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Accidents are undesirable, unplanned, occurrences ‘which oftén result in bodily harm, loss of school "

. - time, property dgmage, possible expensive. legal action, dnd’even death. National statistics revedl that.. * ..

“ninety-eight per cent of all accidents arid injuries are causéd by unsafe working conditions, unsafe acts. 4

of personnel or a combiriation of both, Therefore; it shall be the goal of the ‘Montgomery County

"+ "Public Schools to-take every. reasonable grecaution’ for the safety of students, employees; visitors,. .

patrons, and all others. having business with our schools. Safety education and accident prevention are

‘important to everyone concemned with our schools, not only as'a protective measure during ‘school
hours but also as an instructional means of developing an appropriate mode of behavior to minimize .-

accidents at all times: . o ~ -7 B -

»

“~ ' This manual is ('iésignlcd'to' ﬁfovidg all MCPS personnel with safety p(_)licies','vpro.c/;:durt‘:s, and related . .

« information to assist them in a continuing program of accident prevention, ; oo
. 4 .. sl e T . . ¢ M
. ‘ . v« .7 "+ Homer Q. Elseroad, Superintendent
T ' " . - _ . Montgomery County Public Schools . .
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‘ -Dxrcctors will find the matcnals contamcd in t_ﬁls pubhcatmn uscful in dally opcratlon _ .

'-Prmapals will want to consxder every aspect of thls manual as it affects the school plant; person

o HOW'IOUSETHISMANUAL

-

PR

PRINCIPALS R ".,

and the sg,fcty of chlldrcn _
SUPERVISORS o | R

: Supcmsors will need to direct their attention to thc manual as it rclates to the 1nstructlonal /program

and thc nced for safety cducatxon
> : . - -

TFrACHERS /
“Teachers will want to familiarize. themselves with all' phases of the manual Wthh reldte directly to

-4plant employee and pupll safety. It should foster a greater understandmg of policies ﬁnd procedures
- felated to a safe school day.

P

-
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-
xS f ,
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F OREMAN FIELD SUPERVISORS

Emp}oyees workmg in the D1v1s10n ‘of Operatlons and Maintenance will find very useful tips related to

accident prevention. Of partlcula.r 1nterest to this, group will be county co;ies related to fire and

construction safety. - N . . . : =
. : ) , . [ / a

BOARD OF EDUCATION" o

E
Q A

The Board of Educatlon w1ll want to famlllarlze themselves with the manual when mterpretlng to the
public the safety program of.the Montgomery County Public Schools. / -

/
/
- : /’/l 4

PA'RENTS - _ -

- and a valuable source of mformatlon when planning scho rogra,ms N

Parent groups and cspecnally the P .T.A. Safety chalrmef&rould flnd this manual of particular intérest

o
(

1

DEVIATION 'FROM REGULATIONS'
Statutory chulatlons All deviations froni any fcderal Sta}e, or loca] regulation cited heréin must
have the written approval of the agency and the assnstanf superintendent for administration. -
/ . ' ‘
Administrative Regu]atlons quatlonsp[rom rcgulatlons other than federal, state, or local regulations
must be approvcd in uinity by-the appropriate assxstant superintendent and safcty director.
Building Safety Regulations and €odes. No portion of this, manual shall void or change any rcqturc
ments or law%of the county, state, or federal govcrnment . : .

The mformatlon contained in this safety manua/l was obtained from sources belicved to be reliable. It“r
cannot bg assumed that every acceptable safety procedure is contained herein or that abnormal or

unusual circumstances may not warrant or requirc further or additional procedures. : T
Vel . s : .- . .
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e - ' SAPETY EDUCATION AND ACCIDENT PREVENTION.
D R R TP S B . e e A
, ,1-'1 .bEFiNlnoN, OF “ACCIDENT” .-

- As.an ald to clear undcrstandxng, accrdcnt as uscd hcrcrn is dcfmcd as “any uncxpectcd or unfofe-

seen occurrence that interrupts or interferes with the orderly progress of the acti®ity in qucstlon ”An

'accxdcnt accordlng to this deﬁmtlon does not neccssanly involve human mjury

12 ADMINISTRAT!VE RESPONSIBILITIES | s

. The objcctlvc of the pupll ‘and cmploycc safcty program of the Mdntgomiry County, Maryland, Public

