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Diocese of Arlington

Office of Catholic Schools
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Dear Pastors and Principals,


Safety is the primary concern for all of us, especially the safety of our students.  As you are well aware, parents and community members want to know whether we are providing a safe environment for the children enrolled in the schools in the Diocese of Arlington.


According to studies produced by the United States Secret Service on school safety, the first step toward securing a safe school environment is to educate students about the harm bullying/other violence can cause an individual or school and to inform the administration when they learn of the possibility of such threats.  Other measures of school security, according to the National School Safety Association, include policies that provide schools with “proactive” and “reactive” guidelines on the topic of school violence.


In 1999, the Office of Catholic Schools addressed the “reactive” guidelines when it published the Diocesan Crisis Management Plan.  The enclosed manual is now offered to schools as the “proactive” measures for schools to follow.  I believe this manual, a comprehensive report on how to prevent school violence and other accidents from happening, is an excellent resource to use in shaping your school environment.


Schools would make the best use of this manual by consulting with the various constituencies of your school community to make this a site-specific school safety plan.  In dialogue with those shareholders of your school, this plan will then be customized to fit your school community’s specific needs.


Thank you for the way in which you care for those associated with your school or parish program.  Please let us know if there are other ways in which we can assist you with the implementation of this school safety plan.








Sincerely,








Timothy J. McNiff, Ed. D.








Superintendent of Schools
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CHAPTER 1. SCHOOL SAFETY MANAGEMENT PLAN

An Effective School Safety Management Plan

A school safety manual is a central component of a comprehensive School Safety program.  A comprehensive Safe Schools Plan places strong emphasis on prevention by using strategies ranging from effective discipline to policies that improve the overall school climate.

When emergencies do occur, however, schools are encouraged to review the Diocesan Crisis Management Plan to help minimize the risk of loss of life and injury to persons and property.

School safety management requires an ongoing investment in planning, training, and review by administrators and school personnel.

For purposes of this manual, “emergency” is defined as:

A sudden, generally unanticipated event that has the potential to profoundly and negatively affect a significant segment of the school population.

Each school should establish a School Safety Management Team and develop/review an Emergency Management Plan to include:

A. A School Safety Plan that includes:

· One person in charge

· Pre-assigned roles for other school staff

· A school safety management team (see Appendix pp. 22-23)

· Practice drills for students and staff; emphasize that teachers must remember their roll books

· Emergency signals staff will recognize for different emergencies

· A plan for emergency transportation of students

· A plan for crowd control; an emergency will result in a rush of parents, media and others to school

B. An emergency coding system (see Appendix, p. 24)

C. A “Chain of Command” roster (see Appendix, p. 25)

D. Primary and back-up methods for communication (within school, with Office of Catholic Schools, and with parents and community):

· Plan for working with frightened parents who want to know their child is safe

· Pre-arrange areas on and off campus for media briefings

· Identify a person who can communicate calmly and well with the media in regular structured briefings

· Provide school personnel updated information to help disseminate accurate information to the community

· Review procedures established in the Diocesan Crisis Management Plan

Each School Safety Plan should be updated yearly and should reflect the actions required by all involved parties to minimize loss of life and injury to persons and property.  The school principal is encouraged to arrange a faculty/staff meeting within one month of the beginning of the school year to review the school’s plan and update staff regarding new procedures.

SCHOOL SAFETY MANAGEMENT KIT

This list is intended to provide essential items for responding to emergencies should the school need to be evacuated. This equipment should be inspected and inventoried annually.  For mobility purposes, items should be kept in an easily movable container such as a cart or wheeled chest/container.

ITEMS REQUIRED ON SITE

· Copies of the Emergency Management Plan and the Diocesan Crisis Management Plan

· Map of buildings—with location of: Exits, Phones, First Aid Kits

· Blueprints of school buildings, including utilities

· Map of local streets with evacuation route

· Flash light

· Bullhorn

· First aid kit

· Duct tape

· Faculty/staff roster

· Student roster, including phone numbers for parents

· Master schedule

· Two-way radios and/or cellular phones available

· Several legal pads and ball point pens

· White peel-off stickers and markers (for name tags)

· Telephone directory

· Lists of Office of Catholic Schools phone and fax numbers

· Lists of other emergency phone numbers

VISITOR SCREENING PROCEDURE

Visitors and guests are welcome.  However, to safeguard students and staff, reasonable precautions should be taken:

A. Visitors Should:

1. Always report and sign in at the Office.

2. Be provided with a visitor’s badge.

3. Be prepared to provide identification to school personnel.

4. Respect school rules.

B. School Administrators Should Insure:

1. All exterior doors are marked with a notice to visitors to first report to the office.

2. Exterior doors locked except doors near the office area.

3. Any intruder found roaming the building should be escorted to the office.  Someone can then provide any additional information or directions.  (NOTE: An intruder is anyone without a visitor’s badge or lacking visible identification stating who they are.)

