
 

 

 

 

Goddard USD 265 

Employee 

Safety Manual 
 

 

 

 
 

 
 

 

 

2016-2017 
 



 

 

 

 

 

 

 

 

 

 

 

 

 

Goddard USD 265 

NOTICE OF NONDISCRIMINATION 

 
 

Goddard USD 265 does not discriminate on the basis of race, color, national origin, 

sex, religion, handicap/disability, or age as to treatment of students in programs and as 

to employment and provides equal access to the Boy Scouts and other designated youth 
groups. Persons having inquiries concerning the District’s compliance with Title VI, 

Title IX, Section 504, the Americans with Disabilities Act, the Americans with 

Disabilities Act Amendments Act and the Age Discrimination Act may contact the 

school district's ADA and Section 504 coordinator, the District’s Assistant 

Superintendent of Human Resources, 201 South Main, Goddard, KS, 67052, 

Telephone: 316-794-4000. Those wishing to make a federal inquire may do so at the 

U.S. Department of Education through the Office for Civil Rights. 

Contact may be made at OCR.KansasCity@ed.gov or (816)268-0550 
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July 2016 

 

 

TO: All School District Employees 

 

RE: Employee Safety 

 

 

As Superintendent, I am very concerned with your safety, both on and off the job.  I 

sincerely believe that our employees and their families should be spared any distress, 

incapacitation, and financial burden that always result from accidents.  It is the policy of 

USD 265 to obtain the greatest practical degree of freedom from accidents and to assure 

that every employee is provided safe and healthful working conditions, free from 

recognized hazards. 

 

To accomplish this very important goal, we are assigning the responsibility, authority, and 

accountability for accident prevention to all supervisory personnel within their individual 

area of operations. 

 

Jeff Hersh will serve as the Goddard USD 265 Safety Coordinator.  It is his responsibility 

to administer a total accident prevention effort covering all employees. 

 

This Loss Control Program requires the participation of every employee in observing safe 

work practices at all times and in all places, along with reporting unsafe acts and conditions 

to your supervisors. 

 

Everyone will benefit from this program. 

 

 

 
 

Dr. Justin Henry 

Superintendent of Schools 
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SCHOOL DISTRICT EMPLOYEE SAFETY MANUAL 
 

Introduction 
 

PURPOSE: 
The Goddard School District Employee Safety Manual provides useful safety information for all 

School district employees. This manual incorporates minimum safety requirements to follow for 

the avoidance of injury, loss of time from work, loss of equipment, and property damage. 

 

SCOPE: 
The school district is sincerely interested in safety.  The Safety Manual applies to all school 

District employees and other personnel under direct school district supervision or control for 

their compliance. 

 

WORKERS’ COMPENSATION INSURANCE: 
All employees of Unified School District 265 are covered by Workers Compensation Insurance 

provided by the school district.  This insurance coverage is provided for employees regardless of 

assignment or length of assignment. Additional information is available on line in the classified 

and certified handbooks. 

 

RESPONSIBILITY: 
The prevention of accidents is everyone’s responsibility, no matter what position he or she 

occupies. Every employee is considered a member of the Goddard District Employee’s Safety 

Program and must be constantly alert in reporting and correcting unsafe conditions and acts.  If 

an employee has a concern about a safety issue, please notify the supervisor. 

 

A part of everyone’s job is to teach safety to others. Not being safe seldom affects only one 

person. 

 

SAFETY POINTS TO REMEMBER: 
Accidents are caused and can be prevented. Safety is a mark of skill. Safety is a personal 

responsibility. No job is so important or urgent that we cannot take time to perform our work 

safely. We owe a moral obligation to each other to do everything possible to prevent accidents. 

The best safety device known is a careful worker. 

General Safety Rules 
PERSONNEL RULES: 

A. Hazard Recognition - Prior to performing any work related task, all employees will 

perform a pre-work task hazard analysis involving studying the environment and task 

looking for hazards.  This will be achieved by considering the following, are there 
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any risk of:  head injury; eye injury; hand/finger(s) injury; foot/toe(s) injury; exposure 

to chemicals, particulates, or communicable diseases through the respiratory system; 

chemical, physical, or toxic materials exposure to the skin; exposure to falls; high 

levels of noise (above 90dB); exposure to chemicals that are flammable, corrosive, 

toxic, or reactive; fire; electrical shock; other individuals introducing hazards into the 

work area; work surfaces with slip, trip, or falls; appropriate levels of light; 

sprain/strain by moving loads that are heavy or unstable, or performing repetitive 

tasks.  Workers will take protective measures to prevent injury from all recognized 

hazards identified in the pre-work task analysis, if unsure of how to prevent injuries, 

prior to starting the task, the employee will check with their supervisor for protective 

measures. Workers must wear the proper Personal Protective Equipment required for 

the jobs they are performing 

B. It is your responsibility to know and adhere to all safety requirements, rules, and 

regulations that apply to the area in which you are working or may be visiting. 

C. Report all accidents or near misses (a near miss this time might be a serious accident 

the next time) to your supervisor immediately 

D. Report all unsafe work and equipment conditions to your supervisor.  The supervisor 

will assess these conditions and take appropriate action to correct any deficiencies.  

E. Fighting, disorderly conduct, horseplay, and practical jokes are prohibited. This 

action has been known to cause serious injury 

F. The use of narcotics and intoxicants (drug and alcohol), and tobacco products is not 

permitted on school district property or when using school district vehicles or 

equipment 

G. Unauthorized firearms or explosives shall not be allowed in or on school district 

property 

H. Use handrails on stairs and in other elevated places. 

I. Common sense, health, and sanitation rules must be observed for the welfare and 

consideration of other employees 

J. Use proper lifting and carrying positions at all times when moving 

materials/equipment.  Safety belts are available upon request. 

K. Never use a makeshift ladder or stool 

L. Do not use extension cords as a substitute for required wiring 

M. Custodial and Maintenance duties require that the employee wear approved clothing 

and footwear. Sandals or flip flops or any shoe that does not cover the toes or the 

top of the foot will not qualify as being approved footwear. 

N. From time to time there will be work place and worksite safety directions from 

supervisors and/or Directors. These directions shall be construed as equivalent 

to a “safety rule or regulations.” 

 

Compliance with Safety Rules and Regulations is a condition of employment. 
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Personal Protective Equipment 
1.  Eye Safety  

a.  Safety glasses – must be used when flying objects or penetration hazards 

are present 

b. Safety Goggles – must be used when particulates, fumes, or toxic gases 

are present 

c. Face Shield – must be used when flying objects are present 

d. Welding Hood for arc welding with a #10 lens shade must be used when 

arc welding 

e. Tinted safety glasses with #4 lens shade must be used when using an 

Oxygen/Acetylene Torch 

2. Hearing protection: must be used when noise is above 90dB (ear plugs or ear muffs) 

3. Hard hats must be worn when falling objects are present or while working on 

scaffolds  

4. Hand protection 

a. Chemicals – consult MSDS for proper type of glove 

b. Penetration / Abrasion – leather gloves 

c. Cuts – Cut resistant gloves 

5. Skin – consult MSDS for proper type material for skin protection  

6. Foot / toes 

a. Slip resistant soles on slippery surfaces 

b. Steel / composite toe protection when material handling 

c. Lace up boots when working outside on un-even surfaces 

7. Respirators ( consult MSDS for type ) when inhalation of toxic material are present  

 

Protective Guards and Other Safety Devices 
All equipment and machinery with belts, pulleys, chains, or other exposed rotating parts 

must be guarded.  Guards installed on any piece of school district machinery or 

equipment shall not be removed, unless being serviced, after which time the guard shall 

be replaced.  Never operate machinery or equipment with guards or other safety devices 

removed or damaged.  Report all instances where guards are not installed, are 

inoperative, need replacement, or need repair to the supervisor immediately.  Remember, 

all school district equipment and machinery shall be used in accordance with established 

safety requirements, training, and departmental procedures. 