Schools shall be to prevent needless acc1dcnts and to reducc substantrally the frequency and severity

of injuries at all lcvcls St
' 13 SAFETY supnnvrso% ]

’

A. De\%éiopmcnt ‘and SupCI'V]SIOn of Programs and Matenals

1. Proposes apd develops information, policies, and procedures related to. all facets of- safety in
the MCPS. He shall be responsible for the publication and continuing reviggon of a MCPS
.safety manual which shall include all school, division, and department appllca'hons
2. Develops and nfaxntalns an up-to-date and continuing MCPS plan for safety and accident
‘ prevention to reflect: :
7 a) Priority areas for immediate attention.

»

b) Plans for total and long-range program devel'opment.

3.  Assists with the prcparatron and the 1mplementatron of safety curriculum. for Montgomery
County Public Schools.

o Partrcxpates,ln the planning and development of special safety instructional materials and

' special programs, e.g., television programs for the instruction of pupils, teachers, and other

employees. *

B.  Traihing Progra‘ms and Implementation

1. Prov1des, through the Department of School Services and the Department of Informatlon,
an 1nf'ormatlonal and educational pxogram in behalf of employee safety.

2.  Sérves as a trainer and asa member when feasible, of teams that inspect new schools before
they are opened. " '




-D. Assistance Coordination and Liajson . -

1.

2.

C E\-ralt-xati_pn‘ R

“ L .E"i_,aluates and reviges all safety policies and procedures. . .

' tlons and actlon concemmg the overall safcty program.

Serves as coordinator for safety inspection teams inspecting MCPS.

»

Rev1cws and evaluates all safety mspecnon data from schools and all mformatlon contained

- on accident report forms,: 'both pupll and employee, and initiates proper follow-up actlon,

mcludmg tralmng sesslons as necessary to eliminate specrflc ‘causes of accidents.

Analyzes mformatnon contau;ed in the Annual Safety Report as a basis for recommenda-_-

- Preparcs Annual Safety Report in cooperation with the Dlvxslon of Insurancc and Retire-

ment.

.

- LE

» Coordinates the overall safety program for the MCPS mcludmg the effortsand programs of

all departments and dlvrsrons of the school system

'Works Wlth all MCPS personnel and other mdlvrduals and agencies in developing and coordi-

natmg a MCPS county-w1de sdfety program -and mdmdual school programs

Helps to orgamze and work wrth safety committees l."). mdmdual schools

‘ Works with the planning and construction divisions, school architects, and civil defense
. authorities in developing plans for new buildings to ‘ensure that safety features are built into
‘all new schools and safety hazards eliminated before construction begins. _

Serves as laison between MCPS (the Board and the Supermtendent) and all safety amc and
safety-related agenc1es and institutions in the county, including the Office of the County
Fire Marshal, T

Serves as coordmator and trainer for the scho()l safety self-inspection’ program and reviews
“and follows up routmely submitted safety reports and check lists submi }ted by the 1_ndmd-

ual schools _ '
Keeps abreast of the research lmafety and the latest’ safety education matenals and litera-
ture. .

. ]
-

Assists in 'obtaining appropriate safety literature, reports, and other materials for teachers,
supp‘ortihg services personnel, and others, as appropriate. :

10. Works with Montgomery County and other police officials and the county trafﬁc engmeer

concemmg traffic safety ‘on and riear school grounds.

[N

r. o 1ﬁ0

2
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. 11. Coordmatcs the county-wxde school safcty program Wlth schoo] and bus sakty patrols and -
. the WOrk of the school crossing guards, o o

13.. Sewcs asa consulgant and liaison staff. member of the Montgomcry County Tcenagc Safety -
-Caolincil and assxsts thls county gouncll-sponsorcd orgamzatxon in all ways possxblea o .
13. Works w1th local, state, and natlonal civil dchnsc authormes and w1th thc supermtcndcm of
" schools and ‘school principals to. assure the contmuous understanding : and lmplemcntatlon of
current officml civil defense and disaster prcparcdncss policies and. proccdures T

. ~

14- Works with, adv1ses, consulw and utlllZCS, as appropriate, thc supenntcndcnts'safcty a2 1 K
) advlsory comrmttcc as a major plannmg and cdordmatmg instrument..