C. Visitors Who Fail to Comply With School Procedures:

1. Should verbally be informed they are in violation of school policy.  (Example: “Sir, you must report to the office immediately.  If you fail to do so you will be considered a trespasser, and principal/police will be called.”)

2. If this fails:

a. Send someone to or notify the office of the situation.

b. Follow the person if possible.

3. School principal/police should be called.

4. Office should activate building-wide notification plan concerning intruder.

a. PA announcement using pre-determined codes phrase.

b. Classroom doors should be closed.

CHAPTER 2. BUILDING/PHYSICAL PLANT SAFETY

Fire Safety

While fires are not the most frequent loss schools suffer, they can be the most devastating.  The National Fire Protection Association Life Safety Code and other related standards are the most widely used fire prevention codes in the United States.  The following guidelines for fire safety come from these standards (see Appendix, p. 26 for Fire Safety Checklist).

Housekeeping

Poor housekeeping is one of the most common problems found in schools, but it is also one of the easiest to correct.  All storage rooms, boiler rooms, classrooms, and offices should be checked at least monthly to ensure that they are not cluttered with materials and that all storage items are placed on shelves or in cabinets.

Generally, boiler rooms should not be used as storage rooms.  No material should be stored within six feet of a boiler.  At no time is it acceptable to store paint, flammable liquid, gasoline, or gasoline-powered equipment in boiler rooms.  Gasoline and gasoline-powered equipment must be stored in an acceptable area, such as a garage or a lawn-shed.  Gas-fueled water heaters must also have at least three feet of clearance around them at all times.

Frequently, electrical panels are located in storage rooms or boiler rooms.  During monthly inspection tours, ensure that storage materials are not allowed within three feet of the electrical panels.  Electrical panels are potential ignition sources for fires.  Also, in case of emergency, there should be quick and easy access to the electrical panels in the event a circuit would need to be turned off.  For this reason, all circuits should be labeled.

Exit Doors

At the beginning of each day, ensure that all exit doors are unlocked and operate easily.  All exit hallways and stairways should be clear of stored materials and desks.

While checking the exit doors for proper operation, ensure that all bulbs in the lighted exit signs are operating.  Notify maintenance personnel of any burned-out bulbs.

Emergency Lights

All schools are required to have battery-powered emergency lights located in all exit hallways, stairs, gyms, and auditoriums.  These lights must be checked for several seconds at least monthly to ensure they all function properly.  Annually, these lights must be allowed to burn for one to 1½ hours.

Fire Extinguishers

Fire extinguishers are required to be placed throughout the school.  They should be visually checked at least monthly to ensure they are still properly secured to the storage bracket and that the pressure gauge shows there is adequate pressure in the extinguisher.

Annually, the fire extinguishers must be inspected and tagged by a trained and qualified technician or company.

Fire extinguishers are required to be placed throughout the school so there is no more than 75 feet of travel distance from any one point to an extinguisher.  These extinguishers are required to be a minimum of five-pound, ABC-rated, dry chemical fire extinguishers.  Chemistry labs, kitchens, industrial arts classrooms, and home economics classrooms should have five-pound, BC-rated, dry chemical fire extinguishers.

Fire Alarm System

A fire alarm system is required in all schools.  The system is composed of, at a minimum, a control panel with emergency battery power, warning devices (horns or bells) which are audible in all areas of the school, and manual activation pull stations at all exits from the building.  Smoke detectors interconnected to the fire alarm system may be required by local fire officials.  School administration must be well versed as to how this system operates and must visually check the control panel at least monthly to ensure that all lights are functioning properly.

Depending on local or state regulations, fire alarm systems are required to be checked for proper operation on a regular basis.  This must be completed by a trained, qualified, and licensed technician or company.  Contact local fire officials for what is required.  When no regulation exists, the system should be inspected at least twice annually.

Electrical Systems

Due to the older age of many school buildings and the rapid growth in the number of electronic devices used in schools, electrical hazards continue to be a concern.

