 
E  It does not apply to work on cord and plug-connected equipment for which exposure 

to the hazards of unexpected energerization or start up of the equipment is controlled 
by the unplugging of the equipment from the energy source and with the plug being 



 
 

under the exclusive control of the employee performing the servicing or 
maintenance. 

 
II. Definitions 

 
Affected Employee: An employee whose job requires him/her to operate or use a 
machine or equipment on which servicing or maintenance is being performed under 
lockout or tagout, or whose job requires him/her to work in an area in which such 
servicing or maintenance is being performed. 

Authorized Employee: A person who locks out or tags out machines or equipment 
in order to perform servicing or maintenance on that machine or equipment. An 
affected employee becomes an authorized employee when that employee's duties 
include performing servicing or maintenance covered under this part. 

Energy Isolating Device: A mechanical device that physically prevents the 
transmission or release of energy, including (but not limited to) the following: a 
manually operated electrical circuit breaker, a disconnect switch, a line valve, or a 
block.  (Note: Push buttons, selector switches and other control circuit devices are 
not energy isolating devices.) 

Energy Source: Any source of electrical, mechanical, chemical, hydraulic 
(pressurized liquid), pneumatic (pressurized gas or air), chemical, thermal (heat or 
cold) or other energy, including gravity. 
 
Lockout: The placement of a lockout device on an energy-isolating device so that 
the equipment being controlled cannot be operated until the lockout device is 
removed. 
 
Lockout Device:  A device that utilizes a positive means such as a lock, either key or 
combination type, to hold an energy isolating device in the safe position and prevents 
the energizing of a machine or equipment.   
 
Point of Control Device: Any electrical or mechanical device, such as a switch or 
valve that regulates or stops the flow of energy between a machine or system and its 
energy source. 
 
Residual Energy: Latent (left over) energy that remains in a machine or system after 
it has been shut down, such as a turning blade or shaft, electricity in a capacitor, or 
trapped pressure that could unexpectedly release hazardous material or operate a 
moving part during the work. 
 
Tagout: The placement of a tagout device to an energy-isolating device to indicate 
that the equipment being controlled may not be operated until the tagout device is 
removed. 
 



 
 

Tagout Device: A prominent warning device, such as a tag and a means of 
attachment, which can be securely fastened to an energy-isolating device in 
accordance with established procedure, to indicate that the energy-isolating device 
and the equipment being controlled may not be operated until the tagout device is 
removed. 
 
Zero Energy State: The state of a machine or system in which residual energy in 
any form has been dissipated to a safe level, and lockouts have been installed and 
verified. 
 

III. Employee Training and Responsibility 
 

All maintenance, custodial, and transportation employees who perform service or 
maintenance activities, or work in or around machines or systems which require such 
service or maintenance will be instructed in the purpose of the energy control 
program and the use of the lockout or tagout procedures at the beginning of their 
employment and periodically as needed.  This training will be documented. 

 
 Other employees will be trained in this program to the extent that they will know not 

to remove any lockout or tagout device, and not attempt to operate any switch, valve, 
or other energy-isolating device when it is locked or tagged out. 

 
 Authorized employees will be trained in: 

• The purpose and function of the energy control program 
• The type and magnitude of energy available in the workplace 
• Recognizing hazardous energy sources 
• Methods and means to isolate and control energy 

  
 Each affected employee will be instructed in: 

• The purpose and use of the energy control procedures 
• The prohibition against attempting to restart or reenergize a machine or equipment 

that is locked or tagged out 
 
 Employees are also trained in the following: 

•  Tags are warning devices and do not provide the same level of physical restraint 
as a lock. 

• When attached to energy-isolating devices, tags are not to be removed without the 
approval of the authorized person responsible for it or by-passed, ignored, or 
otherwise defeated. 

• Tags need to be legible and understandable to be effective. 
• Tags may evoke a false sense of security. 
• The meaning of tags needs to be understood as part of the overall energy control 

program. 
• Tags and their means of attachment must be securely attached to energy-isolating 

devices so they cannot be inadvertently or accidentally detached.  They must be 



 
 

made of materials that will withstand the environmental conditions they will be 
exposed to. 

 
 Employees will be retrained as necessary to introduce new or revised control 

methods and procedures when there is a change in any of the following: 
• Job assignments 
• Machines, equipment, or processes that present a new hazard 
• Energy control procedures 

 
 Employees will be retrained to reestablish proficiency when: 

• A periodic inspection show the employee deviates from, or has inadequate 
 knowledge of, the energy control procedures or, 

• The employer has reason to believe retraining is necessary. 
 
 All employees are required to comply with the restrictions and limitations imposed 

upon them during the use of lockout or tagout.  The authorized employees (those so 
trained) are required to perform the lockout or tagout in accordance with this 
procedure.  All employees, upon observing a machine or piece of equipment which is 
locked or tagged out, shall not attempt to start, energize or use that machine or 
equipment.  Violations of this procedure are safety violations subject to disciplinary 
action as outlined in school district policy. 

 
IV. Energy Control Procedures 
 
 Following is a list of some of the equipment that may require lockout or tagout 

during servicing or maintenance: 
 

* Motorized vehicles 
* Motorized heavy equipment, including:  lawn tractors, forklifts, backhoes 
* Boilers and hot water tanks 
* HVAC equipment, including hood exhaust systems 
* Hard-wired electrical lights 
* Air compressors and tanks 
* Electrically-controlled overhead rolling doors 
* Pumps 
* Hard-wired industrial arts and shop equipment 
* Lift equipment, including  hydraulic presses and jacks 
* Kitchen equipment: hard-wired steam tables, deep fat fryers, grills, dishwashers, 

freezers and coolers 
 
 If an energy-isolating device is capable of being locked out, the lockout procedure 

below shall be utilized.  If an energy-isolating device is not capable of being locked 
out, tagout may be used.  Using tagout requires additional staff training addressing 
tagout procedures and more frequent program inspections. 

 



 
 

 A. Lockout Procedures 
 

 Lockout involves the placement of a lockout device (a designated padlock) on 
an energy isolating device (such as a switch, lever, or valve handle in an "off" 
position) so that the equipment being controlled cannot be operated until the 
lockout device is removed. 

 
 1.  Sequence of lockout 
 

a.  The authorized employee must identify the type and magnitude of the 
energy that the machine or equipment utilizes, understand the hazards 
of the energy to be controlled, know the methods or means to control 
the energy, and know all point of control devices. 

 
b. Notify all affected personnel (those in the immediate area and/or users 

of the equipment) that servicing or maintenance is required on a 
machine or equipment and that the machine or equipment must be shut 
down and locked out to perform the servicing or maintenance. 

 
c. Shut down the machine or equipment (if operating) using normal 

stopping procedure (depress stop button, open switch, close valve, etc.) 
 
d. Deactivate and lockout the energy isolating device(s) with assigned 

individual specially-designated lock(s).  If more than one individual is 
required to repair or maintain a machine or equipment each person will 
place his/her own personal lockout device on the point of control 
device.  When a point of control device cannot accept a multiple lock, 
a multiple lockout device (ASP) may be used. 

 
e. Dissipate or restrain stored or residual energy (such as that in 

capacitors, springs, elevated machine members, rotating flywheels, 
hydraulic systems, and air, gas, steam, or water pressure, etc.) by 
methods such as grounding, repositioning, blocking, bleeding down, 
etc. 

  
f. Verify that the equipment is disconnected from the energy source(s) by 

first checking that no personnel are exposed, and then verify the 
isolation of the equipment by operating the push button or other 
normal operating control(s), or by testing to make certain the 
equipment will not operate. 

 
 CAUTION:  Return operating control(s) to neutral or “off” position 

after verifying the isolation of the equipment. 
 
g. The machine or equipment is now locked out. 



 
 

 2.  Restoring equipment to service 
 

When the servicing or maintenance is completed and the machine or 
equipment is ready to return to normal operating condition, the following 
steps shall be taken: 
 
a. Restore all safety guards. 
 
b. Check the machine or equipment and the immediate area around the 

machine or equipment to ensure that nonessential items have been 
removed, and that the machine or equipment components are 
operationally intact. 

  
c. Tell co-workers that you are removing the lockout or tagout device.  

Check the work area to ensure that all personnel have been safely 
positioned or removed from the area. 

 
d. Verify that the controls are in a neutral or off position. 
 
e. Remove the lockout devices and reenergize the machine or equipment. 
 Make sure only the authorized employee who applied the lockout 

device removes it.*  
 
f. Notify the affected employees that the servicing or maintenance is 

completed and the machine or equipment is ready for use. 
 
*  The employer may have the lockout or tagout device removed by 

someone other than the authorized employee who applied it under 
certain circumstances. These exemptions are found in WAC 296-803-
50035.  

 
3. To Temporarily Energize Equipment 
 
 If it is necessary to temporarily energize a machine, equipment, or 

component for testing or positioning you can remove the device, the 
following steps must be taken: 

 
 a. Clear tools or other materials near the equipment. 
 b. Make sure no workers are near the equipment. 
 c. Remove the lockout or tagout devices. 
 d. Energize the equipment 
 e. After completion of work, shut down the equipment, reapply the 

 lockout or tagout device using normal procedures. 
 
 



 
 

 B. Tagout Procedures 
 
 Tagout is the placement of a tagout device (a prominent warning device, such as 

a tag and a means of attachment) to an energy isolating device (such as a switch, 
lever, or valve handle in an "off" position) to indicate that the equipment being 
controlled may not be operated until the tagout device is removed.  Tagout is to 
be used only when the energy isolating devices are not lockable. 