v

. E. .Pubhc lnformatron and. Publlc Relations
1.. Workmg through the Department of lnformatlon he scrves ‘as the chief school safety pro-
' gram mterpreter to the publlc -

! >

2. Represents MCPS annually or per:iodically,.as. app_ropriate, af major safety conferences:
: < < & { FO .

a) The Governor’s Annual Safety Conference.' -
- - b) -The National Saféty Congess.
' 1-4 THE PRINCIPAL |

The principal is responslblc for the development of a total school safety program He must be aware of
potential and existing hazards within the school and on school grounds He must mtcrpret ‘county
. rules and regulatlons as they relate to pupil and employee safety

He helps to assure the safety of pupils in a positive way when he:

A. Adopts procedures for school personnel to réport dangerous practicés and unsafe conditions as
they become known.
<

B. - Requ,ires all school accidents‘to be promptly reported. . o o .

. C.- Institutes a program of regular inspection of btuldmgs grounds,. facilities, and.eqtupment to

v

uncovyer hazards and dangerous conditions. : . - , v

L ’ '

D. Institutes a complete system of accident reporting and analysis.

E. Takes steps promptly to eliminate, repair, or correct defects and deteriorition, to remove -
obstruction, and to clean school grounds. '

ta
i

'F.  Trains personnel to be safety conscious-
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’0 G Holds regular mecnngs thh the professlbnal stal’f and wnth mamtehance and sery
‘ rovl:w an@ evaluate school acmdents and to consider ways to. avoid thcl!' J cu::rence.

..~, v

H Dcvelgps rea'"sonable rggulatxons for pupll traffic m comdors," n s
A échool pnermses :

X Y e . . .
4 .

L I \Provxdes adequate .,supervgsron for field tnps and other educatlonal actlvme,s away from the 4 l‘ ‘
. .v_ SChOOl e N . L - _: . . T ] ‘ .‘

e j.. Prondes adequate supemsno’m play arcas an.d other aroas in the schdol where large numbers of ve '

pupxls Congfegate dunng school hours . Lo : .

1-5 TEACHERRESPONSIBI-LITY T e ,
B <\ . AR .l'.‘ >

Teach have the responsxblhty for saféty educatldn and accndent preventxon Safety edusatlon may
be lm*mted by the classroom teacher in many ways. This instruction should reﬂect the needs of. .
. safety education as indicated' by loci:School and community conditions. The school’s experience with .
accidents and injuries will syggest spetific instructional needs. Teachers should famxhapze Axemselves
With MCPS ‘Policies dnd. Procedures, with the. MCPS Safety Manual, and Who Is.. l@le for Pupil .

Iryunes NEA, Fcbmary, 1963. R I R

Becau&cj of . %eachers close relation- to pup.r]s and their act1v1t1es, they - are most often named \as e

défendzmts in- pupil injury. accidents ‘alleging negligence. Taklng all reasonable precautlons agalnst L
{ mjury is a teachers professnona«l resppnsnblllty k ; . ST = I

1-6 FIELD SUPERVISOR S - R S S

The fleld supervrsor isin a key posntlon in the organlzat}onal Structure to carry out safety pollcy and o

~tQ prcvent acc.ldents and injuries-to workers The ﬁeld sdperﬂsor shouldknow: - -, . S

' ". -

i!‘ A What the safety pohcy is'apd what it specnf‘es relzmng to hrs responsrblllty and authorlty
* B What his total responsrbllmes are and how he is expected to lntegrate safety w1th personnel
N : whlch areas, operatlons, machlnes personnel he d»lrec‘ts; and -what is, .to be done about malnte-

nance and' repalrs, workmg condltlons provnslons of guards, and protectlve dewces .

‘ s N -

“.C. What he is, to do .about detcrmmlng quall,ﬁcatrons of workers in hls area, and what dlsc1phnary b .

1 13 .

actlon JS pcnmtted under what c1rcumstances l I .
' . ' T‘ " ) fs R W "_ < ‘ o
D. - Whois to instruct and train workers in séfety, firs't aid, and-fire pr‘cvention’. .
L. W L. .
E What the safe work methods arew-for each ]Ob and where pertlnent lnformatmn is obtalnab}c o
. -F. What safé?y devxces and personal protectlve equnpment are. to be used Qn cach _]Ob “and p’
dures ﬁor maklng them avallable s _ ‘ .
. . : :
a* ; LT -
‘ ! . - 4 ' a
- . \ . \ ;
. 1 - ol - ,
) 4 . ~ :
K o ) .