Many school buildings were built before the widespread use of computers; thus, the electrical circuits were not designed for extensive use.  The typical twenty-year-old classroom contains only one or two outlets.  As the need for more power to run computers, televisions, VCRs and projectors increases, concerns grow regarding how to safely expand electrical systems.

Take the utmost care to not overload electrical circuits.  Electric extension cords may be used with restraint, but use only heavy-duty, single-outlet or fused, protected, multi-outlet extensions.

Expanding or designing a computer lab requires careful planning.  Arrange outlets so cords won’t run along the floor and pose tripping hazards.  Ask an electrician to work with the teachers and school administration to properly arrange the outlets for computer stations.

Surge protectors and surge arrestors are vital appliances for not only computers, but for all electronics.  These devices prevent and reduce damage to electronics caused by lightning or the utility company.  Surge protectors can be built into the wall outlet or can be made a part of the multi-outlet bar used to plug electronics into the wall outlet.  Install surge arrestors at the electrical panel or service entrance where they can protect against high voltage surges.

Also check the electrical panels themselves.  Mark all circuit breakers and fuses to indicate which areas of the building they cover.

Never tape circuit breakers in the closed or “On” position.  This prevents breakers from functioning properly in case of an overload.  If desired, a device may be purchased which prevents breakers from being tampered with while still allowing them to trip if a problem occurs in the circuit.

If the cover of the electrical panel is removed to conduct repairs or improvements, replace it immediately upon completion of the work.  This cover prevents sparks from the panel’s interior from igniting nearby combustibles.

Preventative Maintenance

Preventative maintenance is necessary to maintain buildings, grounds, and equipment in safe condition.  It extends the life of equipment and prevents deterioration of properties.  Lack of maintenance can result in larger expenses due to costly breakdowns, repairs, and replacements.  A hazardous or deteriorated condition which is not reported and repaired could result in injuries or damage to the school.  Punitive damages may be assessed in situations where a party was injured by a hazardous condition which was known but not corrected.

It is equally important to not only have regular maintenance checks, but also to report any hazardous conditions or needed repairs.  All employees should be aware of this policy and be required to immediately provide this information to school administration.  Having a card or form available for reporting is also recommended.  This form should identify the problem, the person reporting, and the date it was given to administration.

Finally, each facility should have a designated person who is responsible for performing and monitoring the preventative maintenance program.

PREVENTIVE MAINTENANCE CHECKLIST

DAILY:

Check all stoves, hood filters, and cooking areas to insure they are properly cleaned to remove grease and inflammable waste.

Check exit lights.

Check all outside lights.

WEEKLY:

Check gauge on fire extinguishers.

Check smoke detectors.

Drain water from air compressor.

Blow down boiler.

Check plumbing in all commodes.

Check all sinks for leaks.

Pour water in bathroom floor drains.

Check lights—fluorescent/incandescent.

MONTHLY:

Check all storage areas to insure they are clean, shelves are not overloaded, and heavy objects are stored on lower shelves.

Check all playground equipment.

Check and clean out outside drains.

Check all fences.

EVERY THREE MONTHS:

Change oil in air compressor.

Clean heating and air conditioning coils.

Clean filters.

Check fuses/breakers.

Check motors/connections.

EVERY SIX MONTHS:

Oil fan motor.

Blow down water heaters.

Remove and clean out p-traps.

Inspect roof.

YEARLY:

Termite inspection/treatment (outside contractor).

Clean entire heating/air conditioning unit.

Fire Drills

According to the National Fire Protection Association Life Safety Code, schools are required to conduct regular fire exit drills.  Document these drills as to the date, time of day, number of students involved, and the time taken to totally evacuate the school.  School administration should complete this documentation.

The purpose of the fire exit drill is to train staff and students in the calm and orderly evacuation of the school in case of a fire or other emergency.  Stress disciplined and orderly evacuation rather than speed.

Include written plans for fire exit drills as a part of the school manual.  Post a floor plan of the school with primary and secondary exit routes in each room.  Customize this policy to suit the school, weather, and local and state regulations.  Consult your local fire authority when developing the plan.

Building Security

It is important to secure the school against unauthorized and illegal entry.  This is as simple as locking all doors, including classroom doors, at night when the building is no longer occupied.  If a school contracts with a commercial cleaning company who clears the building on a nightly basis, the cleaning contract should include this provision of “building security.”  At no time should any exit door be locked while a building is occupied.