 
 The tagout device must be placed so it clearly shows that moving the energy-

isolating device from the “safe” or “off” position is prohibited.  The tagout 
device should be fastened in a position at the same point a lock would have been 
attached. If it cannot be attached to the energy-isolating device, it must be 
attached as close as possible to the energy-isolating device and immediately 
obvious to anyone attempting to operate the energy-isolating device. 

 
 The procedures for tagout are the same as for lockout (see IV. A. 1 & 2 above), 

except the designated tagout device (a substantial, specially designated warning 
tag) is used instead of a lock.  The tag, placed on the point of control, will list 
the machine or equipment, date, and time it was tagged out, the signature(s) of 
all personnel assigned to the work, and the reason for the tagout. Tags are not to 
be removed without the approval of the authorized person responsible for it.  In 
addition, employees using tagout need to bear in mind that tags are warning 
devices only, and do not provide the physical restraint that locks do. 

 
V. Contractors and Outside Service or Maintenance Workers 
 

Each outside contractor whose work requires service or maintenance of school 
district machinery or equipment which, if started or energized unexpectedly could 
cause injury, will be required to follow the school district’s lockout/tagout 
procedures.  The contractor will be informed of these procedures by the agency 
employee contracting for the work (maintenance, custodian, or the building 
administrator). 
 
Contractors who may be in the area of school district service or maintenance 
activities will be made aware of the lockout/tagout procedures by the authorized 
employee doing the work. 
 

VI. Group Lockout/Tagout 
 

Employees working in a group must be given the same level of protection as that 
provided by an individual lockout or tagout device.  Each authorized employee must 
place their personal lockout or tagout device on the group lockout device before 
beginning work.  Each employee is not to remove the device until they have finished 
work on the machine or equipment.  A primary authorized employee who has overall 
responsibility  for the service or maintenance should attach their personal lockout or 



 
 

tagout device to the energy-isolating device when the equipment is deenergized and 
before any work begins and should be the last person to remove their lockout or 
tagout device when the job is completed. 

 
 

VII. Periodic Inspection 
 

1. The Safety Officer and the Facilities /Maintenance Manager will monitor 
        the effectiveness of these procedures to make sure employees know how to and 

can apply the energy control procedures and to correct any deviations or 
inadequacies identified.  This will be accomplished by: 

 
a. Unscheduled observation of employee activities to confirm conformance 

with the procedures. 
 
b. Observation, or discussion with new employees to confirm proper training 

has been given. 
 
c. Periodic discussions with personnel regarding the use of these procedures. 
 
If the review covers a procedure for lockout devices, the reviewing employee 
will review the responsibilities with each authorized employee (individually or 
in a group) who uses the procedure. 
 
If the review includes tagout devices, the reviewing employee will review with 
each affected and authorized the employee’s responsibilities and the limitations 
of tagout devices. 

 
2. These reviews will be documented. Documentation will include the 

identification of the machine or equipment on which these procedures were 
being utilized, the date of review, the employees included in the review, and the 
person performing the review. 

 
3. If the review finds that employees are not following energy-control procedures 

or that the procedure is not effectively protecting them, then these employees 
must be retrained or the procedure changed so that it is effective. 

 
 4. Effectiveness of the procedures will be conducted at least annually. 
 
 
  
  
 
 
 



 
 

Inspection Form 
 
Conducted by:  Date:______ 
 
Machine or Equipment:  
  
Location:  
  
Names of employees included in this inspection: 
 
 

  

 
 

  

 
Names of contractor employees, if any: 

 
Company name: 

 
 

  

 
 

  

 
Review of General Lockout/Tagout Procedures 
 
Lockout Procedure: 
 
 Notify all affected employees of need to lockout equipment for servicing/maintenance. 

 Shut down the machine or equipment using normal stopping procedure. 

 Secure the energy isolating device(s) with a lock and attach a completely filled out safety tag to the lock. 

 Block, bleed down, or otherwise control all stored energy. 

 Isolate the machine or equipment by operating the switch, valve, or other energy isolating device(s). 

 

 

Verify that isolation and de-energization has been accomplished by attempting to operate each individual unit 
to make sure that it is inoperative.  Return controls to neutral. 

 
Release from Lockout: 
 
 Restore all safety guards. 

 Check the area to ensure that unnecessary items have been removed and that the machine or equipment 
components are operationally intact. 

 Check the work area to ensure that all personnel have been safely positioned or removed from the area. 

 Verify that the controls are in neutral. 

 Remove the lockout devices and reenergize the machine or equipment. 

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

 
I certify that the lockout procedure has been checked and reviewed with the employee(s) listed above: 
 
 



 
 

Signature:  Title  
 
 



RESPIRATORY PROTECTION PROGRAM 
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1. Purpose 
 
The purpose of the program is to give detailed instruction for elements that are required for 
voluntary use of respirators, as required in the Respirators Rule - WAC 296-842-11005.  
 
2. Definitions 
 
Voluntary use: Respirator use that is requested by the employee and permitted by the employer 
when no respiratory hazard exists. 
 
Respirator: A type of personal protective equipment designed to protect the wearer from harmful 
airborne hazards, oxygen deficiency, or both. 
 
Respiratory hazard: Harmful airborne hazards and oxygen deficiency that are addressed in chapter 
296-841 WAC. 
 
Filtering facepiece respirator: A tight-fitting, half-facepiece, negative-pressure, particulate air-
purifying respirator with the facepiece mainly composed of filter material.  These respirators do 
not use cartridges or canisters and may have sealing surfaces composed of rubber, silicone or other 
plastic-like materials.  They are sometimes referred to as “dust masks.”  
 
Air-purifying respirator (APR): A respirator equipped with an air-purifying element such as a 
filter, canister, or cartridge, or having a filtering facepiece. 
 
Permissible Exposure Limit (PEL): PELs are employee exposures to toxic substances or harmful 
agents that must not be exceeded.  PELs are specified in applicable WISHA rules (296-841-200). 
 
3. Scope and Application 
 
This program applies to all employees who voluntarily choose to use a respirator.  It applies to both 
respirators supplied by employers or brought in by employees. 
 
It will be determined that the use of respirator does not itself create a hazard, that the proper type of 
respirator has been selected for use, that the employee is medically able to use the respirator, and 
that the respirator is cleaned, stored and maintained so that it does not present a health hazard. 
 
Voluntary use of filtering facepiece respirators (dust masks) is exempt from the written 
respiratory requirements, medical evaluations, fit testing, and cleaning, storage, and 
maintenance requirements. See more information regarding voluntary use of filtering 
facepieces (dust masks) beginning on page 7. 
 
This program does not apply to the required use of respirators or to emergency or spill use of 
respirators.  Respirator use would be required if a respiratory hazard, such as exposure to a 
substance over the Permissible Exposure Limit (PEL) or hazardous exposure to an airborne 
biological hazard, is present. 
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4. Responsibilities 
 
The respirator program administrator is responsible for overseeing and implementing this 
voluntary use respiratory protection program.  The person designated as the Program Administrator 
is the district Safety Officer.  The Educational Service District Loss Control Specialist will assist 
the Safety Officer as needed. 
 
5. Safe Use 
 
The program administrator will determine if there are any factors of voluntary respirator use that 
will create a hazard for the user.  These hazards will be eliminated before use of the respirator is 
permitted. 
 
The following questions are suggested for consideration in determining whether use of the 
respirator presents a hazard to the user: 
• Would the respirator significantly hinder vision, communication, hearing or movement in a 

way that would present a safety hazard? 
• Can work situations or changes occur, such as emergency spills or chemical leaks where the 

respirator in use would not provide enough protection? 
 
6. Selection 
 
The Program Administrator will ensure that the respirator selection is appropriate for its intended 
use and contaminant. Only respirators approved by the National Institute of Occupational Safety 
and Health (NIOSH) are to be selected for use by district employees. This district does not use 
supplied-air respirators.   
 
7. Mandatory Information 
 
Each employee that voluntarily uses a respirator, including filter facepieces – dust masks, will be 
given a copy of the advisory information contained in Table 2. If other non-English speaking 
employees need to be included, an interpreter will read the document to the workers. 
 
8. Medical Evaluation 
 
Employees who voluntarily use respirators must be physically able to perform the work while 
using the respirator.  Accordingly, the district has the responsibility of ensuring that employees are 
medically fit and able to tolerate the physical and psychological stress imposed by respirator use, 
as well as the physical stress originating from job and workplace conditions.  Employees will not 
be allowed to wear respirators (except filtering facepieces – dust masks) until a licensed health care 
professional (LHCP) has determined that they are medically able to do so.   
 
Any employee refusing the medical evaluation cannot use a respirator. 
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The purpose of a medical evaluation program is to determine if employees can tolerate the 
physiological burden associated with respirator use, including: 
 
• The cardio-pulmonary or other burdens imposed by the respirator itself (e.g., its weight, 

breathing resistance during both normal operation and under conditions of filter, canister, or 
cartridge overload and increased carbon dioxide levels inside the respirator facepiece due to 
re-breathing of expired air). 

• Musculoskeletal stress (i.e., when a heavy supplied air respirator with tanks is worn). 
• Limitations on auditory, visual, and olfactory sensations. 
• Isolation from the workplace environment. 
• Psychological limitations such as claustrophobia 
 
Since certain jobs and workplace conditions in which a respirator is used can also impose a 
physiological burden on the user, the medical evaluation must also consider the following factors:  
 
• Type and weight of the respirator to be worn. 
• Duration and frequency of respirator use. 
• Expected physical work effort. 
• Use of other protective clothing and equipment to be worn. 
• Temperature and humidity extremes that may be encountered. 
 
