
SAFETY AND
OPERATIONS MANUAL

2021-2022



Table of Contents

● Introduction……………….……………………………….................................................. 3

● Fire/Security Procedures….………………………………................................................... 4

● Insurance, Building, and Fire Marshall Concerns …………………………………………. 5

● Workers’ Compensation Rules and Policies……….………………………………………. 7

● Tobacco Free Policy / (E-cigarettes)…….…………..……………………..………………. 11

● General Liability Issues …………………………………………………………………… 11

● Alterations to Building or Site..…………………………………………………………… 12

● Instruction and Maintenance Schedule……………………………………………………. 12

● JCPS Auto Insurance..……………………………………………………………………. 13

● Pest Control..………………………………………………………………………………. 14

● Athletic Fields ……………….……………………………………………………………. 15

● Playgrounds..………………………………………………………………………………. 16

● Energy Management & Scheduling ………………………………………………………. 17

● Furniture and Equipment..……………………………………………………………….... 18

● Cleaning..………………………………………………………………………………….. 18

● Work Orders..………………………………………………................................................ 19

● Keys..………………………………………………………................................................. 19

● Storm Procedures and Preparedness..……………………………………………………… 20

● Grounds – General Requirements..………………………………………………………… 20

1



● Holiday Checklist..……………………………………………………………………….... 21

● Asbestos Management..……………………………………................................................. 22

● Hazard Communication and the Globally Harmonized System (GHS)……………………. 23
● Safety Data Sheets………………………………………………………………….. 24
● Chemical Hygiene Plan..……………………………………………………………. 26

● Contracted Employers…………………………………………………………………….... 24

● Science Classroom / Lab Safety – Employee Requirements……………………………….. 27

● Career & Technical Education Safety – Employee Requirements..………………………… 36
 
● Bloodborne Pathogens.……………………………………………………………………… 40

● Bloodborne Pathogens Basics (Employees Must Know) ….………………………. 57

 FORMS…………………………………………………………………………………….…...
● Employee Hepatitis B Vaccination Form/Exposure Questionnaire…….………….. 55-56
● Exposure Incident Form……………………………………………………………. 59
● Safety Meeting Roster....……………………………………………………………. 60
● BBP and Emergency Call Down List……………………………………………….. 61

2



Introduction

Johnston County Public Schools has prepared this Safety and Operations Manual in an effort to better
inform and educate our employees.  All JCPS employees share responsibility and accountability for
adhering to the requirements of this manual for the safety and well-being of each person in the school
system.

As an employee, you should first understand how and to whom safety issues are delegated within JCPS.
Each school has a person appointed as the School Site Safety Officer (Head Custodian), and the various
departments have Safety Response Person(s) responsible for their individual areas.  These people are
trained annually in areas, including, but not limited to, Asbestos Management, Bloodborne Pathogens,
and Chemical Safety.  When a safety-related situation arises, you should always report the incident to the
school administration and School Site Safety Officer. As well, JCPS has a Safety Committee comprised
of the following individuals:

Dewey Baker - Coordinator of Custodian Services
Elizabeth Dahlman - Executive Director of High School Education
Duston Dunn - Coordinator of Environmental Services
Dana Edwards, Director - School Nutrition Director
Chase Ferrell - Auxiliary Services and Safety Officer
Caitlin Furr - Executive Director of Communication
Sonya Grice - Benefits Director (Workers’ Compensation)
Beth Hockaday, RN - Coordinator of School Health
Weston Hockaday, PE - Engineer of Energy Management
Shane Johnson-  Coordinator of Facility Services
Suzanne Lujan, Executive Director of High School Curriculum
Brooks Moore, PE - Chief of Facilities and Construction
Dr. David Pearce - Assistant Superintendent of Auxiliary and Administrative Services
Josh Plisko - Director of Athletics and Drivers Education

Chase Ferrell and Duston Dunn, the School System Safety Officers, will have the responsibility of
ensuring the School Site Safety Officer’s needs are met in terms of training and providing necessary
devices, etc. for materials handling.

Areas of safety and operations for JCPS are outlined in this manual.  It is important that you familiarize
yourself with each subject listed in the table of contents.
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Fire & Security Procedures

FIRE
● Every employee should know how to use a fire extinguisher. If you are unsure, please contact your

school administration and school site safety officer for the appropriate training.

● Whenever the fire alarm sounds, the building is to be evacuated immediately by everyone. This is
the law.

● Each occupied space must have an evacuation plan posted by each exit door.

● Please make sure you know how to activate the fire alarm pull station. Do not be confused by the
vandal proof cover.

● North Carolina requires that all schools have a fire drill for each calendar month including one
during the first five days of the new school year.

● A proper fire drill consists of notifying the monitoring agency, choosing and documenting a pull
station, pulling the pull station, timing the exit, silencing the alarm, resetting the system, returning
students to class, and filling out the proper form.

● North Carolina fire code requires that no more than 25% of classroom wall space be covered in
flammable material. Hallways can have no more than 10%. Doorways may not have flammable
material posted on or around them.

SECURITY
● All campuses have a monitored security system in place.

● Law enforcement and the school’s administration are contacted within 60 seconds of a security
breach.

● Anyone found in a building during a security investigation is subject to arrest and/or fine.

● Only authorized personnel have the code to arm or disarm the system.

● The security system is activated by motion. Any object that can be moved by forced air should be
secured.

● Law enforcement requests to search the buildings with canines or to use the buildings for training
activities must be approved in advance by the Superintendent.

4



Insurance, Building, and Fire Marshall Concerns

We have to maintain 100% building replacement coverage on our buildings. Once a year, the North
Carolina Department of Insurance inspects Johnston County Public Schools. Insurance violations for
which we could lose replacement coverage include but are not limited to the following:

● Extension cords

● Electric heaters (Prohibited per JCPS Board Policy)

● Multiple appliances/electronics plugged into outlets at the same time

● “Daisy Chaining or Piggy Backing” of power strips and cords. In other words, one cord plugged into
another, and into another, etc., for the sake of having enough power for the amount of equipment in
use, or in an effort to reach a power outlet.

● Upholstered furniture in classrooms

● Interior playhouses and tents

● Cloth material hanging from windows and bookcases

● Carpet pieces or rugs that do not carry flame retardant tags

● Ceiling tiles may not be painted

● Any flammable material hanging from ceilings

● Vehicles (cars, trucks, trailers, and equipment) parked beside the building or mobile units

● Fire extinguishers not in place

● Flammable materials stored within the building, i.e. gasoline, paint, propane

● Kiln rooms must be clear of all flammable material

● Live Christmas trees with lights

● Strings of Christmas lights on bulletin boards or doors

● More than 25% of classroom wall spaces, 10% of hallway wall spaces, walls around doors, and door
surfaces covered with flammable materials

● Flammable material on both sides of the hallway
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[Insurance, Building, and Fire Marshall Concerns - Continued]

● Mechanical boiler rooms and mechanical platforms used as storage rooms

● Electrical panel blocked

● Exit windows and exterior doors blocked or anything placed in front of them in such a way that it
obstructs egress

● Teachers placing knick-knacks on the window sill

● Extreme fire load – Excessive books and paper stacked on floors

● Use of plug-in deodorizers

● Open flame devices including candles, lanterns, or devices that emit smoke. Appliances such as hot
plates (with the exception of science rooms), coffee makers, and toaster ovens in the classrooms.

● According to NC General Statutes - Chapter 115C Article 29A - Tobacco use is prohibited in school
buildings, on school grounds, and at school sponsored events.

● Storage buildings and other separate structures too close to the school building. At a minimum, they
should be 30 feet from the school building and should be strapped down.

● Any type of LAMP in use, must have L.E.D. bulbs rather than traditional and CFL light bulbs.

Violations of the insurance or building codes will be assessed and documented to the appropriate party,
i.e., the administration.

Please note that any break-in or vandalism should be reported to
Shane Johnson (919-934-2021 ext. 7038) at Facility Services as early as possible so
crews can respond immediately.
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WORKERS’ COMPENSATION RULES AND POLICIES
*Note:  There may be changes to this material pending legislative decisions and board policy review.

Safety and accident prevention is everyone’s responsibility. Each employee is expected to follow all
safety rules and to perform their work in a safe manner. Each leader is responsible for safety,
implementing the Johnston County Public Schools’ safety program, and training employees in safe work
procedures. The Superintendent has overall responsibility for safety at each location. It is the intent of
Johnston County Public Schools to provide a safe and healthy place of employment for every employee
and to abide by regulations set forth by federal, state, and local governments.

Accident prevention is essential in maintaining a safe, efficient operation. It is our expectation that safety
rules shall be strictly observed at all times. These rules are considered very important; however, it is
impossible to publish a rule that covers every circumstance. If a rule that might cover a specific condition
has been omitted, that shall not be an excuse for disregard of common sense in the safe performance of
your work. The procedures, practices, and recommendations outlined in the Safety and Operations
Manual support other appropriate procedures already practiced at different levels within our school
system, i.e., fire drills, inclement weather drills, emergency evacuation.

The possession or consumption of alcohol, drugs or any other controlled substance is against policy and
violators are subject to immediate dismissal. Possession of firearms or other weapons is also prohibited by
Johnston County Public Schools’ policies.

Each employee is urged to cooperate fully with the policies set forth by Johnston County Public Schools.
For more information regarding policies, a complete policy manual can be accessed on the system website
at www.johnston.k12.nc.us. Abuse or disregard of policies is an infraction that will be treated accordingly.
Remember, your help in preventing accidents and injuries benefits you and your fellow employees.
Everyone should strive for a record of zero accidents!

Ten General Safety Rules for All Employees
All Employees:
● Shall accept their share of responsibility to maintain a safe working environment within the Johnston

County Public School System by following safe practices, to use personal protective equipment (PPE)
as required, to provide all possible assistance to safe operations, and to immediately report all unsafe
conditions to their supervisor. Supervisors should then correct the situation or report the deficiency to
the proper department for corrective action.

● Shall immediately report ALL on-the-job accidents to their supervisor and the onsite Workers’
Compensation contact and follow the established Workers’ Compensation procedures, especially, if
medical treatment is necessary.

● Shall not engage in any acts that can influence the safety of themselves or other employees, i.e.,
reporting to work under the influence of drugs or alcohol, engaging in horseplay, or substituting
other items for required tools such as hammers or ladders.

● Shall not use chairs, tables, or other like items in place of ladders when conducting activities above
shoulder level, i.e., hanging items on wall, reaching in/retrieving from shelves. Assistance should be
requested.

● Shall follow proper lifting practices such as lift with the legs, carry the load in front and straight
without twisting, get help with heavy or bulky loads, and wear back support when lifting in excess of
35 pounds.
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[Workers’ Compensation Rules and Policies, Ten General Safety Rules for All Employees - Continued]

● Shall not operate tools, equipment, and machinery unless trained and authorized.
● Shall not remove or disable any safety device, keeping guards in place at all times on operating

machinery, and immediately report all machinery deficiencies.
● Shall wear proper clothing and footwear, minimal jewelry, and keep long hair confined when working

around machinery or in other situations that could promote injury. Employees should
wear non-skid shoes on newly waxed floors, kitchen areas, tiled areas, and raised level areas.

● Shall handle chemicals and chemical storage according to OSHA standards and know where the site’s
Safety Data Sheets (SDS) are located. Employees should never mix chemicals due to creating
dangerous gases that can be harmful or even fatal. Always follow the manufacturer’s directions.

● Shall maintain and follow good housekeeping procedures at all times.

Assignment of Responsibilities
JOHNSTON COUNTY PUBLIC SCHOOLS SAFETY COMMITTEE
Participate in and support the safety program by:
● Providing a safety information channel to all employees.
● Recommending safety policies and practices.
● Reviewing accident data.
● Reviewing accident investigations.
● Reviewing accident statistics and reports and making recommendations for improvement.
● Collaborating with the Workers’ Compensation carrier to decrease the number of incidents by

exploring improvement strategies.
● Scheduling regular meetings for reviews and/or site visitations.

WORKERS’ COMPENSATION PROGRAM COORDINATOR (WCC)
Participate in and support the safety program by:
● Complying with federal, state, and local requirements regarding safety issues.
● Delegating workers’ compensation safety program responsibilities to responsible employees and

holding those employees accountable for completing assigned safety functions.
● Ensuring representation on the Johnston County Public Schools’ Safety Committee.
● Serving as the contact person for all workers’ compensation safety related matters.
● Coordinating workers compensation safety training.

DEPARTMENT COORDINATORS
Participate in and support the safety program by:
● Participating as a member of the Johnston County Public Schools’ Safety Committee as necessary.
● Attending safety-training sessions as necessary.
● Coordinating safety training and disseminating information as necessary.
● Ensuring that new and transferred employees receive appropriate safety training.
● Serving as the contact person for all safety related issues.
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[Workers’ Compensation Rules and Policies, Assignment of Responsibilities - Continued]

DEPARTMENT SUPERVISORS
Participate in and support the safety program by:
● Investigating all accidents and taking corrective actions as necessary.
● Enforcing the General Safety Rules for All Employees.
● Conducting regular inspections of facilities and equipment and making

recommendations for safety improvements.
● Reviewing and updating the Safety Data Sheets (SDS) logs.
● Ensuring that new and transferred employees receive appropriate safety training.
● Monitoring work procedures of new and transferred employees to ensure safe work procedures.