Areas of a building that are unoccupied may be locked off as long as emergency exit passages are not cut off.  An example of this would be to secure a wing located off the gymnasium during an evening school-sponsored event.  This is a simple way to secure part of the building and reduce the number of staff needed to supervise the event.  Work with local fire officials to develop an approved plan to lock off areas of the building.

Exit doors that do not fit properly or have broken latching devices are a source of easy entry to the school.  It is easy just to chain these doors instead of making the needed repairs, but this is not acceptable; chains might be left in place when the building is occupied, and people could be trapped in a fire emergency.

If a door latching device is broken and beyond repair, it must be replaced.  There are other means of providing door security without chaining, pad-locking, or dead-bolting doors.  For example, security bars can prevent entry, and yet still be easily removed.

Cracked and broken window or door glass is easily and quietly removed to allow easy entry to the building.  This promotes theft, vandalism, and arson in the school.  Glass is usually easy and inexpensive to replace.  It is important that school buildings be checked regularly and that repairs to windows and doors be made as soon as possible.

Security Lighting

Providing adequate outside lighting serves several important functions.  Good lighting lets people who are visiting the facility safely see their way to their cars at night.  Many people who file trip-and-fall claims against schools state they could not see where they were going, as it was too dark.  Something as small as a slightly uneven crack in a sidewalk can cause a serious injury to someone who trips over it.

Good outside lighting goes a long way to discourage illegal entry into school buildings.  Criminals do not like to be seen while breaking the law.  This also applies to vandals.  Good lighting not only adds to the safety and security of the school, but it also accents the beauty of them.

CHAPTER 3. LIABILITY CONTROL

Premises Liability

Legal liability for a property owner can be created in a number of way.  An injured party might claim that the property owner is liable due to a failure to comply with the terms of some contract (for example, a statement in a school handbook that “the School ensures the safety of students by conducting regular fire drills”).  Some statutes or court decisions might also make a property owner strictly liable for injuries to another person simply by having certain items on its property (such as a landowner who keeps dangerous animals) or by conducting certain “ultra-hazardous activities” (such as the use of explosives).  However, the usual argument presented by an injured party is that the property owner’s liability results from the negligent acts or omissions by the property owner and/or by the agents/employees of the property owner who are responsible for managing the property.

The duty of care owed by a property owner to persons on the premises is that which would be reasonably expected or how a reasonable and prudent person would have acted in the given situation.  Persons who the property owner invites onto the premises (such as students of a school) are owed the highest degree of care, but even a trespasser is owed certain duties (such as the duty to be warned of concealed hazards.

Regardless of why an individual is on school property, if an injury occurs, the school is exposed to potential liability.  Having buildings and grounds well maintained is one of the most important steps in reducing the school’s exposure.

Approximately 75 percent of personal injury claims are due to slips, trips, and falls.  To protect the school, regular inspections should be made with special emphasis on public areas where accidents are most likely to occur.  This would include parking lots, sidewalks, stairways, and bleachers/stadium areas.  The Diocese’s Risk Manager can provide a slip, trip, and fall checklist as well as other information to assist with your safety program.

All public areas should be well lit.  If the school has evening activities, good exterior lighting is also very important.

School classes which create a greater exposure of potential harm to students should have additional safeguards in place.  Students in chemistry classes should be properly instructed on the use of chemicals and laboratory equipment and the laboratories/classrooms should be equipped with safety goggles for students, an eyewash station, a first aid kit, a fire blanket, and a fire extinguisher.  Students taking classes in industrial arts should also be provided with appropriate instruction and personal protective equipment.

Playgrounds

One of the more serious liability exposures on school properties is the playground.  In planning a new playground or relocating or improving your existing one, the following guidelines should be considered:

· Have the playground at least 200 feet from the street.

· Install a fence to help contain playground activities.

· Separate age groups.

· Design equipment for the age groups of students who will be using it.

If a parking lot is also used as a playground, steps to separate students and vehicles are needed.  Vehicles should not be permitted in areas designated as playgrounds or used for recess.  Whether playgrounds are in parking lots, fields, or a designated area, trip-and-fall hazards should be repaired or protected.

A standard part of the school safety program should be a regular inspection of playground and playground equipment.  Equipment should be inspected to determine if it is sturdy, in good condition, and therefore safe.  If not, it should be repaired or taken out of service.   The accompanying “Playground Equipment Safety Guidelines” checklist can be used to facilitate your inspection (see Appendix, pp. 27-28).