The above information must be provided to the licensed health care professional (LHCP) before 
the LHCP can make a recommendation regarding an employee's ability to use a respirator.  In 
Washington State, physicians, physicians assistants or nurse practitioners, and possibly other health 
care professionals are qualified by the scope of their license to perform some or all of the tasks 
necessary for medical evaluations.  These individuals are designated as “LHCPs”. 
 
The medical evaluation is designed to identify medical conditions that may place employees who 
use respirators at risk of serious medical consequences. The LHCP, using the medical 
questionnaire provided in WAC 296-842-22005 or an initial exam, will determine which medical 
conditions are relevant to a particular employee’s respirator use situation and if/when further 
follow up is necessary. 
 
 8.1  Information Provided to the LHCP 
 
The program administrator will provide the LHCP the following general information before 
evaluations begin (not required for filter facepieces – dust masks): 
 
• A blank “DOSH Medical Evaluation Questionnaire”  
• A copy of this written respiratory protection program 
• A copy of the Respirator Rule -WAC 296-842. 
 
In addition, the following specific respirator use information will be provided to the LHCP: 
 
• The type and weight of the respirator to be used by the employee. 
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• The frequency (how often) and duration (how long) of respirator use (e.g., for routine, rescue 
and escape tasks). 

• The expected physical work effort (e.g., “low”, “medium” or “high”). 
• Additional protective clothing and equipment to be worn. 
• Temperature and humidity extremes expected during use. 
 
Attachment A may be used by the employer to provide the information above to the physician or 
licensed health care provider (LHCP) for employees that are required to have medical evaluations 
for respirator use.   
 
8.2 Medical Questionnaire Administration 
 
Employees who voluntarily use respirators (except filtering facepieces – dust masks) will be 
required to complete the “DOSH Medical Evaluation Questionnaire” found in WAC 296-842-
22005. The Program Administrator will make available a copy of the questionnaire to all 
employees requiring medical evaluations.  The medical questionnaire will be administered 
confidentially and during working hours in a place on site that is convenient to employees.   
 
A stamped and addressed envelope for mailing the questionnaire to the LHCP will be provided. 
Employees will be paid normal wages during questionnaire administration. 
 
To the extent feasible for maintaining confidentiality, the Program Administrator or his/her 
designee will aid employees who are unable to read the questionnaire by providing reading 
assistance.  To ensure confidentiality, the questionnaire will not be reviewed at anytime by the 
Program Administrator or his/her designee.  The Program Administrator or designee will not 
review completed questions and there will be no employee/employer interaction that could be 
considered a breach of confidentiality.  Where confidentiality cannot be maintained during 
administration of the questionnaire, the employee will be sent to the LHCP for medical evaluation.   
 
If needed, employees will have the opportunity to discuss the questionnaire content and/or 
examination results with the LHCP via telephone call. During questionnaire administration, the 
LHCP's phone number will be given to employees and access to a phone will be provided at no 
charge to the employee.  All records from medical evaluations, including completed 
questionnaires, will remain confidential between the employee and the LHCP.  
 
8.3 Results of the Medical Evaluation-The LHCP’s Written Recommendation 
 
The company will obtain a written recommendation from the LHCP on whether/or not the 
employee is medically able to wear a respirator.  The recommendation must identify any 
limitations on the employee's use of the respirator, as well as specifying whether or not periodic or 
future medical evaluations are required by the LHCP.   
 
The employee will receive a copy of the LHCP's written recommendations directly from the 
LHCP.  Information concerning diagnosis, test results, or other confidential medical information 
will not be disclosed to the company by the LHCP. 
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8.4 Additional Medical Evaluations 
 
In addition to periodic reevaluations that may be specified by the LHCP, the company will provide 
a medical reevaluation for any employee when:  
 
• The employee reports medical signs or symptoms that are related to the employee's ability 

to use a respirator.  
• A LHCP, supervisor, or the respirator program administrator observes that the employee is 

having a medical problem during workplace respirator use. 
• Changes occur in workplace conditions (e.g., physical work effort, type of respirator used, 

protective clothing, temperature) that may result in a substantial increase in the 
physiological burden placed on an employee. 

 
The content of such additional medical evaluations will be determined by the LHCP. 
 
9.0 Maintenance and Care 
 
The district Safety Officer will oversee the maintenance and care program. 
   
Respirators used should be clean, sanitary, and in good working order.  Clean and sanitary 
respirators are essential in the prevention of dermatitis, skin irritation and communicable 
respiratory diseases.   
To ensure that the respirator does not create a health hazard (i.e., skin irritation) for users, a 
maintenance program must be in place prior to respirator use and must address: 
  
•  Cleaning and disinfecting procedures. 
•  Proper storage.  
 
In addition to the above, the manufacturer's instructions for inspection, cleaning, and maintenance 
of respirators should be consulted.  
 
Filtering facepiece respirators are to be discarded after use and thus are not subject to the cleaning 
and maintenance requirements.  
 
9.1 Cleaning and Disinfecting 
 
Respirators (except filtering facepieces – dust masks) will be cleaned and disinfected by the 
employee using the procedures in Table 20 – “Respirator Cleaning Procedures.”  The respirator 
manufacturer’s cleaning procedures may be used if they are equivalent in effectiveness as Table 
20.  
 
Respirators will be cleaned and disinfected as follows: 
 
• Respirators that are issued for the exclusive use of an employee will be cleaned and 

disinfected as often as necessary to be maintained in a sanitary condition. 
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• Respirators used by more than one employee will be cleaned and disinfected prior to being 
used by a different individual. 

 
9.2 Storage 
 
Respirators will be stored so that they are protected against damage, contamination, dust, sunlight, 
temperature extremes, excessive moisture, and damaging chemicals.  When respirators are packed 
or stored, the facepiece and exhalation valve will be stored in a manner that prevents deformation.  
Each respirator will be positioned so that it retains its natural configuration.  
 
10.  Training 
 
Training will be given to voluntary respirator users only when necessary to prevent the respirator 
from creating a hazard.  Training for voluntary use may include: 
 
• The respirator’s capabilities and limitations including how the respirator provides protection and 

why air-purifying respirators can’t be used in oxygen-deficient conditions. 

• How improper fit, use, or maintenance can compromise the respirator’s effectiveness and 
reliability 

• How to properly inspect, put on, seal check, use, and remove the respirator 

• How to clean, disinfect, repair, and store the respirator or in the case of filtering facepieces, 
when to dispose of it. 

• Medical signs and symptoms that may limit or prevent the effective use of respirators such as 
shortness of breath or dizziness 

• The employer’s general obligations under the respirator rule (WAC 296-842), including 
developing a written program, selecting appropriate respirators, and providing medical 
evaluations. 

 
11. Recordkeeping  
 
The Program Administrator will retain a copy of the LHCP’s written recommendation for each 
employee subject to medical evaluation (not required for filtering facepieces - dust masks).  
Each employee’s completed medical questionnaire, results of relevant medical tests, examinations, 
and diagnosis, etc., will be maintained for a period of 30 years.   
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Voluntary Use of Disposable Dust Masks 

A dust mask, also called a "filtering face piece," is a kind of respirator that is intended to be used 
for a day or so and then discarded.    

Application: 

Employees may wear a dust mask on a voluntary basis when: 

1. The district has evaluated the workplace and confirmed that the exposure does not exceed 
recommended exposure limits, above which use of a respirator is required. 

2. The dust mask selected for use has been certified by NIOSH to protect against the 
contaminant of concern. 

3. A copy of Table 2 to the WISHA Respiratory Protection Standard is provided to each 
employee choosing to use a dust mask. 

Limitations of Dust Masks: 

• Dust masks cannot provide any protection from oxygen deficient atmospheres or from the vapors 
of organic compounds. 

• Dust masks do not provide adequate protection from toxic dusts (i.e. asbestos, cadmium, etc.) or 
from high concentrations of nuisance dusts. 

Caring for Dust Masks: 

• Discard the mask if it becomes dirty or if breathing becomes labored. 
• Do not share the same mask with other individuals. 

Using Dust Masks: 

• Both head straps (rubber bands) should be around the head in accordance with manufacturer’s 
instructions.  

• Some masks have a narrow aluminum strip across the nose.  Pinch the strip to conform it to your 
nose bridge.  This will maximize its fit to your face. 

• Fitting to the face is maximized when the face is clean shaven. 

Employee's Responsibilities 

• Follow manufacturer's instructions on the use and care of the dust mask. 

Manager's Responsibilities 

• Obtain evaluation of the exposure and approval for voluntary use of the specific model selected. 
• Ensure that the employee reads and heeds all manufacturer instructions on mask use and care, 

and warnings regarding limitations of the selected mask. 
• Ensure that the employee does not wear the respirator in atmospheres containing contaminants 

for which the respirator is not designed  
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IMPORTANT NOTE:  A dust mask suitable for voluntary use may be unsuitable for use where 
airborne concentrations of hazardous materials may result in excessive exposure.  In such a 
situation, additional training, fitting of respirators, and medical evaluation of respirator users is 
required. 
 



 9 

 
 

Table 2 
Advisory Information for Employees 

Who Voluntarily Use Respirators 

[To be given to employees voluntarily wearing respirators including filtering facepieces] 

• Respirators protect against airborne hazards when properly selected and used. WISHA 
recommends voluntary use of respirators when exposure to substances is below WISHA 
permissible exposure limits (PELs) because respirators can provide you an additional level 
of comfort and protection. 

• If you choose to voluntarily use a respirator (whether it's provided by you or your 
employer) be aware that respirators can create hazards for you, the user. You can avoid 
these hazards if you know how to use your respirator properly and how to keep it clean. 
Take these steps: 

- Read and follow all instructions provided by the manufacturer about use, 
maintenance (cleaning and care), and warnings regarding the respirator’s 
limitations. 

