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EMPLOYEE SAFETY 
Your safety is important to us! 

  
It is the intent of the Montesano School District to provide a safe environment for 
employees, students and volunteers. It is also our intent to properly manage any incidents 
that occur so as to minimize injury and other forms of loss. A well-managed workplace 
safety program can benefit our school district and our staff in countless ways. In order for 
Montesano School District to achieve these goals, we have developed a workplace safety 
handbook outlining the policies and procedures regarding employee and volunteer health 
and safety. Each and every individual must become familiar with the program, and follow 
the procedures. We welcome staff to become an active participant in our workplace safety 
program. 
 
While the Montesano School District Safety Committee will be responsible for developing 
and organizing this program, its success will depend on the involvement of each employee 
and volunteer.  

We look forward to your cooperation and participation. 
 



 
Montesano School District Accident Prevention Program 

 
The Montesano School District has a very active safety program and we invite you to 
become involved. The safety committee is comprised of school district employees and 
representatives of the administration. It has the responsibility of investigating accidents 
and reporting hazards, doing scheduled inspections, making recommendations and 
developing and maintaining the written accident prevention program necessary to 
maintain a safe and accident-free work environment. 
 
The safety committee is a very important element in providing you with a safe place to 
work, but it is important for you to remember that “YOU” are your own safety committee. 
You need to be constantly aware of the dangers inherent in your work environment and 
take appropriate actions to protect yourself and your co-workers. 
 
A safety bulletin board is located in each building. There you will find current information 
pertaining to the safety committee’s activities and other items of interest.  

Please check your building’s bulletin board regularly. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
Personal Protective Equipment: 

 
 
The Montesano School District requires ALL STAFF who are issued personal protective equipment to 
wear THEIR “SAFETY GEAR”. Your safety is our top priority. Your immediate supervisor will provide 
you with information about the proper use and care of the equipment, tools, and chemicals specific to 
your job, as well as the use and care of personal protective equipment. Your immediate supervisor will 
also inform you of the nearest first-aid station and the exit routes in the event of an emergency.  
 
All new employees will complete a Safety/Accident Prevention Checklist with the district’s safety 
coordinator and building administrator or supervisor. The Safety Checklist will be used as a guideline for 
conducting your on-the-job safety orientation. This checklist will cover accident prevention, emergencies, 
and what do if you are hurt on the job.  
 
Ladder Safety:  
The District Ladder Safety Program will require all staff to use properly sized ladders whenever 
performing overhead projects; primarily this pertains to maintenance and custodial employees. 
However; this extends to ‘all’ staff if a staff member is going to perform an overhead task within the 
scope of their job duties that requires needing a step ladder or step stool. A task needing a ladder 

 



beyond the height limit of a step ladder will be performed by the maintenance department. Non 
maintenance staff  will be required to submit a request to maintenance for these projects that 
exceed the height limit. The district’s goal is to supply each building with good quality and properly 
sized ladders, step ladders and step stools to perform their tasks without the risk of a ladder 
accident.  

 
 

 

 
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 
 
 

IF YOU ARE HURT ON THE JOB 
 

WORKER’S COMPENSATION 
 
The Montesano School District has chosen to participate in a Worker’s Compensation self-insurance 
cooperative with 43 of our neighboring school districts.  The cooperative is self-administered, 
self-insured under the Washington State Industrial Insurance Laws.  A self-administered, self-insured 
employer has total responsibility for the processing and payment of Worker’s Compensation claims for 
their employees.  If you are injured on-the-job or become ill because of an occupational exposure, your 
claim will be handled by the staff at our local Educational Service District 113 or ESD 113 Worker’s 
Compensation Trust from their Tumwater office. 
 
The Worker’s Compensation program is funded by your school district.  This assessment is mandated by 
Washington State Law and is matched by your district dollar for dollar.  The money is sent to the 
Department of Labor and Industries.  This pension fund is used to pay benefits to injured workers in the 
state and should not be confused with any other pension funds you may participate in. 
 
The self-insured status of this school district does not change the benefits you are entitled to if you are 
injured on-the-job.  Worker’s compensation benefits are determined by statute and not by who’s 
responsible for your claim.  If you are injured on-the-job, you can expect timely payment of your medical 
bills and time-loss from work when certified by your doctor.  During periods of extended time-loss, a 
Certification of Disability form, which is to be completed by the disabled employee and attending doctor, 
will periodically be included with a time-loss payment. 
 
You should immediately report any accident you are involved in, or any safety hazard you observe to 
your supervisor.  If you are injured, your supervisor will explain the claims reporting procedure and 
provide you with the necessary forms to report your claim to the ESD 113 Worker’s Compensation Trust. 
Forms are also available at each building/department.  
 
Additional information regarding worker’s compensation coverage can be found in the “Employee of 
Self-Insured Businesses Guide to Industrial Insurance.”   This booklet is published by the Department of 
Labor and Industries and provides a general description of the benefits you are entitled to. 
 
If you have any questions about the Montesano School District’s Industrial Insurance Program or the 
safety committee, please do not hesitate to ask your supervisor or call the ESD 113 Worker’s 
Compensation Trust in Tumwater. 
 
 
 
 
 
 
 



 
 
 
 
 
 
Here’s how this process works and frequently asked questions: 
 
First you must know how to obtain an employee incident report and what this form means. 
Please verify with your building/department office manager or secretary where the employee incident 
forms are located. This report provides valuable information regarding your incident/accident to 
help us determine why there was an accident and to hopefully prevent it from happening again. 
 