Protective Guards: Blades of a fan that are lower than 7 feet from the floor shall be 

guarded to provide protection from coming into contact with the moving fan blade. The 

guard for the fan blades shall have opening no larger than ½ inch. 

Tags used to “Tag Out” unsafe equipment shall not be removed by anyone other than 

authorized personnel. 

Only authorized personnel will enter roped off or barricaded work or danger areas. 

All workplace safety instruction signs shall be adhered to and appropriate personal 

protective equipment shall be worn if required. 
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Operation Hazards 
 Walkways, storage areas, aisles, and work areas shall be kept clean, organized, 

and free of obstructions.  Good housekeeping shall be maintained in all areas. 

 

 Only authorized and trained personnel shall operate School District machinery or 

equipment. 

 

 Inspect all tools, equipment, and machinery for damage and defects.  All defective 

equipment shall be tagged “DANGER DO NOT USE” and removed from service 

immediately. 

 

 Never use or try to repair unfamiliar electrical equipment.  Only authorized 

personnel may perform any electrical repairs or additions to school district 

equipment or property. 

 

 Never use a portable electrical tool unless you know it is in good condition. 

 

 Always wear required PPE 

 

Office Safety 
GENERAL 

Office work is generally considered to be one of the safest of all district activities, but little 

thought is given to the hazards that are present in most of our offices.  Slips and falls on 

waxed floors, collisions with desks and chairs, strains from unauthorized furniture moving, 

heavy lifting and other similar accidents are common to offices. Special machines and 

equipment in office work also add to the accident potential. 

 

Undue haste results in accidents.  Do not run on stairs, walkways, or in corridors.   

Enter and leave buildings in an orderly manner. 

 

Bulky office supplies and materials must be lifted properly to avoid muscle strains.  Use 

mechanical devices to lift or carry loads that cannot be easily handled by one or two 

persons. 

 

Employees will not attempt to lift heavy objects at any time.  Heavy office furniture and 

equipment will be moved only by properly trained and physically qualified personnel. 

 

1. Filing Hazards 

a.  Never leave an open file drawer unattended 

b. When accessing lower file drawers bend your knees not your back 

c. When accessing multiple file cabinets open and close 1 file drawer at a time 

2.  Falling Accidents 

a.  Put chair back under table or desk when leaving area 
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b. Turn on light before entering room 

c. Never run a cord down the middle of a room or in aisle unless protected from trip 

hazard 

3. Office machines 

a.  Keep finger away from inside of copier/printer 

b. Follow manufacturer’s direction when resolving a paper jam in the copier or 

printer 

c. Do not use a letter opener or scissors inside a copier/printer 

d. Keep fingers out of the paper cutter 

e. Always disconnect power source when clearing our paper jams in shredders 

4.  Video Display Terminals (computer monitors) 

a. Stretch while setting at your work station at least once an hour for 30 seconds by: 

gently rolling your shoulders in a circular motion clockwise and counter-

clockwise; with your arms to your side and thumbs pointing away from your legs, 

pull your shoulders back and try to pinch your shoulder blades together in the 

back; roll your head clockwise and counter-clockwise, lean your head from side 

to side and backwards and forwards; hold your arms up in front of you with palms 

up, then rotate at the elbow to palms down and continue to palms face outward; 

place palms together and forearms level, then place the backs of your hands 

together and drop your elbows lower than your wrist; hold your hands out in front 

of you and alternate between spreading your fingers apart and then clenching 

them into a fist 

b. Give your eyes short breaks when working for extended periods of time (change 

your focal points from near to distant)  

 

Material Handling and Lifting 
1. Keep aisle free from obstruction and clutter 

2. Motorized vehicles and mechanized equipment are inspected daily, prior to use, or 

before each shift 

3. Vehicles to be loaded or unloaded must be shut off and the brake set 

4. Trucks and trailers must be secured from movement during unloading and loading 

operations 

5. When hauling loads of material make sure load is stacked securely  and secured 

tightly with chains, ropes, chokers or slings 

6. Hand trucks are only used if they are in a safe operating conditions 

7. Never allow anyone to walk underneath a load when hoisting material or equipment 

8. Report all accidents and incidents to your supervisor 

9. All loads that are suspended by a crane must have a tag line when moving the load 

10. Use a box cutter in a safe manner and never cut towards your body 

11.  If the load is too bulky for one person to handle safely, use 2 people to lift the load. 

12.  Wear required PPE 
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Chemical Handling 
1.  Before using a chemical read the Material Safety Data Sheet to know the required 

precautions for handling, first aid, what to do if there is a spill, the reactivity to other 

chemicals, if it flammable or combustible, and the required Personal Protective 

Equipment 

2. When transferring a flammable/combustible chemical from a drum to a smaller 

container make sure the drum is grounded and that there is a bonded connection 

between the drum and the small container 

3. In the event of a hazardous chemical spill notify district hazmat team and people in 

the immediate vicinity 

4. You must be aware of the potential hazards and the safe handling practices with the 

various chemicals stored and/or used in your workplace 

5. All containers are labeled as to their contents 

6. You are required to wear the proper Personal Protective Equipment when handling 

chemicals 

Ladders 
1.  General instruction ladders 

a. Ladder must extended 3 foot past upper level (extension and straight ladders ) 

b. The ladder must lean at a 4 to 1 Ratio ( one foot horizontal for every four foot 

vertically ) 

c. Make sure the ladder is secure and safe to climb before using. 

d. Secure the top of the ladder with rope, wire, or bracing the bottom ( extension 

and straight ladders) 

e. Never carry loads up the ladder, get a rope and haul it up 

f. Do not exceed manufacturers weight capacity of the ladder (you + tool belt + 

materials) 

g. Use only as it was designed by manufacturer 

h. Never use a metal ladder when working around electricity 

i. Keep your belt buckle between the uprights 

j. Inspect the ladder for defects or damage before using, and if damaged do not use 

k. Use three point contact when going up or down a ladder (only one hand or foot 

off of ladder at any given time) 

l. Face the ladder when ascending of descending the ladder 

2. Extension or straight ladders 

a. Length of ladder up to and including 36 feet overlap should be 3 feet 

b. Length of ladder is over 36 feet and up to and including 48 feet overlap should be 

4 feet 

c. Length of ladder is over 48 feet and up to and including 60 feet overlap should be 

5 feet 
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d. Only adjust height of the ladder standing on the ground ( not while standing on 

the ladder or from a position above the ladder ) 

e. Make sure rung locking device is present and in good operating condition 

f. Do not stand on last three rungs 

g. Never move ladder while standing on rungs (hopping or walking ladder) 

3. Step 

a. Use only as it was designed by manufacturer, never use it folded and leaning 

against a vertical surface 

b. Never stand on the back section of a step ladder unless it was designed to do so. 

c. Never “walk” a step ladder 

4. Permanent 

a. Ladder safety device for fall protection (IE Retractable Lanyard and Safety 

Harness) should be used on a permanent ladder that is longer than 20 feet, with no 

cage and no landing platform 

b. Only one person can be on a ladder at a time 

5. Step Ladders 

a. Use a stepladder not a chair, desk, or drawer to give yourself reliable footing 

b. Never climb on shelving as a makeshift ladder 

c. Always face the front when going up and down a ladder 

d. Move the ladder rather than reaching out to the side 

e. Do not stand on the top two steps of the ladder 

f. Keep on hand free; big items cannot be carried safely 

g. Be sure the spreaders are open and secure; the ladder should also be on level 

ground 

6. Wear required PPE 

Hand Tools 
1.  Use as intended by manufacturer 

2. Inspect before use 

3. Keep maintained and sharp 

4. Always cut away from your “off” hand (the hand not holding the tool) 

5. Wear required PPE 

 