- Choose respirators that have been certified for use to protect against the 
substance of concern. The National Institute for Occupational Safety and 
Health (NIOSH) certifies respirators. If a respirator isn't certified by NIOSH, 
you have no guarantee that it meets minimum design and performance 
standards for workplace use.  
 

• A NIOSH approval label will appear on or in the respirator 
packaging. It will tell you what protection the respirator 
provides. 

- Keep track of your respirator so you don't mistakenly use someone else’s. 

- Do not wear your respirator into:  
 

• Atmospheres containing hazards that your respirator isn't 
designed to protect against.  

For example, a respirator designed to filter dust particles 
won't protect you against solvent vapor, smoke, or oxygen 
deficiency.  

• Situations where respirator use is required.  
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Attachment A - Employer Provided Information for Medical Evaluations 
 
The WISHA Respirators Rule (WAC 296-842) requires that certain information regarding respirator use be provided by the employer to the licensed health care 
provider (LHCP). 
 
The following general information must be provided to the LHCP by the employer: 
• A copy of our written respiratory protection program; 
• A copy of the Respirators Rule WAC 296-842. 

In addition, certain respirator user specific information must be provided. 
 
This form may be used by the employer to provide the respirator user specific information to the LHCP, but is not a required form. 
 
 
Specific Respirator Use Information For Respirator Use Medical Evaluation 
 
Employee Name: ___________________________________________  Company name: _________________________________________________ 
  
Employee job title: __________________________________________ Company Address: _______________________________________________ 
 
      Company contact person and phone #: _____________________________________________________ 
 
 
1.  Will the employee be wearing protective clothing and/or equipment (other than the respirator) when using the respirator?    

Yes/No _______.   If “yes,” describe this protective clothing and/or equipment: 
______________________________________________________________________________________________________________________________ 
______________________________________________________________________________________________________________________________ 

 
2.  Will employee be working under hot conditions (temperature exceeding 77 deg.F)?    

Yes/No ________.    If yes, describe temperature and duration.   
______________________________________________________________________________________________________________________________ 
______________________________________________________________________________________________________________________________ 

 
3.  Will employee be working under humid conditions?  Yes / No_______ 
 
4.  Describe any special or hazardous conditions you might encounter when you're using your respirator(s) (for example, confined spaces, life-threatening gases).   

______________________________________________________________________________________________________________________________
______________________________________________________________________________________________________________________________ 
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Attachment A - Specific Respirator Use Information, (Continued) 
 
 

Check 
Appropriate 

Box 

Respirator Type Face / Head Cover Type 
(i.e. 1/2 or full face, helmet, 

hood) 

Frequency of Use 
(i.e. hours / day, week, 

month) 

Work Effort 
Light, Moderate, Heavy 
(see descriptions below) 

Respirator 
Weight 

 Disposable facepiece 
particulate filter 

(N, R or P series) 

1/2 facepiece    

 Mask with replaceable 
filter or cartidge 

    

 
 

Mask with canister     

 Powered air-purifying 
respirator (PAPR) 

    

 
 

Air line, continuous flow     

 Air line, negative pressure 
demand 

    

 Air line, positive pressure 
demand 

    

 SCBA, negative pressure 
demand 

Full facepiece    

 SCBA, positive pressure 
demand 

Full facepiece    

 
Work Effort Descriptions 
 
Examples of a light work effort are sitting while writing, typing, drafting, or performing light assembly work; or standing while operating a drill press (1-3 lbs.) 
or controlling machines. 
 
Examples of moderate work effort are sitting while nailing or filing; driving a truck or bus in urban traffic; standing while drilling, nailing, performing assembly 
work, or transferring a moderate load (about 35 lbs.) at trunk level; walking on a level surface about 2 mph or down a 5-degree grade about 3 mph; or pushing a 
wheelbarrow with a heavy load (about 100 lbs.) on a level surface. 
 
Examples of heavy work effort are lifting a heavy load (about 50 lbs.) from the floor to your waist or shoulder; working on a loading dock; shoveling; standing; 
standing while bricklaying or chipping castings; walking up an 8-degree grade about 2 mph; climbing stairs with a heavy load (about 50 lb.). 

 



   -  

Table 20 
Respirator Cleaning Procedure 

 
Step Task 
1. Remove filters, cartridges, canisters, speaking diaphragms, demand and 

pressure valve assemblies, hoses, or any components recommended by the 
manufacturer. Discard or repair any defective parts.  

2. Wash components in warm (43°C [110°F] maximum) water with a mild 
detergent or with a cleaner recommended by the manufacturer 

  • A stiff bristle (not wire) brush may be used to help 
remove the dirt 

  • If the detergent or cleaner does not contain a 
disinfecting agent, respirator components should be 
immersed for two minutes in one of the following: 

   – A bleach solution (concentration of 50 parts per million of 
chlorine).  Make this by adding approximately one milliliter of 
laundry bleach to one liter of water at 43°C (110°F) 

   – A solution of iodine (50 parts per million iodine).  Make this 
in two steps: 

    ♦ First, make a tincture of iodine by adding 6-8 grams of 
solid ammonium iodide and/or potassium iodide to 100 cc 
of 45% alcohol approximately 

    ♦ Second, add 0.8 milliliters of the tincture to one liter of 
water at 43°C (110°F) to get the final solution 

   – Other commercially available cleansers of equivalent 
disinfectant quality when used as directed, if their use is 
recommended or approved by the respirator manufacturer. 

3. Rinse components thoroughly in clean, warm (43°C [110°F] maximum), 
preferably, running water. 

 Note: The importance of thorough rinsing cannot be overemphasized.  
Detergents or disinfectants that dry on facepieces could cause dermatitis.  In 
addition, some disinfectants may cause deterioration of rubber or corrosion 
of metal parts, if not completely removed. 
 

4. Drain components. 

5. Air-dry components or hand dry components with a clean, lint-free cloth. 

6. Reassemble the facepiece components. 
 
Replace filters, cartridges and canisters, if necessary (for testing) 

7. Test the respirator to make sure all components work properly. 
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School District Hot Work Program  
 

Purpose 
 
This school district is committed to protecting its facilities from damage caused by fire. The district also 
recognizes that certain repair, maintenance and construction activities require work that involves the use 
of equipment that produces flames or sparks (hot work). In order to reduce the risks associated with hot 
work the district has established written Hot Work Permit Procedures.  
 
Scope 
 
The District follows rules set forth by the 2003 International Fire Code (IFC) Chapter 26, “Welding and 
Other Hot Work” and WAC 296-24-695, “Welding, Cutting and Brazing”.   
 
This program applies to all district employees and contractors who perform or supervise hot work 
activities in district buildings outside of a designated hot work area. A designated hot work area is a 
permanent location designed for hot work operations, such as a welding booth. This program does not 
apply to designated hot work areas. 
 
For the purposes of this program, “hot work” is defined as any temporary construction, repair and 
maintenance activity involving open flames or producing heat and/or sparks. This includes but is not 
limited to brazing, cutting, grinding, soldering, pipe thawing, torch applied roofing, and welding. 
 
Responsibilities 
 
District Fire Safety Officer (DFSO) 
 
The District Fire Safety Officer is a school district employee (often the district’s Maintenance Supervisor) 
who is knowledgeable in the safety and fire safety considerations of hot work operations. This person:  
 

• Will enforce District procedures for hot work. 
• Ensure the protection of combustibles from ignition due to hot work operations. 
• Advise all employees and contractors about flammable materials or hazardous conditions of which 

they may not be aware in areas where they will be working. 
• Ensure that employees using hot work equipment are suitably trained in the operation of the 

equipment including all safety requirements and hot work procedures. 
• Conduct an inspection of the district’s or contractor’s equipment before the hot work permit is 

issued.  
• Issue hot work permits and ensure that employees and/or contractors are following the hot work 

permit program. 
• Establish designated areas for hot work operations and determine areas where hot work operations 

should be prohibited. 
• Assign a fire watch to the work site if required. 

 
Hot Work Operator 
 
Hot work operators are employees (district or contractor) who perform hot work operations. A hot work 
operator will: 

• Follow and use hot work procedures. 
• Obtain a hot work permit prior to hot work and display at job site. 
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• Ensure that all cutting and welding equipment is in satisfactory condition and in good repair. 
• Wear appropriate personal protective equipment. 
• Attend and actively participate in training sessions. 
• Protect nearby personnel and property against heat, sparks, etc. when working in occupied 

buildings. 
• Cease operations if unsafe conditions develop and notify the DFSO.  

 
Fire Watch 
 
The Fire Watch is the person posted to monitor the safety of hot work operations and watch for fires. The 
Fire Watch is posted by the DFSO if the situation requires one, during hot work, and for at least 30 
minutes after work has been completed. The Fire Watch will:  
 

• Be aware of the inherent hazards of the work site and of the hot work. 
• Ensure that safe conditions are maintained during hot work operations. 
• Ensure that fire-extinguishing equipment is readily available and be trained to use it. 
• Know how to respond in an emergency and the procedures for sounding an alarm in the event of a 

fire. 
• Stop the operations if unsafe conditions develop. 
• Watch for fires in all exposed areas and try to extinguish them only when the fires are obviously 

within the capacity of the equipment available. 
• Review the job with the new fire watch if replaced as fire watch. The new fire watch must place 

their name on the hot work permit. 
 
Contractors (non-district employees) 
 
Contractors shall perform all hot work in accordance with this operating procedure or be able to 
demonstrate that they have a comparable procedure that meets or exceeds the requirements of this 
operating procedure. Contractors will also: 
 

• Provide all required firefighting equipment and protection material before hot work operations 
begin. 

• Provide the fire watch. 
• Verify that all hot work equipment is in proper working order and in a fire safe condition.  
 