1. Every incident/accident must reported to your supervisor or if not available to the District Office 
immediately.  
 
2. An employee incident form needs to be completed and reviewed by your supervisor. 
 
3. Your supervisor will investigate the incident to determine any workable solutions. 
 
 4. Your supervisor will forward the form to the District Office for processing to our ESD113.  
 
5. The District Office may contact you to further investigate the incident to provide information to our 
claims representative.  
 
6. The District Office will forward the form to ESD 113 Workers Compensation Trust for further 
processing. ESD113 requires receipt of the form within 72 hours of the incident/accident. 
 
7. Additional information from the employee will be required if time loss occurs. Please notify the 
District Office if you miss any time from work due to an injury. This information must be reported to our 
ESD113. 
 
8. Incidents that continue to occur either within the same category or the same employee, may be 
investigated by an ESD 113 loss prevention specialist to determine what solutions may be available to 
present future incidents.  
 
Frequently Asked Questions: 
 
I had an accident at work last week and didn’t think about filling out an accident form? 
What should I do?  
 
Regardless of how minor your accident was, it was still an accident. You should report the 
accident/incident immediately to your supervisor. Your supervisor will provide you with an Employee 
Incident Report to complete. Your supervisor will investigate the incident to find workable solutions.  
 
 



I had an accident/incident at work, but did not seek medical attention. 
 
First…notify your supervisor immediately about any work-related incident.  Fill out an Employee 
Incident Report.  Complete the report, retain a copy, and present the report to your supervisor. You have 
one year from the date of your work-related injury or two years after you receive written notice from a 
doctor that you have a work-related disease that arises out of your employment.  Completion of the 
Incident Report is not an application for worker’s compensation benefits. 
 
 
 
I plan to seek medical attention for my work-related injury/illness: 
 
First…notify your district immediately about any work-related injury or occupational disease.  Fill out an 
Employee Incident report.  You must file a Self-Insured accident report (SIF2) if you receive medical 
treatment for any injury or occupational disease.  Once you’ve made an appointment, call ESD 113 
Worker’s Compensation Trust at (360) 464-6880, Monday thru Friday 8 AM – 4:30 PM.  They will help 
you to file a claim for benefits and assign you a claim number.  A Self-Insured Accident Report will be 
sent to your home mailing address.   Please complete and return in the self-addressed, stamped envelope. 
 
Is there a time limit for seeking medical attention? 
 
One year after the work-related injury, or two years after you receive written notice from a doctor that 
you have a work-related occupational disease.  (An occupational disease is a work-related disease that 
arises out of your employment).   If you are on your way to the doctor, you may print out the Physician’s 
Initial Report from ESD 113 homepage, which your doctor is required to complete.  If you decide to 
print, please give the report to your doctor (claim number will go in the upper right hand corner).  This 
will help your doctor to know that your district is self-insured and a claim should be filed through ESD 
113 rather than the State Fund Labor and Industries. 

All reports and medical bills should be sent to:  
 

ESD 113 Worker’s Compensation Trust 
6005 Tyee Drive SW 
Tumwater, WA 98512 

 
What if my doctor authorizes time off from work due to my injury/illness? 
 
 If your treating doctor limits your activities and certifies you unable to work, you need to provide that 
documentation to your supervisor and the ESD 113 Worker’s Compensation Trust.  Certification can be 
faxed to (360) 464-6957 or mailed.  You may be eligible for time loss benefits if you have missed more 
than three days of work following your date of injury.  
 
Once I have filed a claim and it’s allowed, what is expected of me? 
 
Once your claim is allowed, you are required to complete the necessary treatment.  Please keep your 
supervisor and the ESD 113 informed of any address/marital status changes.  Provide ESD 113 Worker’s 
 



Compensation Trust with certification of time loss from your doctor and your return to work date, if time 
loss is involved.  Work with your doctor, district, and claims representative in developing a 
return-to-work plan that may include light duty or transitional work.  Contact the Pam Banks at the 
District Office EXT 1233 for any changes in treatment, change doctors and/or if you attend any medical 
examinations requested by your doctor or claims representative for evaluation of your condition.  
 
Who do I contact when I have a claim? 

ESD 113 – Tumwater – Workers Compensation Trust Department 
360-464-6885 
  

 
 
 
What can I do if my claim is denied? 
 
If your claim is denied, you have the right to file a written protest about that decision within 60 days to 
the Department of Labor and Industries.  You can also appeal that decision to the Board of Industrial 
Insurance Appeals. 
 
 
I need directions for my Independent Medical Exam and/or a travel voucher. 
 
Call ESD 113 at 360-464-6880 for directions. 
 
 
The Montesano School District or the Educational Services District 113 Worker’s Compensation Trust 
cannot deny you the right to file a claim, penalize you or discriminate against you for filing a claim. 
Every employee is entitled to worker’s compensation benefits for any injury or illness that results from 
his or her job.  Any false claim filed by a worker may be prosecuted to the full extent of the law. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



GUIDELINES FOR HANDLING BODY FLUIDS IN SCHOOL 
 
The following guidelines are meant to provide simple and effective precautions against transmission of 
disease for all persons, potentially exposed to the blood or body fluids of any student. No distinction is 
made between body fluids from students with a known disease or those from students without symptoms 
or with an undiagnosed disease. 
 
An exposure Control Plan developed for Montesano School District employees has been developed and 
is available in each building. Please review this plan. 
 
UNIVERSAL PRECAUTIONS: 
“Universal Precautions” or “Universal Blood and Body Fluid Precautions” refer to the handling of body 
fluids from all individuals, not just precautions recommended for those known to be infected with a blood 
borne pathogen. Universal precautions were written for staff in health care settings and public safety 
works, however, contact by school staff with contaminated blood and body fluids are increasingly more 
likely. 
 