G What dommxtmcnts can be made to correct unsafe condmons and‘the cost l\mlt below which he
: does not need addltlonal authority.’

do in case of accidents in the areas of first aid and in calling a doctor, an ambulance, and

e -
.

‘ét reports are féquired; Iiz,spect'ion, Axht Investigation, and Corrective Action Taken. .
17 . POLICE SCHOOL SAFETY COORDINATORS (Definition) -

',I’hc"officcrs assigneci as School Safety Coordinators svupervise' the cr:)ssing guards and school safety .
patrols “with the cooperanon of the school prmclpals and teachers assigned to work with school = F-‘
~patrols . ’

v - . i -

_1-8 : P_oLICE SCHOOL SAFETY COORDINATORS (job Description) -
. . N 4 . , N
A. - Establish goed publlc relations and liaison bctween the schodls, community, and pohcc dcpart-'
ment. : , .

B. Meet reguldrlyanh patrols in all public, private, ‘md parochlal schools on a bi-monthly b‘ms in
an effort to advise and assist w1th problems beyond the authority and control of se hool officials,
teachers, and patrols o

C. Coqfer with school prihcipals' rcg;arding traffic safety, _ ‘

D. Conduct safety assemblics in the schools for children of all ages.

E.  Partieipate in special award assemblies honoring safety patrol members.

. B . v . i - pre . R
F.  Survey street crossings for the need of traffic signs, crosswalks, and crossing guards. Reports of
these surveys are to be submitted to the appropriate office tor subsequent action:

G. Rccruit, cevaluate, train, direct, ;m(fsupcrvisc crossing guards i assigned arcas.

T Se lnvc as a hine of ¢ ommunication to schools. ) .
1. \V’<;rk witl: community agencies such as the American Automobile Association,
J.7 Initiate ;uul participate in safety award programs nth(‘r’th;m pattrol programs. »
K. Participate in ”;l“.\'lllnln(‘l' patrol officers training camp. ‘ ! -

i

[..  Conduct and supervise bicycle safety progriums.

M. Work closely with the safety director of the Montgomery County Public Schoaols.

19 SCHOOL SAFETY COMMITTEE

Fach principal shall be rvesponsible for appointing @ satety (\'anniln'c it his school, The primay
» ) ~ '
) . ‘
. 1 J - \/‘\ .
. ; \\
~ g h
o .
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purpose of this committee is to review periodically the accidents occurring in the school by use of
accident report forms-and to report findings and recommendations. to the school faculty. The principal
may als6 assign additional responsibilities to this committee as he deems appropriate, particularly as it
might function in safety education. . - . .

-
.

, each secondary school principal shall appoint a safety committee of five or more persons,

a custodian, the school nurse; one of the physical education department chairmen, and at
ther members. Other suitable committee members might include the cafeteria manager, one
of v . hool administrators, industrial arts teachers, teachers of.other subjects, counselors, and other
professional personnel. It would also.be appropriate to have one or more members of the student
council serve on this committee. The safety commz;;teé in each secondary school shall meet at least
three times per year (near the end of November, Febriary, and May) to review the accident reports
which have acefimiilated over the previous three-month period. If the larger schools find it necessary
to meet more often,sthey should do so. The chairman of this committee shall report to the faculty on
the analysis made BV the committee after each meeting and send a summary report (one page or less)

with recommendations, if any, to the director of safety for any additional action required by the

.central office. ’

On the average, elementary schools report a lesser number of accidents than do.the secondary schools.
Consequently, the above procedures shall be followed except that the committee on the elementary
level shall not be required to meet more than once per year, possibly at the end of May.