Hot Work Permit Procedures 
 
To reduce the likelihood of fire during hot work operations, the District Fire Safety Officer or other 
suitably trained employee issues a Hot Work Permit.  A Hot Work Permit is a risk assessment that 
incorporates a precautions checklist that is completed and signed before hot work is allowed to begin. Hot 
work is only permitted in areas that are or have been made fire safe.  
 

1. Perform work using alternative methods other than hot work whenever possible. 
2. Move objects to be welded, cut or heated to a designated safe location, such as welding booths, 

when practical.  
3. Obtain a Hot Work Permit from the DFSO or designee before work begins. 
4. Inspect the hot work area to identify any fire hazards and ensure that the requirements of the 

permit are being met. 
5. Designate a fire watch.* 
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6. The DFSO uses the Hot Work Permit to authorize the hot work. Before signing the permit, the 
DFSO will discuss with the hot work operator and fire watch exactly what the work will involve. 

7. Each permit will be valid only for the date, time and location stated on the permit. After this time 
period, another permit must be obtained from the DFSO before hot work can continue. A copy of 
the permit must remain at the hot work location until the fire watch has ended and the area is 
cleared. 

8. Close the hot work permit only after the area in and around where the hot work was completed 
has been inspected. The DFSO is responsible to ensure that the hot work area and surroundings 
are fire safe before closing the permit.     

9. Have hot work permits available for review by the fire code official at the time the work is 
conducted and for the 48 hours after work is complete. Maintain permits for one year from the 
date the permit was issued. 

10. Protect all personnel (employees, contractors, building occupants) against hazards generated by 
the work, i.e. heat, sparks, fumes, welding rays, etc.  This may include, but is not limited to, the 
use of personal protective equipment, shields, screens, or local exhaust ventilation. 

 
A flow chart showing the process for obtaining a Hot Work Permit is found on Page 6.  
 
*A fire watch is required during hot work activities except where the hot work has no fire hazards or 
combustible exposures or when the hot work is performed in a designated hot work area.  
 
Hot Work Permit – Prohibited Conditions 
 
A Hot Work Permit will not be issued if ANY of the following conditions exist: 
 

• Sprinkler protection is impaired. 
• Appropriate firefighting equipment is not readily available. 
• Areas where there exists the potential of an explosive atmosphere, such as locations where 

flammable gases, liquids or vapors are present (e.g. paint spray booths, chemical storage areas, near 
parts washing tanks that use solvents, and confined spaces). 

• Any area not authorized by the fire code official. 
• In areas near the storage of large quantities of exposed, readily ignitable materials such as a records 

storage room, rubbish and trash area or a shop area where wood dust or shavings are present, unless 
precautions are taken that satisfy permit requirements. 

 
Operations not Requiring a Hot Work Permit 
 
Operations that produce a flame, sparks, hot slag or enough heat to ignite combustible materials should be 
considered hot work with a few exceptions. The following operations do not require a Hot Work Permit: 
 

• Bunsen burners in laboratories 
• fixed grinding wheels 
• electric soldering irons 
• work in a designated hot work area** 

 
** A designated hot work area is made of noncombustible fire-resistant construction, equipped with fire 
extinguishers and suitably segregated from adjacent areas. 
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Hot Work Practices and Precautions 
 

• Inspect the hot work area to identify any fire hazards. 
• Remove all flammable or combustible materials within a 35-foot radius of hot work. If relocation is 

impractical, properly shield combustibles with fire-resistant covers or fire-resistant guards or 
curtains. 

• Cover openings or cracks in walls, floors and ducts within 35 feet of the site through which hot 
sparks or slag may enter, with a fire-resistant or noncombustible material. 

• Sweep floor clean of all combustible materials, such as paper, wood shavings, and combustible dust 
or textile fibers for a radius of 35 feet from work site. Keep combustible floors wet, covered with 
damp sand or protected by noncombustible or fire-resistant shields. 

• When hot work is done near walls, partitions, ceiling or roof of combustible construction, use fire-
resistant shields or guards to prevent ignition. 

• When hot work is done on a metal wall, partition, ceiling or roof, relocate combustibles on the other 
side to prevent ignition due to convection or radiation. Provide a fire watch on the opposite side 
from the work when combustibles cannot be relocated. 

• Protect ducts and conveyers that might carry sparks to distant combustibles. 
• Do not attempt hot work on a partition, wall, ceiling, or roof that has a combustible covering or 

insulation or on walls or partitions of combustible sandwich-type panel construction. 
• Do not cut or weld on pipes or other metal that is in contact with combustible walls, partitions, 

ceilings or roofs, if the work is close enough to cause ignition by conduction. 
• Place non-combustible screens/welding curtains to protect personnel in adjacent work areas from 

heat, flames, radiant energy and welding splatter. 
• Suspend fire-resistant tarps underneath hot work for overhead work. 
• Post a warning sign(s) where the hot work area is accessible to persons other than the operator of 

the hot work equipment. Sign to display the following warning: 
 
 CAUTION 
 HOT WORK IN PROGRESS 
 STAY CLEAR.  
• Be sure that fire-extinguishing equipment is operable and available. 
• Do not shut off automatic sprinkler head protection while hot work is performed. Where hot work is 

performed close to automatic sprinklers, noncombustible barriers or damp cloths may be used to 
shield individual sprinkler heads and must be removed once the hot work is completed. 

• Cover individual smoke detectors in close proximity of the work area during hot work.  Remove 
cover once work is completed. 

 
 
Any questions regarding this program should be directed to the District Fire Safety Officer. 
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The Hot Work Operator ensures that the area around hot 
work activities is in compliance with the safety 

requirements of the Hot Work Permit. 

The Hot Work Operator contacts the District Fire Safety 
Officer. 

The District Fire Safety Officer inspects the hot work site 
and completes the Hot Work Permit Form. 

Once all permit guidelines are satisfied, the District Fire 
Officer signs and posts the permit. 

The District Fire Officer posts a Fire Watch. 

The Hot Work Operator can then begin hot work. 

A Hot Work Operator determines the need for hot work. 

Fire Watch monitors hot work area for 30 minutes after job 
is completed. 

The District Safety Officer closes the permit. 

Hot Work Permit Flowchart 
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School District Fire Protection System Impairment Program 
 

 
Introduction 
There are times when it may be necessary to disable sprinkler, fire suppression and/or fire alarm 
systems on campus. The probability of a fire or explosion causing major damage increases 
whenever a system, alarm or device is impaired.  
 
An impairment is a shutdown (in whole or in part) of a fire protection system. Fire protection 
systems include sprinkler systems, standpipe/hose systems, fire pumps, fire protection water 
supplies, fire mains, fire alarm systems, and special extinguishing systems (i.e. clean agent, 
wet/dry chemical, foam/water, etc.). 
 
Many large losses in protected properties might otherwise have been small had it not been for an 
impaired fire or explosion protective system. When an impairment is planned or occurs 
accidentally, precautions must be taken to minimize the duration and extent of the impairment, 
ensure prompt restoration, provide temporary protection and supervision, and reduce hazards in 
the affected area. 
 
Purpose 
The purpose of the procedure is to provide guidance on when and how these systems and their 
components are to be disabled and re-enabled. 
 
Scope 
Employees and contractors shall follow this procedure whenever it is necessary to disable a fire 
protection system. This procedure applies to all sprinkler systems, fire suppression systems and 
fire alarm systems and their components. This includes planned or emergency outages of the 
system or devices. Sprinkler impairment requirements are found in the International Fire Code 
Section 901.7.  
 
Types of Impairments 
There are three types of impairments: Planned; Emergency; and Hidden.  
 
A Planned Impairment is a scheduled impairment. It may occur during routine preventive 
maintenance, during facility renovation or new construction.  Emergency Impairments, 
sometimes called unplanned impairments, occur when an unexpected event impairs the normal 
function of the protection system. Emergency impairments are the result of a fire accident or 
damage incurred to the sprinkler system, such as a ruptured or leaking pipe or an interruption of 
the water supply. A Hidden Impairment, or concealed impairment, is one that is not known to 
exist and is, therefore, the most serious type. It occurs when a fire protection system is 
inadvertently left out of service upon completion of work, a system is shut down without proper 
notification, or a system is maliciously shut down. 
  
Assignment of an Impairment Coordinator 
The International Fire Code 901.7.1 requires the assignment of an Impairment Coordinator by 
the property owner. The Impairment Coordinator: 
  

• Authorizes the shut down of the fire protection system. 
• Ensures that the impairment procedures are being followed and completed. 
• Verifies that steps to restore systems to service have been followed and that the systems 

are restored to service as soon as possible. 
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The Sprinkler Impairment Tag 
The Sprinkler Impairment Tag helps you plan and manage impairments and restore full fire 
protection. Hang the tag on the control valve or other impaired device. The tag acts as a reminder 
that authorization is needed before the system can be shut down and to indicate that a system, or 
portion thereof, has been removed from service. The head custodian/building engineer in each 
building should be familiar with the procedure involved. 
 
PROCEDURES  
 
Before a Planned Impairment: 

• Determine the expected duration of the impairment, and the area of the building involved. 
• Inspect the areas or buildings involved and determine the increased risk. 
• Get authorization from the District’s Impairment Coordinator to shut down the sprinkler 

system. 
• Notify the public fire service so they can be ready to handle any emergency that might 

occur. 
• Notify the alarm company that the sprinkler system will be out of service. 
• Assign a fire watch to patrol area where protection is out of service. 
• Plan to have temporary fire protection on hand: extra fire extinguishers or charged fire 

hose lines if applicable. 
• Shut down any hazardous operations involving flammable liquids or spark generating 

equipment.  
• Relocate combustible materials from an impaired sprinkler area to an area protected with 

sprinklers, if possible. 
• Expedite the work. Workers, materials, equipment and tools should be ready before any 

system is shut off. 
• Attach the impairment tag to the affected sprinkler control valve or control device. 
• Notify employees in area that fire protection systems will be shut off. 
• If the impairment is prolonged, consider setting up temporary sprinkler protection, by 

running a hose from the hydrant to the 2-inch drain of an active sprinkler system. 
• Determine how to quickly return the sprinkler system to service in case a fire occurs 

during the impairment. 
• Lastly, shut down the affected fire protection system and begin work. 