The precautions focus on the prevention of transmission of bloodborne pathogens, primarily Hepatitis B 
(HBV) and human immunodeficiency (HIV) viruses. Exposure is defined as contact with blood or other 
body fluids through precautions, inoculations (such as needle sticks with contaminated needles) or 
contact with an open wound, non-intact skin or mucous membrane during the performance of normal job 
duties. 
 
Blood is the single most important source of HIV, HBV and other blood borne pathogens in the 
occupational setting. Infection control efforts for HIV, HBV and other blood borne pathogens must focus 
on preventing exposures to blood as well as on delivery of HBV immunization.  
 
Universal precautions require the use of protective barriers. “Protective barriers reduce the risk of 
exposure of the staff member’s skin or mucous membranes to potentially infectious materials.” For 
universal precautions, protective barriers reduce the risk of exposure to blood, body fluids containing 
visible blood, and other fluids to which universal precautions apply. 
 
Examples of protective barriers include gloves, gowns, masks, and protective eyewear. Gloves should 
reduce the incidence of contamination of hands, but they cannot prevent penetrating injuries due to 
needles or other sharp instruments. Masks and protective eyewear or face shields should reduce the 
incidence of contamination of mucous membranes of the mouth, nose, and eyes. Rarely, if at all, would 
precautions beyond the use of gloves and provision of ventilation devices to minimize the need for 
emergency mouth-to-mouth resuscitation be indicated in a school setting. 
 
Universal precautions are intended to supplement rather than replace recommendations for routine 
infection control such as hand washing and using gloves to prevent contamination of hands as described 
in the sections that follow. 
 
 
 
 
 



 
 
 
 
DOES CONTACT WITH BODY FLUIDS PRESENT A RISK? 
The body fluids of all persons should be considered to contain potentially infectious agents and germs. 
The term “body fluids” includes: blood, semen, drainage from scrapes and cuts, feces, urine, vomit, 
respiratory secretions (i.e., nasal discharge) and saliva. Contact with body fluids presents a risk of 
infection with a variety of germs. In general, however, the risk is very low and dependent on a variety of 
factors including the type of fluid with which contact is made and the type of contact made with it. 
 
USE OF GLOVES: 
When possible, direct skin contact with body fluids should be avoided.  Disposable gloves should be 
available in at least the offices of the coach, custodian, nurse or principal and for staff in school settings 
such as the gymnasium and health room, where contact with blood and other body fluids is likely to 
occur. Gloves should be worn when direct hand contact with body fluids is anticipated (i.e., treating 
bloody noses, handling clothes soiled by incontinence, cleaning small spills by hand, etc.) 
 
Disposable (single-use) gloves such as surgical or examination gloves, either vinyl or latex, 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. HANDS MUST BE WASHED BEFORE 
AND AFTER WEARING GLOVES. Gloves used for this purpose should be put in a plastic bad or lined 
trash can, secured and disposed of daily.  
 
CUSTODIAL PRACTICES: 
The employer shall assure that the work site is maintained in a clean and sanitary condition and shall 
determine and implement an appropriate cleaning schedule for rooms where body fluids are present. 
Schedules shall be as frequent as necessary depending on the area of the school, the type of surface to be 
cleaned, and the amount and type of soil present. Custodians shall wear appropriate personal protective 
equipment including general purpose utility gloves during all cleaning of blood or potentially infectious 
materials. 
 
Initial clean-up of blood or other potentially infectious materials shall be followed with the use of an 
approved hospital disinfectant chemical germicide that is tuberculocidal or a solution of one tablespoon 
of bleach to a gallon of water. 
 
Equipment contaminated with blood or other potentially infectious materials shall be checked routinely 
and decontaminated if possible prior to servicing or shipping. Double-bagging prior to  handling, storing, 
and/or transporting infectious waste is necessary if the outside of a bag is contaminated with blood or 
other potentially infectious materials. 
 
CONTAMINATED SHARPS: 
Broken glassware or discarded needles, which may be contaminated, shall not be picked up directly with 
the hands. It shall be cleaned up using mechanical means, such as a brush and dustpan, tongs, or forceps. 
Reusable sharps that are contaminated with blood or other potentially infectious materials shall not be 
stored or processed in a manner that requires employees to reach by hand into the containers where these 
sharps have been placed. 
 



 
Contaminated sharps shall be discarded immediately or as soon as feasible in containers that are: 
closeable, puncture resistant; leak proof on sides and bottom; and labeled or color-coded. During use, 
containers for contaminated sharps shall be easily accessible to personnel and located as close as is 
feasible to the immediate area where sharps are used or can be reasonably anticipated to be found (i.e., 
health rooms, some science classrooms, etc.) 
 
Sharps containers should be maintained upright throughout use, replaced routinely and not be allowed to 
overfill. When moving containers of contaminated sharps from the areas of use, the containers shall be 
closed immediately prior to removal or replacement to prevent spillage or protrusion of contents during 
handling, storage, transport, or shipping; and placed in a secondary container if leakage is possible. The 
second container shall be closeable, constructed to contain all contents and prevent leakage during 
handling, storage, transport, or shipping; and labeled or color-coded. 
 
Contaminated needles and other contaminated sharps shall not be bent, recapped, or removed. Shearing 
or breaking of contaminated needles is prohibited. 
 
WHAT SHOULD BE DONE IF DIRECT SKIN CONTACT OCCURS? 
In many instances, unanticipated skin contact with body fluids may occur in situations where gloves may 
be immediately unavailable (i.e., when wiping a runny nose, applying pressure to a bleeding injury 
outside the classroom, helping a child in the bathroom, etc.) Gloves need not be worn when feeding 
students or when wiping saliva from skin unless blood is present. First aid for a bleeding child must not 
be delayed to secure gloves. In these instances, hands and other affected skin areas of all exposed persons 
should be routinely washed with soap and water after direct contact has ceased. 
 