ELEMENTARY, MIDDLE, AND HIGH SCHOOL PRINCIPALS
Participate in and support the safety program by:
● Complying with federal, state, and local requirements regarding school safety.
● Being responsible for school safety.
● Appointing and supporting a School Safety Coordinator and establishing a Site Based Safety Team to

review accident reports and make recommendations for improvement.
● Report findings of the Site Based Safety Team to the Johnston County Public Schools’ Safety

Committee.
● Supporting the guidelines set forth by the Johnston County Public Schools’ Safety Committee.
● Monitoring the management of emergencies regarding the safety of students, employees or the general

public.
● Reporting all on-the-job injuries immediately to the Central Office Workers’ Compensation

Director, Sonya Grice at 919-934-6032, ext 8037, SonyaGrice@johnston.k12.nc.us.

SCHOOL/SITE STAFF
Participate in and support the safety program by:
● Complying with the General Safety Rules for All Employees.
● Being responsible for the safety of the work site.
● Report any safety hazard immediately upon discovery of the hazard.
● Complying with all safety procedures that apply to specific areas (e.g., shops, labs, playgrounds,

kitchens, etc.)
● Teaching and monitoring safety practices.
● Storing and utilizing approved hazardous chemicals/materials properly.
● Immediately reporting all on-the-job injuries to their immediate supervisor and the site Workers’

Compensation contact.

*NOTE: ALL persons serving in a managerial/supervisory capacity are encouraged to utilize “loaner”
resources provided at no charge by the JCPS Workers’ Compensation provider.  These tools include
videos and literature related to various safety topics and will prove to be invaluable to an effective safety
program. Please contact Sonya Grice at 919-934-6032, ext 8037, SonyaGrice@johnston.k12.nc.us.
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Accident Reports and Investigations

ACCIDENT REPORTS
All accidents must be reported and properly documented, even those without medical treatment, are to be
reported immediately to the supervisor and the Workers’ Compensation site contact. At a school site, this
is usually the Head Secretary of the school. A written statement and medical release form must be
completed by the injured worker and forwarded to Human Resource Services of Johnston County Public
Schools within 48 hours of the injury.

The WCC is responsible for assessing the injury to determine the course of action. If the injured requests
medical treatment they should notify Sonya Grice at 919-934-6032, ext 8037. Prompt reporting allows
better management of the claim, reduction of lost time or medical costs, and compliance with Workers’
Compensation laws. It is the responsibility of every supervisor to inform their staff that accident reporting
is mandatory and to provide the name of the site contact. Site contacts are responsible for securing the
injured worker’s written statement and medical release form. Each site contact has been provided the
necessary forms directly related to the reporting process.

During the course of the claim, the site contact will be an integral part of submitting information to
Human Resource Services.

ACCIDENT INVESTIGATIONS
Investigation of an accident should be conducted by the supervisor, or designee, to determine how the
accident occurred, if it could have been prevented, if it was due to a physical aspect of the location, and if
procedures can be implemented to avoid future accidents of the same type. The person investigating the
incident should immediately review and secure any video surveillance of the area if available.
Results of the investigation should be reported to Human Resource Services and will be included in the
claim. On occasion the WCC and/or representative will conduct an official, detailed investigation.
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Tobacco Free Policy / (E-Cigarettes)

On August 1, 2008, the state of North Carolina implemented a 100% tobacco free schools policy. This
policy prohibits all tobacco use (cigarettes, e-cigarettes, chewing tobacco, etc.) by everyone, anywhere on
school property, at all times – which includes school events that occur after school hours.

This policy applies to all employees, students, and the public.  It also prohibits students from bringing
tobacco products on campus. All of the aforementioned information applies to any E-cigarettes
(including Vaping and Juuling.)

This action will support families in helping to prevent nicotine addiction among our youth.  Also, it will
help to provide a healthier air quality for everyone.

General Liability Issues

Students may not operate/drive any golf cart, Gator, tractor, lawn mower, school owned vehicle, etc.
*This is true even if a student has received previous permission and/or training and certification to
do so.

Appropriate speed limits must be acknowledged on the school grounds and excessive speed is not
tolerated.

Employees are not allowed to use aerosols, plug-in deodorizers, air fresheners, detergents, etc. as there
may be students and/or staff that have allergies to such products.

If any division of JCPS damages an employee’s vehicle, and the vehicle is not parked in designated
parking spaces, the school system will not cover the expense of the repair.

Any employee who damages school property will be required to pay for the damage and is subject to
further penalty by the Board of Education.

Vehicles, tractors, etc. are not permitted to drive on and/or across athletic TRACKS.  Damages are
costly to repair and can result in the repair cost being incurred by the individual school.
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Alterations to Building or Site
Johnston County Public Schools prohibits any alterations to buildings or grounds without written consent
of the Superintendent or his designee (which is the Facilities Officer of Johnston County Public Schools).

It is mandatory to attend the round table process in order to have these projects
approved. Contact Facility Services to initiate the approval process, 919-934-2021.

Examples:

Building - painting walls (JCPS has approved district wide colors), adding/modifying walls, furniture,
outlets, floor covering, any minor or moderate construction

Grounds - planting trees and shrubs, constructing planters, any sort of digging or excavating,
constructing playgrounds, the addition of outdoor signs, memorial gardens, projects

Technology Additions/Installations - adding data drops, mounting technology equipment, such as
interactive panels, displays or digital signage, etc. Technology Services will need to do a feasibility
assessment to: for additional drops,  verify there is room on the switch; for mounting technology, verify
there is power available at the location and there is available data/network access if needed.

Instruction and Maintenance Schedule
Facility Services workers must complete their work during regular school hours. Therefore, employees
who are taking care of children should make sure that children are kept away from the work areas, i.e.
mowers, ladders.

Filter technicians change filters in each school on a regular basis.  If the air handler is in a
classroom, the technician must be able to enter the classroom while occupied, in order to complete
his tasks.  Unless the teacher is testing, he or she is to allow this person to complete his work when
he arrives.
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JCPS Auto Insurance
(Central Svc’s. Fleet Vehicles & White Activity Buses)

Employees required to drive JCPS vehicles during the performance of their job duties are required to
adhere to the following rules:

Note:  Employees that drive county cars, vans, trucks, etc. must be properly licensed drivers. Those
employees who drive white activity buses must receive testing and training in accordance with the
JCPS Transportation Department and the state of North Carolina.  Also, employees are subject to
random drug and alcohol testing.

● JCPS will conduct a motor vehicle record check (MVR) on a routine, discretionary basis - on all
drivers to determine any status changes with their license, i.e. speeding tickets, careless and reckless,
etc. Employees must report receiving any driving citations/tickets to their direct supervisor
(immediately) who, in turn, must notify Duston Dunn at 919-934-2021 ext.7027.

● Parents and ALL others who are serving as chaperones are not allowed to ride activity buses for any
occasion (field trips, band competitions, athletic events, etc.).  This includes ALL Johnston County
Public School EMPLOYEES as well as CLASSROOM SUBSTITUTES. The only exception to the
rule is when the JCPS EMPLOYEE or SUBSTITUTE is on duty (on the clock for JCPS during the
time of travel).

● A Johnston County Public Schools employee who is a North Carolina licensed bus driver and listed
with the JCPS Transportation Services drug and alcohol database is permitted to drive an activity bus
for any school as long as approved by that particular school’s administration.

● JCPS’s auto insurance policy does not provide coverage on 15 passenger vehicles and therefore
students should not be transported in passenger vans, Policy Code 6510.

● Drivers are not allowed to use county vehicles for personal errands during or after normal working
hours.

Drive responsibly – no horseplay, cell phone usage (to include texting), etc.  Employees are responsible
for any tickets they receive.

● In the event of an accident (no matter how small it may seem) drivers must immediately report
the situation to their supervisor who in turn will notify Duston Dunn at 919-934-2021 ext.7027.
A police report must be obtained in order to process insurance claims.
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Pest Control

Johnston County Public Schools has an annual contract with a pest control service.  This contractor
visits every site monthly and is on call as needed.

In accordance with the North Carolina School Children’s Health Act of 2006, Johnston County Public
Schools (JCPS) continues to implement Integrated Pest Management (IPM) procedures and practices in
the treatment and eradication of pests in our facilities. Simply stated, IPM requires elimination (when
feasible) of anything that will foster an environment to attract and/or harbor pests, i.e. food, water, hiding
places, etc. Therefore, all occupants of the facility, students and staff alike, share in the responsibility of
maintaining a clean and clutter free environment. By utilizing the IPM strategy, chemical treatment by a
pest management company on a regularly scheduled basis is unnecessary. Within the scope of IPM,
JCPS has the following measures in place to foster a healthy environment for the occupants of our
facilities:

● JCPS will only contract with Pest Management Companies that have a clear understanding of the
requirements, and practice the principles of IPM, as enacted by the NC General Assembly.

● JCPS has established an IPM coordinator at the Central Level which will respond to notification of
usage requests, record keeping, and pesticide risk management.

● JCPS will ensure that all staff, students, and faculty are educated about IPM as it must be a team effort
to obtain optimum results.

● JCPS has established the list of both insecticides and herbicides that could possibly be used at each
site during the school year. It is important to note that these chemicals are not used according to a
set/established schedule and will only be used when and if necessary.  Never, under any
circumstances, will these products be used inside of the building(s) while classrooms are occupied.
Likewise, herbicides and pesticides will not be used on the grounds in proximity to students.

● JCPS has established a protocol for bedbugs, which has been put into place by Student Services.

● The IPM coordinator is available to all parents, guardians, and staff members to answer questions that
may exist about the school system’s pest management program and pesticide use decisions.  Likewise,
a copy of the previously mentioned list of chemicals that may be used during the school year, as well
as requests for formal notification of use of these chemicals, may be obtained by contacting the
Johnston County Public Schools IPM coordinator.  Such inquiries should be made to:  Johnston
County Public Schools Facility Services, P.O. Box 1336, Smithfield, NC, 27577, phone
919-934-2021, fax 919-989-7796.

● For more information, please visit the Johnston County Public Schools website at
www.johnston.k12.nc.us.

Note:  A pest control log is located in the main office of each school to report problem
areas inside of the school, do not enter a work order. Food in the classrooms and offices
attract rodents and insects, therefore, each area should be cleaned daily.
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Athletic Fields
● Facilities and fields are to be used only with permission from the Principal.

● There shall be no damaging or defacing of any athletic fields and/or equipment (public school
property).  Violators will be prosecuted.

● No alcoholic beverages, E-cigarettes (including Vaping and Juuling) are permitted.

● No pets are allowed (only approved service animals.)

● No four-wheelers, vehicular traffic, bicycles, roller skates, or skateboard usage is allowed (including,
and especially on, the athletic TRACKS.)

● Improper use of fences, tracks, goal posts, batting cages, restrooms, dugouts, bleachers, concession
stands, lights, bleachers, and irrigation systems is prohibited.

● Field lining for events will be done on a weekly basis or as needed, additional lining can be performed
at the school’s expense.  Requests for additional graphics beyond the basic lining required by the
NCHSAA will be at the school’s expense.

● Topsoil, sand, etc. that is dumped on grounds for purposes of conditioning ball fields must be placed
in an area that will help to prevent it from becoming an eyesore while in the process of being
used/moved. Only topdress within playing areas, drainage areas shall never be topdressed as
this will impede the flow of water and damage adjacent areas such as tracks.

● Irrigation clocks must be monitored routinely to ensure they are operating on the proper schedule to
accommodate water restrictions set forth by the local city or county government.  Facility Services is
only responsible for underground leaks, irrigation heads damaged by mowing will be the
responsibility of the school to fix.

● Emergency Action Plans should be reviewed yearly (prior to first contest), be venue specific, posted
properly, and an AED identified for use during school sponsored athletic events.

● All gates must be secured at the end of play, on weekends, and holidays. It is imperative that the JCPS
standard locks remain on all gates.  The school(s) may not add their own.  In addition, if there is a use
agreement between the school system and a particular Recreation or Association League and they use
a lock of their own, JCPS must be provided with a duplicate key.  In each case, if the rules are not
followed, JCPS reserves the right to cut the locks for admittance.

There are precautionary items that JCPS employees must utilize when supervising students using
the athletic fields:

● An adult must supervise activity on the fields.
● Spectators are not allowed on the fields during events.
● Students must not be allowed on the fields without proper footwear (no bare feet).
● Students must not be allowed to throw foreign objects within the play area as this may cause

injuries.
● Facility Services recommends that no playing should be allowed on wet fields as this may result in

injury.
● Athletic Teams may not use watering troughs or obtain water from any source that is not sanitary.
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Playgrounds
● Facilities and playgrounds are to be used only with permission from the Principal.
● Students must not be allowed to dig in and/or around playground areas.
● There shall be no damaging or defacing of playgrounds and/or equipment (public school property).