Power Tools 
1.  Inspect tool for damage before using 

2. Always connect to a GFCI protected source when available for use 

3. Never carry the tool by its cord 

4. Never carry the tool in a manner that activates the switch 

5. If bit or blade is dull; unplug tool, remove dull bit or blade, replace with sharp bit or 

blade  

6. Never disconnect the tool from power source by jerking on the cord 
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7. Make sure all guards are operable and in place before operating the portable power 

tool 

8. Use power tool as it was designed for use by the manufacturer 

9. Always wear proper Personal Protective Equipment when operating the Portable 

Power Tool 

10. Never operate in damp or wet conditions 

11. Use extra caution when operating a portable power tool while standing on a ladder or 

elevated surface 

12. Never over-ride or bypass a safety guard on a Portable Power Tool 

13. Check hoses and filters on wet/dry vacuums for damage and cleanliness.  

14. Make sure that wet/dry vacuums are in proper setting for wet puck up conditions 

15. Read operators manual before operating tool 

Heavy Equipment 
1.  Inspect equipment before operation 

2. Do not operate equipment if you are not authorized to do so. 

3. If you are not familiar with control operation do not operate equipment 

4. Only use equipment in the manner it was designed 

5. Wear appropriate PPE 

6. Call 811 before you dig 

7. All excavations must be barricaded while un-attended 

8. Keep spoil piles at least 2 feet away from edge of excavation 

9. Never enter an excavation without proper benching, sloping, or shoring that is more 

than 4 feet deep 

10. Inspect excavations daily for signs of degradations due to shifting, settling, or 

excessive moisture 

11. Never drive a piece of equipment up to an individual. 

12. Stop the equipment if someone is walking up to you 

13. When applicable wear seat belt 

14. Never leave running equipment unattended 

15. Report all property damage to your supervisor 

16. When operating a boom lift or scissor lift keep at least 10 feet away from Electric 

Lines 

17. Only operate high reach equipment on surfaces they were designed to operate on 

18. When backing a boom lift, field of vision may be compromised, get a spotter before 

backing 

19. Always wear fall protection when operating a boom lift 

20. If equipped always use outriggers 

21. Never overload high reach equipment 

22. Only use as designed by manufacturer 
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23. Do not stand on the safety rails of high reach equipment 

24. Do not operate unless authorized to do so 

 

Floor & Wall Openings 
1.  Floor openings must be guarded by a cover, a guardrail, or equivalent on all sides 

(except at stairways or ladder entrances) 

2. Grates or similar type of temporary covers over floor openings must allow unimpeded 

foot traffic or rolling equipment 

3. Unused portions of service pits and pits not in use must be either covered or protected 

by guardrails 

4. Any floor opening covers subjected to vehicle traffic must be capable of supporting 

20,000 pounds 

 

Stairs & Stairways 
1.  Never leave extension cord on stairway 

2. Immediately clean up spills on stairs 

3. Do not obstruct or block stairways  

 

Elevated Surfaces 
1.  Never overload an elevated surface above its posted rating 

2. Elevated surfaces that are 48 inches or higher must have a standard guardrail or fall 

protection 

3. When stacking material on an elevated surface it should be stacked racked, or piled in 

such a manner as to prevent the material from tipping, falling, collapsing, rolling or 

spreading. 

4. Make sure you use a dock board or bridge plate when transferring materials between 

docks and trucks 

 

Exits/Doors 
1.  Never run an extension cord through an exit door 

2. Never set up a ladder in front of an exit door without having a spotter, blocking open 

the door or securing the door 

3. Always open a solid glass door with its handle, never push on the glass 

4. Approach and pass through exit doors cautiously 

 

Machine Guarding 
1.  Before removing machine guard, disconnect machine from power, de-energize 

equipment, and lock out power so that only you can re-energize the equipment 

2. Never remove guarding from a machine while it is in operation 

3. Never put any part of your body in harm’s way, wear required PPE 

4. Never override safety switches  
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5. Inspect the guarding before operating machine 

6. In the event of a power failure during use  shut off the equipment to prevent 

accidental starting 

7. Saws used for ripping lumber must have anti-kickback device and spreaders 

 

Lock Out / Tag Out 
1.  Make sure you know all equipment in your work area that has the potential to store 

energy 

2. If you will be working on equipment that must be de-energized, make sure everyone 

that may come into the area understands they are not to attempt to re-start or re-

energized the equipment 

3. Before working on equipment, disable power source and secure from re-activation 

4. Do what is necessary to prevent others from accidentally re-energizing equipment by 

following all lock out or tag out procedures 

5. Verify equipment cannot be re-activated 

6. When machines are being serviced, if you didn't disable it, you don't re-activate it. 

7. When doing mechanic work on district equipment, disconnect battery and secure 

positive cable to prevent accidental and/or unauthorized starting of equipment 

 

Compressors / Compressed Air 
1.  If using a compressor that uses fuel to operate, make sure you have adequate 

ventilation for the exhaust 

2. Inspect pressure relief valve, pressure gauges, compressor lubricant, and inlet air filter 

weekly 

3. Drain water from air storage tank monthly 

4. Do not operate compressor if machine guards are missing 

5. Wear proper Personal Protective Equipment when using air powered tools 

6. When using air compressor to inflate tires, preset regulator to approximate required 

PSI of tire 

7. Never use highly compressed air for cleaning purposes 

8. Any time you are using an air nozzle you must have on the proper Personal Protective 

Equipment 

9. Never direct highly compressed air towards yourself or other fellow employees 

 

Compressed Gas Cylinders 
1.  Compressed gas cylinder must have a means to connect a valve protector device or 

has a collar or recess to protect the valve. If it does not have a means to protect the 

valve notify your supervisor 

2. Compressed gas cylinder must be stored in an area protected from external heat 

sources, intense radiant heat, electric arcs or high temperature line. 
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3. Compressed gas cylinder must be stored in an area free from damage by passing or 

falling objects and/or subject to tampering by unauthorized persons 

4. Compressed gas cylinder must be stored or transported in such a manner as to prevent 

the tank from creating a hazard by tipping, falling, or rolling 

5. Always protect the valve on the cylinder when transporting, storing, not in use or 

connected for use 

6. Inspect compressed gas cylinder for damage, rust and/or cracked welds before using  

7. Make sure the valve on the compressed gas cylinder is closed when it is moved, 

closed, and at the completion of each job 

8. Always wear the proper Personal Protective Equipment when exchanging a full 

compressed gas cylinder for an empty compressed gas cylinder 

9. Do not store compressed gas cylinders closer than 20' from oxygen tank storage, next 

to an exit or stairway and in an aisle way 

10. Store compressed gas cylinders upright and segregated by hazard classes 

11. Keep full cylinders grouped together 

12. Keep empty cylinder grouped together and marked with either “empty” or “MT” 

13. Contact the vendor and/or your supervisor if the valve or cylinder is noticeably 

corroded 

14. A leaking cylinder should be removed and isolated in a well-ventilated safe area. It 

may be necessary to call in a trained emergency response personnel 

15. Keep all vegetation trimmed around storage area of compressed gas storage 

 

Powered Industrial Trucks – Forklifts 
1.  You must be properly trained in the use of the type of forklift before you can operate 

it. 