Reminder: Unbroken skin is an excellent barrier to infectious agents. Staff with open sores or cuts on 
their hands (non-intact skin) having contact with blood or body fluids should always wear gloves. If 
contact with contaminated body fluids does occur, the staff member should contact the local health 
department or private physician for evaluation of the need for post-exposure prophylaxis.  
 
HOW SHOULD BODY FLUIDS BE REMOVED FROM THE ENVIRONMENT: 
The Montesano School district has a standard procedure for removing body fluids (i.e., vomit, etc.) 
Sanitary absorbent agents specifically intended for cleaning body fluid spills are provided. Disposable 
gloves should be worn when using these agents. The dry materials should be applied to the area, left for a 
few minutes to absorb the fluid, and then vacuumed or swept up. The vacuum bag or sweepings should 
be disposed of in a plastic bag, broom and dustpan are to be rinsed in a disinfectant. No special handling 
is required for vacuuming equipment. 
 
HAND WASHING PROCEDURES: 
Proper hand washing requires the use of soap and water and vigorous washing under a stream of warm 
water for approximately 15 seconds. Hand washing posters should be located in all hand washing 
stations. 
 
Soap suspends easily removable soil and microorganisms allowing them to be washed off. Running water 
is necessary to carry away dirt and debris. Rinse under running water. Use paper towels to thoroughly dry 
hands. 
 
 



DISINFECTANTS: 
An intermediate level disinfectant should be used to clean surfaces contaminated with body fluids. Such 
disinfectants will kill vegetative bacteria, fungi, tubercle bacillus and viruses. The disinfectant should be 
registered by the U.S. Environmental Protection Agency (EPA) for use as a disinfectant in medical 
facilities and hospitals. 
 
Various classes of disinfectants are listed below. Bleach and water solution is preferred for objects that 
may be put in the mouth. 
Ethyl or isopropyl alcohol (70%) 
Phenolic germicidal detergent in a one percent aqueous solution (i.e. Lysol, Etc.) 
Household bleach diluted 1 part bleach to 10 parts water. 
Quaternary ammonium disinfectant cleaner (i.e., Bactisol, Forward, disinfectant, etc.) 
Iodophor germicidal detergent with 500 ppm available iodine (i.e., Wescodyne) 
 
DISINFECTANT OF HARD SURFACES AND ATHLETIC MATS: 
All equipment and environmental and working surfaces shall be cleaned and decontaminated after 
contact with blood or other potentially infectious materials. Contaminated work surfaces shall be 
decontaminated with an appropriated disinfectant after completion of procedures; immediately or as soon 
as feasible when surfaces are overtly contaminated or after any spill of blood or other potentially 
infectious materials, and at the end of the work shift if the surface may have become contaminated since 
the last cleaning. 
 
In order to provide a safe environment, hard surfaces should be cleaned/disinfected at the conclusion of 
each day. This includes sporting equipment such as wrestling and gymnastic mats, as well as desk and 
table tops used for eating. If an incident occurs where body fluids has contaminated a surface, cleaning 
and disinfecting should take place prior to allowing activity to continue. The surface should be cleaned of 
visible contamination and then disinfected. During athletic contests an ample supply of towels should be 
available. Disposable towels and tissues are recommended. Towels must be used for one individual only 
and disposed of in an appropriate receptacle. Gloves must be worn when handling blood or objects 
contaminated with blood. Soiled surfaces should be promptly cleaned with disinfectant, such as 
household bleach (diluted 1 part bleach to 10 parts water.) Disposable towels or tissues should be used 
whenever possible, and mops should be rinsed in disinfectant. Those who are cleaning should wear latex 
gloves or other protective equipment and should avoid exposure to open skin lesions or mucous 
membranes to the blood or body fluids. 
 
DISINFECTION OF RUGS: 
Apply sanitary absorbent agent, let dry and vacuum. If necessary, mechanically remove body fluid with 
the dustpan and broom, then apply rug shampoo (a germicidal detergent) with a brush and re-vacuum. 
Rinse dustpan and broom with disinfectant. If necessary, wash brush with soap and water. Dispose of 
non-reusable cleaning equipment as noted above. 
 
 
CARE OF CLEANING EQUIPMENT: 
Mops should be soaked in the disinfectant after use and rinsed thoroughly or washed in a hot water cycle 
before rinse. Disposable cleaning equipment and water should be placed in a toilet or plastic bag as 
appropriate. Non-disposable cleaning equipment (buckets) should be thoroughly rinsed in the 
disinfectant. All bins, pails, cans, and similar receptacles intended for reuse which have a reasonable 
 



likelihood of becoming contaminated with blood or other potentially infectious materials shall be 
inspected and decontaminated on a regularly scheduled basis and cleaned and decontaminated 
immediately, or as soon as feasible, upon visible contamination. The disinfectant solution should be 
promptly disposed down an appropriate drain. Remove gloves and discard in appropriate receptacles. 
Wash hands. 
 
LAUNDRY INSTRUCTION FOR CLOTHING SOILED WITH BODY FLUIDS: 
The most important factor in laundering clothing contaminated in the school setting is elimination of 
potentially infectious agents by soap and water. Addition of bleach will further reduce the number of 
potentially infectious agents. Clothing soaked with body fluids should be washed separately from other 
items. Pre-soaking may be required for heavily soiled clothing. Otherwise, wash and dry as usual. If the 
material is bleachable, add ½ cup of household bleach to the wash cycle. If the material is not colorfast, 
add ½-cup non-Clorox bleach to the wash cycle. 
 