The most common cause of injuries on playgrounds is falls.  All areas under playground equipment (slides, swings, climbers, fireman’s poles, horizontal and monkey bars, etc.) where there is a potential for fall from heights must have cushioning material underneath.  Pea gravel is one of the most commonly used materials.  Sand, wood chips, and playground padding can also be used.  Inspections should be made to determine if a safe depth of material is maintained and if all equipment footings are covered.  Periodic raking under equipment and sweeping off of cushioning material from sidewalks and walkways should be completed.  Of equal importance during school hours is the supervision provided.  All recess classes should have proper supervision overseeing the activities.  If supervision is provided by adults other than teachers, they should receive training and know the rules of “playground guidelines” to assist in maintaining a safe playground.

GENERAL GUIDELINES FOR THE PLAYGROUND

Administrator (Principal)
This guideline has been developed to assist the school in establishing sound practices for the supervision of youngsters involved in playground activities.  Playground activities fulfill several important functions within the overall school curriculum:

1. As a means of helping youngsters develop needed motor skills;

2. As a healthy release for pent-up nervous energy;

3. In some cases, as a valuable social learning experience.

The following list of recommendations, based on a combination of common sense, accepted practices, and logic, is intended for use by the playground supervisor.  This material is designed to help spot outdoor safety problems and increase safety awareness.  It is by no means an all-inclusive list, nor is it intended to serve as such.

Know Where Things Are

1. Know the layout of the entire school grounds.

2. Know the location of fire extinguishers and first aid kits so they can be easily found in the event of an emergency.

3. Know the evacuation route from school buildings in the event of an emergency.

Be Aware of Common Hazards

1. Check the playground equipment daily.

2. Look for danger from broken glass, jagged metal, or other debris on playground areas.

3. Look for tripping hazards from defective sprinkler heads, holes, tree roots, or misplaced gardening equipment.

4. Look for loose fastenings, worn, and broken parts on equipment.

General School Grounds Practices

To contribute to everyone’s safety:

1. Report all safety hazards or potential safety hazards to the school principal.

2. Report all defects in facilities or equipment, such as loose or cracked steps to slide, damaged sprinkler heads, etc.

3. Make sure that sand in sandboxes is clean and free of debris.  See that sand does not get scattered onto the asphalt playing area where it could cause a slipping hazard.  

4. Give proper instruction in the use of all equipment.  Do not allow students to use equipment in such a manner that injuries may occur.

5. Do not allow students to use playing areas for inappropriate activities.

6. Vehicle access to the school grounds should be closely supervised so that everyone’s safety is insured.

Most Common Exposures to Accidents

1. Falls, particularly from slides, bars, and climbing apparatus.

2. Being struck, either by moving equipment or thrown balls.

3. Cuts from rough edges or protruding bolts.

General Safe Practices

1. No rough-housing or chasing should be permitted.

2. No games such as tag should be played on or near equipment.

3. No throwing of debris on the playground area should be allowed.

4. Children should only be permitted to use equipment designed for their age group.

5. Only those using or waiting to use equipment should be in the designated area.

6. Children should not be permitted to play near classroom windows.

SUMMARY:  Common Hazards on the School Grounds

1. Dangerous debris that is not collected.

2. Safe practices with playground and sports equipment not being followed.

3. Defective facilities or equipment that are not repaired.

Playground Dangers

Be particularly aware of these 9 playground equipment dangers:

Pinch-Crush Parts

Moving parts, particularly on gliders and see-saws, can pinch or crush fingers.

Hard, Heavy Swing Seats

Hard, heavy swing seats can strike a dangerous blow.  Choose a set with lightweight seats or purchase such seats separately and replace the hard seats.  Metal seats should have smooth, rolled edges.

Rings

Swinging exercise rings with a diameter between five and ten inches can entrap a child’s head.  Remove such rings and discard them where children will not find and play with them.

Inadequate Spacing

Install a swingset a minimum of six feet away from fences, building walls, walkways, and other play areas, such as sandboxes.

“S” Hooks

Open-ended hooks, especially the “S” hooks on swings, can catch skin or clothing and should be avoided.  If a set has such hooks, inch the ends in tightly with a pair of pliers.

Exposed Screws and Bolts

Most sets include protective caps to cover screws and bolts.  When protective caps are not included, tape over all exposed screws and bolts, even those which appear to be out of a child’s reach.

Hard Surfaces

Do not install a set over a hard surface, such as concrete, brick, blacktop, or cinders.  Grass or sand is better.

Sharp Edges

Some sets have sharp edges on points where the parts fit together.  Tape over these areas with heavy tape and inspect the taped areas regularly for weather damage.