Violators will be prosecuted.
● No alcoholic beverages, E-cigarettes (including Vaping and Juuling) are permitted.
● No pets are allowed.
● No bicycles, bicycle helmets, roller skates, or skateboards are allowed.
● JCPS performs annual playground inspections; Playground installation and maintenance (including

safety surfacing, repairs, and/or replacement) will be the responsibility of the original purchaser of the
playground or equipment, including the recurring cost of maintaining the safety surfacing material.

There are precautionary items that JCPS employees must utilize when supervising students using
the playgrounds:

● An adult must supervise activity on the playgrounds.
● Students must not be allowed on the playgrounds without proper footwear (no bare feet).
● Students must not be allowed to throw foreign objects within the play area as this may cause injuries.
● Students are not allowed to walk or play on the playground border.
● Students should be encouraged not to wear loose articles of clothing.
● Facility Services recommends that no playing be allowed on wet playgrounds as this may result in

injury.

On playgrounds, active supervision must be given to students using equipment.  Improper use of
equipment results in the greatest number of student accidents.

When considering proper use of swings, students must:

● Hold on with both hands.
● Not be allowed to stand on swing seats.
● Stop swinging before getting off.
● Never swing or twist empty seats.
● Stand clear of moving swings to avoid contact and possible injury.

When considering proper use of slides, students must:

● Slide feet first only.
● Not be allowed to push, run, or shove others.
● Not stand in front of entrance or exit of the slide.

The purpose of a play environment is to develop a child physically, intellectually, socially, and
emotionally.  As a JCPS employee it is your job to enhance these qualities.  Therefore, always be aware of
safety hazards on the playground.  Statistics have shown that falls account for the largest number of
accidents with improper usage and lack of supervision following closely behind.  Please help to eliminate
accidents with your students.

If you notice broken equipment or anything that requires immediate attention due to a safety
concern, contact Facility Services immediately at 919-934-2021 to report the issue(s) and follow up
with entering a maintenance work order.
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Energy Management & Scheduling
The Johnston County Public Schools Board of Education amended its Energy Management, Policy
Code: 6531-R to include energy management guidelines. The successful implementation of an energy
management and conservation program is the joint responsibility of the board members, administrators,
teachers, students, and support personnel.  Some of the highlights from this revised policy are:

● Every student and employee will be expected to contribute to energy efficiency in our district. In
addition, every person is expected to be an “energy saver” as well as an “energy consumer.”

● All unnecessary lighting in unoccupied areas will be turned off. All lights will be turned off when
students and teachers leave school. Custodians will turn on lights only in the areas in which they are
working.

● The teacher is responsible for implementing energy guidelines during the time that he/she is present in
the classroom.

● The custodians are responsible for control of common areas, i.e., halls, cafeteria, etc.

● Since custodians are typically the last occupants to leave the building(s), they are responsible for
verification of the night time shut down.

● There are defined, non-negotiable set point temperatures for heating and cooling which vary between
seasons.

● Any type of LAMP in use must contain L.E.D. bulbs rather than traditional light bulbs.

● Microwaves, toaster ovens, refrigerators and coffee pots (including K-cup/single serve) are not
allowed in classrooms unless required by the curriculum.

● Crock pots, hot plates, bread toasters, bread-making machines, specialized grills, and space heaters
are not allowed in any school facility.

The heating and air conditioning of most schools is controlled centrally via computer. The computer
generally brings the heat or air on before school starts and turns it off shortly after school ends.
Therefore, if there is an event that is to take place in the later afternoon or evening, there will not be any
heat or air on unless the event has been scheduled in advance. The event must be scheduled a week in
advance.  In other words, if you don’t tell us, we don’t know.
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Furniture and Equipment
● Johnston County Public Schools requests that wooden seating not be purchased, especially wooden

chairs, benches, or picnic tables.

● Please note if set screws/hardware is loose and could cause an injury. Tighten and/or repair the issue.
If you are unable to do so, please notify your Head Custodian.

● Furniture and equipment are not to be left or stored outside, i.e. chairs, desks, tables, etc.
Submit a work order for items to be picked up.

● All bookcases over 4ft. high must be anchored to the walls by Facility Services.

Cleaning
Classrooms, offices, and lounges are to be left each day ready to be cleaned, i.e.:

● Chairs will be placed on desks.

● All trash in the trash can (the floor must be clear of debris.)

● Sinks and counters will be clear.

● Personal food items removed.

● No dishes left for the custodian to wash.

● Animal cages must be cleaned and disinfected daily by the owner. This is not a custodial
responsibility.

● Plants or other items which contain water will not be left on windowsills or carpet.

● Items spilled on the carpet or tile will be cleaned immediately.

● Classrooms, offices, and bathrooms will be cleaned by the custodian.

● Employees are responsible for the spaces to which they have been assigned. Building and fire
code violations as well as pest problems caused by the employee will be documented. Employees
should strive to maintain professional-looking, safe environments for students and adults.
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Work Orders
● No employee (administrator, teacher, custodian, etc.) is to engage the services of any outside

contractor regarding additional maintenance or service to the building without approval
through the Round Table process. To be put on the schedule, call Denise Fox at Facility Services
(919)934-2021.

● Maintenance work orders are submitted to Facility Services electronically via SchoolDude per the
school’s appointed designee and the cafeteria manager (written or called in work orders are not
accepted)
❏ Do not duplicate work orders. The foreman will maintain the status of work orders, comments

may be added to the work orders as needed for updates.
❏ Emergencies should be called in to Facility Services by your school’s appointed designee,

followed by entering a maintenance work order.
❏ When entering a work order, do not enter more than one request per work order.

● Technology related work orders are submitted to Technology Services electronically by the school’s
administration or appointed designee. JCPS utilizes Schooldude, or IT Direct, for Technology work
orders. Written or called in work orders are not accepted. Emergencies should be called in to
Technology Services by your school’s appointed designee, followed by entering a Technology/IT
Direct work order.

Keys and Fobs
● The school system’s keying and fob system is standardized and complex.

● Employees who are issued keys and fobs need to return those keys and fobs at the end of each school
year and can expect a fine if they are lost. The fine for a lost key ranges from $5-$10. The fine for a
lost key fob is $10. If keys or fobs are lost, employees need to report these items to their school
administrators immediately. School bookkeepers will facilitate the process for submitting payment for
lost keys and fobs. Fobs will be deactivated upon notification of a lost fob. School administration
shall notify Ben Barbour or Chase Ferrell if a fob has been lost.

● Fobs will be operational during hours pre-determined by school administration.

● Key fobs are not to be transferred from one employee to another.

● Upon an employee’s retirement or resignation, keys and fobs need to be collected by the school’s
administration. Ben Barbour needs to be contacted before a fob is assigned to another employee in
order to allow the master database to be updated.

● Keys are not to be duplicated without the permission of the Johnston County Board of
Education.
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Storm Procedures and Preparedness
● Unsecured outside items must be secured or brought inside.

● Catch basins must be cleaned regularly, but especially prior to a storm to allow proper drainage of
water.

● All windows and doors closed and secured.

● After a storm or other natural disaster, the school must inspect the campus for damage and an
accurate, thorough record will be kept for all damaged items. Facility Services must be contacted
immediately with this information.

Grounds – General Requirements
● All items and debris should be removed on a regular basis, i.e. litter on grass, debris around

dumpsters, outside trash cans emptied routinely to avoid them running over, etc.  Other examples are
student clothing (jackets, hats, etc.), teacher chairs, discarded athletic equipment (soccer goals, tires,
cones, balls, etc.) must be removed from grounds/playgrounds daily.

● No tape/paper (i.e. making your own sign to cover an existing sign) shall be added to a sign already in
place on JCPS grounds/property.  Tape tends to damage the signs.

● Routine preventative maintenance (check fluids, filters, etc.) is required on school owned athletic
and grounds equipment (lawn mowers, tractors, gators, etc.)

● Discarded furniture or equipment must not be piled and/or stored outside of the building.

● Keep cars off of the grass and concrete walkways for obvious reasons.
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Holiday Checklist

Don’t Forget…
● The rooms must be left clean and orderly.

● All blinds must be closed.

● Any teachers who have animals in the rooms must take them home.

● All trash must be taken out to ensure that no food is left to attract insects or rodents. Refrigerators
must be left cleaned and should be unplugged (be sure to leave the door open).

● Hit the Switch - All lights must be turned off.

● Pull the Plug - Turn off nonessential electronics such as coffee makers, toasters, radios, fans, printers,
scanners and other small appliances. Consider also powering down your computer and unplugging
desk-side devices or chargers.

● Save and secure - Shut exterior windows and doors to boost security and energy efficiency. All doors
must be closed and secured including the mobile units. If you are having any problems, you need to
inform us before the break so the problems can be resolved.

● Don’t forget that the heat and air will be on holiday schedule (temperature ranges of 55F to 85F). If
you have anyone using the facility during the holidays, you must make sure a schedule has been
submitted to facilities@johnston.k12.nc.us.

● The Administration or Head Custodian must check the building(s) a couple of times during the
holidays to make sure the doors are secure, etc.
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Asbestos Management

Johnston County Public Schools strives for the highest standards of compliance as pertinent to all state
and federal regulations concerned with Asbestos Management. AHERA (Asbestos Hazard Emergency
Response Act); 40 CFR Part 763 regulates asbestos activities in public and private elementary and
secondary schools. The rule requires schools to inspect for asbestos containing materials, develop
asbestos management plans, and implement response actions in a timely manner. In accordance with
these requirements, JCPS contracts with a highly accredited company who specializes in this field. To
follow are key points of the AHERA rule and information as it pertains to our school system:

● Maintenance and custodial staff are trained annually in asbestos awareness.

● Most asbestos in the schools is in the floor tile. Therefore, no employee should disturb floor tile for
any reason.

● Each site has an inspection by certified personnel.

● The AHERA (Asbestos Hazard Emergency Response Act) manual containing the asbestos
management plan is located in the school’s main office. This manual contains a floor plan of asbestos
locations, types of asbestos, as well as copies of inspection reports. Even if a school has no asbestos,
a manual must be in place at the school stating such in the form of a letter from the general contractor
or architect.  This manual is a matter of public record and can be viewed by anyone.

● New schools and classroom additions built or renovated since 1985 are asbestos free.

● The Johnston County Board of Education has worked aggressively since the late 80’s to eliminate
asbestos in the schools and is practically asbestos free.

● Any questions, please contact Duston Dunn, Environmental Services Coordinator.
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Hazard Communication and the Globally Harmonized System (GHS)

General Policy
The purpose of this notice is to inform all employees that Johnston County Public Schools is complying
with the OSHA Hazard Communication Standard, Title 29 Code of Federal Regulations 1910.1200, by
compiling a list of potentially hazardous chemicals, by using Safety Data Sheets (SDS), by ensuring that
containers are labeled, and by providing our employees with appropriate training.

This program applies to all work operations within the school system where employees may be exposed
to potentially hazardous substances under normal working conditions or during an emergency situation.
All locations should have a designated safety response person(s) who will ensure that all SDS manuals
have been updated and are accessible to all location employees. To follow are the response persons listed
respectively to elementary, middle, and high schools:

Elementary Schools
Site Safety Officer (Head Custodian), Assistant Principal, Cafeteria Manager

Middle Schools
Site Safety Officer (Head Custodian), Assistant Principal, Cafeteria Manager, Lead Science Teacher

High Schools
Site Safety Officer (Head Custodian), Assistant Principal, Cafeteria Manager, Chairman of the Science
Department, Chairman of the Career and Technical Education Department

The goal of this program is to inform all employees of the potentially hazardous materials that they work
with on a daily basis, and to raise their awareness and responsibility to safety in the workplace.

All substances listed in the Safety Data Sheet (SDS) manual under certain circumstances may be
considered hazardous and it is important for the employee to review and be aware that these materials
could have adverse effects on any individual coming in contact with them.
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Safety Data Sheets (SDS’s)

SDS sheets provide employees with specific information on the materials that are purchased within the
school system. Safety response persons are responsible for maintaining and updating SDS manuals in
their own area. These manuals must be maintained in a location accessible to all employees.

A chemical inventory for middle school science labs and/or classrooms, high school science labs, middle
school and high school career and technical education classes, the transportation department, and Facility
Services is maintained at the Central Level. If an SDS is not available for a specific substance, contact
Facility Services so that the required information can be obtained.

All accidents/emergency situations are unique and will require the judgement of all parties involved.
Please remember that you should familiarize yourself with the SDS sheets within your department so that
you can act appropriately in the treatment given to yourself or an affected individual.  During an
emergency situation, appropriate measures need to be taken depending on the school’s accident procedure
policy.

If the SDS is ever lacking any specific information, call the Carolina Poison Control Center at
1-800-848-6946 and give them a list of the contents of the material(s).  The Control Center will then
advise the proper treatment.

After an accident, the school is to complete the necessary paperwork required for their location.  Facility
Services should be contacted and made aware of the situation immediately.