If presoaking is required to remove stains (i.e., blood, feces, etc.) use gloves to rinse or soak the item in 
cold water prior to bagging. Student clothing should be sent home for washing with appropriate 
instructions to parents. Contaminated disposable items (i.e., tissues, paper towels, diapers, etc.) should be 
handled with disposable gloves. 
 
CONTAMINATED SCHOOL STAFF LAUNDRY: 
Personal Protective Equipment (PPE) and other non-disposable items (i.e., towels used to wipe up body 
fluid) that are soaked through with body fluids should be rinsed and placed in  plastic bags that are 
labeled new with biohazard legend or color coded. 
 
Whenever contaminated laundry is wet and presents a reasonable likelihood of soak-through of, or 
leakage from, the bag or container, the laundry shall be placed and transported in bags or containers that 
prevent soak through and/or leakage of fluids to the exterior. 
 
The district shall ensure that employees who have contact with contaminated laundry wear protective 
gloves and other appropriate PPE. Red bags can be substituted for biohazard labels. 
 
Individuals who have no symptoms of illness may carry germs. These individuals may be at various 
stages of infection including incubating disease, mildly infected without symptoms, or chronic carriers of 
certain infectious agents including HIV and Hepatitis viruses.  
 
In fact, transmission of communicable diseases is more likely to occur from contact with infected body 
fluids of unrecognized carriers than from contact with fluids from recognized individuals because simple 
precautions are not always carried out. 
 
The following table provides examples of particular infectious organisms that may occur in body fluids 
of children and the respective transmission concerns: 
 
Body Fluid Source Organism of Concern Transmission Concern 
Blood 
Cuts & Abrasions 
Nosebleeds 
Menstruation 

Hepatitis B Virus 
HIV 
Cytomegalovirus 

Blood stream inoculation through 
cuts & abrasions on hands 
Direct blood stream inoculation 

 



Contaminated Needles 
Feces 
Incontinence 
 

Salmonella Bacteria 
Shigella Bacteria 
Rotavirus 
Hepatitis A Virus 

Oral inoculation from 
contaminated hands 

Urine 
Incontinence 

Cytomegalovirus Bloodstream & oral inoculation 
from contaminated hands 
 

Respiratory Secretions 
Saliva 
Nasal Discharge 

Mononucleosis Virus Oral inoculation from 
contaminated hands 

Vomit Gastrointestinal Viruses Oral inoculation from 
contaminated hands 
 

Semen Hepatitis B 
HIV 
Gonorrhea 

Sexual Intercourse 

Possible transmission of Hepatitis B is of little concern from these sources unless they contain visible 
blood. 
 
 
 
If a staff member has any questions regarding the safe handling of any body 
fluid or potential contamination, please contact your immediate supervisor or 
one of the district’s nursing staff. 
 
Nursing Staff: 
  
Kim Royer  - Simpson School  
 
Crystal Raines – Beacon School  
 
Barbara Peoples – Jr/Sr High School  
 
 
 
 
 
 
 
 
 
 

 
 



  

District Staff – Annual Required Training 
Trainings may vary from year to year and mandatory training is 
subject to change based on state and/or district requirements. 

 

Examples of annual training include: 
 
Bloodborne Pathogen Training  
Sexual Harassment 
Prohibition of Harassment, Intimidation & Bullying 
(Duty to Report – Every three years) 
General Safety Course (new hires) 
ESD113 New Employee Orientation Course (new hires) 

 
Follow these simple steps below to complete your safety training through Safeschools:  
 
How to log on to the online training program: 
Go to our district website under 'Employee’ , the password is “monte”, then click on 

the links to find Safeschools. Your Login is your first initial and last name. 
Certificated staff may have the option to receive free clock hours when taking 

safeschools training. Please contact Pam in Human Resources to find out how you 

can earn clock hours.   

Select the course assigned by simply clicking on the name of the course.  The courses 
have audio, so turn up your speakers if you wish to hear the narration.  Complete all 
the training scenarios and the assessment to receive completion credit for the 
course.  You will have the option to print out a Certification of Completion once you 
complete the course. It is not necessary to send me the Certificate, as the system 
will maintain a history of all the courses you complete for record/audit purposes.  
 

In addition, take advantage of the wide range of optional courses! There are 
many different courses available for staff in all job classifications.  
 

If you have any questions or problems with the site, please contact: 
Hannah Haver 

 hahver@monteschools.org 
(360)249-3942 

Thanks - and have a safe year! 
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Washington State Industrial Safety and Health Act 
(The following information was provided by ESD 113 –Workers Comp Trust – Employee Orientation Brochure) 

 
 

Washington State has been a leader in the attempt to create a safe and  
healthful environment in which to work. 

 
As an employee of this school district, you are covered under the Washington State Industrial 
Safety and Health Act. This law specifically requires that you comply with all safety and health 
standards, which apply, to your actions on the job. Therefore, for your benefit and the benefit of 
your co-workers you must: 
 

Read the WISHA poster displayed on the safety bulletin board in your building 
Follow all district safety and health rules and wear or use all prescribed protective gear and equipment. 
Report job-related injuries or illnesses to your supervisor and seek treatment promptly. Cooperate with 

the WISHA inspector during an inspection of your job site. Exercise your rights under the act in a 
responsible manner. 

 
 
 
 
 
The following forms are available at each job site/building and the district 
office: 
 

Employee Incident Report Form 
Incident Reporting/General Information 
Return to Work Information 
On-The-Job Injury – Claim Reporting Procedure Card 
 

Please call the District Office at (360)249-3942 if you have 
ANY questions regarding your safety or the safety of others. 

