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EMPLOYEE DUTIES
The employee should be the person most concerned for 
his/her own safety and the safety of others. In 
addition, each employee has to assume certain duties 
to assure on-the-job safety. These duties include:

1) Reporting all accidents, no matter how
minor, by writing an accident report and 
giving it to the supervisor/principal.

2) Knowing his/her job and always applying safe 
work practices.



EMPLOYEE DUTIES

3) Recognizing the hazards of the job and taking 
precautions to assure his/her safety and the 
safety of others.

4) Informing the supervisor/principal of 
hazardous conditions and unsafe practices 
and recommending how to eliminate or 
minimize each hazard.



Employee Duties Cont.
5) Using proper personal protective equipment and 

safety equipment at all times as needed.
6) Actively participating and cooperating in the 

overall safety program.
7) Maintaining cleanliness and good personal 

health habits.
8) Identifying and reporting any hazards which 

could possibly cause injury to self, other 
employees, students, parents or the public.



Bloodborne Pathogens Exposure Control 
Plan and First Aid

The following is a list of tasks and procedures or group of closely
related tasks and procedures in the school district in which
occupational exposure occurs or is likely to occur and by which
employees in which job classifications such tasks are performed.

Task or Procedure Job Classification

Cleaning and bandaging scrapes, 
cuts or abrasions, nose bleeds

Teachers, teacher aides, coaches, 
bus drivers, secretaries,  custodians

Cleaning vomitus from floor, 
classrooms, hallways, restrooms

Custodians

Cleaning vomitus from bus, seats 
or floors of buses

Bus Drivers



Bloodborne Pathogens Exposure 
Control Plan and First Aid

PERSONAL PROTECTIVE EQUIPMENT

It shall be the responsibility of each building
principal and/or supervisor, through the School
Nurse, to ensure that appropriate personal
protective equipment is available and readily
accessible for each employee’s use at no cost
to the employee.



Bloodborne Pathogens Exposure 
Control Plan and First Aid

PERSONAL PROTECTIVE EQUIPMENT

The building principal and/or supervisor 
shall also ensure that all employees use 
personal protective equipment when 
there is occupational exposure.



Bloodborne Pathogens Exposure 
Control Plan and First Aid

PERSONAL PROTECTIVE EQUIPMENT

In the event that an employee, exercising 
his or her personal judgment, fails to use 
protective equipment, the circumstances 
will be investigated and documented in 
order to determine whether changes can 
be instituted to prevent future 
occurrences.



Bloodborne Pathogens Exposure 
Control Plan and First Aid

It shall be the responsibility of an 
employee who used personal protective 
equipment to place the equipment in the 
appropriately designated receptacle for 
storage, washing, decontamination or 
disposal after its use. 



Bloodborne Pathogens Exposure 
Control Plan and First Aid

These receptacles are located in the
custodians’ storage area in each building.
The school district shall be responsible
for storing, cleaning, laundering,
decontaminating, repairing, replacing or
disposing of such equipment.



Bloodborne Pathogens Exposure 
Control Plan and First Aid

ALL PERSONNEL SHALL USE 
GLOVES AND THE DISPOSABLE 

BAGS PROVIDED AND, LABEL THE 
BAGS CONTAINING CONTAMINATED 

MATERIAL WITH THE BIOHAZARD 
MARKING.



Hepatitis B 

USD 377 will make the Hepatitis B Vaccine and
vaccination series available to any employee of the
district who has occupational exposure and falls
within Category I of the exposure determination.



Hepatitis B 
In light of the OSHA directive in early July 1992,
indicating that persons who render first aid solely
for injuries resulting from work place accidents,
generally at the location where the injury occurred,
any be offered post-exposure vaccination rather
than pre-exposure vaccination, the district will
make the Hepatitis B vaccine and vaccination series
available to employees in categories II and III
within 24 hours of possible exposure to HBV.



Hepatitis B 

The Hepatitis B vaccination and any
medical evaluation required before the
vaccine can be administered will be
provided to the employee as a
prerequisite for receiving the Hepatitis
B vaccinations.



Hepatitis B 
The vaccine will be offered after the employee
has received training on bloodborne pathogens
and within 10 working days of an employee’s
initial assignment to work involving the
potential for occupational exposure, unless the
employee has previously been vaccinated,
antibody testing has revealed that the employee
is immune, or the vaccine is contraindicated for
medical reasons.