 
During the Impairment 

• Prohibit all hot work including cutting and welding. If hot work is essential to complete 
the work, discuss in advance with the fire marshal or the District head of Facilities or 
Maintenance. 

• Patrol area where protection is out of service. If the impairment occurs for more than one 
work day or if the alarm notification system is also impaired the building has to be 
occupied 24 hours. 

• Prohibit smoking.  
 
After the Impairment 

• Open all valves that were secured during the impairment. 
• Remove Impairment Tag once valves are open. 
• Lock sprinkler control valves in the wide open position. 
• Conduct a 2-inch drain test in the wide open position. 
• Ensure the fire protection system is placed back to “automatic” service. 
• Reset alarm system and notify the alarm company. 
• Notify the public fire department. 
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• Notify the district’s Impairment Coordinator. 
• Notify affected employees that fire protection system is back in service. 
• Keep completed impairment tags on file for one year. 

 
Emergency Impairment 

• For unplanned impairments such as a sprinkler pipe leaking or breaking up after a freeze, 
immediate action must be taken to control a major loss.  

• Stabilize the situation and immediately follow the procedures outlined in “Before a 
Planned Impairment”. 

• After repairs have been completed follow the procedures in “After the Impairment”. 
 

Hidden Impairment 
The hidden impairment can be prevented by: 

• Locking all sprinkler control valves in the open position with a sturdy lock and chain. 
• Inspecting all sprinkler control valves weekly to assure that they are locked and in the 

open position. 
• Inspect, test and maintain all fire alarm and fire detection devices regularly. 
 

If the protection system is found impaired, the conditions should be immediately reported to the 
district’s Impairment Coordinator. 
 
Employee Training 
The following District personnel are to be trained in the Sprinkler Impairment procedures.  

• All Facility and Maintenance Department managers and supervisors.  
• All Maintenance Department personnel that work with the sprinkler and fire protection 

systems.   
• The head custodian and the lead custodian on each shift at every building site that has a 

sprinkler system. 
  

During the training, the Sprinkler Impairment Tag is shown and trainees are instructed on how to 
follow the steps on the permit. A copy of the procedures is to be issued to each person and a 
signed receipt is required that verifies they have read the procedures and understand how the 
system works.   
 
Contractors Must Follow Sprinkler Impairment Procedures 
All contractors that work on the fire protection system or need to shut off the fire protection 
system during construction, remodeling or short duration repairs must follow the Fire Protection 
System Impairment procedures outlined in the district’s program. A copy of the procedures is to 
be issued to the contractor(s) and a signed receipt is required that verifies they have read and will 
comply with the district’s procedures.    
 
Contractors must coordinate with the Facilities Department or the head custodian at the building 
site before closing a sprinkler valve to ensure that all Fire Protection System Impairment steps are 
followed and action to mitigate fire losses are taken. The fire protection system must be restored 
to full service as soon as possible to provide fire protection to the building.      
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Policy 

It is the policy of this school district that all affected employees are required to comply with this 
Heat-Related Illness (HRI) policy and are encouraged to actively participate in identifying ways 
to reduce the risk of experiencing heat-related illness in the work place. 

Supervisors are responsible for the safety of their employees and as a part of their daily duties must 
check the workplace for unsafe conditions, monitor the health and safety of employees, and take 
prompt action in response to any identified Heat-Related Illness hazards. 

The district Safety Officer will initiate and maintain this Heat-Related Illness program with 
assistance from the Educational Service District 112 Loss Control Specialist. 

Hazard Evaluation 

Which workers does this program cover? 

Anyone working outdoors more than 15 minutes in any 60-minute period in temperatures: 

• As low as 52°F when wearing clothing that is non-breathable or provides a vapor barrier like
rain gear, chemical resistant suits, or Level A suits

• Starting at 77°F when wearing double layer woven clothing like sweatshirts, coveralls, and
jackets on top of other clothes

• At 89°F when wearing any other type of clothing like typical shirts and pants

The following HRI environmental hazards may also be present: 

• Heat and humidity during the hot months of June, July, August, and September
• Lack of access to shade
• Reflected and radiated heat from roof or ground (concrete, asphalt) surfaces, buildings and

machinery
• Conductive heat transferred from hot walking surfaces, tools, machinery, and vehicles
• Heavy clothing including boots and gloves, depending on job duties, to protect workers from

hot and rough working surfaces, and to protect skin from excessive UV sun exposure
• Body harnesses for fall protection systems, which restrict air circulation in clothing for

cooling
• Individuals that are more susceptible to heat stress than others are. For example, individuals

who aren’t acclimatized or who come to work dehydrated

Methods of Evaluation 

The district’s Safety Officer may use the following methods on a day-to-day basis to evaluate 
each day’s heat risks: 



• Monitor weather reports for forecasts about expected temperature and humidity.  Working in 
temperatures of greater than 75 degrees or a 10-degree spike in temperature can put one at risk 
for heat-related illness.  High humidity (75%) or grater is a risk factor for heat-related illness 

• Evaluate the surroundings where the work is being performed 
• Consider the worker’s physical condition.  Obesity, lack of conditioning, pregnancy, age, 

medications and inadequate rest can increase susceptibility to heat stress 
• Determine the workload severity (light duty, moderate duty or heavy duty) and duration of the 

job tasks 
• Consider working hours (shift time). 
 

Exposure Determination 

The following list shows job duties and work locations where employees may be exposed to 
heat-related illness hazards: 

 

Job Duties Work locations 

Custodians Building areas with little 
air movement; school 
grounds 

                   Landscape/ 
Grounds maintenance  

School grounds, athletic 
fields 

Maintenance staff including 
plumbers, electricians, 

carpenters, HVAC, welders, 
mechanics  

School grounds; roof 
work; enclosed spaces 
such as HVAC penthouse, 
attic, crawlspace etc.; shop 
areas 

Paraprofessionals School grounds; 
playgrounds 

Coaches Athletic fields 
 

Prevention 

When heat-related illness hazards are present, the supervisor will notify employees at the 
beginning of the workday about prevention actions they need to take with their crews that day:  
These may include: 

1) Any new employees starting that day, or crew members returning to work who have been off 
work for 2 weeks or more, will limit their time at moderate to heavy work to 50% of routine 
on that day, 60% of the shift on the second day and 80% of the shift on the third day 
assuming the HRI hazards continue during that time.  A full shift can be worked on the fourth 
day. 



2) Encourage workers to drink plenty of water- about 1 cup (8 ounces) every 15 minutes to 20 
minutes, even if they are not thirsty- and to avoid coffee, tea and caffeinated soft drinks that 
dehydrate the body. 

3) Schedule strenuous jobs to be performed in the cooler times of the day. 

4) Encourage workers to wear lightweight, light-colored, loose-fitting clothing and a wide-
brimmed hat. Encourage the use of sunscreen lotions. 

5) The supervisor will add at least one additional rest break during the first and second halves of 
the work shift, and will instruct workers to rest sitting or lying down in a shaded area or 
under the shade canopy, not standing up or walking around and not in the sun.   

6) Learning the signs and symptoms of heat-related illness. 

7) If temperatures are forecast to be 90° or higher, the supervisor will instruct workers to use the 
buddy system to watch out for each other.  Buddy groups can be two or three people.   Watch 
co-workers for symptoms of heat-related illness. 

8) Monitor temperatures, humidity and workers’ responses to heat on a regular basis (hourly). 
Be aware that workers who are obese, pregnant, older, and on certain medications are at 
greater risk for heat-related illness. 

School district employees must be familiar with and follow these guidelines, which will reduce 
the risk of heat-related illness: 

1) If you are coming back to work from an illness or an extended break or you are just starting a 
job working in the heat, it is important to be aware that you are more vulnerable to heat stress 
until your body has time to adjust. Let your employer know you are not used to the heat. It 
takes about 5 – 7 days for your body to adjust.  

 
2) Drinking plenty of water frequently is vital to workers exposed to the heat. An individual 
 may produce as much as 2 to 3 gallons of sweat per day. In order to replenish that fluid the 

worker should drink 3 to 4 cups of water every hour starting at the beginning of your shift.  

3) Taking your breaks in a cool shaded area and allowing time for recovery from the heat during 
the day are effective ways to avoid heat illness.  
 

4) Avoid or limit the use of alcohol and caffeine during periods of extreme heat. Both dehydrate 
the body. 
 

5) If you or a co-worker start to feel symptoms such as nausea, dizziness, weakness or unusual 
fatigue, let your supervisor know and rest in a cool shaded area. If symptoms persist or 
worsen, seek immediate medical attention. 
 

6) Whenever possible, wear clothing that provides protection from the sun but allows airflow to 
the body. Protect your head and shade your eyes if working outdoors.  
 

7) When working in the heat, be sure to pay extra attention to your co-workers and be sure you 
know how to call for medical attention.  

 



First Aid Awareness and Actions 

The school district will provide the following information to employees whose work puts them at 
risk for heat-related illness. 