 
 

 



 
 
 

Always ASK for help, and you may prevent an injury!! 
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INTRODUCTION 
 

Working above ground on aerial work platforms (AWP) supported by scissors, masts or booms 
can result in severe injury or death if safety methods are not followed.  Only trained and 
authorized employees of the Montesano School District will be allowed to operate aerial lifts. 
Students, parents, or unauthorized employees will not be permitted to operate any motorized 
equipment.  
 
 
 

 

PURPOSE 
 

This document contains practices and procedures to protect employees from the hazards 
associated with using AWPs. 
 
 
 

 

SCOPE 
 

The provisions of this document apply to all personnel at the Montesano School District’s 
events and related facilities and operations. 
 
 
 

 

POLICY 
 

It is the policy of the Montesano School District to take every reasonable precaution to 
provide a work environment free from recognized hazards for its employees in accordance 
with the General Duty Clause of the OSHA act (Public Law 91-596 Section 5(a)(1) and in 
accordance with specific OSHA and WISHA standards.  The Montesano School District’s 
policy document is entitled Environmental Health and Safety Compliance. 
 



 
The Maintenance Supervisor is responsible for establishing and maintaining the Aerial 
Work Platform Safety Program. 
 
Appropriate safety equipment (lanyards, harnesses, safety vests and hard hats) must be 
provided by the Montesano School District when such equipment is necessary to protect the 
health and safety of the employee(s). The supervising department is responsible for the 
purchase of such equipment. 
 
 
 

 

ENFORCEMENT 
 

Failure to follow the Montesano School District’s Work Platform Program can result in life 
threatening or serious injury situations. Failure to follow the Aerial Work Platform Program will 
result in disciplinary action up to and including discharge. 
 

  

 



 

 
 

APPLICABLE REGULATIONS AND STANDARDS 
 

This AWP program references WAC 296-869-200, OSHA 1926.453 and the latest 
ANSI A92 standards: 

 

 

∙ ANSI A92.2 – Vehicle-Mounted Elevating and Rotating Aerial Devices (Figure.1) 
∙ ANSI A92.3 – Manually Propelled Elevating Aerial Platforms (Figure 2) 
∙ ANSI A92.5 – Boom-Supported Elevating Work Platforms (Figure 3) 
∙ ANSI A92.6 – Self-Propelled Elevating Work Platforms [Scissor Lifts] (Figure  4) 
 
Aerial work platforms must be designed, constructed, and tested so as to be in compliance 
with the requirements of the applicable American National Standards Institute standards listed 
above. 
 

 
 

Figure 1 
Vehicle-Mounted Elevating Work Platform 

 

 
Figure 2 

Manually Propelled Elevating Work Platform 
 

 



 
 

  

 



 
 
 

Figure 3 
Boom-Supported Elevating Work Platform 

 
 
 
 
 
 
 
 

Figure 4 
Self-Propelled Elevating Work Platform 

 

 
 

  

 



 

 
 

DEFINITIONS 
 

“Aerial ladder” means an aerial device that consists of a single- or multiple-section rung              
ladder. 
 
“Aerial work platform (AWP)” is defined as a mobile or manually propelled device that has 
an adjustable position platform, supported from ground level by a structure. 
 
“Articulating boom” means an aerial device that has 2 or more hinged boom sections. 
 
“Authorized person” means a person who is approved and assigned to perform specific             
types of duties by the employer and who is qualified to perform those duties because of his or                  
her training or experience. 
 
“Commercial chassis” means a vehicle that is built for over-the-road (roadway) travel. 
 
“Exposed power line” means a power line that is not isolated or guarded. 
 
“Extensible boom” means an aerial device, except for the aerial ladder-type, that has a              
telescopic boom. 
 
“Insulated aerial device” means an aerial work platform that is designed with dielectric             
components to meet specific electrical insulating ratings. 
 
“Mechanically positioned” means that the elevating assembly, whether a mechanical (cable           
or chain), hydraulic, pneumatic, electric or other powered mechanism, is used to raise or lower               
the platform. 
 
“Platform” means the portion of an aerial work platform, such as a bucket, basket, stand,               
cage, or the equivalent, that is designed to be occupied by personnel. 
 
“Power Line” means a distribution or transmission electrical line. 
 
“Qualified person” means a person who possesses a recognized degree, certificate,           
professional standing, or skill and who, by knowledge, training, and experience, has            
demonstrated the ability to deal with problems relating to the subject matter, the work, or the                
project. 
 
"Vehicle" means any carrier that is not manually propelled. 

 



 
"Vehicle-mounted elevating and rotating work platform" means an aerial device or aerial            
work platform. 
 
“Vertical tower” means an aerial device that is designed to operate vertically on a level               
surface. 
 

  

 



 

 
 

EQUIPMENT SPECIFICATIONS 
 

1.  Aerial work platforms must not be field modified for uses other than those intended by the 
manufacturer, unless a modification has been certified in writing by the manufacturer or by 
any other equivalent entity. 
 
2.  Directional controls must: 
∙ Be of the type that will automatically return to the off or neutral position 
when released. 
∙ Be protected against inadvertent operation. 
∙ Be clearly marked as to their intended function. 
∙ An overriding control must be provided in the platform which must be 
continuously activated for platform directional controls to be operational and which 
automatically returns to the off position when released. 
 
3.  Aerial work platforms must be equipped with emergency controls at ground level. 
 
4.  Emergency ground level controls must be clearly marked as to their intended function 
and be capable of overriding the platform controls. 
 
5.  All of the following information must be clearly marked in a permanent manner on each 
aerial work platform: 
∙ Special workings, cautions, or restrictions necessary for operation. 
∙ Rated work load. 
∙ A clear statement of whether or not the aerial work platform is 
electrically insulated. 
 
6.  Rotating shafts, gears, and other moving parts that are exposed to contact must be 
guarded, as prescribed in general industry safety standard 29 CFR 1910 Subpart O. 
 