Hepatitis B 
Employees who decline the Hepatitis B vaccine will
sign a waiver form as required by Appendix A of the
OSHA standard (a copy of the required waiver form is
attached to this plan).

The School Nurse/Central Office shall be responsible
for assuring that the vaccine is offered, and the
necessary waiver is signed and appropriately filed for
any employee who declines to accept the Hepatitis B
vaccination which was offered.



Hepatitis B 
Any employee who declines to accept the Hepatitis B
vaccination may later request the vaccination, the district
will provide the vaccination for the employee at that time.
The Atchison County Health Department will administer
the vaccine to employees of the district.

Although booster doses of Hepatitis B vaccine are not
currently recommended by the US Public Health Service,
the district will make the booster doses available at no cost
to all employees who have occupational exposure.



Reporting Procedures for 1st

Incidents

Whenever an employee is involved in a first aid incident which
results in potential exposure, the employee shall report the
incident to his or her supervisor or administrator before the end
of the work shift during which the incident occurred.

The employee must provide the supervisor or administrator with
the names of all first aid providers involved in the incident, a
description of the circumstances of the accident, the date and
time of the incident, and a determination of whether an exposure
incident, as defined in the OSHA standard and this policy has
occurred.



Reporting Procedures for 1st

Incidents

Whenever an employee is involved in a first
aid incident which results in potential
exposure, the employee shall report the
incident to his or her supervisor or
administrator before the end of the work
shift during which the incident occurred.



Reporting Procedures for 1st

Incidents

The employee must provide the supervisor or
administrator with the names of all first aid
providers involved in the incident, a
description of the circumstances of the
accident, the date and time of the incident,
and a determination of whether an exposure
incident, as defined in the OSHA standard
and this policy has occurred.



Reporting Procedures for 1st

Incidents

The information shall be reduced to
writing by the supervisor or
administrator and maintained in the first
aid incident report file. The district will
maintain a list of such first aid incidents
which will be readily available to all
employees and provided to KDHR upon
request.



Reporting Procedures for 1st

Incidents
Any employee who renders first aid or
other assistance in any situation
involving the presence of blood or
OPIMs, regardless of whether or not
a specific exposure incident has
occurred, other post-exposure
evaluation and follow-up procedures
will be initiated as well.



Post Exposure Evaluation & 
Follow Up

An exposure incident occurs when there is
specific mucous membrane, non-intact skin or
parental contact with blood or OPIMs.
Whenever an employee has an exposure
incident in the performance of his or her
duties, and opportunity for a confidential post-
exposure evaluation and follow-up will be
provided to the employee at the expense of the
district.



Post Exposure Evaluation & 
Follow Up

Post-exposure and follow-up shall be
performed by the Atchison County
Health Department according to
recommendations of the US Health
Service current at the time these
evaluations and procedures take place.



Post Exposure Evaluation & 
Follow Up

The district will make sure that any laboratory tests
required by the evaluation or follow-up procedures
are conducted at an accredited laboratory at no
cost to the employee. Whenever an exposure
incident occurs, the exposed employee shall report
the incident to his or her supervisor or building
principal within 24 hours or as soon as possible
after the incident occurs. The building principal
will explain to the employee his or her right to a
post-exposure evaluation and follow-up.



Post Exposure Evaluation & 
Follow Up

A post-exposure evaluation and follow-up will include the following
elements:

1. Documentation of the circumstances under which the exposure
incident occurred, including the route(s) of the employee’s exposure.

2. Identification and documentation of the source individual whose
blood or OPIMs caused the exposure, unless identification is
infeasible or prohibited by the law.

3. Unless the source individual is known to be infected with HCV, HBV
or HIV, the school district will seek the consent of the source
individual for blood testing for HCV, HBV or HIV. Failure to obtain
consent will be documented by the district.