 

 

Heat-related illness Signs and Symptoms First Aid 

Sunburn - Red, hot skin 
- May Blister 

- Move to shade, loosen clothing 
- Apply cool compresses or water 

Heat Rash 
- Red, itchy skin 
- Bumpy skin 
- Skin infection 

- Apply cool water or compresses 
- Keep affected area dry 
- Control itching and infection with 

prescribed medication 

Heat Cramps 
- Muscle cramps or spasms 
- Grasping the affected area 
- Abnormal body posture 

- Drink water or sport drinks 
- Rest, cool down 
- Massage affected muscle 
- Get medical evaluation if cramps 

persist 

Heat Exhaustion 

- High pulse rate 
- Extreme sweating 
- Pale face 
- Insecure gait 
- Headache 
- Clammy and moist skin 
-Weakness 
- Fatigue 
-Dizziness 

- Move to shade and loosen 
clothing 

- Initiate rapid cooling 
- Lay flat and elevate feet 
- Monitor recovery 
- Drink small amounts of water 
- Evaluate metal status (ask who? 

where? when? questions) 
- If no improvement call 911 

Heat Stroke 

- Any of the above but more 
severe 

- Hot, dry skin (25-50% of cases 
- Altered mental status with 
confusion or agitation 

- Can progress to loss of 
consciousness and seizures. 

- Can be fatal 

- Call 911 
- Immediately remove from work   
- Start rapid cooling 
- Lay flat and elevate feet 
- If conscious give sips of water 
- Monitor airway and breathing – 

administer CPR if needed 



When heat-related illness hazards are present supervisors will make sure their staff always have 
open channels of communication, to request breaks, water, or help: 

• If the work site has reliable cell phone coverage, employees will each carry a cell phone so 
they can check with a supervisor or call for help directly. 

• If a work site lacks reliable cell phone coverage, employees will use hand-held radios to 
stay in touch with supervisors and each other, and to be in touch with someone who has a 
working phone (either a cell phone or landline) and can call 911 immediately if needed. 

• Employees experiencing signs or symptoms of heat-related illness must be relieved from duty 
and provided with a sufficient means to reduce body temperature. Examples include, but are 
not limited to the provision of shaded rest areas, misting stations, or temperature controlled 
environments (for example, air conditioned trailers).  

•  Employees experiencing signs or symptoms of heat-related illness must be carefully 
evaluated to determine whether it is appropriate to return to work or if medical attention is 
necessary. 

Training 

All affected school district employees (including their supervisors) receive training about 
recognizing and responding to heat-related illness, before being exposed to heat-related illness 
hazards.  The SafeSchools on-line training course Heat Illness Prevention will fulfill this training 
requirement. Completion of training will be documented. 

 



Personal Protective Equipment Program 

Appendix O



 

 
Personal Protective Equipment Program 

 
 
I. Introduction 
 
 
The purpose of the Personal Protective Equipment Policies is to protect the employees of this 
school district from exposure to work place hazards and the risk of injury through the use of 
personal protective equipment (PPE).  PPE is not a substitute for more effective control methods 
and its use will be considered only when other means of protection against hazards are not 
adequate or feasible.  It will be used in conjunction with other controls unless no other means of 
hazard control exist. 
 
Personal protective equipment will be provided, used, and maintained when it has been 
determined that its use is required to ensure the safety and health of our employees and that such 
use will lessen the likelihood of occupational injury and/or illness.  
 
This section addresses general PPE requirements, including eye and face, head, foot and leg, 
hand and arm and body (torso) protection. Separate programs exist for respiratory protection and 
hearing protection as the need for participation in these programs is established. PPE required for 
protection from falls from heights is found in the school district’s Fall Protection Program.   
 
The district Personal Protective Equipment Policies includes: 
 

• Responsibilities of supervisors and employees 
• Hazard assessment and PPE selection  
• Employee training  
• Cleaning and Maintenance of PPE 

 



 

II. Responsibilities 
 
Safety Officer 
 
The Safety Officer, with assistance as needed from the ESD Loss Control Specialist is 
responsible for the development, implementation, and administration of PPE policies.  This 
involves: 
 

1. Conducting workplace hazard assessments to determine the presence of hazards which 
necessitate the use of PPE. 

2. Selecting and purchasing PPE. 

3. Reviewing, updating, and conducting PPE hazard assessments whenever: 

• a job changes 

• new equipment is used 

• there has been an accident 

• a supervisor or employee requests it 

• or at least every year 
4. Maintaining records on hazard assessments.  

5. Maintaining records on PPE assignments and training. 

6. Providing training, guidance, and assistance to supervisors and employees on the proper 
use, care, and cleaning of approved PPE.  

7. Periodically re-evaluating the suitability of previously selected PPE.  

8.   Reviewing, updating, and evaluating the overall effectiveness of PPE use, training, and    
policies. 

 
Supervisors  
 
Supervisors have the primary responsibility for implementing and enforcing PPE use and 
policies in their work area.  This involves:  
 

1. Providing appropriate PPE and making it available to employees.  

2. Ensuring that employees are trained on the proper use, care, and cleaning of PPE.  

3. Ensuring that PPE training certification and evaluation forms are signed and given to the 
 Safety Officer or employee’s supervisor and or Human Resources for inclusion in the 
 employee’s personnel file. 

4. Ensuring that employees properly use and maintain their PPE, and follow school district 
 PPE policies and rules.  



 

5. Notifying school district administration and the Safety Officer when new hazards are 
 introduced or when processes are added or changed.  

6. Ensuring that defective or damaged PPE is immediately disposed of and replaced.  

 
Employees 
 
Employees are expected to report to work reasonably dressed to protect themselves during 
routine assignments and from exposure to usual and/or predictable physical and environmental 
conditions found in the workplace. 
 
Employees are personally responsible to use good judgment and wear PPE as directed or 
whenever they are involved in a work activity where they can reasonably be expected to be 
exposed to a hazard, or where a hazard may cause injury or illness. 
 
The PPE user is responsible for following the requirements of the PPE policies.  This involves: 
 

1. Properly wearing PPE as required.  

2. Attending required training sessions.  

3. Properly caring for, cleaning, maintaining, and inspecting PPE as required.  

4. Following school district policies and rules. 

5. Informing the supervisor of the need to repair or replace PPE. 

 
Employees who repeatedly disregard and do not follow PPE policies and rules will be subject to 
disciplinary action as described the district Accident Prevention Program. 
 
 



 

III. Procedures 
 
 
A. Hazard Assessment for PPE  (WAC 296-800-16005 - 16010) 

The district Safety Officer, in conjunction with Supervisors, will conduct a walk-through survey 
of each work area to identify sources of work hazards.  Each survey will be documented using 
the Hazard Assessment Certification Form, which identifies the work area surveyed, the person 
conducting the survey, findings of potential hazards, and date of the survey.  

The Safety Officer will conduct, review, and update the hazard assessment for PPE whenever: 

• a job changes 

• new equipment or process is installed 

• there has been an accident 

• whenever a supervisor or employee requests it 

• or at least every year 

 

Any new PPE requirements that are developed will be added into the school district’s written 
accident prevention program. 

 

B. Selection of PPE (WAC 296-800-16015 - 16020) 

Once the hazards of a workplace have been identified, the Safety Officer will determine if the 
hazards can first be eliminated or reduced by methods other than PPE, such as changes in work 
practices, reducing the use of hazardous materials or processes, or applying engineering controls 
to reduce or eliminate hazards.  If such methods are not adequate or feasible, then the Safety 
Officer will determine the suitability of the PPE presently available; and as necessary, will select 
new or additional equipment which ensures a level of protection greater than the minimum 
required to protect our employees from the hazards.  Care will be taken to recognize the 
possibility of multiple and simultaneous exposure to a variety of hazards.  Adequate protection 
against the highest level of each of the hazards will be recommended for purchase. 

All personal protective clothing and equipment will be of safe design and construction for the 
work to be performed and will be maintained in a sanitary and reliable condition.  Only those 
items of protective clothing and equipment that meet NIOSH (National Institute of Occupational 
Safety and Health) or ANSI (American National Standards Institute) standards will be procured 
or accepted for use.  Newly purchased PPE must conform to the updated ANSI standards which 
have been incorporated into the PPE regulations, as follows:  

• Eye and Face Protection ANSI Z87.1-1989  

• Head Protection ANSI Z89.1-1986  

• Foot Protection ANSI Z41.1-1991  



 

• Hand Protection (There are no ANSI standards for gloves, however, selection must be 
based on the performance characteristics of the glove in relation to the tasks to be 
performed.)  

 

Affected employees whose jobs require the use of PPE will be informed of the PPE selection and 
will be provided PPE by the Safety Officer at no charge if the PPE:  

• Will be used to protect against hazardous materials.  
• Is the type that would not reasonably or normally be worn away from the workplace, such 

as single use or disposable PPE.  

Note: 

Examples of PPE that the school district must provide are:  

• Boots or gloves that could become contaminated with hazardous materials in the   
workplace.  

• Safety glasses, goggles, and nonprescription protective eye wear.  
• Goggles that fit over prescription eye wear.  
• Hard hats.  
• Full body harnesses and lanyards.  
• Single use or disposable PPE such as plastic type gloves used in the food service or 

health services. 

Examples of PPE that the employer may not have to provide are:  

• Coats to protect against inclement weather.  
• Leather boots, with or without steel toes that will not become contaminated on the job.  
• Prescription protective eye wear (except as part of a full face piece or hooded respirator). 

Careful consideration will be given to the comfort and proper fit of PPE in order to ensure that 
the right size is selected and that it will be used. 