Contracted Employers
Outside contractors arranged by Facility Services will be advised in person, by a representative of
Facility Services, of any chemical hazards that may be encountered in the normal course of their work
on the premises.  The labeling system in use, the protective measures to be taken, and the safe handling
procedures to be used will also be given.  In addition, the school’s department safety response person(s)
will notify these individuals of the location and availability of SDS’s.  Each contractor bringing chemicals
on-site must prode the school system with the appropriate hazard information on these substances,
including the labels uses and the precautionary measures to be taken in working with these chemicals.

All employees, or their designated representatives, can obtain further information on this program, the
hazard communication standard, applicable SDS sheets, and chemical information lists by contacting
Dewey Baker at Facility Services, (919) 934-2021 ext.7012.
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Globally Harmonized System (GHS) - Training
Everyone who works with or is potentially exposed to hazardous chemicals will receive initial training on
the Hazard Communication Standard and the safe use of potentially hazardous chemicals by the
department’s safety response person(s).  Retraining is required when a new hazard is introduced into the
workplace, but training will also be provided regularly in safety meetings to ensure the effectiveness of
the program.

Training will include, but not be limited to the following:

● Summary of the standard and this written program.

● Chemical and physical properties of hazardous materials (i.e., flash point, reactivity) and
methods that can be used to detect the presence or release of chemicals (including chemicals in
unlabeled pipes).

● Physical hazards of chemicals (i.e.; potential for fire, explosion, etc.).

● Health hazards, including signs and symptoms of exposure, associated with exposure to
chemicals and any medical condition known to be aggravated by exposure to the chemical.

● Procedures to protect against hazards (i.e., personal protective equipment required, proper use,
and maintenance; work practices or methods to assure proper use and handling of chemicals;
and procedures of emergency response).

● Work procedures to follow to assure protection when cleaning hazardous chemical spills and
leaks.

● Where SDS’s are located, how to read and interpret the information on both labels and SDS’s,
and how employees may obtain additional hazard information. This will include a thorough
explanation of the pictogram system for labeling purposes.
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Chemical Hygiene Plan
In accordance with the regulations established by the US Department of Labor pursuant to the
Occupational Safety and Health Act and NC Occupational Safety and Health Administration (OSHA)
Laboratory Safety Standard, 29 CFR1910.1450, Johnston County Public Schools will have in effect a
Chemical Hygiene Plan (CHP). This new “Laboratory Standard” has been designed to address the specific
safety needs of the laboratory.  The Laboratory Standard ensures that employees who work in a laboratory
setting will be protected from any chemical exposure that exceeds permissible exposure limits and that
employees be educated as to the hazardous nature of the chemicals they use in the laboratory.  To achieve
this goal, the Laboratory Standard requires the school district to appoint a Chemical Hygiene Officer at
each high school and middle school to develop, implement, and monitor a Chemical Hygiene Plan. Each
high school and middle school must have their Chemical Hygiene Plan in place by the first day of school
each year. Every employee who deals with chemicals must have a copy of his/her site’s Chemical
Hygiene Plan. A copy must also be located in the school’s main office.

This Chemical Hygiene Plan (CHP), sets forth policies, operating procedures, equipment, personal
protective equipment and work policies that are capable of protecting staff members/students from health
hazards presented by hazardous chemicals used in the science laboratories of this school district. It is a
written program developed and implemented by the employer which sets forth procedures, equipment,
personal protective equipment and work practices that are capable of protecting staff members/students
from health hazards presented by hazardous chemicals used in that particular laboratory/workplace and
which meets the requirements of the section. This will be accomplished through the:

A. Identification of hazardous chemicals and then minimizing exposure to employees;

B. Development of an outline of the responsibilities of the district, department supervisors, chemical
hygiene officer, employees;

C. Discussion of safety procedures;

D. Determination of lab facilities and equipment needed; and the

E. Discussion of procedures for procurement, distribution, and proper storage of chemicals.
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Science Classroom / Lab Safety – Employee Requirements

All Johnston County Science Teachers (middle and high school) will be trained yearly in the Chemical
Hygiene Plan written for their school.  This shall be done by a Chemical Hygiene Officer at each high
school and middle school prior to students arriving each academic year.  The Chemical Hygiene Plan
(CHP), should be provided to each science teacher and kept close at hand throughout the year.
Additionally, new science teacher employees to Johnston County Public Schools will be expected to
complete Science Safety Training provided by Central Services.  Veteran teachers will receive refresher
training every three years.

The Science Department Chairperson at each school shall be responsible for:

❑ review and update the Chemical Hygiene Plan (CHP) annually;
❑ training each science teacher in the CHP for the school and in the use of science safety equipment;
❑monitor use of chemicals;
❑maintaining updated records of chemicals stored within the chemical storage room (dates

purchased, labels, SDS sheets, etc.);
❑maintaining the science chemical storage room in a neat and orderly fashion;
❑ testing MONTHLY the science safety equipment to ensure proper usage (eyewash stations,

showers, etc.);
❑ reporting to the central office science safety liaison any concerns relevant to the safety of the

science classrooms at the school.
❑maintain a copy of the Flinn Scientific Manual for correct storage and disposal of chemicals; and
❑ stay current in Chemical Hygiene Plan (CHP) legislation.

The Science Teachers at each school will help ensure a safe environment by modeling safety practices
established and shall be responsible for:

❑ attending training on the school’s CHP; complete Science Safety Training prior to conducting any
labs;

❑ know and follow procedures identified in the Chemical Hygiene Plan;
❑ know the hazards of chemicals used and minimize chemical exposure;
❑ assess chemical hazards, provide proper ventilation, monitor use and storage of hazardous

chemicals in their lab;
❑maintain chemical storage area;
❑ understanding how to use the science safety equipment within their classroom and school;
❑ use Personal Protective Equipment (PPE) and safety equipment in a proper manner;
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[Science Classroom / Lab Safety – Employee Requirements,
Science Teacher Responsibilities - Continued]

❑maintaining their science classroom in a neat and orderly fashion;
❑ insure that all exits and doors, including chemical storage room doors, are accessible and labeled

properly;
❑ prohibit students from working alone in labs, ensure proper glassware handling, prevent eating in

labs and avoid mouth pipetting, address accidents and spills, promote the use of proper chemical
waste disposal and

❑ report any concerns relevant to the safety of their particular science classroom to the Chemical
Hygiene Officer at their school.

Appropriate Work Practices - General

● Know the hazards of the specific chemical that you are using in the lab.
● Minimize all chemical exposures.
● Avoid underestimation of chemical hazard risk.
● Provide adequate ventilation when working with the chemical.
● Never work alone in the lab.
● Wear protective safety equipment as indicated by the hazards of the chemical.
● Know the location of and how to use lab safety equipment such as eyewash stations, safety

shower, fire extinguisher, etc.
● Know the location of and how to use master utility controls to shut off gas, electrical, and water

supplies. Make sure you have quick access to master utility controls.
● Know the proper procedures for spills, accidents, and chemical waste disposal.
● Know which students have allergies or medical problems and which students wear contact lenses.
● No unauthorized experiments or visitors should be allowed in the lab.
● Labs should be locked when not in use.
● Never leave students unsupervised in the lab.
● Keep the work area clean, dry and uncluttered.
● Dissected specimens are not considered hazardous waste and can be placed in with regular

garbage.
● A diagram of the storage location and list of chemicals should be completed and stored within

each science teacher’s classroom, the Principal’s office, and a copy sent to the science safety
liaison at the county office. This is required so that if an emergency occurs, appropriate personnel
will understand the chemical concerns at each school site.

Emergency Procedures

● Practice emergency plans for your lab.
● Call for help or send a designated runner for help if necessary.
● Emergency telephone numbers should be posted on every phone. Know school procedures

regarding contact of medical personnel.
● Have the appropriate type and size of fire extinguisher.
● Do not block emergency equipment or master utility controls.
● Correct or report unsafe conditions.
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[Science Classroom / Lab Safety – Employee Requirements,  - Continued]

Evacuation Procedures

● Check your Safe Schools Plan
● Know where to go during an evacuation
● Grab your chemical inventory or SDS book
● Know how to access SDS inventory remotely (if SDS library is electronic)
● Keep aisles clear
● Have an alternate route of egress
● Do not block fire exits
● Exits must be marked

Lab Rules and Procedures

● Ensure that safety contracts are understood and signed by students and parents.
● Avoid behavior such as running, horseplay, or practical joking that may confuse, startle, or distract

others in the lab.
● Do not sit on lab tables.
● Students do not conduct labs without the supervision of a qualified science teacher.
● Students are not allowed in the chemical storeroom.
● For microbiology and DNA labs, only Biosafety Level 1 work, as defined by the CDC

(http://www.cdc.gov/training/QuickLearns/biosafety/), should be conducted. Biosafety Level 1
work includes materials that are not known to cause disease in humans. (No blood typing with real
blood should be permitted in the schools.)

● Place any apparatus attached to ring stand over its base rather than to one side. Secure it to the
bench top if necessary.

● Equipment such as power stirrers, hot plates, hot pots, water condensers, and heating mantles
should not be allowed to run overnight.

● Do not inhale gases such as carbon dioxide, helium, nitrogen, argon, or hydrogen in high
concentrations.

Personal Hygiene Guidelines

● Do not drink from glassware or other lab vessels.
● Do not taste chemicals.
● Never bring food, drinks, or chewing gum into labs.
● Do not apply cosmetics where chemicals are present.
● Never pipet by mouth.
● Avoid skin contact with hazardous chemicals.
● Keep hands away from face and scratches or cuts.
● Wash hands thoroughly after chemical exposure and before leaving the lab.
● Never smell chemicals directly; waft odors to your nose using your hand.
● Avoid wearing contact lenses in the lab. If they must be worn, special precautions must be taken.

Do not handle contact lenses in the lab.
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[Science Classroom / Lab Safety – Employee Requirements, - Continued]

Lab Rules and Procedures - Glassware

● Inspect all glassware before use. Do not use chipped, cracked, or etched glassware. Damaged
glassware poses a breakage hazard when heated.

● Use only borosilicate glassware, including test tubes, when heating. (Kimax or Pyrex brands) Heat
shock may cause common glass to break, shatter, or explode.

● Never expose glass to sudden temperature changes.
● When heating liquids in glassware over a burner flame, use a wire gauze or ceramic-centered wire

gauze to protect glassware from direct contact with the flame.
● Treat all glassware as if it were hot. Use a rubberized mitt or heat-resistant glove for protection.
● Assemble any lab apparatus away from the edge of the lab counter.
● Follow proper lab procedure when inserting glass tubing into rubber stoppers or fire-polishing

glass tubing.
● Shield or wrap evacuated glass containers to contain chemicals and fragments in case of

implosion.
● Use only thick-walled glassware in a vacuum system.
● Place guards or a demo shield around glass containers involved in a vacuum setup.
● Wearing gloves, clean glassware immediately after lab using soap or lab-grade detergents (Do not

use Chromic Acid to clean glassware) and hot water. Use brushes of appropriate stiffness and take
care not to scratch glass with the metal part of brushes. Then, rinse well. A rubber or plastic mat in
the bottom of the sink will help minimize breakage.

● Store glassware when dry and cool.
● Broken glass should be placed in a separate disposal bin clearly labeled “BROKEN

GLASSWARE ONLY.”

Lab Rules and Procedures - BURNERS AND HOT PLATES

● When handling hot objects , use appropriate tools including test tube holders, tongs, heat-resistant
gloves or rubberized mitts, and aprons.

● Know the proper procedure for lighting a Bunsen burner.
● Make sure no flammables are near when lighting a flame.
● Never heat substances in a closed container.
● Never leave a lighted burner unattended.
● Never reach across an open flame.
● When heating chemicals in a test tube, gently move the test tube back and forth through the flame

and turn it away from yourself and others in the lab.
● Never heat flammable liquids directly with a flame. Always use a hot water bath.
● Make sure rubber hoses attached to burners have no cracks or holes and are not leaking.
● Whenever heating “more than a few milliliters of a liquid in an unstirred vessel, use boiling

stones/chips to prevent flash boiling.”
● Make sure the gas is turned off when the lab is complete and allow time for the burner to cool.
● Whenever possible, use an enclosed, non-sparking hot plate or steam in place of a gas burner.
● Before using a hot plate or heating mantle, determine the auto-ignition temperature of any

chemicals that may be released.
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[Science Classroom / Lab Rules and Procedures - Continued]

Keep papers and other combustibles away from the hot plates.
● Make sure the hot plate cord is arranged safely (away from the surface of the hot plate and away

from water.)
● Hot plate surfaces look the same regardless of the temperature. Always assume they are hot and

take appropriate precautions. Place a HOT caution sign in front of burner after use.
● Use only non-sparking motors in the lab when flammable chemicals are present.
● Alcohol lamps are not permitted in school laboratories.

Lab Rules and Procedures - CHEMICALS

● There will be an annual updated inventory of all chemicals, their amounts and location.
● All chemical reagents, upon receipt in the laboratory, should be immediately marked with the

receiving date. The reason for dating the reagent is the time sensitivity of certain chemical
reagents. Make sure the chemical arrives with an SDS.