Post Exposure Evaluation & 
Follow Up

4. The exposed employee will be offered post-exposure prophylaxis in
accordance with current recommendations of the US Public Health
Service. These recommendations are currently as follows: If the
source individual has AIDS, is HBV, HCV or HIV positive, or refuses
to be tested, the employee should be counseled regarding the risk of
infection and evaluated clinically and serologically for evidence of
HIV infection as soon as possible after the exposure. The employee
should be advised to report and seek medical evaluation for any
acute febrile illness that occurs within 12 weeks after the exposure.
Retesting on a periodic basis may be necessary. During this follow-
up period, especially the first 6 months after exposure, the employee
should follow recommendations for preventing the transmission of
the virus.



Post Exposure Evaluation & 
Follow Up

5. The exposed employee will be offered
counseling concerning precautions to take
during the period after the exposure incident.
The employee will also be given during the
period after the exposure incident. The
employee will also be given information on
what potential illnesses to be alert for and to
report any related experiences to appropriate
personnel. Reports should be made to the
building administrator/supervisor, and in turn,
to the School Nurse/Central Office.



Training
A training program on bloodborne pathogens will be
provided for all employees with occupational exposure.
Training will be provided during working hours, and at
no cost to the employee. Attendance at training
sessions is mandatory.



Training
Annual training for all employees will be
provided. Additional training will be
provided if changes in an employee’s
assignments affect the employee’s
occupational exposure.



Record Keeping
MEDICAL RECORDS

The school district will establish and maintain a confidential medical 
record for each employee with occupational exposure. This record will 
include:

The name and social security number of the employee.

A copy of the employee’s Hepatitis B vaccination statue, 
including the dates the vaccination was given, any medical 
records relative to the employee’s ability to receive the 
vaccination, or the employee’s signed waiver.



Record Keeping
A copy of all results of examinations, medical testing, and follow-up 
procedures.

A copy of the health care professional’s written opinion following post-
exposure evaluation and follow-up.

A copy of any information provided to the health care professional under 
the evaluation and follow-up procedures.

The medical records of employees maintained under this policy will be kept 
confidential and will not be disclosed to any person, except as required by 
law, without the employee’s express written consent. Medical records 
required under this plan will be maintained for the duration of the 
employee’s employment, and for thirty years thereafter.



Training Records
The School Nurse/Central Office will maintain records of all training
sessions offered to employees under this plan. Such records will include:

1) The dates of the training session.

2) A summary of the contents of the session.

3) The names and qualifications of the persons conducting the training.

4) The names and job titles of all persons attending the training
sessions.

Training records will be kept for at least three years from the date on
which the training occurred. Employee training records will be made
available for inspection to employees, anyone having the written consent
of the affected employee, and to KDHR upon request.



Maintenance Requirements

ALL PERSONNEL SHALL USE GLOVES AND 
THE DISPOSABLE BAGS PROVIDED AND 
LABEL THE BAGS CONTAINING 
CONTAMINATED MATERIALS WITH THE 
BIOHAZARD MARKING.

ALL MAINTENANCE PERSONNEL SHALL 
HANDLE THESE MARKED BIOHAZARD 
BAGS/CONTAINERS WITH PROPER CAUTION, 
PROCEDURES, AND DISPOSAL.



Laundry
All contaminated laundry shall be placed in the containers 
provided; that is, a disinfected bucket with lid and lined with a red 
biohazard bag for transport to the laundry facility.

All contaminated laundry shall be laundered separate from daily 
laundry with appropriate cleaners meeting all OSHA and other 
Federal/State Requirements for Health Hazards.

All containers will be disinfected on a regular basis and replaced 
with new red biohazard bags daily or after each bag is removed 
from the container with contaminated material.



Restroom Sanitary Procedures
All sanitary napkins shall be disposed in the
containers provided; that is, a disinfected
container with lid and lined with a red
biohazard bag for disposal on a daily basis or
more often if needed.



ACCESSIBILITY AND REVIEW
A copy of this Exposure Control Plan will be accessible to all 
employees of the district in the office of each building in the 
district. Any employee will be provided with a copy of the plan at 
no cost upon request. A copy of this plan will also be made 
available to KDHR upon request.

This Exposure Control Plan will be reviewed and updated at least 
annually, or whenever necessary to reflect new or modified tasks 
and procedures which affect occupational exposure, or to reflect 
new or revised employee positions with occupational exposure. 
The Superintendents/School Nurse shall be responsible for 
scheduling the annual review of this plan.