Improper Anchoring

Legs can be set in concrete for stability.   All types of anchoring devices should be placed below ground level to avoid a tripping hazard.

Supervision

Good supervision is required for all activities and events on school property.

Of the liability claims which involve injuries to students and subsequently go into litigation, lack of supervision is the most common theory of liability argued by plaintiff attorneys.

The extent of supervision is dependent on the age of those in the group, what the activity is, and how many people are involved.  Pre-schoolers and younger students require stricter supervision.  Staff should also be aware that classes such as chemistry, home economics, gym, and recess hold greater injury exposure to students and therefore require stricter supervision.

School Events

School activities, such as dances, plays, festivals, and Christmas programs, create a greater risk due to larger groups assembling on school property.  Adequate staff or the help of adult volunteers should be requested to oversee these activities.  All staff and volunteers should be provided any needed training and given proper instructions as to their responsibilities.

Athletic Events

There is a higher risk of serious and frequent injuries in athletic competition.  This is especially true for contact sports, such as football.

Even though there are not state requirements for medical personnel to be provided at any athletic event, it is advisable to provide as high a degree of medical services for these events as possible.  This can range from a medical doctor to a lay person trained and certified in emergency first aid and CPR (cardiopulmonary resuscitation).

For football games, it is recommended that the home school arranges for the local rescue squad or ambulance service to be at the field during the game.  If this is not feasible, there should be someone at the game certified in emergency first aid and CPR, as well as a means to readily contact emergency medical services.

For other events, such as basketball, track, and volleyball, it is recommended that the home team provide an individual certified in emergency first aid and CPR during the event, as well as a ready means to contact emergency medical services.

To follow these recommendations, it may be to the school’s advantage to have a coach, trainer, or other school staff member certified to perform these emergency first aid and CPR duties.  This would ensure the school would have someone available even during practices.

Written procedures should be developed by the school to provide guidelines on what measures are to be taken at each type of event.  These procedures should include names and telephone numbers.  The written plan would also cover parental notification in case of injury and procedures for treatment and transportation of the injured student.

A thorough review of required staff, adult volunteers and/or uniformed security personnel should be made for athletic events, festivals, dances, school programs, etc. held at or on behalf of your school.  A greater liability exposure exists for the school during large assemblies.  Many schools use off-duty, uniformed policemen or uniformed security guards who provide both supervision and security for athletic events, festivals, and large dances.

CHAPTER 4. EMPLOYEE SAFETY

Employee Safety

Maintaining the safety and well-being of employees and school volunteers is a major safety goal for schools.   To achieve this goal, these individuals must also be committed to practicing safe work habits and maintaining safety awareness.  All too often, accidents occur as a result of unsafe working conditions, unsafe equipment, and unsafe actions of employees/volunteers.  Good housekeeping and organization are essential in all work areas.  Maintain equipment in safe operating condition.

Implement a policy to have any unsafe actions, conditions, or equipment immediately reported to administration.  A supportive administration is essential for an effective safety program.

Any time an accident or near accident occurs, regardless of whether or not an injury occurred, complete an incident report and place it with school files.  An accident investigation report is completed to determine what caused the event and what can be changed or implemented to reduce or eliminate the likelihood of recurrence.  This also can be completed in conjunction with the first report sent to Catholic Mutual.

Falls, being struck by or against an object, and lifting are the three most common causes of injury to school employees.

Reduce Risk of Falls

Wear appropriate shoes for the work being done and for the walking surfaces which may be encountered.  This is essential for maintenance personnel, who should wear shoes with slip-resistant soles.  If a slippery walking surface cannot be avoided, practice safe walking.

Steps to Reduce Impact Accidents

Being more alert to potential hazards is vital.  These types of injuries occur during gym and recess activities and around storage rooms with overhead supplies.  Maintenance employees should know how to operate equipment safely, and the equipment should be in good condition.  Appropriate equipment guards should be in place.  When working around or with hazardous equipment, employees/volunteers should wear safety goggles, gloves, or other appropriate protective equipment.

Lifting Techniques

All employees and school volunteers are exposed to potential back injuries regardless of their work duties.  Recent studies show back strain injury is by far the most costly of all Workers’ Compensation claims.  This study indicated approximately 30 percent of all Workers' Compensation claims are from back injuries, but back injuries account for over half of all Workers' Compensation costs in lost work time and medical payments.