2. Inspect the forklift before each shift 

3. Do not operate a forklift if the forklift is in unsafe condition 

4. Do not lift more weight than the forklift is rated to lift 

5. Operate the forklift in a safe manner at all times 

6. Do not allow others to ride on the forklift. 

7. Never use a forklift and a pallet to raise other employees to a higher elevation 

8. Only use the forklift as it was intended by the manufacturer 

9. Shut off the propane when you are finished using the forklift 

10. Never leave a running forklift unattended 

11. Pedestrians have the right of way 

12. Approach an exit door that empties into your path of operation with caution 

13. Never drive a forklift up to a person standing in front of a bench or other fixed object 

14. Stunt driving and horseplay is not permitted 

15. Slow down and sound the horn at cross aisles and other locations where vision is 

obstructed 
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16. If the load on the forklift is obstructing your view, drive with the load to the rear of 

your travel. If that is not possible have a fellow employee act as a spotter 

17. Read and follow data plate specification before and during the operation of the 

forklift 

18. Do not use the forklift to open or close overhead doors 

19. Never drive a forklift into a semi-trailer until you have checked the condition of the 

floor of the trailer and you are satisfied that the trailer floor will support the weight of 

the forklift and loaded cargo. 

20. Never drive a forklift into a semi-trailer until the dock plate is in place and secure. 

21. Never drive a forklift into a semi-trailer until the trailer brakes are set and the trailer 

wheels are chocked 

22. Never allow anyone to stand or pass under the elevated portions of the forklift 

whether empty or loaded 

23. Keep all parts of your body inside the roll over protection system of the forklift 

24. Forklifts in need of repair should be removed from service immediately 

25. Wear required PPE 

 

Confined Spaces 
1.  Never enter a confined space by yourself 

2. Never enter a confined space until it has been confirmed it is safe to do so 

3. Never enter a confined space without proper authorization 

4. Never enter a confined space until appropriate atmospheric test have been performed 

to check for oxygen deficiency, toxic substances, and explosive concentrations have 

been completed 

5. Never enter a confined space until you have checked that all lines going into a 

confined space that contained inert, toxic, flammable or corrosive materials have been 

valved off and blanked or disconnected and separated  

6. Never take oxygen and/or acetylene tank(s) into a confined space 

7. If you are a confined space monitor never attempt a rescue of people in the confined 

space by entering the confined space yourself 

8. If you are a confined space monitor never leave the confined space unattended 

9. If you are a confined space monitor, keep in constant communication with the 

personnel in the confined space and be ready to have them evacuate if necessary 

10. Always wear the appropriate Personal Protective Equipment when working in a 

confined space 

11. When in a confined space always be on your guard for unexpected hazards that could 

occur (IE decaying vegetation or animal matter which could produce methane, 

possible industrial waste that could be toxic, or possible accumulation of Carbon 

Monoxide due to traffic or construction equipment operating near the confined space 

 



 

13 

 

Environmental Controls/Bloodborne Pathogens 
1.  When possible avoid exposure to Bloodborne Pathogen. 

2. Always wear appropriate PPE when performing first aid 

3. Use one way masks when performing mouth to mouth resuscitation. 

4. When possible vacuum up dust rather than blowing or sweeping it 

5. Dispose of florescent lamp bulb in a proper manner 

6. Do not purposefully confine and inhale any propellant or chemical 

7. Know first aid procedures and required Personal Protective Equipment before using 

any chemical 

8. Know the signs and indications of heat stress, heat exhaustion, and/or heat stroke. 

Know what the treatment is in the event any of them occur.  

9. In areas where noise levels are equal to or louder than 85 decibels you need to wear 

hearing protection. A good rule of thumb is if you and a fellow employee are 2 to 3 

foot apart and you have to raise your voice for them to hear you then the noise level is 

above 85 decibels. 

10. Always wear hearing protection when operating lawn mowers, string trimmers, 

blowers, chain saws, concrete saws, air impact tools,  powder activated nail guns, jack 

hammers, any tool that is loud when operating 

11. Always insert ear protection in the proper manner for the best noise reduction 

possible 

 

Fire Prevention & Extinguishers 
1.  Only use a fire extinguisher to put out an incipient fire use it for your escape 

2. If using a fire extinguisher never let a fire get behind you or block your exit 

3. Only use the Class Rating of the fire extinguisher (A,B,C)that matches the incipient 

fire you are trying to extinguish 

4. Check fire extinguishers monthly and turn upside down 3 times to make sure the 

extinguisher still has the correct pressure and the powder is not packed on the bottom 

of the extinguisher. 

5. Wear required PPE 

 

Flammable & Combustible Materials 
1.  Only approved containers and tanks are used to store and handle flammable and 

combustible liquids 

2. Bulk drums of flammable liquids are grounded and then bonded to containers during 

dispensing 

3. Flammable liquids are kept in closed containers when not in use 

4. Liquefied Petroleum gas is stored, handled and used in accordance with safety 

practices and standards 

5. Liquefied Petroleum gas tanks are stored and guarded to prevent damage from 

vehicles 
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6. Fire extinguishers are inspected monthly 

7. Fire extinguishers are certified, serviced and tagged annually per NFPA Regulations 

8. Fire extinguishers are for fighting incipient fires only 

9. Only use fire extinguishers designated for the material that is on fire. Class A is for 

combustibles, Class B for flammable liquids, and Class C for electrical equipment. 

10. Spills of flammable or combustible liquids are cleaned up promptly 

11. Wear required PPE 

 

Electrical 
1.  Do not run extension cords through doors or windows 

2. Do not overload electrical outlets when using  power strips (check with electrician) 

3. You are required to report any obvious hazard to life or property in connection with 

electrical equipment or lines as soon as possible 

4. You will make preliminary inspections and/or appropriate tests to determine 

conditions before starting work on electrical  equipment or lines 

5. Necessary switches will be opened, locked out and/or tagged out whenever possible 

when electrical equipment or lines are to be serviced maintained, or adjusted 

6. All extension cords will have a grounding conductor 

7. All defective extension cords will be removed immediately 

8. Portable electrical tool will either have a grounding connector or be double insulated 

9. Never use portable electrical tools in a moist environment unless properly protected 

(IE; GFCI or Double Insulated Tool) 

10.  When operating electrical breaker switches, wear appropriate Personal Protective 

Equipment to protect against Arc Flash 

11. Do not work alone on energized lines or equipment over 600 volts. 

12. Make sure all unused opening (including conduit knockouts) in electrical enclosures 

and fitting are closed with appropriate covers, plugs or plates. 

13. Do not block electrical panels 

14. Wear proper Personal Protective Equipment when opening or closing breaker 

switches in electrical panels 

 

Custodial Maintenance 
1. Fall Protection when using scaffolding 

a. You must use fall protection at a foot level height of 4 feet 

b. Fall protection can be a hand rail that consists of a top rail mid rail and toe 

board. The top rail must be 42” above the floor, mid rail at 21” and a toe 

board that is 3 ½” wide. The top rail must be able to withstand 200 pounds 

of pressure down and 200 pounds pressure out. The mid rail must be able 

to withstand 100 pounds of pressure down and out 

c. The tie off point for a lanyard must be capable of holding 5,000 pounds 

2. Electrical Hazards 
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a. When working around high power lines keep equipment at least 10 feet 

away 

b. Call before you dig 

c. To prevent accident electrical contact disconnect power source and 

lockout switch before working on equipment. 