● Science chemical purchases must be made through a company on the state contract list. The school
site should have a copy of the current state contact science supplies dealer (available on the
website for North Carolina State Purchase and Contract.) Any other materials should not be
purchased. Chemicals should not be brought from home for use in the science classroom.
Chemicals for science laboratories should be purchased in one-year quantities only.

● Do not allow incoming shipments of chemicals to be opened and transported by school personnel
other than qualified science teachers. The special and expensive shipping containers are frequently
discarded and would prove valuable for chemical storage.

● All chemicals should be stored in a central location. (In middle schools, one central location on
each “grade level” hall should be sufficient.)

● The storage area will be separate and secure for all chemicals. Label the storage area and cabinets
to identify the hazardous nature of the products stored within. This will allow the fire department
officials to quickly see a potentially hazardous area.

● Store chemicals inside a closable cabinet or on a sturdy shelf with a front-edge lip to prevent
accidents and chemical spills; a ¾-inch front edge lip is recommended.

● Secure shelving to the wall or floor.
● Ensure that all storage areas have doors with locks.
● Organize chemicals first by COMPATIBILITY - not alphabetic succession (refer to Suggested

Shelf Storage Pattern.) Store alphabetically within compatible groups.
● Store acids in a dedicated acid cabinet. Nitric acid should be stored alone unless the cabinet

provides a separate compartment for nitric acid storage.
● Store highly toxic chemicals in a dedicated, lockable poison cabinet that has been labeled with a

highly visible sign.
● Store volatile and odoriferous chemicals in a ventilated cabinet.
● Store flammables in an approved flammable liquid storage cabinet.
● Store water sensitive chemicals in a water-tight cabinet in a cool and dry location segregated from

all other chemicals in the laboratory.
● Metals should be stored away from water.
● Do not place heavy materials, liquid chemicals, and large containers on high shelves.
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[Science Classroom / Lab Safety – Employee Requirements,
Lab Rules and Procedures  Chemicals - Continued]

● Do not store chemicals under sinks, on top of cabinets, on the floor, on bench tops, and on shelves
above eye level.

● Do not store chemicals with food and drink or in personal staff refrigerators.
● Do not expose chemicals to direct heat or sunlight, or highly variable temperatures.
● All mercury compounds/mercury thermometers and instruments are not permitted in school

laboratories.
● All chemicals should be clearly labeled and placed in appropriate areas on the shelves. Labels

must contain: product identifier, signal word, pictogram(s), hazard statement(s), and name of
chemicals manufacturers/suppliers with contact information.

● When diluting acids, always pour the acid slowly into the water.
● Never mix unknown substances.
● To avoid contamination, do not return unused chemicals to the reagent bottle.
● Use a spatula or scoopula to remove a solid reagent from the bottle; do not touch chemicals by

hand.
● Glycerin should be available only to the teacher. Its use should be carefully monitored.
● Deposit chemical waste, including reaction products, byproducts, such as packaging associated

with dissecting animals and surplus chemicals, in appropriately labeled containers, separated by
chemical family, and follow chemical disposal plan.

All chemicals determined to no longer have a known use will be discarded. All contaminated chemicals
will be discarded. Schools should package, label and provide content listing for all materials to be
discarded. Contact Facility Services, regarding disposal of chemicals on campuses.

● Additionally, solutions created for conducting science labs should only be created in
quantities that will be consumed or utilized for that particular lab; no “bulk” creation of
solutions should be done. All science teachers should follow FLINN SCIENTIFIC
procedures for disposal of created solutions.

● Never put chemicals in the sink or down the drain unless instructed to do so by your teacher.
● Volatile and flammable liquids should be used in small quantities away from open flames and in a

well-ventilated lab.
● When heating alcohol, use a water bath heated by a hot plate. Make sure the top of the alcohol

container is below the top of the water bath container.
● Operations involving corrosive, toxic or flammable chemicals should be conducted in a fume

hood.
● Proper chemical storage provides security against unauthorized removal of chemicals by students

or others, protection from the outside environment by restricting emissions from stored chemicals,
and protection from fire.

● All SDS sheets for the chemicals housed within the storage area should be housed in a designated
site for easy access to all science classrooms. File them when you get them. Teachers must keep
SDS notebooks for chemicals in the immediate vicinity of the classroom or laboratory and also
provide copies to the School Safety Officer. SDS sheets must contain: identification, hazard(s)
identification, composition/information on ingredients, first-aid measures, fire-fighting measures,
accidental release measures, handling and storage, exposure controls/personal protection, physical
and chemical properties, stability and reactivity, toxicological information, ecological information,
disposal considerations, transport information, regulatory information, and other information.

32



[Science Classroom / Lab Safety – Employee Requirements, - Continued]

Lab Rules and Procedures - ELECTRICAL SAFETY
● Beware of electrical hazards.
● Do not operate electrical equipment with wet hands or while standing on a wet floor.
● Keep all work areas dry.
● Cover electrical outlets when not in use.
● Use only 3-pronged service outlets and 3-prong grounding plugs.
● Do not overload circuits.
● Do not pull on live wires.
● Inspect plugs on electrical equipment to make sure they are not loose, bent or damaged.
● Inspect cords on electrical equipment to ensure that they are not worn, or frazzled, tattered,

cracked, or damaged.
● Flexible cords - extension cords - shall be used for temporary purposes, not permanent installation.
● Report an electrical failure of overheating of electrical equipment immediately.

Protective Clothing Requirements
● Everyone in the lab must wear the required personal protective equipment (PPE) including

visitors.
● Inspect all protective safety equipment before use; report defective items.
● Do not wear shirts exposing torso, long pants are preferred.
● Low-heeled shoes should be worn in the lab. No sandals, open-toed, or perforated shoes of any

kind should be worn.
● Confine long hair, loose clothing, jewelry, or neckties.
● Do not wear an absorbent watch strap.
● Synthetic fingernails are flammable. Use caution near heat sources.
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Maintenance of Science Safety Equipment and First Aid Procedures
Teachers and students should wear goggles (Z87.1 approved) during any science experiment. Any
classroom visitor during a science experiment must also be provided with approved eye protection.
When more than one student must use the same goggles, it is advisable to clean and sterilize them
between wearings so that infection will not spread. For contact wearers, non-ventilated chemical splash
goggles should be worn.

➢ Eye wash
At least one eyewash device, mounted or handheld, should be in every science laboratory where
chemicals are used.  These devices should be checked monthly to ensure their proper usage. Do
not use bottle eyewashes.

● Flush eyes with large amounts of running water for 15-20 minutes. Seek
medical attention. For acids, injured person has one minute to get to water before
irreversible eye damage occurs. For bases, the injured person has 10 seconds to get
to water before permanent eye damage occurs.

● Another eye hazard found in the school science laboratory is radiation. Ultraviolet,
visible, infrared and LASER radiation can all damage eye tissue if the intensity
level is high enough. If the eye feels as if it has sand in it, there is a good possibility
that the eye has received a radiation burn.

➢ Safety Showers
A safety shower should be in an accessible location that requires no more than 10 seconds to
reach.  Showers shall be available in any classroom where a significant volume of chemicals is
routinely handled (e.g. chemistry labs). The area around the shower must be kept clear.  These
devices should be checked monthly to ensure their proper usage. Drains or non-skid floor mats
must be located beneath the drain.

● Immediately remove contaminated clothing. Wash the affected area with soap
or mild detergent and large amounts of water for 15-20 minutes. Seek medical
attention.

➢ Face Shields
Teachers should wear face shields over goggles when conducting such operations as diluting acids
or bases, preparing solutions of hazardous chemicals, or conducting demonstrations that
necessitate it.

➢ Chemical-Resistant Aprons or Lab Coats
A lab coat should contain snaps rather than buttons for easier removal in an emergency, or
a chemical-resistant apron should be worn in the lab. Plastic aprons have a tendency to accumulate
static electricity and should not be used around flammable solvents, explosives, or materials that
can be ignited by static discharge.

➢ Gloves
Non-latex, disposable gloves should be worn when handling hazardous materials. Remove the
gloves before leaving the lab. Use heat-resistant gloves or rubberized mitts and aprons for
handling hot objects.
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➢ Fire Blankets
Fire Blankets should be kept in each science classroom where experiments utilizing flammable
materials are conducted.  These blankets should meet specifications to ensure their adequacy to
extinguish an accidental fire.  These blankets should be in a visible location in the laboratory and
used only to assist in smothering a fire.

➢ Chemical Burn Stations
Chemical burn stations consist of gauze, clean sheets, and should be located in a visible area in
the laboratory for immediate retrieval.  Chemical burn stations shall be available in any
classroom where a significant volume of chemicals is routinely handled (e.g. chemistry labs).

● Do not apply medication! Flush the area with large quantities of water. Seek medical
attention. For acid burns, a baking soda solution will neutralize the acid. For base burns, a
dilute boric acid solution will neutralize the base.

➢ Fire Extinguishers
OSHA approved fire extinguishers should be in every science classroom.  These extinguishers
should be visible and checked monthly to guarantee their vitality in an emergency.  Teachers
should regularly check gauges, nozzles and location of fire extinguishers. Sand buckets for fires
and spills should be available in the lab and properly labeled.

➢ Fume Hood
High school labs should have at least 1 fume hood, either permanent or portable, that meets the
requirement of ASHRAE standard 110. Use a hood when working with corrosive, toxic, irritating
or flammable chemicals or low pressure systems that may implode.

Other First Aid Procedures
❏ In case of chemical ingestion, do not induce vomiting. Immediately pull SDS, call Poison

Control at 1-800-222-1222, and call 911.  Student must receive medical attention. Complete
accident/incident report.

❏ For chemical inhalation, immediately remove the affected person from exposure area to
fresh air. If breathing has stopped, perform artificial respiration. Immediately pull SDS, call
Poison Control at 1-800-222-1222, and call 911.  Student must receive medical attention.
Complete accident/incident report.
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Career and Technical Education Safety – Employee Requirements

Note: CTE Teachers that provide instruction in Agriculture Education, Technology Education,
Health Science Education,  Foods/Apparel classes, and Trade and Industrial Education (excluding
Adobe and Drafting Teachers) are required to complete a 10-hour OSHA safety course for
certification. The 10-hour OSHA certification does not expire and additional safety and training
opportunities will be held annually .

Safety
Safety - the act of being free from danger.  It's everyone's concern.  A safe school can only be safe if
everyone shares the goal of learning and working in a safe environment.

General
The safety of students, faculty, staff and visitors is a principle consideration in every activity. We all need
to be concerned about clothing, jewelry, clean orderly shops that are well lighted with walkways clear and
exits identified.  Proper use of Personal Protection Equipment should be expected at all times.

The goal of the Safety Program is to develop positive attitudes regarding safety among all members of
the school community.  It is essential that Directors, Department Heads, faculty and staff supervisors
take an active part in initiating preventive measures to control hazards associated with activities under
their direction. Safety is an integral part of all programs in which there is a risk of injury or health
hazards.

The success of this program depends upon the cooperation and support of everyone.

Electrical
The cause of electrical accidents like most other accidents is often rooted in human behavior. Ignorance,
neglect or carelessness in the use of electrical equipment and appliances are the chief causes of electrical
accidents. Electrical panels should remain covered and their function not defeated. Electrical cords should
be kept in good repair and stored properly when not in use. Only (UL) Underwriters Laboratory approved
equipment should be used.

Lock-out/Tag-out
Procedures should be established for the Lockout or Tagout of energy isolating devices. It will be used to
ensure that the machine or equipment is isolated from all potentially hazardous energy, and locked out and
tagged out before employees perform any servicing or maintenance activities where the unexpected
start-up, or release of stored energy could cause injury. Damaged or malfunctioning devices should be
properly identified so no one will use the device until the repairs can be made.

Guards
Guards are vital to the safety of the operator and shall not be removed or modified in any way.  One or
more methods of machine guarding shall be provided to protect the operator and other employees in the
machine area from hazards such as those created by point of operation, ongoing nip points, rotating parts,
flying chips and sparks. Examples of guarding methods are: barrier guards, two-hand tripping devices,
electronic safety devices, etc.
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[Career and Technical Education Safety – Employee Requirements, Guards - Continued]

Guards shall be affixed to the machine where possible and secured elsewhere if for any reason attachment
to the machine is not possible.  The guard shall be such that it does not offer an accident hazard in itself.

All hand-held powered circular saws having a blade diameter greater than 2 inches, electric, hydraulic or
pneumatic chain saws, and percussion tools without positive accessory holding means (lock-down switch)
shall be equipped with a constant pressure switch or control that will shut off the power when the pressure
is released.  All hand-held gasoline powered chain saws shall be equipped with a constant pressure
throttle control that will shut off the power to the saw chain when the pressure is released.

Gas Cylinders
Compressed gas cylinders are found in many of the laboratories and shops throughout the school system.
Their storage and use pose a serious potential hazard for all employees and students who may be in the
vicinity of or who may handle gas cylinders.