7.  Attachment points described in 29 CFR 1910.502 must be provided for fall protection 
devices for personnel who occupy the platform on aerial work platforms. 
 
 
 

 

INSPECTION, MAINTENANCE, AND TESTING 
 

1.  Each aerial work platform must be inspected, maintained, repaired, and kept in proper 
working condition in accordance with the manufacturer’s operating or maintenance and repair 
 



manual or manuals. 
 
2.  Before use visual equipment inspections must be performed before each shift and must 
include: 
a.  Cracked welds. 
b.  Bent or broken structural members. c. 
Hydraulic or fuel leaks. 
d.  Damaged controls and cables. e.  Loose 
wires. 
 

  

 



 
 
 

f. Tire condition. 
g.  Fuel and hydraulic fluid levels. 
h.  Slippery conditions on the platform. 
 
3.  Any aerial work platform found not to be in a safe operating condition must be removed 
from service until repaired.  All repairs must be made by an authorized person in accordance 
with the manufacturer’s operating or maintenance and repair manual or manuals. 
 
4.  Before and during use visual jobsite inspections must include: 
a.  Ditches. 
b.  Drop-offs. c.  Holes. 
d.  Bumps and floor obstructions. e. 
Debris. 
f. Overhead 
obstructions. g.  Power lines. 
 
5.  Any unsafe conditions identified in the jobsite inspection must be corrected prior to the 
use of an AWP in the jobsite area. 
 
6.  If the aerial work platform is rated and used as an insulated aerial device, the electrical 
insulating components must be tested for compliance with the rating of the aerial work platform 
in accordance with latest ANSI standard A92.2.  Such testing must comply with all of the 
following provisions: 
a.  The test must be performed not less than annually. 
b.  Written, dated, and signed test reports must be retained by the department 
responsible for the insulated aerial device. 
c.  The insulated portion of an aerial device must not be altered in any manner that might 
reduce its insulating value. 
 
7.  All danger, caution, and control markings and operational plates must be legible and not 
obscured. 
 
8.  A copy of the operator’s manual must be in a dry compartment on the AWP. 
 
 
 

 

PERMITS AND TRAINING 
 

1.  Employees must be trained by a qualified person in the hazards associated with the use of 
aerial work platforms (AWP) before their use. This training must include safety guidelines for 
avoiding hazards above, below, and beside the AWP. Documentation of this training must be 
 



maintained. The training must include classroom and hands-on training. 
 

  

 



 
 
 

 

2.  This training as a minimum must 
include: 

∙ Fall protection and job 
hazards analysis 
∙ Unstable surfaces 
∙ Live power proximity 
∙ Tipping hazards and 
outriggers 
∙ Falling objects and 
barricading 
∙ Load capacity of the AWP 
∙ Crushing and pinch-points 
∙ Wind exposure limits 
∙ Sloping surfaces 
∙ Ground surface pot holes 
∙ Operation of the AWP 
“under 
the direction of a qualified person” 
  

 

∙ Controls operation 
∙ Emergency descent/Rescue 
∙ Operator’s manual 
∙ Pre-operation inspection and 
record keeping 
∙ Identification of malfunctions 
∙ Purpose of placards and decals 
∙ Operator warnings and 
instructions 
∙ Function tests 
∙ Evaluating the work site 
∙ Hazards unique to the general type 
of AWP 
 

 

It is expected that departments will provide detailed classroom and hands on training to their 
staff based on the general type of AWP that their staff will operate (i.e. vehicle- mounted 
elevating work platform, manually propelled elevating work platform, boom- supported 
elevating work platform, and self-propelled elevating work platform). It is not expected that 
multiple detailed training sessions will need to be performed if an operator is to operate two 
different manufacturers’ models of a similar type of AWP. For 
example, an operator who is trained to operate self-propelled elevating work platforms does 
not need to attend a detailed training course on a JLG model, if they attended detailed 
classroom and hands on training on a Genie model.  However, the trained operator is 
responsible for reviewing the model specific hazard information provided in the owner’s 
manual. 
 
3.  Upon successful completion of the classroom and hands on portions of the AWP 
training the participants will receive an AWP permit. Refresher training is required every three 
years. 
 
4.  Permits must: 
a.  Be carried by AWP operators when operating the equipment he or she has been trained to 
operate. 
 



b.  Be valid for a period not exceeding 3 years. 
c.  Indicate the type of AWP the operator is qualified to operate. 
 
 
 

 

HAZARDS 
 

Electrical Hazards 
 
1.  Workers in AWPs that are not electrically insulated must not come within 10 feet of 
energized overhead power lines. 
 

  

 



 
 
 

2.  Only specially trained high voltage personnel, with approved PPE and in approved 
insulated AWPs, are authorized to work within 10 feet of energized overhead power lines. 
 
Traffic and Vehicular Hazards 
 
1.  Before moving a vehicle supporting an aerial ladder for highway travel, employees must 
secure ladders in the lower position and must use the manually operated device at 
the base of the ladder, or other effective means to prevent elevation or rotation of the ladder. 
 
2.  Before moving a vehicle supporting an aerial lift for travel, employees must inspect the 
boom to ensure that it is properly cradled and the outriggers are in the stowed position. 
 
3.  When a vehicle-mounted elevating platform is elevated with employees in working 
position, the vehicle supporting an aerial device must not be moved. 
 
4.  Before and during travel, an operator must do all of the following: 
a.  Inspect to see that booms, platforms, aerial ladders, or towers are properly cradled 
or secured. 
b.  Ensure that outriggers are in a stored position. 
c.  Limit travel speed according to the following factors: 

i.  Condition of the surface. 
ii.  Congestion. 
iii.  Slope. 
iv.  Location of personnel.  
v.  Other hazards. 