d. In the event of contact with energized line by a fellow employee, do not 

attempt a rescue. Disconnect power and call 911 

e. Do not reset electrical breakers without proper Personal Protective 

Equipment 

3. Chemical Hazards 

a. Before using a chemical read the Material Safety Data Sheet to know the 

required precautions for handling, first aid, what to do if there is a spill, 

the reactivity to other chemicals, if it flammable or combustible, and the 

required Personal Protective Equipment 

b. Make sure Hazardous Waste is disposed of properly and lawfully 

4. Floor Buffing Machines 

a. Never leave a floor buffing machine plugged into an outlet and unattended 

b. Have a secure grip on the handle of the buffer before engaging switch 

c. Operate burnisher and floor buffing machine per manufacturer’s 

recommendation 

d. Do not operate machine if you are not authorized to do so 

5. Slip Trip & Fall 

a. Use extreme caution when working on wet surface or if possible eliminate 

the wet surface 

b. Clean up oil and liquids that are spilled immediately and dispose of 

absorbent material properly 

c. Use caution when walking on sloped and/or uneven surfaces 

d. Avoid working in non-illuminated areas when possible 

6. Personal Protective Equipment 

a. Maintain Personal Protective Equipment in a clean and sanitary condition 

b. Personal Protective Equipment should be used as circumstance requires 

c. Never use Personal Protective Equipment this is in disrepair 

7. Safety 

a. Remember that we are concerned with your own safety and the safety of 

the public using the building 

b. Do not leave mops, brushes, or pails in the hallways, doorways, or on 

stairs where someone can trip over them 

c. Clean floors when traffic is lighter and wet only a small area; then dry 

mop. Rope off slippery areas. Do one side of a hallway at a time so a dry 

area is always clear for traffic 

d. Wear gloves to protect your hands and approved footwear to protect your 

feet when moving furniture or sharp materials. Sandals or flip flops or 
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any shoe that does not cover the toes or the top of the foot will not 

qualify as being approved footwear. 
e. When mixing or using strong cleaners, keep your hands out of the mixture 

or wear rubber gloves. Always read warning/caution labels before using or 

mixing cleaners. Always wear eye protection when mixing and using 

strong cleaners. 

f. Make sure cords on sweepers, scrubbers, or polishers are in good 

condition and  have defects repaired. 

g. Do not let cords or vacuum cleaner hoses create a tripping hazard in any 

hallways. Keep them near the wall. 

h. Empty wastebaskets by turning them upside down. (Broken glass or other 

sharp objects can cut your hands if you reach into the basket.) 

i. Pick up broken glass with a brush and pan; not with bare hands. 

 

Machine Shops/Welding 
1. Personal Protective Equipment 

a.  Glasses 

b. Gloves 

c. Leathers 

d. Hood 

e. Respirator  or ventilation when torch cutting or welding galvanized steel or 

stainless steel  

2. Pant legs over boots or shoes when welding or cutting 

3. Shirt sleeve  over gloves  when welding or cutting 

4. Shirt not tucked in when welding 

5. No jewelry when welding or cutting 

6. Remove all flammable and combustible materials from work area, or have adequate 

fire extinguishers and a fire watch.  Fire watch must be present at all time during 

welding and stay 30 minutes past end of welding. 

7. When using gas powered portable welding equipment ground equipment before using 

8. There can be no cable repairs or insulation breaks 10 feet from the grounding clamp 

and or the electrode holder. Do not coil or loop welding electrode cable around your 

body. 

9. Remove welding rod from stinger when not in use 

10. Make sure there is adequate ventilation when welding, cutting, or brazing 

11. Replace stinger tip insulator when it is cracked, burnt, or broken or when if laying 

stinger down it allows stinger connection to ground and create sparks 

12. Only authorized and trained personnel permitted to use welding, cutting, and brazing 

equipment 

13. Never weld or cut drums, barrels, tanks, or any other containers until they have been 

thoroughly cleaned of substances that could explode, ignite, or produce toxic vapors 

14. Inspect gas cylinders for signs of defects, deep rusting, and or leakage 
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15. Do not bang cylinders together 

16. Remove regulator valves if torches are going to be inactive for over 24 hours 

17. If removing regulators put protective caps back onto cylinders 

18. Keep valves and regulators free from dirt, oil, and grease 

19. Store gas cylinders away from heat, exits, elevators and stairways 

20. When storing cylinders store oxygen 20 feet from flammables 

21. Secure all stored cylinders 

22. Make sure empty containers are marked accordingly, valves are closed, and stored 

secured 

23. If valve on acetylene tank is faulty, remove to a safe and secure place. Outside 

occupied structures, away from flammables, away from oxygen, and notify you 

supervisor and gas distributor. 

24. Do not use cylinders for rollers or supports 

25. Store acetylene upright only 

26. Only use pressure reducing regulators for the gases for which they were intended 

27. Safety glasses, goggles, and/ or face shield when operating machine tools 

28. If exposed to machine tool coolant do not smoke or eat until you have washed hands 

29. If exposed to machine tool coolant wash hands after completing task. 

 

Power Mowers 
1.  Personal Protective Equipment 

a.  Eye Protection 

b. Hearing Protection 

c. Dust Mask 

2.  Turn off blades before dismounting 

3. Disengage all power to attached equipment and set braking mechanism to prevent 

movement if dismounting 

4. Keep other employees away when operating a mower 

5. If another employee approaches you shut off mower 

6. Never adjust a mower when it is running 

7. Mow Perpendicular to slopes 

8. Do not mow slopes when grass is wet. 

9. Keep fingers, hands, and feet away from moving blades and parts 

10. Shut off blades or mower to remove grass clipping bags 

11. Shut off blades before driving over graveled or sanded surface 

12. Inspect equipment before operating. 

13. Don't operate equipment unless authorized to do so. 

14. Wear heavy leather gloves when removing and installing blades 

15. If you strike an object with the mower or mower blade, shut off mower and inspect 

for damage 
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Motor Vehicle Operations 
1.  Never use hand held electronic devices while operating motor vehicles  

2. Walk 360 degrees around the vehicle and inspect it before operation and report any 

deficiencies to maintenance 

3. In inclement winter weather clean off all frozen precipitation from all the windows, 

headlights and tail lights before driving vehicle 

4. In inclement weather operate vehicle at safe speeds and increase distance between 

you and the car ahead of you. 

5. When you turn on your windshield wipers, turn on the headlights (Low beam) 

6. Never drive while under the influence of alcohol or medications that would inhibit 

your abilities to safely operate a vehicle 

7. In foggy condition reduce your speed and turn on your low beam headlights 

8. Follow all State and local traffic safety laws 

 

Garage/Repair Shop 
1.  When changing split rim tires use tire cage and Personal Protective Equipment 

2. Housekeeping 

a.  Put trash in covered metal containers immediately 

b. Clutter put away material immediately 

3.  Jack Safety/ Jack Stands – Never climb under equipment being held up only by a 

jack, get it on jack stands 

4. Make sure safety latches are in place on lift and jack stands and jack stands are in 

place and secure before getting under vehicle. 

5. Inspect hydraulic jack before use 

6. Make it a final option before getting under a vehicle 

7. Chock the wheels when jacking up only one end, or one tire of a vehicle 

8. Add battery acid to water not water to battery acid 

9. No heat, sparks, or flames around battery charging area. 

10. Keep flammable and or toxic chemical containers closed when not in use. 

11. Label all containers with name of chemical, hazard warning if applicable and 

manufacturer name and phone number. 

12. Use PPE when handling chemicals 

13. Do not eat, drink, use tobacco, and/or chew gum in areas where hazardous chemicals 

are present. 

14. Do not remove a radiator cap on a hot engine. 

15. Where unexpected energizing or release of stored energy could cause injury to an 

employee, machinery or equipment should be locked out and/or tagged out during 

servicing and/or maintenance. 