It is the responsibility of staff members where gas cylinders are used to see that safety rules are observed.
They are also responsible for seeing that all employees and students under their supervision who use gas
cylinders have been trained in the safe methods for storage, handling, and use of compressed gas
cylinders. This training will be administered and documented using the Safe Schools training videos made
available by Johnston County Public Schools.

Personal Protective Equipment
Staff and students will be provided personal protective equipment (PPE) and will use them whenever
doing so will reduce the likelihood of an injury and/or illness. PPE is not a substitute for engineering or
administrative controls, or good work practices, but should be used in conjunction with these controls.
Personal Protection Equipment or PPE consists of safety glasses, safety shoes, helmets, ear protection
devices, gloves and respiratory devices.  They can include face shields and protective clothing.

Staff members and supervisors have the primary responsibility for implementation of the PPE Program in
their work area.

State law requires that eye protection must be worn by students, teachers, and visitors at all times when
participating in potentially dangerous activities.

Students and employees have the primary responsibility for wearing and cleaning the assigned PPE in
accordance with the training received.

Woodworking Machines
A dust collection system is suggested for each woodworking machine.

Factory guards shall remain in place and in working order and should never be modified or defeated.

All belts, pulleys, gears, shafts, blades and moving parts shall be guarded in accordance with specific
requirements to meet industry standard.
It is recommended that each power-driven woodworking machine be provided with a disconnect switch
that can be locked in the off position or can be disconnected from the power supply.

A mechanical or electrical power control shall be provided on each machine to make it possible for the
operator to cut off the power from each machine without leaving his position at the point of operation.
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Welding/Soldering/Brazing/Cutting
Welding, cutting, brazing and soldering require special knowledge and skills along with special safety
devices and procedures. It is vital that an operator be well trained and loyal to the safe operating codes.
These skills include use of Personal Protection Equipment and fire prevention techniques.  Ventilation is
required for those operations resulting in dust, smoke or toxic fumes.

All welding torches and regulators will be  inspected and certified at the beginning of each school year.

Portable Ladders
Staff and students shall abide by the rules for use and established minimum requirements for the
construction, care, and use of the common types of portable wood, metal, and fiberglass ladders in order
to ensure safety under normal conditions of usage.

Material Handling/Storage
Occupational injuries resulting from material handling are among the most frequent and severe injuries
causing lost time from work.  The back is the most injured part of the body.  Staff and students shall be
instructed on how to prevent back injuries.  Special rules and safety procedures must be followed when
moving and storing materials.  Overhead storage is not permitted. This training will be administered and
documented using the Safe Schools training videos made available by Johnston County Public Schools.

Compressed Air
Using compressed air requires special precautions and procedures to ensure the safety of the operator and
those around him/her. Proper fittings, location of shutoff valves, inspected condition of hoses, and correct
procedures for operating pneumatic tools are required when working with compressed air.  Compressed
air should never be used for personal clean-up (to dust off clothes).

Automotive/Agriculture Mechanics
Because of the special needs in the Automotive and Agriculture shops provisions must be made to use
lifts and floor jacks with safety stands.  This means specific training and guidelines be implemented to
insure the safety of staff and students while teaching the skills for today’s industry. This training will be
administered and documented using the Safe Schools training videos made available by Johnston County
Public Schools.
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SDS/Hazardous Materials
SDS-The Safety Data Sheet is a detailed information bulletin prepared by the manufacturer or importer of
a chemical that describes the physical health hazards, routes of exposure, precautions for safe handling
and use, emergency procedures and control measures.

Hazardous Materials must be handled, stored and disposed of appropriately. Identification, storage and
disposal of hazardous materials require special training and skills. Inventory and SDS updates are vital in
providing a safe working and learning environment. This training will be administered and documented
using the Safe Schools training videos made available by Johnston County Public Schools.

First Aid
All staff members should have basic first aid skills. Adequate first aid supplies and equipment should be
readily available if needed. Appropriate procedures should be identified should a student or staff member
need assistance with an emergency.

Shop Cleanliness
To ensure everyone’s safety – students and staff – it is imperative that Career and Technical Education
shops be kept neat and orderly so as to avoid tripping hazards, etc.
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1.0 PURPOSE OF EXPOSURE CONTROL PLAN

1.1 The Exposure Control plan is designed to help Johnston County Public Schools
(JCPS) eliminate or minimize exposure to bloodborne pathogens or other
infectious materials. The plan outlines steps to prevent occupational
exposure and specific procedures to be followed if an inadvertent exposure
occurs.

The objective of the plan is as follows:

● To protect employees designated as “at occupational risk” from the
health hazards associated with bloodborne pathogens.

● To provide appropriate treatment and counseling should an
employee be exposed to bloodborne pathogens.

1.2 JCPS complies with 29 CFR 1910.1030, the OSHA Bloodborne Pathogen
Standard and relevant sections of the North Carolina communicable
disease law and rules [G.S. 130A-144. 15A NCAC 19A. 0201(b) (4)(e) and (f).
0202(4) and (9), and North Carolina General Statute 95-131 and 13 North
Carolina Administrative Code 7C.0101(a)(96).

2.0 DEFINITIONS

SUBJECT: OSHA Terms Utilized in the JCPS Exposure Control Plan for
Bloodborne Pathogens.

Term Definition
■ Blood Human blood, human blood components and products made from

human blood.

■ 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).

■ Contaminated The presence or the reasonably anticipated presence of blood or
other potentially infectious materials on an item or surface.

■ Contaminated Laundry Laundry which is wet or soiled with blood or other potentially
infectious materials and presents a reasonable likelihood of soaking
through or leakage from the bag or container; laundry which may
contain sharps.

■ Decontamination The use of physical or chemical means to remove,
inactivate, or destroy bloodborne pathogens on a surface or item.
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Term Definition
■ Engineering Controls Controls 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 results from the performance of an employee’s duties.

■ HBV Hepatitis B Virus

■ HIV (Human Immunodeficiency Virus) The virus that causes
AIDS.

■ 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. This definition excludes incidental exposures that may take
place on the job, and that are neither reasonalably nor routinely
expected and that the worker is not required to incur in the normal
course of employment.

■ Other Potentially (1) The following body fluids: semen, vaginal secretions,
Infectious Materials cerebrospinal fluid, peritoneal fluid, amniotic fluid, saliva in dental

procedures, and any body fluid that is visibly contaminated with
blood; (2) any unfixed tissue or organ (other than intact skin) (3)
HIV – or HBV – containing culture medium or other solutions; and
blood, organs or other tissues from experimental animals infected
with HIV or HBV.

■ Parenteral Piercing mucous membranes or the skin barrier through
such events as needlesticks, human bites, cuts, and abrasions.

■ Reasonably Anticipated Exposure is certain, based on tasks assigned to an employee
as a requirement of the job. “Good Samaritan Acts” – An employee
rendering assistance to an accident victim and other exposures that
cannot be anticipated do not constitute occupational exposure.

■ Regulated Waste Liquid or semi-liquid blood in volumes of more than ¾ of
an ounce 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 items or
other potentially infectious materials that are capable of releasing
those materials during handling.
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Term Definition
■ Personal Protective Specialized clothing or equipment worn by an employee

Equipment (PPE) for protection against a hazard.

■ 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 inpatients and outpatients; 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 including highly resistant bacterial endospores.

■ Universal Precautions A method of infection control in which all-human blood
and certain human body fluids are treated as if known to be
infectious for HIV, HBV, and other bloodborne pathogens.

■ Work Practice Controls Controls that reduce the likelihood of exposure by altering
the manner in which a task is performed.

3.0 RESPONSIBLE PERSONS

There are four “Categories of Responsibility” that are central to the effective
implementation of the Exposure Control Plan. These are:

1) The Exposure Control Officer  (Dewey Baker)
2) School Administration
3) School Site Safety Officer
4) Employees

3.1 DEFINITION OF ROLES

The following section defines the roles played by each of these groups in carrying out the
plan. If, because of promotion or other reasons, a new employee is assigned any of these
responsibilities, the Personnel Office will notify the Safety Office of the change so that
records can be updated.
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3.2 EXPOSURE CONTROL OFFICER

The “Exposure Control Officer” will be responsible for overall management and support of
JCPS’s Bloodborne Pathogens Compliance Program. Responsibilities which are delegated
to the Exposure Control Officer typically include, but are not limited to:
● Overall responsibility for implementing the Exposure Control Plan for

JCPS.

● Working with the administration and other employees to develop and
administer any additional bloodborne pathogens related policies and practices
needed to support the effective implementation of the plan.

● Looking for ways to improve the Exposure Control Plan, as well as to
revise and update the plan when necessary.

● Collecting and maintaining a suitable reference library on the Bloodborne
Pathogens Standard and bloodborne pathogens safety and health information.

● Knowledgeable of current legal requirements concerning bloodborne pathogens.

● Acting as JCPS liaison during initial OSHA inspections.

● Conducting periodic school audits to maintain and ensure an up-to-date Exposure
Control Plan.

Dewey Baker  has been appointed as JCPS’s Exposure Control Officer, and it has been
determined that he/she will require assistance in fulfilling the responsibilities. To assist in
carrying out the duties, an Exposure Control Committee composed of the following people
have been identified:

Exposure Control Committee

    Brooks Moore    Dewey Baker
    Duston Dunn    Beth Hockaday

The Safety Officer is responsible for providing information and training to School Site
Safety Officers and new employees.

Activities falling under the direction of the Safety Office include:

● Maintaining an up-to-date list of JCPS personnel requiring training.

● Verifying that new employees have been trained at the school site.

● Maintaining appropriate training documentation such as class rosters.

● Developing suitable education/training programs for the School Site Safety
Officers and new Johnston County Public School employees.

● Periodically reviewing the training programs to include appropriate new
information.
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[Bloodborne Pathogens Exposure Control Plan, 3.2 Exposure Control Officer  - Continued]

Activities falling under the direction of the site-based School Site Safety Officer
include:
● Annual Bloodborne Pathogens refresher training to site-based personnel.

● Assisting with verification of Category A and B employees and completion of the
Annual Analysis of Bloodborne Pathogens Incident Reports.

At a minimum, the training covers:
1. Access to and explanations of the Bloodborne Pathogens Standard.
2. Information about bloodborne diseases and their transmission.
3. Job classifications.
4. Information about Hepatitis B Vaccine.
5. Decontamination and disposal procedures.
6. Universal blood and body fluids precautions.
7. Protective equipment and information and protocols for reporting and treatment for

an inadvertent exposure to bloodborne pathogens.
(Bloodborne Protection Program Training)

3.3 SCHOOL ADMINISTRATION

The school’s administration is responsible for exposure control in their respective school.
They work directly with the Exposure Control Officer and employees to ensure that proper
exposure control procedures are followed.

3.4 EMPLOYEES

Employees designated as “at occupational risk” have the most important role in the
bloodborne pathogens compliance program. Employees should:

● Know what tasks they perform that have the potential of occupational exposure.
● Attend the bloodborne pathogens training sessions.
● Plan and conduct all operations in accordance with the work practice controls.
● Develop good personal hygiene habits.
● Accept or decline the HBV vaccination series.

4.0 REVIEW AND UPDATE OF PLAN

The plan will be reviewed and updated, and revisions will be made under the following
circumstances:

A. New or modified tasks and procedures which affect occupational exposure
of employees.

B. New instances of occupational exposure that may occur whenever
employee’s jobs are revised.

C. New positions within JCPS that are established, and that may involve
exposure to bloodborne pathogens.
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5.0 EXPOSURE DETERMINATION

5.1 Category A:  Tasks that involve potential for mucous membrane or skin contact
with blood, body fluids, or tissues, or potential spills or splashes of them; all
employees in this category have occupational exposure.

5.2 Category B:  Tasks that involve no exposure to blood, body fluids, or tissues, but
employment may require performing unplanned Category A tasks; some
employees in this category have occupational exposure.

5.3 Category C:  Tasks that involve no exposure to blood, body fluids, or tissues, and
Category A tasks are not a condition of employment; employees have no risk of
occupational exposure.

6.0 JOB CLASSIFICATIONS IN WHICH EMPLOYEES HAVE
EXPOSURE TO BLOODBORNE PATHOGENS

CATEGORY A – Below are listed the job classifications in the JCPS system where all employees
may come into contact with human blood or other potentially infectious materials, which may
result in possible exposure to bloodborne pathogens:

 * Athletic Trainers
 * Student Trainers (not to exceed 12 per school)
 * EC Bus Drivers & Drivers Assistants
 * School Nurses
 * Health Occupations Teachers
 * Custodians
 * Two (2) individuals per school as First Aid Responders
 * Adaptive P.E. Teachers
 * Plumbers
 * Pre K Teachers & Teacher Assistants
 * Kindergarten Teacher & Teacher Assistants
 * Self-Contained EC Teachers & Teacher Assistants who serve:

1. Traumatic Brain Injury
2. Autism Spectrum Disorder
3. Intellectually Disabled, mild, moderate, severe
4. Serious Emotional Disability
5. Multiple Disabilities
6. Preschool Handicapped
7. Orthopedically Impaired Students
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All JCPS employees who have occupational exposure to bloodborne pathogens as defined in 5.1 and 5.2
are given the opportunity to receive the Hepatitis B Vaccine, which is provided to employees at no charge
and during working hours.