Being safety-minded and knowing proper lifting techniques will reduce the risk of injury.  Never lift more than what can be done easily.  Otherwise, get mechanical help or a co-worker.  Keep your back straight and never twist when lifting or carrying.  Back belts with shoulder straps are being used more by workers exposed to back injuries.  The belts help restrict one from lifting improperly and also provide a continued reminder to be safety-minded when lifting.

Be safe, not sorry.  Accidents can happen at any time.  However, by practicing safety awareness and using safety sense, the majority of injuries can be eliminated.  Be alert to hazards and take precautions to protect yourself from being injured.

Catholic Mutual Group can provide safety videos and safety materials to assist in implementing recommended policies and procedures to improve the safety of all employees/volunteers.

Workers’ Compensation

Every state has distinct and specific statutes regarding injuries sustained by employees during their scope of employment.  As with liability and automobile claims, the individual’s well-being should be the first order of business.  After necessary medical treatment has been rendered, obtain all relevant facts pertaining to the accident.  Do not assess whether an employee’s alleged injury is work-related or not.  A First Report of Alleged Occupational Injury or Illness should be fully completed and sent to Catholic Mutual for handling.  Unnecessary delays in reporting of Workers’ Compensation claims can have serious ramifications.

If an employee is injured, first determine if the person needs medical assistance.  If so, contact the ambulance or emergency rescue team.  Second, photocopy and complete First Report of Alleged Injury Form in as detailed a manner as possible and submit it to Catholic Mutual.

APPENDIX

SCHOOL SAFETY MANAGEMENT TEAM ASSIGNMENTS

Suggested below are general responsibilities that should be designated to each major assignment.  The School Safety Management Team should convene at least once a year to review the plan and discuss pre-planning preparations for school emergencies.

	ASSIGNMENT/ROLE
	
	NAME
	
	BACK-UP PERSON

	
	
	
	
	

	Communications
	
	
	
	

	
	· Calls 911
	
	
	

	
	· Notifies Superintendent of Schools
	
	
	

	
	· Prepares incident log—(events and times)
	
	
	

	
	· Monitors incoming phone calls (ensures everyone is given same information)
	
	
	

	
	· Monitor classroom intercom transmissions
	
	
	

	
	· Releases any revised schedules
	
	
	

	
	· Devises telephone tree for staff during and after notification
	
	
	

	
	· Determines alternate forms of communications if necessary (fax, email, cell phones)
	
	
	

	
	
	

	Evacuation/Sheltering / Transportation
	
	
	
	

	
	· Coordinates alternate sheltering agreement with another school, church, club, etc.
	

	
	· Identifies special needs students
	

	
	· Maintains records of students
	

	
	· Conducts teacher training
	

	
	
	

	Student Accounting / Release to Parents
	
	
	
	

	
	· Prepares students release procedure
	

	
	· Submits accounting after evacuation
	

	
	· Maintains records of released students
	

	
	
	

	Medical Response
	
	
	
	

	
	· Provides First Aid at assigned location
	

	
	· Documents injuries
	

	
	· Maintains records of students and staff removed by ambulance and notes relocation
	

	
	· Prepares list of qualified staff to respond to medical emergencies (CPR, First Aid, EMT)
	


	Security
	
	
	
	

	
	· Provides access control and conducts lock down
	

	
	· Makes damage assessment and prepares documentation
	

	
	
	

	Media/Community


	
	
	
	

	
	· Coordinates parent and media arrivals at school
	

	
	· Provides location for briefings
	

	
	· Makes fact sheet available
	

	
	· Initiates effort to control rumors
	

	
	
	

	Engineer/Head Custodian
	
	
	
	

	
	· Conducts shut-off of building utilities
	

	
	· Identifies location of valves
	

	
	· Maps the location of hazardous materials in school
	

	
	· Assists security personnel as needed
	

	
	
	

	Counselor


	
	
	
	

	
	· Provides post-event counseling for students and staff
	

	
	· Makes family contact/visitation
	

	
	· Provides staff training regarding warning signs of at-risk students and staff
	

	
	· Prepares and issues available literature, handouts and pamphlets
	

	
	
	

	Other
	
	
	
	

	
	
	

	Other
	
	
	
	


EMERGENCY CODING SYSTEM

Pre-assigned building security codes should be utilized to notify school personnel of certain emergencies.  These codes may be in the form of words or phrases, and once announced, they shall automatically trigger specific responses from school personnel.  Emergency Codes are to be identified for the following situations:

	Situation
	Code
	
	Action to be Taken

	
	
	
	

	Assault/Weapon Threat
	
	
	

	
	
	
	

	Unwelcomed Trespasser/Intruder
	
	
	

	
	
	
	

	
	
	
	

	Unwelcomed Student
	
	
	

	
	
	
	

	
	
	
	

	Other
	
	
	

	
	
	
	

	
	
	
	

	Other
	
	
	


NOTE: For Fire or Severe Weather, follow standard alarm or announcement procedures (without codes).  For Bomb Threat follow fire drill procedures.