16. Keep hands outside engine compartment when engine is running. 

17. Only use tools as they were intended by the manufacturer 

18. Bench grinder 
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a.  Tool rest = 1/8” clearance from wheel 

b. Tongue guard = ¼ “ clearance from wheel 

c. Shields = in place 

d. End caps = in place 

e. Permanently mounted 

f. Wear proper Personal Protective Equipment when operating (includes safety 

glasses and face shield) 

g. Always keep area around grinders clean and clutter free 

h. Keep sparks away from flammable/combustible materials 

i. Ring test new grinder wheels before installing 

j. Maximum RPM of grinder does not exceed RPM of grinding wheel 

k. Inspect before use 

l. Disconnect from power source before servicing 

19.  Label all breakers 

20. Keep electrical panel door closed 

21. Parts washer 

a.  Keep lid closed when not in use 

b. Keep all sparks, heat and flames away from parts washer 

22.  Wear proper PPE and avoid exposure to aerosol brake cleaners and carburetor 

cleaners 

23. Do not use brake cleaner, carburetor cleaner, solvent, gasoline or any unauthorized 

substance to clean hands. 

24. Service brakes and clutches in a safe manner. Never blow with and air gun. Keep dust 

exposure to a minimum. Asbestos and brake shoes, brake pads, and clutches. 

25. Air nozzle air pressure less than 30 psi at the end of nozzle. 

26. Do not use compressed air to clean yourself or others 

27. Never direct compressed air at another employee 

28. Use chip guard when operating a drill press 

29. Keep cover over pit when not in use 

30. Only authorized employees allowed in shop area 

  

Kitchen Safety 
1. Wear shoes with slip resistant soles, and covered toe protection - sandal or flip flops 

or any shoes that does not cover the toes or the top of the foot will not qualify as 

being approved footwear 

2. Clean up broken glass with brooms and a dust pan 

3. Wear cut resistant gloves when handling sharp objects and cutting with hand held 

knives 

4. Climb the ladder and then have a fellow employee hand you the load rather than carry 

the load up the ladder. Use a proper stepladder when reaching high areas 

5. Keep face and hands away when opening dishwasher and steamed doors. Steam burns 
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6. Always cut away from your body not towards your body 

7. If it is dull – sharpen it, replace it, or don't use it 

8. Keep utensils away from mixer beaters 

9. Make sure guards are in place on mixers and/or slicers before using 

10. Pick up anything dropped and wipe up any spills as soon as possible to prevent slips 

and falls 

11. Close oven doors immediately after use 

12. Use proper shut down procedures before opening steamer door. Use elbow length steam 

gloves when removing pans from the steamer 

13. Turn off and unplug the food chopper, slicer, mixer, or other equipment before 

wiping, cleaning, or when not in use 

14. Avoid wearing loose clothing that could be caught in moving equipment or catch fire. 

Limited jewelry is allowed. No big rings, watches or dangling ear rings or necklace. 

15. Learn how to operate equipment before using it 

16. Detergents and cleaning agents should be well marked and stored away from food 

17. Avoid placing articles in traffic lanes that could cause accidents.  Keep all drawers 

closed so that no one will run into them 

18. Always use dry hot pads when holding hot pans. Do not use substitutes 

19. Do not put your hand into a mixer bowl while the motor is operating. When using 

power equipment, use all the proper guards 

20. Wet mop only half the kitchen floor at a time, so there is still a dry section to walk on. 

21. Do not use electrical equipment with defective plugs, cords, or switches. Do not use 

broken electrical outlets. Report defects immediately 

22. Use proper lifting techniques 

23. Wear required PPE 
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Sexual Harassment 
 

GAAC  Sexual Harassment (See GAF and JGEC) GAAC 

The board of education is committed to providing a positive and productive working and 

learning environment, free from discrimination on the basis of sex, including sexual 

harassment.  Sexual harassment will not be tolerated in the school district.  Sexual 

harassment of employees or students of the district by board members, administrators, 

certificated and support personnel, students, vendors, and any others having business or 

other contact with the school district is strictly prohibited. 

Sexual harassment is unlawful discrimination on the basis of sex under Title IX of the 

Education Amendments of 1972, Title VII of the Civil Rights Act of 1964, and the 

Kansas Acts Against Discrimination.  All forms of sexual harassment are prohibited at 

school, on school property, and at all school-sponsored activities, programs or events.  

Sexual harassment against individuals associated with the school is prohibited, whether 

or not the harassment occurs on school grounds. 

It shall be a violation of this policy for any student, employee or third party (visitor, 

vendor, etc.) to sexually harass any student, employee, or other individual associated with 

the school.  It shall further be a violation for any employee to discourage a student or 

another employee from filing a complaint, or to fail to investigate or refer for 

investigation, any complaint lodged under the provisions of this policy.  Violation of this 

policy by any employee shall result in disciplinary action, up to and including 

termination.  

Sexual harassment shall include, but not be limited to, unwelcome sexual advances, 

requests for sexual favors, and other verbal or physical conduct of a sexual nature when:  

(1) submission to such conduct is made either explicitly 

or implicitly a term or condition of an individual’s employment; (2) submission to or 

rejection of such conduct by an individual is used as the basis for employment decisions 

affecting such individual; or (3) such conduct has the purpose or effect of unreasonably 

interfering with an individual’s work performance or creating an intimidating, hostile or 

offensive working environment. 

Sexual harassment may result from verbal or physical conduct or written or graphic 

material.  Sexual harassment may include, but is not limited to:  verbal harassment or 

abuse; pressure for sexual activity; repeated remarks to a person, with sexual or 

demeaning implication; unwelcome touching; or suggesting or demanding sexual 

involvement accompanied by implied or explicit threats concerning an employee’s job 

status. 

The district encourages all victims of sexual harassment and persons with knowledge of 

such harassment to report the harassment immediately.  Complaints of sexual harassment 

will be promptly investigated and resolved. 

Employees who believe they have been subjected to sexual harassment should discuss the 

problem with their immediate supervisor.  If an employee’s immediate supervisor is the 

alleged harasser, the employee should discuss the problem with the building principal or 

the district compliance coordinator.  Employees who do not believe the matter is 

appropriately resolved through this meeting may file a formal complaint under the 

district’s discrimination complaint procedure.  (See KN) 



 

23 

 

Complaints received will be investigated to determine whether, under the totality of the 

circumstances, the alleged behavior constitutes sexual harassment under the definition 

outlined above.  Unacceptable conduct may or may not constitute sexual harassment, 

depending on the nature of the conduct and its severity, pervasiveness and persistence.  

Behaviors which are unacceptable but do not constitute harassment may also result in 

employee discipline. 

Any employee who witnesses an act of sexual harassment or receives a complaint of 

harassment from another employee or a student shall report the complaint to the building 

principal.  Employees who fail to report complaints or incidents of sexual harassment to 

appropriate school officials may face disciplinary action.  School administrators who fail 

to investigate and take appropriate corrective action in response to complaints of sexual 

harassment may also face disciplinary action. 

Initiation of a complaint of sexual harassment in good faith will not adversely affect the 

job security or status of an employee, nor will it affect his or her compensation.  Any act 

of retaliation against any person who has filed a complaint or testified, assisted, or 

participated in an investigation of a sexual harassment complaint is prohibited.  Any 

person who retaliates is subject to immediate disciplinary action, up to and including 

termination of employment. 

To the extent possible, confidentiality will be maintained throughout the investigation of 

a complaint.  The desire for confidentiality must be balanced with the district’s obligation 

to conduct a thorough investigation, to take appropriate corrective action or to provide 

due process to the accused. 

False or malicious complaints of sexual harassment may result in corrective or 

disciplinary action against the complainant. 

A summary of this policy and related materials shall be posted in each district facility.  

The policy shall also be published in student, parent and employee handbooks as directed 

by the district compliance coordinator.  Notification of the policy shall be included in the 

school newsletter or published in the local newspaper annually. 

 

Racial and Disability Harassment 

 

The board of education is committed to providing a positive and productive working and 

learning environment, free from discrimination, including harassment, on the basis of 

race, color, national origin, or disability.  Racial and disability harassment will not be 

tolerated in the school district.  Racial or disability harassment of employees or students 

of the district by board members, administrators, certified and support personnel, 

students, vendors, and any others having business or other contact with the school district 

is strictly prohibited. 