CATEGORY B – Job classifications in which some employees have exposure to bloodborne pathogens as
defined in 5.2.

➠Diagnostic Social Workers ➠Guidance Counselors ➠Speech Clinicians
➠School Psychologists ➠Homebound Teachers ➠P.E. Teachers
➠Coaches (Football, Basketball, Soccer, Wrestling)

7.0 WORK ACTIVITIES INVOLVING POTENTIAL EXPOSURE TO
BLOODBORNE PATHOGENS

Below are listed the tasks and procedures in our school system where employees may come into contact
with human blood or other potentially infectious materials which may result in exposure to bloodborne
pathogens:

Task/Procedure Job Classification
Emergency First Aid Athletic Trainers

Emergency First Aid Student Trainers

Assisting with hygiene Teachers & Teacher Assistants of EC
medically related procedures Children

Emergency First Aid EC Bus Drivers & Driver
Assistants

Screening, First Aid Medically Related Procedures School Nurses

Emergency First Aid Health Occupations Teachers

Removing, cleaning up and disposing of regulated Custodians
waste

Emergency First Aid First Aid Responders

Emergency First Aid Adaptive P.E. Teachers

Maintenance and repair of drain wires, toilet Plumbers
equipment, and sewer lines

Emergency First Aid P.E. Teachers

Emergency First Aid Homebound Teachers

Assisting with medically related procedures Speech Clinicians

Emergency First Aid Coaches (Football, Basketball,
Soccer, Wrestling)

Diagnostic Evaluations, Crisis/Emergency School Psychologists, Diagnostic
Intervention Services Social Workers
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8.0 STANDARD OPERATING PROCEDURES

There are a number of areas that must be addressed in order to effectively eliminate or minimize exposure
to bloodborne pathogens. Included under this section are four areas, each of which should be reviewed
with employees during their bloodborne pathogens related training. By rigorously following the
requirements of OSHA’s Bloodborne Pathogens Standard in each of these areas, the risk of occupational
exposure should be eliminated or minimized.

Areas
The use of universal precautions;
Establishing appropriate engineering and work practice controls;
Using necessary personal protective equipment;
Implementing appropriate housekeeping procedures.

9.0 UNIVERSAL PRECAUTIONS

JCPS adheres to the practice of “Universal Precautions”. All human blood and body fluids such as semen
and vaginal secretions are treated as if they are known to be infectious for HBV, HIV, and other
bloodborne pathogens.

In circumstances where it is difficult or impossible to differentiate between body fluid types, we should
assume all body fluids to be potentially infectious. The School Site Safety Officer and Employees are
responsible for ensuring that universal precautions are followed.

10.0 ENGINEERING AND WORK PRACTICE CONTROLS

One of the key aspects to the Exposure Control Plan is the use of Engineering Controls to eliminate or
minimize employer exposure to bloodborne pathogens.

All procedures involving blood or other potentially infectious materials shall be performed so as to
minimize splashing, spraying, spattering or generation droplets of these substances. All procedures
involving blood or body fluids shall be performed to minimize exposure to eyes, mouth and skin. The
following engineering and work practice controls are in order to minimize or eliminate employee
exposure:

10.1 HANDWASHING
Employees will wash their hands immediately after or as soon as feasible after removal of
gloves or other personal protective equipment. Employees have been instructed to wash
their hands or any other skin with soap and water, or flush mucous membranes with water
immediately or as soon as feasible following contact with blood or body fluids. When
hand-washing facilities are not feasible, employees will use antiseptic hand cleaners or
towelettes. When antiseptic cleaners or towelettes are used, employees will wash their
hands with soap and water as soon as feasible.
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10.2 SHARPS CONTAINERS
Contaminated needles and other contaminated sharps (such as broken glass) shall not be
bent, recapped, sheared, or broken before disposal with the following exceptions:

(A) the employer can demonstrate that no alternative is feasible or that such action is
required by a specific medical procedure; and/or

(B) such recapping or needle removal must be accomplished through the use of a
mechanical device or a one-handed technique.

Immediately or as soon as possible after use, contaminated sharps shall be placed in appropriate
containers for disposal. These containers shall be: (1) puncture resistant, (2) labeled or color-coded in
accordance with this policy, and (3) leak proof on the sides and bottom. Warning labels shall be affixed to
containers of regulated waste and containers used to store, transport or ship blood or other potentially
infectious materials. Labels shall include the following legend:

These labels shall be fluorescent orange or orange-red or predominantly so with
lettering or symbols in a contrasting color. The label shall be an integral part of
the container or shall be affixed as close as feasible to the container by string,
wire, adhesive, or other method that prevents the loss or unintentional removal.
Sharp containers can be found in all schools as well as additional containers that
will be provided as needed.

11.0 PERSONAL PROTECTIVE EQUIPMENT PROVISION

JCPS will provide at no cost to the employee, appropriate personal protective equipment needed to protect
themselves against such exposure. The equipment will include, but is not limited to:

 * Gloves
 * Clean-up Kits

The Safety Office in cooperation with the School Administration and School Site Safety Officer is
responsible for ensuring that all schools and work areas have appropriate personal protective equipment
available to employees.

Employees shall be trained regarding the use of the appropriate personal protective equipment for their
job classifications and tasks/procedures they perform. Initial training about personal protective equipment
will be completed within ten days of employment. Additional training will be provided, when necessary,
if an employee takes a new position or new job functions are added to their current position.
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11.1 ACCESSIBILITY
Personal protective equipment is readily accessible at the work site. Personal protective
equipment can be found at the following locations:

Principal’s Office
Individual Classrooms
Custodian’s Workstation
Coaches’ First Aid Kits
School Buses
Cafeterias

11.2 REPAIR AND REPLACEMENT
The employer shall repair or replace protective equipment as needed to maintain its
effectiveness, at no cost to the employee. When personal protective equipment is
removed it shall be placed in an appropriately designated area or container for washing,
decontamination or disposal.

To make sure that this equipment is used as effectively as possible, employees should
adhere to the following practices when using personal protective equipment.

11.3 GLOVES
Gloves shall be worn when it can be reasonably anticipated that the employee may handle
equipment or surfaces, mucous membranes and non-intact skin, or other situations deemed
appropriate by the department or employee.

* Disposable (single use) gloves such as surgical or examination gloves, shall be
replaced as soon as practical when contaminated or as soon as feasible if they are
torn, punctured or when their ability to function as a barrier is compromised. These
gloves shall not be washed or decontaminated for re-use, nor ever used on more
than one student.

* Utility gloves (heavy rubber gloves) may be decontaminated for re-use as long as
the integrity of the glove(s) is not compromised. However, they must be discarded
if their ability to function as a barrier is compromised (i.e., cracked, peeling, torn,
punctured, etc.)

11.4 CLEAN-UP KITS

Clean-up kits will be accessible to all JCPS employees. The kits will contain:

 1 Pair High-Risk Medical non latex Gloves
 1 Surface Disinfectant Wipe
 1 Biohazard Waste Bag
 1 Pouch Super-Sorb Crystals (Body Fluid Encapsulate) 2oz.
 1 Antimicrobial Hand Wipe

Gloves and certain other items contained in the clean-up kits have a specific shelf life.
Therefore, the School Administration and School Site Safety Officer will ensure that all
kits are checked annually and replenished as necessary.
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12.0 HOUSEKEEPING

Departments shall ensure the worksite is maintained in a clean and sanitary condition. All equipment and
environmental and working surfaces shall be cleaned and decontaminated with an appropriate
disinfectant.

All custodians/cleaning staff should employ the following practices:
● All equipment and surfaces are cleaned and decontaminated after contact with blood or other

potentially infectious materials.

● Protective coverings (such as plastic trash bags) are removed and replaced.

● All trash containers, pails, bins, and other receptacles intended for use are routinely inspected,
cleaned, and decontaminated as soon as possible if visibly contaminated.

● Potentially contaminated broken glassware is picked up using mechanical means (such as dustpan
and brush, tongs, etc.)

● Contaminated reusable sharps are stored in containers that do not require “hand processing”.
Furthermore, the following procedures are used with all other types of waste:

● They are discarded or “bagged” in containers that are:
- Closable,
- Puncture – resistant if the discarded material have the potential to penetrate the

container,
- Leak-proof if the potential for fluid spill or leakage exits,
- Red in color or labeled with the appropriate biohazard warning label,
- Waste containers are maintained upright, routinely replaced and not allowed to

overfill,
- Contaminated laundry is handled as little as possible and is not sorted or rinsed

where it is used,
- Whenever employees move containers of regulated waste from one area to another

the containers should be immediately closed and placed inside an appropriate
secondary container if leakage is possible from the first container.

Custodians are responsible for the collection and handling of each school site contaminated waste with the
exception of laundry. Trainers are responsible for the collection of laundry.

12.1 CONTAMINATED LAUNDRY

Whenever contaminated laundry is wet and presents a reasonable likelihood of
soak-through or leakage from the bag or container, place and transport in bags or
containers that prevent soak-through and/or leakage of fluids to the exterior.
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[Bloodborne Pathogens Exposure Control Plan, 12.0 Housekeeping  - Continued]

The department shall ensure that employees having contact with contaminated laundry
wear protective gloves and other appropriate personal protective equipment.

When a facility ships contaminated laundry off-site to a second facility which does not
utilize universal precautions in the handling of all laundry, the facility generating the
contaminated laundry must place such laundry in bags or containers that are labeled or
color-coded in accordance with this procedure.

13.0 HEPATITIS B VACCINATION, POST EXPOSURE
EVALUATION, AND FOLLOW-UP

Everyone in the JCPS system recognizes that even with good adherence to all of the exposure prevention
practices, exposure incidents can occur. As a result, a Hepatitis B Vaccination Program, as well as a set
procedures for post-exposure evaluation and follow-up has been established should exposure to
bloodborne pathogens occur.

13.1 VACCINATION PROGRAM
In order to protect employees as much as possible from the possibility of Hepatitis B
infection, JCPS has implemented a vaccination program. This program is available, at no
cost to the employee, for all employees who have occupational exposure to bloodborne
pathogens. The first dose of vaccine is to be made available to employees within ten
working days of initial assignment. Subsequent doses are to be administered according to
current Centers for Disease Control (CDC) recommendations.

The vaccination program consists of a series of three inoculations over a six-month period.
Employees will receive their first shot once they have given their consent and have
received the mandatory Bloodborne Pathogens Training. To ensure that all employees are
aware of the vaccination program, it will be thoroughly discussed in the bloodborne
pathogens training including its safety and effectiveness. The second shot is given one
month from the first shot, and the third shot is given five months from the second shot.

Vaccinations are performed under the supervision of a licensed physician or other
healthcare professional. Employees taking part in the vaccination program are
those employees who are in Category A and B. Employees who have
declined to take part in the program have signed the “Vaccination Declination
Form” and their names are on file in the Safety Office. (See attachment.)

In either of the aforementioned situations, Johnston County Public Schools will cover the
cost of these services at no cost to the employee.

52



13.2 POST-EXPOSURE EVALUATION AND FOLLOW-UP

Exposure Incident: A specific eye, mouth, other mucous membrane, non-intact skin, or
potential contact with blood or other potentially infectious materials that results from the
performance of an employee’s duties.

If an employee is involved in an incident where exposure to bloodborne pathogens may
have occurred the following steps will be taken:

● Perform personal decontamination measures and first aid procedures as soon as
practical and as needed.

● Contact the Safety Office immediately in the event of any questionable Bloodborne
Exposure.

● If there are injuries requiring medical attention, the employee shall go to an urgent
care clinic or hospital emergency room for assessment and further treatment of the
injury/wound. A Worker’s Compensation Claim shall be filed.

● Once the injury-wound has been treated, it is the responsibility of the employee to
contact the Exposure Control Officer, at this time the post-exposure evaluation
process will begin.

The Exposure Control Officer will investigate the incident and document the circumstances, route of
exposure and (when feasible) the source individual’s identity. The employee will complete the
post-exposure evaluation and follow-up forms required by OSHA Standard 1910-1030.

The source individual’s blood shall be tested as soon as feasible after consent is obtained in order to
determine HBV and HIV infectivity. If consent is not obtained, the employer shall establish that legally
required consent cannot be obtained; documentation of such will be noted for this record. When the
source individual’s consent is not required by law, the source individual’s blood, if available, shall be
tested and the results documented.

In cases where the source of exposure is an individual and he/she does test positive for HBV or HIV or is
already known to be infected, the results shall be made available to the exposed employee. The exposed
employee shall be informed of applicable laws and regulations concerning disclosure of the identity and
infectious status of the source individual by the Exposure Control Officer and/or medical professional.