 

C. Training WAC 296-800-16025 - 16035 

Any worker required to wear PPE will receive training in the proper use and care of PPE before 
being allowed to perform work requiring the use of PPE.  Periodic retraining will be offered to 
PPE users as needed.  The training will include, but not necessarily be limited to, the following 
subjects:  

• When PPE is necessary to be worn  

• What PPE is necessary  

• How to properly don, doff, adjust, and wear PPE 



 

• The limitations of the PPE 

• The proper care, maintenance, useful life, and disposal of the PPE 
 

After the training, the employees will demonstrate that they understand when and how to use 
PPE properly, or they will be retrained.   

Training of each employee will be documented and kept on file.  The document certifies that the 
employee has received and understood the required training on the specific PPE he/she will be 
using and includes the name of the person trained, the date(s) of training and the subject of the 
training. 

Retraining 

The need for retraining will be indicated when: 

• an employee’s work habits or knowledge indicates a lack of the necessary understanding, 
 motivation, and skills required to use the PPE (i.e., uses PPE improperly) 

•  new equipment is installed 

• changes in the work place make previous training out-of-date 

•  changes in the types of PPE to be used make previous training out-of-date 

 

D. Cleaning and Maintenance of PPE  (WAC 296-800-16045) 

It is important that all PPE be kept clean and properly maintained.  Cleaning is particularly 
important for eye and face protection where dirty or fogged lenses could impair vision.  
Employees must inspect, clean, and maintain their PPE according to the manufacturers’ 
instructions before and after each use.  Supervisors are responsible for ensuring that users 
properly maintain their PPE in good condition. 

Personal protective equipment must not be shared between employees until it has been properly 
cleaned and sanitized.  PPE will be distributed for individual use whenever possible.  

If employees provide their own PPE, make sure that it is adequate for the work place hazards, 
and that it is maintained in a clean and reliable condition. 

Defective or damaged PPE will not be used and will be immediately discarded and replaced. 

NOTE:  Defective equipment can be worse than no PPE at all.  Employees would avoid a 
hazardous situation if they knew they were not protected; but they would get closer to the 
hazard if they erroneously believed they were protected, and therefore would be at 
greater risk. 

It is also important to ensure that contaminated PPE which cannot be decontaminated is disposed 
of in a manner that protects employees from exposure to hazards.



 

Hazard Assessment For PPE 
Use with WAC 296-800-160 Personal Protective Equipment (PPE) 

 
This tool can help you do a hazard assessment to see if your employees need to use 
personal protective equipment (PPE) by identifying activities that may create hazards 
for your employees. The activities are grouped according to what part of the body might 
need PPE.  You can make copies, modify and customize it to fit the specific needs of 
your particular work place, or develop your own form that is appropriate to your work 
environment.   
 
This tool can also serve as written certification that you have done a hazard assessment 
as required by WAC 296-800-16010 Document your hazard assessment for PPE.  
Make sure that the blank fields at the beginning of the checklist (indicated by *) are filled 
out (see below, Instructions #4). 
 
Instructions: 
 
1. Do a walk through survey of each work area and job/task.  Read through the list of 

work activities in the first column, putting a check next to the activities performed in 
that work area or job.   

2. Read through the list of hazards in the second column, putting a check next to the 
hazards to which employees may be exposed while performing the work activities or 
while present in the work area.  (for e.g., work activity: chopping wood; work-related 
exposure: flying particles).  

3. Decide how you are going to control the hazards.  Try considering engineering, work 
place, and/or administrative controls to eliminate or reduce the hazards before 
resorting to using PPE.  If the hazard cannot be eliminated without using PPE, 
indicate which type(s) of PPE will be required to protect your employee from the 
hazard. 

4. Make sure that you complete the following fields on the form (indicated by *) to 
certify that a hazard assessment was done: 

*Name of your work place 
*Address of the work place where you are doing the hazard assessment 
*Name of person certifying that a workplace hazard assessment was done 
*Date the hazard assessment was done 
 



 
PPE Hazard Assessment Certification Form 

*Name of work place:  __________________________________ *Assessment conducted by:  _________________________ 
*Work place address:  __________________________________ *Date of assessment:  _______________________________ 
 Work area(s):  _________________________________________  Job/Task(s):  _______________________________________ 
                                                  *Required for certifying the hazard assessment.            Use a separate sheet for each job/task or work area 

EYES 
Work activities, such as: 

 abrasive blasting   sanding 
 chopping    sawing 
 cutting    grinding 
 drilling    hammering  
 welding 
 punch press operations 
 other:        

 

Work-related exposure to: 
 airborne dust 
 flying particles 
 blood splashes 
 hazardous liquid chemicals 
 intense light 
 other:        

 

Can hazard be eliminated without the use of PPE? 
Yes    No  

If no, use: 
 Safety glasses    Side shields 
 Safety goggles    Dust-tight 
 Shading/Filter (#     )        goggles 
 Welding shield 
 Other:        

 

FACE 
Work activities, such as: 

 cleaning    foundry work 
 cooking    welding 
 siphoning    mixing 
 painting    pouring molten 
 dip tank operations      metal 
 other         

 

Work-related exposure to: 
 hazardous liquid chemicals 
 extreme heat/cold 
 potential irritants:        
 other:        

 

Can hazard be eliminated without the use of PPE? 
Yes    No  

If no, use: 
 Face shield 
 Shading/Filter (#     )  
 Welding shield 
 Other:        

 

HEAD 
Work activities, such as: 

 building maintenance  
 confined space operations 
 construction 
 electrical wiring 
 walking/working under catwalks 
 walking/working under conveyor belts 
 walking/working under crane loads 
 utility work 
 other:        

 

Work-related exposure to: 
 beams 
 pipes 
 exposed electrical wiring or 
components 

 falling objects 
 machine parts  
 other:        

 

Can hazard be eliminated without the use of PPE? 
Yes    No  

If no, use: 
 Protective Helmet 

 Type A (low voltage) 
 Type B (high voltage) 
 Type C 
 Bump cap (not ANSI-approved) 

 Hair net or soft cap 
 Other:        

 



 
HANDS/ARMS 
Work activities, such as: 

 baking         material handling 
 cooking         sanding 
 grinding         sawing 
 welding         hammering 
 working with glass 
 using computers  
 using knives 
 dental and health care services 
 other:        

 

Work-related exposure to: 
 blood 
 irritating chemicals  
 tools or materials that could scrape, 
bruise, or cut 

 extreme heat/cold 
 other:        

 

Can hazard be eliminated without the use of PPE? 
Yes    No  

If no, use: 
 Gloves 

 Chemical resistance 
 Liquid/leak resistance 
 Temperature resistance 
 Abrasion/cut resistance 
 Slip resistance 

 Protective sleeves 
 Other:        

 
 

FEET/LEGS 
Work activities, such as: 

 building maintenance 
 construction  
 demolition 
 food processing 
 foundry work  
 logging  
 plumbing  
 trenching 
 use of highly flammable materials 
 welding 
 other:       

 

Work-related exposure to: 
 explosive atmospheres 
 explosives  
 exposed electrical wiring or 
components 

 heavy equipment  
 slippery surfaces 
 tools 
 other:        

 

Can hazard be eliminated without the use of PPE? 
Yes    No  

If no, use: 
 Safety shoes or boots 

 Toe protection   Metatarsal protection 
 Electrical protection  Heat/cold protection 
 Puncture resistance  Chemical resistance 
 Anti-slip soles 

 Leggings or chaps 
 Foot-Leg guards 
 Other:        

 
 

BODY/SKIN 
Work activities such as: 

 baking or frying 
 battery charging  
 dip tank operations   
 fiberglass installation  
 irritating chemicals 
 sawing 
 other:        

 

Work-related exposure to: 
 chemical splashes  
 extreme heat/cold 
 sharp or rough edges  
 other:        

 

Can hazard be eliminated without the use of PPE? 
Yes    No  

If no, use: 
 Vest, Jacket 
 Coveralls, Body suit 
 Raingear 
 Apron 
 Welding leathers 
 Abrasion/cut resistance 
 Other:        

 
 



 
BODY/WHOLE 1 
Work activities such as: 

 building maintenance 
 construction 
 logging 
 utility work 
 other:        

 
 

Work-related exposure to: 
 working from heights of 10 feet or 
more 

 working near water 
 other:        

 

Can hazard be eliminated without the use of PPE? 
Yes    No  
 
If no, use: 

 Fall Arrest/Restraint:  Type:        
 PFD:  Type:        
 Other:        

 
 
*(See Footnote 1) 
 

LUNGS/RESPIRATORY 1 
Work activities such as: 

 cleaning  pouring  
 mixing  sawing  
 painting  
 fiberglass installation 
 compressed air or gas operations 
 other:        

 
 
 

Work-related exposure to: 
 irritating dust or particulate 
 irritating or toxic gas/vapor 
 other:        

 

Can hazard be eliminated without the use of PPE? 
Yes    No  
 
 
 
 
 
 
*(See Footnote 1) 

EARS/HEARING 1 
Work activities such as: 

 generator  grinding 
 ventilation fans  machining 
 motors  routers 
 sanding  sawing 
 pneumatic equipment 
 punch or brake presses 
 use of conveyors 
 other:        

 
 
 

Work-related exposure to: 
 loud noises 
 loud work environment 
 noisy machines/tools 
 punch or brake presses 
 other:        

 

Can hazard be eliminated without the use of PPE? 
Yes    No  
 
 
 
 
 
 
 
 
*(See Footnote 1) 

 
(1) NOTE:  There are other hazards requiring PPE (such as respiratory, noise, fall, etc. hazards), that are not included in this volume of the PPE 
Guide but will be covered in future volumes (see WAC 296-62 for respiratory and hearing protection and WAC 296-155 for fall protection for further 
assessment).  However, you should consider all hazards when you conduct your hazard assessment.  See a list of other WISHA rules (in “How to 
use this guide” p. 4) for information regarding PPE for specific work places. 
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