BUILDING CHAIN OF COMMAND

The establishment of staff roles and responsibilities is vital.  Within the school or facility, the first link in the “Chain of Command” is always the principal.  In the event this person is unavailable, each building shall develop and post a list of at least two alternate staff members who shall be deemed as the next in line of authority.

	Principal/Director Name
	
	Phone Numbers

	
	
	
	

	____________________
	
	Office
	

	
	
	Home
	

	
	
	Cell/Pager
	

	
	
	

	Alternate Names
	Position
	Phone Numbers

	
	
	

	1. __________________
	_______________
	Office
	

	
	
	Home
	

	
	
	Cell/Pager
	

	
	
	

	2. __________________
	_______________
	Office
	

	
	
	Home
	

	
	
	Cell/Pager
	


Fire Safety Checklist

The following fire safety guidelines should be conducted on a regularly scheduled basis:

	ITEM
	
	DATE CHECKED

	
	
	

	1) Storage rooms, boiler rooms, classrooms & offices are free of clutter & storage items are placed on shelves/cabinets.
	
	

	
	
	

	2) No material of any kind is stored within six feet of the boiler.
	
	

	
	
	

	3) No material of any kind is stored within three feet of the electrical panels.
	
	

	
	
	

	4) All electrical circuits should be properly labeled.
	
	

	
	
	

	5) All exit hallways/stairways are free of stored materials & desks.
	
	

	
	
	

	6) All bulbs in lighted exit signs are operating.
	
	

	
	
	

	7) Fire extinguishers are properly secured to the storage bracket and the pressure gauge indicates adequate pressure.
	
	

	
	
	

	8) Fire extinguishers are no more than 75 feet of travel distance from any one point to another extinguisher.
	
	

	
	
	

	9) The control panel of the fire alarm system is visually checked (monthly) to ensure all lights are functioning properly.
	
	

	NOTE: At least twice a year the alarm system should be inspected by a trained and licensed fire alarm company.
	
	


PLAYGROUND EQUIPMENT SAFETY GUIDELINES

Safety surveys should be conducted on a regularly scheduled basis.   The following list will point out some of the danger points that should be checked on each safety survey:

	Area
	Yes
	
	No
	
	Location

	
	
	
	
	
	

	1. Visible cracks, bending, warping, rusting, or breaking of any component.
	
	
	
	
	

	2. Deformation of open hooks, shackles, rings, links, etc.
	
	
	
	
	

	3. Worn swing hangers and chains.
	
	
	
	
	

	4. Missing, damaged, or loose swing seats; heavy seats with sharp edges or corners.
	
	
	
	
	

	5. Broken supports/anchors.
	
	
	
	
	

	6. Footings exposed, cracked, or loose in the ground.
	
	
	
	
	

	7. Accessible sharp edges or points.
	
	
	
	
	

	8. Exposed ends of tubing that should be covered by plugs or caps.
	
	
	
	
	

	9. Protruding bolt ends that do not have a smooth finished cap or cover.
	
	
	
	
	

	10. Loose bolts, nuts, etc.
	
	
	
	
	

	11. Splintered, cracked or otherwise deteriorated wood.
	
	
	
	
	

	12. Lack of lubrication on moving parts.
	
	
	
	
	

	13. Worn bearings.
	
	
	
	
	

	14. Broken or missing rails, steps, rungs, or seats.
	
	
	
	
	

	15. Surfacing material worn or scattered (in landing pits, etc.)
	
	
	
	
	

	16. Hard surfaces, especially under swings, slides, etc.
	
	
	
	
	

	17. Chipped or peeling paint.
	
	
	
	
	


	18. Vandalism (broken glass, trash, etc).
	
	
	
	
	

	19. Pinch or crush points (exposed mechanisms, junctures of moving components; for example, the axis of seesaw).
	
	
	
	
	

	20. Tripping hazards, such as roots, rocks or other environmental obstacles.
	
	
	
	
	

	21. Poor drainage area.
	
	
	
	
	


Remarks: 

Any items answered “Yes” should be reported to the school administrator.
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