The Exposure Control Officer will provide the employee with the necessary forms and documents and
refer the exposed employee to the third party health care professional. The health care professional must
be provided with the following:

1. A copy of the OSHA Bloodborne Pathogen Standard.
2. A description of the employee’s duties as they relate to bloodborne pathogens.
3. Documentation of the route of entry and exposure circumstances.
4. Blood test results of source individual if obtained.
5. Any other relevant information including the employee’s vaccination status.
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[Bloodborne Pathogens Exposure Control Plan,
13.2 Post Exposure Evaluation and Follow-Up - Continued]

Exposed employee’s blood shall also be collected and tested by the Health care professional as soon as
feasible after consent is obtained.

If an exposed employee consents to baseline blood collection, but does not consent to HIV testing, the
sample shall be preserved for at least 90 days. If, within 90 days of the exposure incident, the employee
elects to have the baseline sample tested, such testing shall be done as soon as feasible.

The employer shall obtain and provide the employee with a copy of the evaluating healthcare
professional’s written opinion within 15 days of the completion of the evaluation. The healthcare
professional’s written opinion for Hepatitis B vaccination shall be limited to whether Hepatitis B
vaccination is indicated for an employee, and if the employee has received such vaccination. The
healthcare professional’s written opinion for post-exposure evaluation and follow-up shall be limited to
the following information:

1. That the employee has been informed of the results of the evaluation:

2. That the employee has been told about any medical conditions resulting from
exposure to blood or other potentially infectious materials which require further
evaluation or treatment. All other findings or diagnoses shall remain confidential
and shall not be included in the written report.

14.0 MEDICAL RECORD KEEPING FOR CATEGORY
A & B EMPLOYEES

To assure that JCPS have as much medical information available to the healthcare provider as possible,
JCPS will maintain comprehensive medical records on employees in the Bloodborne Pathogens Program.
The Personnel Department and Facility Services is jointly responsible for setting up and maintaining these
records, which include the following information.

● Name of the employee;
● Social security number of the employee;
● A copy of the employee’s Hepatitis B Vaccination status:

-Dates of any vaccinations
● A copy of the information provided to the consulting healthcare provider as a result

of any exposure to bloodborne pathogens.
● The healthcare providers' written opinion concerning the exposure, treatment and

follow-up care as required by paragraph (f) (s) 29 CFR 1910.1030.

15.0 APPEAL PROCESS

JCPS has developed an Employee Exposure Determination Questionnaire (See Attachment). Employees
whose job classifications are not identified as “having occupational exposure-at risk” have an opportunity
to appeal that exclusion. The questionnaire should be completed by the employee, signed by the principal,
and mailed to the Exposure Control Officer.

54



BLOODBORNE PATHOGENS EXPOSURE
CONTROL POLICY

In accordance with the regulations established by the United States Department of Labor pursuant to the
Occupational Safety and Health Act and the North Carolina Occupational Safety and Health Bloodborne
Pathogens Standard, the Johnston County Public Schools shall have in effect a Bloodborne Pathogens
Exposure Control Plan. The plan, which is designed to eliminate or minimize employee exposure to
infectious bodily fluids and bodily secretions, shall include appropriate employee training and specific
precautions that all employees must take when dealing with blood and other bodily fluids.

For employees with occupational exposure to blood and bodily fluids, the plan shall include appropriate
training, provision of hepatitis B vaccination and specific work practice precautions to minimize contact
with potentially infectious bodily fluids. Employees “with occupational exposure” shall refer to those
employees who are reasonably anticipated to come into contact with blood and bodily fluids in the normal
performance of their assigned work duties. Employees who while at work may perform “good
Samaritan” acts that are not within their required job duties (such as assisting a coworker or a student with
a nosebleed or rendering first aid to an accident victim) shall not be considered to have occupational
exposure.

A copy of the Bloodborne Pathogens Exposure Control Plan shall be accessible to all employees and a
copy shall be maintained in each school unit or department. The plan shall be updated as required by state
and federal law.

It shall be the duty of each employee to familiarize himself or herself with the provisions of the
Bloodborne Pathogens Exposure Control Plan and to comply with the provisions thereof. Failure to
comply with the plan shall be cause for disciplinary action.

Legal Reference(s):     “Bloodborne Pathogens,” Part 1910 of Title 29 of the Code of Federal
Regulations, Section 1019.1030, Federal Register, Vol. 50, No. 235,
December 6, 1991.
North Carolina Occupational Safety and Health Bloodborne Pathogens
Standard, Division of Occupational Safety and Health, North Carolina
Department of Labor, March 6, 1992.
Communicable Disease Control Measure 15A NCAC 19A.0202(4)

Adopted: February 9, 1993
Amended: November 9, 1999
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JOHNSTON COUNTY BOARD OF EDUCATION
To register to receive the vaccination, click on the link below and complete the registration
form: Hep B Vaccination Registration Form

Contact Sonya Grice, 919-934-6032, ext 8037

JOHNSTON COUNTY PUBLIC SCHOOLS

EMPLOYEE EXPOSURE DETERMINATION
QUESTIONNAIRE

The purpose of this questionnaire is to assist your employer in determining your exposure potential to
human blood, body fluids, and/or other infectious material.

Directions: Please circle the answer that best describes your occupation.

PART 1 – Does your job require and/or specify that you do any of the following as a specific condition
of employment?

A.)  Do you work directly with human blood, blood products, body Yes No
fluids, or tissue products?
(i.e. laboratory technician, emergency room physicians, nurses, etc.)

B.)  Do you give assistance to accident or injury victims at or away Yes No
from a general area where you work on a regular basis?
(i.e. 1st aid responder, emergency/rescue personnel, coaches, etc.)

C.)  Are you responsible for the clean up of blood and/or body fluids Yes No
with visible blood, such as urine, vomitus, etc. as part of your job on
a regular basis? (i.e. custodians, teachers who work w/developmentally disabled students, etc.)

D.) Your daily tasks do not cause you to work with or be in direct Yes No
contact with blood/body fluids but you may respond to unplanned
events such as helping an injured or ill student/co worker.
(i.e. teacher who aids a student with a cut finger or a teacher who helps a student with a bloody nose.)

E.)  My job does not require me to be exposed to blood or body Yes No
fluids. (i.e. bus driver, cafeteria worker, clerk)

PART 2 – Determining Your Exposure Classification

Directions: Place a check ( ✔ ) in the box that best describes your classification.

If you answered yes to: You are in this category

A, B, and/or C Occupational Exposure

D or E No Occupational Exposure even though
you may have unplanned exposure
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Bloodborne Pathogens Basics (Employees Must Know)

For an incident to be considered a Bloodborne Pathogens exposure event, the person must come in contact
with more than ¾ of an ounce of blood, liquid or other potentially infectious material containing blood.
Therefore, anytime an employee is exposed to body fluids or waste as discussed in the preceding plan, he
or she should use basic precautions:

1. Utilize the “BioHazard Clean-Up Kit” that has been assigned to you.  This kit contains:

● 1 pair of latex free / powder free medical gloves

● 1 super-sorb pouch (liquid absorbent, i.e., vomit, urine)

● 1 surface disinfectant wipe

● 1 anti-microbial hand wipe

● 1 biohazard bag

● directions for use of the kit and an “Exposure Incident” form

If any items contained in the bag are used during the school year and need to be replenished, please see
the School Site Safety Officer (Head Custodian).

2. When involved with a Bloodborne Pathogens Exposure event, make sure to put on medical gloves. If
the incident involves a body fluid clean up, apply super-sorb crystals around the edge of the spill to
prevent spreading. Spread the crystals evenly over the spill area. When solidified, scoop the material
into a BioHazard Bag. Wipe any potentially contaminated areas with a surface disinfectant wipe.
Then, remove your gloves. Use an Anti-Microbial Hand Wipe to clean and disinfect your hands.
Last, but certainly not least, put the remainder of the items (used gloves, wipes, etc.) in the BioHazard
Bag. Extreme care will have to be taken to ensure that the outside of the waste bag is not
contaminated. Securely tie a knot in the uppermost portion of the bag and make sure to wash your
hands thoroughly with soap and water. Contact your School Site Safety Officer (Head Custodian) and
he or she will dispose of the bag properly. The same scenario will apply in the event of a nose bleed
situation or other event which produces a large quantity of blood. Anytime you open the
“BioHazard Clean-Up Kit” to use its contents for an exposure event, you must complete an
Exposure Incident form and forward it to your school’s administration who will, in turn,
forward it to Dewey Baker as indicated on the form.

3. Sharps, i.e. needles and syringes, must be placed in sharps containers. The sharps containers may
only be placed in health rooms. They are not to be placed in other areas of the building, especially in
areas accessible to students without adult supervision. This is the situation for all schools, including
high schools. When a sharps container is full, the School Nurse will dispose of the container properly
and issue a new sharps container.
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Johnston County Public Schools Bag #____

Small Body Fluid Clean Up Pack
It is important to put on protective apparel prior to working with ANY potentially contaminated matter.

Follow removal instructions carefully. Non-Sterile. Disposable.

CONTENTS:
1 Pair High-Risk Medical non latex Gloves
1 Surface Disinfectant Wipe
1 Antimicrobial Hand Wipe
1 Biohazard Waste Bag
1 Pouch Super-Sorb Crystals (Body Fluid Encapsulant) 2oz.

DIRECTIONS FOR USE:
GLOVES
➢ Grasp glove cuff with off hand, insert hand to be gloved into glove, and pull upward from cuff.
➢ Pull glove cuff over garment cuff to provide full protection.

SUPER-SORB CRYSTALS
➢ Open pouch by unsealing “Zip-Lock” closure at top of pouch.
➢ Sprinkle Super-Sorb around edge of spill to prevent spreading. Spread remainder of crystals evenly

over spill area.  When solidified, scoop material into appropriate container or waste bag.

SURFACE DISINFECTANT WIPE
➢ Wipe any potentially contaminated areas (door handles, desk tops, etc.) with wipe.
➢ Open, unfold, wipe to remove gross filth.
➢ Allow to remain wet for 5 minutes where required.
➢ Let air dry.
➢ Do not reuse towel.  Dispose of used towel and empty packet in trash.

DIRECTIONS FOR REMOVAL, CLEAN-UP, AND DISPOSAL:
GLOVES
➢ Remove both gloves beginning at the wrist, turning inside-out. Be careful not to touch contaminated

area with bare hands.

ANTIMICROBIAL HAND WIPE
➢ Open package and wipe hands thoroughly. Do not reuse wipe. Dispose of used wipe and empty

packet in trash.

BIOHAZARD WASTE BAG
All protective apparel and products should be placed carefully into the biohazard bag immediately upon
removal. Extreme care should be taken to ensure that the outside of the waste bag is not contaminated.
Securely tie a knot in the uppermost portion of the bag. Dispose of in an appropriate container and in a
manner adhering to local, state, and federal regulations. If HIV or other infectious disease is suspected in
any situation, contact Facility Services immediately.

IMPORTANT: It is highly recommended that the removal procedures for all protective apparel be
practiced prior to any actual use in situations where exposure to potentially contaminated matter is
possible. Use of this product does not guarantee against infection with bloodborne pathogens. These
instructions are intended to assist in the prevention of cross-contamination and are not intended to be
interpreted as legal advice.

For technical information, call Facility Services (919) 934-2021.
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Johnston County Public Schools
Safety Meeting Roster

School Name: ________________________________________ Date:_____________________

At this meeting, an electronic copy of the 2021-2022 Johnston County Public Schools (JCPS) Safety and
Operations Manual was discussed with me, and I received a Bloodborne Pathogen Clean-Up Kit. I was given the
opportunity to ask questions of administration when this information was reviewed.
By signing below, I understand that an electronic copy of the JCPS Safety and Operations Manual is posted on the
JCPS website and that it is my responsibility to access it for review.

If you as the employee meet the conditions after reviewing pages 55-56, use the live link on page 56 to register for
the Hepatitis B shot.

Print Name (clearly) Signature

I need a
Bloodborne

Pathogen
Clean-up Kit

I want the
Hepatitis B
Vaccination

YES NO YES NO

This roster must reflect the names of all personnel who receive a check at the site, and a copy of this roster must be
returned to Dewey Baker at Facility Services.

60



Bloodborne Pathogen and Call Down List
2021-2022

School:_______________________________________

Principal Signature:_____________________________Date:____________

Bloodborne Pathogen Kits (already assembled) #________ kits needed
(Issue all kits on hand at your site before ordering more kits)

Biohazard Box needed (Y/N) _______
When the Biohazard box is full, please put in a SchoolDude Maintenance request to have it picked up.
A new box will then be delivered.

When the sharps container is full, give it to the school nurse. The school nurse will give the full sharps
container to the Coordinator of School Heath. The Coordinator of School Health Will then request a
new sharps container for that school.

Responsible for submitting Maintenance Work Orders:___________________________________
(Only 2 people are allow to enter work orders, one is assigned by the principal and the other being
the cafeteria manager.)

Cafeteria Manager: _________________________________

Security Call Down List - Please click on the following link to complete. Use this form for any updates
throughout the year.

**Return complete form to Dewy Baker at Facility Services.**
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