Racial harassment is unlawful discrimination on the basis of race, color or national origin 

under Titles VI and VII of the Civil Rights Act of 1964, and the Kansas Acts Against 

Discrimination.  Disability harassment is unlawful discrimination on the basis of 

disability under Section 504 of the Rehabilitation Act of 1973 and the Americans with 

Disabilities Act.  All forms of racial and disability harassment are prohibited at school, on 

school property, and at all school-sponsored activities, programs or events.  Racial or 

disability harassment against individuals associated with the school is prohibited, whether 

or not the harassment occurs on school grounds. 
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It shall be a violation of this policy for any student, employee or third party (visitor, 

vendor, etc.) to racially harass or harass on the basis of disability any student, employee, 

or other individual associated with the school.  It shall further be a violation for any 

employee to discourage a student or another employee from filing a complaint, or to fail 

to investigate or refer for investigation, any complaint lodged under the provisions of this 

policy.  

Violations of this policy by any employee shall result in disciplinary action, up to and 

including termination. 

Harassment prohibited by this policy includes racially or disability-motivated conduct 

which: 

Affords an employee different treatment, solely on the basis of race, color, national 

origin, or disability, in a manner which interferes with or limits the ability of the 

employee to participate in or benefit from the services, activities or programs of the 

school; 

Is sufficiently severe, pervasive or persistent so as to have the purpose or effect of 

creating a hostile working environment; 

Is sufficiently severe, pervasive or persistent so as to have the purpose or effect of 

interfering with an individual’s work performance or employment opportunities. 

Racial or disability harassment may result from verbal or physical conduct or written or 

graphic material. 

The district encourages all victims of racial or disability harassment and persons with 

knowledge of such harassment to report the harassment immediately.  Complaints of 

racial or disability harassment will be promptly investigated and resolved.   

Employees who believe they have been subjected to racial or disability harassment 

should discuss the problem with their immediate supervisor.  If an employee’s immediate 

supervisor is the alleged harasser, the employee should discuss the problem with the 

building principal or the district compliance coordinator.  Employees who do not believe 

the matter is appropriately resolved through this meeting may file a formal complaint 

under the district’s discrimination complaint procedure.  (See KN) 

Complaints received will be investigated to determine whether, under the totality of the 

circumstances, the alleged behavior constitutes racial or disability harassment under the 

definition outlined above.  Unacceptable conduct may or may not constitute racial or 

disability harassment, depending on the nature of the conduct and its severity, 

pervasiveness and persistence.  Behaviors which are unacceptable but do not constitute 

harassment may also result in employee discipline. 

Any employee who witnesses an act of racial or disability harassment or receives a 

complaint of harassment or receives a complaint of harassment from another employee or 

a student shall report the complaint to the building principal.  Employees who fail to 

report complaints or incidents of racial or disability harassment to appropriate school 

officials may face disciplinary action.  School administrators who fail to investigate and 

take appropriate corrective action in response to complaints of racial or disability 

harassment may also face disciplinary action. 

Initiation of a complaint of racial or disability harassment in good faith will not adversely 

affect the job security or status of an employee, nor will it affect his or her compensation.  

Any act of retaliation against any person who has filed a complaint or testified, assisted, 

or participated in an investigation of a racial or disability harassment complaint is 
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prohibited.  Any person who retaliates is subject to immediate disciplinary action, up to 

termination of employment. 

To the extent possible, confidentiality will be maintained throughout the investigation of 

a complaint.  The desire for confidentiality must be balanced with the district’s obligation 

to conduct a thorough investigation, to take appropriate corrective action or to provide 

due process to the accused. 

False or malicious complaints of racial or disability harassment may result in corrective 

or disciplinary action against the complainant. 

A summary of this policy and related materials shall be posted in each district facility.  

The policy shall also be published in student, parent and employee handbooks as directed 

by the district compliance coordinator.  Notification of the policy shall be included in the 

school newsletter or published in the local newspaper annually. 

 

Complaints 
About Discrimination or Discriminatory Harassment 

 

The district is committed to maintaining a working and learning environment free from 

discrimination, insult, intimidation or harassment due to race, color, religion, sex, age, 

national origin, or disability.  Any incident of discrimination in any form shall promptly 

be reported to an employee’s immediate supervisor, the building principal, or the district 

compliance coordinator for investigation and corrective action by the building or district 

compliance officer.  Any employee who engages in discriminatory conduct shall be 

subject to disciplinary action, up to and including termination. 

Discrimination against any individual on the basis of race, color, national origin, sex, 

disability, age, or religion in the admission or access to, or treatment or employment in 

the district’s programs and activities is prohibited.  The assistant superintendent of human 

resources, U.S.D. 265, 201 South Main, Goddard, Kansas, 67052, phone number (316) 

794-4000, has been designated to coordinate compliance with nondiscrimination 

requirements contained in Title VI and Title VII of the Civil Rights Act of 1964, Title IX 

of the Education Amendments of 1972, Section 504 of the Rehabilitation Act of 1973, 

and The Americans with Disabilities Act of 1990. 

Complaints of discrimination should be addressed to an employee’s supervisor, to the 

building principal, or to the compliance coordinator.  Complaints against the 

superintendent should be addressed to the board of education. 

Complaints of discrimination will be resolved using the district’s discrimination 

complaint procedures. 

 

The grievance procedure is applicable to complaints alleging discrimination on the bases 

of sex, disability, race, color, national origin, and age, including allegations of 

harassment.  Information concerning the provisions of these Acts, and the rights provided 

thereunder, are available from the compliance coordinator. 

 

Complaints About Discrimination or Discriminatory Harassment 

  

Complaints of discrimination or discriminatory harassment by an employee should be 

addressed to the employee’s supervisor, the building principal, or the district compliance 



 

26 

 

coordinator. Complaints by a student should be addressed to the building principal, 

another administrator, the guidance counselor, or another certified staff member. Any 

school employee who receives a complaint of discrimination or harassment from a 

student shall inform the student of the employee’s obligation to report the complaint and 

any proposed resolution of the complaint to the building principal. If the building 

principal is the alleged harasser, the complaint shall be reported to the district compliance 

coordinator. Complaints by any other person alleging discrimination should be addressed 

to the building principal or the district compliance coordinator. The identity of the 

individual filing a complaint will be kept confidential to the extent possible without 

compromising a thorough investigation. Complaints about discrimination, including 

complaints of harassment, will be resolved through the following complaint procedures: 

 

Informal Procedures 

The building principal shall attempt to resolve complaints of discrimination or 

harassment in an informal manner at the building level. Any school employee who 

receives a complaint of discrimination harassment from a student, another employee or 

any other individual shall inform the individual of the employee’s obligation to report the 

complaint and any proposed resolution of the complaint to the building principal. The 

building principal shall discuss the complaint with the individual to determine if it can be 

resolved. If the matter is resolved to the satisfaction of the individual, the building 

principal shall document the nature of the complaint and the proposed resolution of the 

complaint, and forward this record to the district compliance coordinator. Within 20 days 

after the complaint is resolved in this manner, the principal shall contact the complainant 

to determine if the resolution of the matter remains acceptable. If the matter is not 

resolved to the satisfaction of the individual in the meeting with the principal or if the 

individual does not believe the resolution remains acceptable, the individual may initiate 

a formal complaint. Use of the informal complaint procedure is not a prerequisite to filing 

a formal complaint or using the formal complaint procedure. 