 
5.  Operators of an aerial work platform over or adjacent to any public or private roadway 
must maintain adequate clearances of all portions of the aerial work platform to prevent being 
struck by vehicular traffic. 
 
Fall Protection 
 
1.  A permitted operator must use a safety harness that has a lanyard which is in compliance 
with construction safety standard 1926.502(d) and which is affixed to attachment points 
provided and approved by the manufacturer. Any occupant of an aerial work platform 
described in figures 1 and 3 must use the harness.  A fall arrest system must only be used 
where the aerial lift is designed to withstand the vertical and lateral loads caused by an 
arrested fall as specified by the manufacturer. 
 
2.  A permitted operator may use a body belt with a restraint device with the lanyard and the 
anchor arranged so that the employee is not exposed to any fall distance. An employee must 
use a restraint device where the aerial lift cannot withstand the vertical and lateral loads 
imposed by an arrested fall as specified by the manufacturer. 
 
 



3.  A permitted operator is prohibited from belting off to an adjacent pole, structure, or 
equipment while working from an aerial work platform. 
 

  

 



 
 
 

4.  A permitted operator must not exit an elevated aerial work platform, except where 
elevated work areas are inaccessible or hazardous to reach. Employees may exit the 
platform with the knowledge and consent of the employer. When employees exit to 
unguarded work areas, fall protection must be provided and used as required in construction 
safety standard 1926.502. 
 
5.  A means of notifying emergency personnel for the prompt rescue of employees in the 
event of a fall must be present on the jobsite. A means for promptly rescuing employees 
who have fallen must be determined before the work begins. This could include self-rescue 
if such means are provided. 
 
 

OPERATING PROCEDURES 
 

1.  Only trained persons with a permit are allowed to operate an AWP. 
 
2.  Belting off to an adjacent pole, structure, or equipment while working from an AWP must not 
be permitted. 
 
3.  Employees must always stand firmly on the floor of the AWP, and must not sit or climb on 
the edge of AWP guardrails, or use planks, ladders or other devices for a work position. 
 
4.  A scissor lift with approved guardrails can be used without a personal fall arrest system. 
 
5.  The brakes must be set, and when outriggers are used, they must be positioned on 
pads or a solid surface. 
 
6.  The aerial work platform must be used only in accordance with the manufacturer’s 
operating instructions and safety rules. 
 
7.  The designed rated capacity for a given angle of elevation must not be exceeded. 
 
8.  The manufacturer’s rated load capacity must not be exceeded.  The load and its 
distribution on the platform must be in accordance with the manufacturer’s specifications. 
The aerial work platform rated load capacity must not be exceeded when loads are 
transferred to the platform at elevated heights. 
 
9.  Only employees, their tools, and necessary materials must be on or in the platform. 
 
10. The guardrail system of the platform must not be used to support materials, other work 
platforms, or employees. 
 



 
11. Employees must maintain firm footing on the platform while working on the platform. 
The use of railings, planks, ladders, or any other devices on the platform for achieving 
additional height is prohibited. 
 

  

 



 
 
 

12. Fuel gas cylinders must not be carried on bucket platforms that would allow the 
accumulation of gases. 
 
13. Only aerial work platforms that are equipped with manufacturer’s installed platform 

controls for horizontal movement may be moved while in the elevated position. 
 
14. Before and during driving, an operator of a platform must look in the direction of travel,                 
keep a clear view of the path of travel, and make sure that the path is firm and level. A driver                     
must avoid: 
 

a.  Pedestrians  
b.  Vehicles 
c.  Debris 
d.  Drop-offs e.  Holes 
f.   Depressions 
 

g.  Ramps 
h.  Overhead obstructions 
i. Overhead electrical 
lines j. Other hazards to 
safe 
     elevated travel. 
 

 

15. Outriggers or stabilizers, when provided, are to be used in accordance with the 
manufacturer’s instruction.  Brakes must be set and outriggers and stabilizers must be 
positioned on pads or a solid surface. 
 
16. Aerial work platforms must be elevated only when on a firm and level surface or within 
the slope limits allowed by the manufacturer’s instructions. 
 
17. A vehicle-mounted aerial work platform (figure 1) must have its brakes set before 
elevating the platform. 
 
18. A vehicle-mounted aerial work platform (figure 1) must have wheel chocks installed 
before using the unit on an incline. 
 
19. Climbers must not be worn while performing work from an aerial work platform. 
 
20. Platform gates must be closed while the platform is in an elevated position. 
 
21. Altering, modifying, or disabling safety devices or interlocks is prohibited. 
 
22. Care must be taken by the permitted operator to prevent ropes, cords, and hoses from 
becoming entangled in the aerial work platform. 
 
23. A platform operator must ensure that the area surrounding the aerial work platform is 

 



clear of personnel and equipment before lowering the platform. 
 
24. The aerial work platform must not be positioned against another object to steady the 
platform. 
 
25. The aerial work platform must not be operated from a position on a truck, trailer, railway 
car, floating vessel, scaffold, or similar equipment. 
 
26. The boom and platform of the aerial work platform must not be used to move or jack the 
wheels off the ground unless the machine is designed for that purpose by the 
  

 



manufacturer. 
 
27. If the platform or elevating assembly becomes caught, snagged, or otherwise prevented 
from normal motion by adjacent structures or other obstacles so that control reversal does not 
free the platform, all employees must exit from the platform before attempts 
are made to free the platform. 
 
28. Stunt driving and horseplay are prohibited. 
 
29. Weather conditions such as wind and lightning must be evaluated prior to raising the 
boom or platform. Manufacturer’s recommendations for use in windy conditions must be 
followed. 
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