 

Formal Complaint Procedures 

•A formal complaint should be filed in writing and contain the name and address 

of the person filing the complaint. The complaint should briefly describe the alleged 

violation. If an individual does not wish to file a written complaint and the matter has not 

been adequately resolved, the building principal may initiate the  

complaint. Forms for filing written complaints are available in each building office and 

the central office. The forms are also included at the end of this policy. 

  

•A complaint should be filed as soon as possible after the conduct occurs, but not 

later than 180 days after the complainant becomes aware of the alleged violation, unless 

the conduct forming the basis for the complaint is ongoing. 

  

•An investigation shall follow the filing of the complaint. Individuals who 

conduct the investigation shall be impartial. If the complaint is against the superintendent, 

the board shall appoint an investigating officer. In other instances, the investigation shall 

be conducted by the building principal, the compliance coordinator or another individual 

appointed by the board. The investigation shall be informal but thorough. All interested 
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persons, including the complainant and the person against whom the complaint is lodged, 

will be afforded an opportunity to submit written or oral evidence relevant to the 

complaint. 

 

•A written determination of the complaint’s validity and a description of the 

resolution shall be issued by the investigator, and a copy forwarded to the complainant no 

later than 30 days after the filing of the complaint. 

 

If the investigation results in a recommendation that a student be suspended or expelled, 

procedures outlined in board policy and state law governing student suspension and 

expulsion will be followed. 

 

If the investigation results in a recommendation that an employee be suspended without 

pay or terminated, procedures outlined in board policy, the negotiated agreement or state 

law will be followed. 

 

•Records relating to complaints filed and their resolution shall be forwarded to 

and maintained in a confidential manner by the district compliance coordinator. 

 

•The complainant may appeal the determination of the complaint. Appeals shall 

be heard by the district compliance coordinator, a hearing officer appointed by the board, 

or by the board itself as determined by the board. The request to appeal the resolution 

shall be made within 20 days after the date of the written resolution of the complaint at 

the lower level. The appeal officer shall review the evidence gathered by the investigator 

and the investigator’s report, and shall afford the complainant and the person against 

whom the complaint is filed an opportunity to submit further evidence, orally or in 

writing, within 10 days after the appeal is filed. The appeal officer will issue a written 

determination of the complaint’s validity and a description of its resolution within 30 

days after the appeal is filed. 

 

•Use of this complaint procedure is not a prerequisite to the pursuit of any other 

remedies including the right to file a complaint with the Office for Civil Rights of the 

U.S. Department of Education, the Equal Employment Opportunity Commission, or the 

Kansas Human Rights Commission. 

 

•Regardless of the complaint resolution process used, if it is determined either 

during or at the conclusion of the process, that discrimination or harassment has occurred, 

appropriate administrative action will be taken. The action taken should be designed to 

end the discriminatory activity and remediate any damage that was caused to the extent 

possible. Discipline of those involves might include any disciplinary measure up to and 

including expulsion or termination of employment. 

 

•Retaliation against any person who has made a complaint, testified, assisted, or 

participated in any manner in an investigation or proceeding under the provisions of the 

complaint resolution process is prohibited. . Discipline of those involves might include 

any disciplinary measure up to and including expulsion or termination of employment. 
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GODDARD HARASSMENT COMPLAINT FORM 

 

Your Name 

_________________________________________________________________ 

 

School/Grade _____________________________ Date 

______________________________ 

 

Type of Complaint  Sexual___________ Disability____________ 

Racial____________   

Date incident 

repored__________________________________________________________ 

 

Reported 

to__________________________________________________________________ 

 

Please describe the specific incidents that you feel constitute harassment. (Use extra 

sheets if needed): 

 

 

 

What is/are the date/s the incident occurred? 

_______________________________________ 

 

Please describe the incident including what occurred, when it occurred, and whether there 

were any witnesses other than you to the event(s). If necessary, attach additional sheets of 

paper. 

 

 

 

Are you aware of any other person who has been subjected to similar harassment? If so, 

please identify such person(s) and describe the details of the harassment including when 

and what occurred. 

 

 

 

Other than the individual(s) you have identified above is/are there any other person(s) 

who you feel should be contacted in connection with the investigation of this complaint. 

If so, please identify the individuals, how to contact them, and what information these 

individual(s) may have. 

 

 

 

 

This form should be filed with the USD 265 / Goddard Public Schools District 

Compliance Coordinator, 201 S. Main, Goddard, Kansas 67052 – 316-794-4000. 
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Your complaint of harassment will be promptly and thoroughly investigated. The 

investigation will be kept confidential to the extent as possible with the Districts’ need to 

fully investigate and address the situation. If the investigation verifies that inappropriate 

behavior has occurred, appropriate disciplinary action will be taken against the person 

who has harassed you.  

 

If at any time you feel that as a result of your complaint you are being retaliated against, 

please file an additional complaint using this form or contact the Districts’ Compliance 

Coordinator. He can be contacted at 201 South Main, Goddard, KS 67052 or by 

telephone at 316-794-4000.  

 

Please read the above carefully before signing. Your signature below will indicate that 

this form accurately and completely describes your complaint of harassment. 

 

 

Signature______________________________________________  

 

Date__________________________________________________ 

 

Please print name_____________________________    

Complaints About Policy 

The superintendent shall report any unresolved complaint about policies to the board at 

the next regularly scheduled board meeting.  

 

Complaints About Curriculum  

The superintendent shall report a failure to resolve any complaint about curriculum to the 

board at the next regularly scheduled board meeting. 

 

Complaints About Instructional Materials 

The building principal shall report any unresolved complaint about instructional materials 

to the superintendent immediately after receiving the complaint. 

 

Complaints About Facilities and Services 

The superintendent shall report any unresolved complaint about facilities and services to 

the board at the next regularly scheduled board meeting.  

 

Complaints About Personnel 

The superintendent or the building principal involved shall report any unresolved 

complaint about personnel to the board at the next regularly scheduled board meeting. 

Grievance Policy 
 

An employee grievance procedure is available as a fair and effective means to resolve 

work-related complaints and problems. By using the three progressive steps in this 

procedure, an employee can call upon the supervisor and district administrators to 

evaluate the case and decide whether or not the employee has been treated fairly.  
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Grievances may include such things as discipline, transfer, job posting, selection, unfair 

assignment of vacation or holiday time, a personal request that was denied, etc. This 

procedure cannot be used to appeal decisions related to the district’s responsibility to 

determine district policy and operating decisions, such as the number and assignment of 

employees, establishment of rules or conduct, determination of hours and days of work, 

starting and quitting times, wages and benefits, etc. 

 

The procedure involves a series of three steps.  In most cases, begin with Step One.  In 

cases concerning disciplinary action, begin with Step Two. 

 STEP ONE 
Discuss the grievance with the immediate supervisor within three working 

days after the incident. The immediate supervisor has five working days in 

which to deliver a decision to the employee.  The supervisor needs to 

inform the Assistant Superintendent of Human Resources of the grievance. 

 STEP TWO 

If the employee is not satisfied with the decision, a written complaint shall 

be filed with the Assistant Superintendent for Human Resources within 

five working days after receipt of the decision by the immediate 

supervisor. 

   

The Assistant Superintendent for Human Resources has five working days 

in which to hold a meeting with the employee in an attempt to resolve the 

grievance. 

 

The Assistant Superintendent for Human Resources then has five working 

days in which to deliver a written decision to the employee. 

STEP THREE 
If the employee is not satisfied with the decision, a written complaint shall 

be filed with the Superintendent within five working days after receipt of 

the decision by the Assistant Superintendent of Human Resources. 

   

The Superintendent has five working days in which to hold a meeting with 

the employee in an attempt to resolve the grievance. 

 

The Superintendent then has five working days in which to deliver a 

written decision to the employee.  This decision of the Superintendent is, 

in all cases, final and binding. 

 

 