. °

This regulation does not change the current procedures for reporting accidents to the Division of
Insurance and Federal Aid. ' ) |
Fach school principal shall submit the names of school safety committee members by September 30 to
the safety director. i

1-10 MONTGOMERY COUNTY TEEN-AGE SAFETY COUNCIL

A.  Fosters and encourages a sense of individual and group responsibility on streets and highways.

B.  Publicizes safety problems and secks their solution. ‘ o

C. Bevelops arespect for teen-agers as responsible citizeng of their community .
. N

Membership in the Teen-Age Safety Councif is open to every public, parochial, and private school
located in Montgomery County. It méets at least once per month, )

1-11 NATIONAL SCHOOIL, SAFETY HONOR ROL L. PROGRAM

The honor roll serves three Important purposes. st it dramatizes an annua date on which the

O

ERIC
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school Tooksat ts salety education program as o whole and does some S(‘”~(‘\'.’lhl;l'li(;l); sccond, 1t
provides guidelines for gradual improvement ot the school's program; and third, it emphasizes the
point that the safery of boys and girls and their education for safe living is not the responsibility of the
school alone but is dependent upon the smooth working together toward & common goal of school,
home, community, and the boys and girls themselves. 1t furnishes an anoul opportunity for the
school to remind community groups of their responsihilities. The program is based on stanedards: it iy .
not a contest. ‘

14 :
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1-12° EMPLOYEE SUGGESTION PROGRAM .

‘For those suggéstions which reduce hazards or otherwise improve saféty, awards ranging between a
minimum of $10.00 and a maximum of $50.00 may be granted. (See MCPS Regulation 470-1.)

113 SUPERINTENDENT’S ADVISORY COMM!'I'I‘EE'ON’SAFETY R

_ This standmg advisory commlttee is responsible for gathering information, developing ideas, and |
making recommendations to the Council on Instruction. It provndes an independent, critical, and .,
- objective view of existing policies and programs and is free to consider items within this specific area

of responsibility. >

114 SE-RIOUS_ACClDENTS y - -

"

r -

When an emergency occurs, ﬁn a school or office (fire, accident, assault, etc.), the principal or director
should inform the superintendent by telephone immediately (see MCPS Regulation 525-3)" The supcr-
"intendent shall notify the director of the Department of Information who will work with the deputy

.superintendent and the principal or director in coordinating the release of information to the news

media and the public. In such cases, no staff member cxcept the superintendent, deputy superin-
tendent, principal, or director of the Department of Information should give information to news
media representatives. Strict adherence to this procedure will facilitate accurate and authoritative
reporting of details to news media. : '

2

1-15 RELEAS!NG INFORMATION - .

A. Information on pupil records and other information sh al not e released mulm(l\ (sce MCPS
Regulation 545-1). Release of information will l)( at the dm(utlup of the principal who Shd“
determine what is best for the child. L ‘-

v

B. Information such as requests for attendance information, date of birth, address, and telephoné,
number 'may bereleased after the principal decides on the propricty of the request. This informa-
* tion may also be released over. the telephone after proper identification is made. A suggested:

procedure to be used for telephone requests is to call the person back. If there is any doubt that
the person nmkmq}th( telephone r(quml ts lh( © proper person, the information should not be
released.

~

1-16 (JQ-()PERA'I"!N_(} WITH OTHER COMMUNITY AGENCIES

The operation of MCPS and the concern for the best program for the ohe A require 1o coopgeratic

.with ‘the various public agencics of the county. The Montgomery ( fublic S o s the Heals
Department, the Department of Publie Welfare, and Juvenile Gou ¢ Juvenil A Burean, an -

~ Family Services hive a {656 worKing relationsRip - nid a team approa t\v(ﬂl:pm\, < most helpl

- program for cach child. Information will be shared among these age s it contributes to develop-

ment of appropriate programs for children, (See MCPS Regulation 276 5.

'

- : 1o
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. 1117 CARE OF SCHOOL PROPERTY

. .

. T - *
. ;o= e - S

“ ’

f “The pupil is responsible for the loss of or-damage to school property, be it a book, school equipment,.

defacing a building, or some other destructive act. Reparation may'be made by cash payment, replace-

“ment or repair in'a satisfactory way by the pupil, or, in case of indigence, paying a penalty fixed by .
the school.” (See MCPS Regujation 540-3.) .« T

- 1
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o . . . CHARTERH -

~ . E . L . B s o - - . "’H,' ) .

o '_‘ ‘:. ‘ ‘ '» . . ‘f N ._ TRAFFI(:: A \: .. S \.-t: . o . | \‘: . {
2 1 TRAF FIC CONTROLS IN SCHOOL AREAS (MCPS chulatlon 215 1) ‘ o :.' ) s
A Crosswalks, School Patrol Guards and School Crossmg Guards . S ;o .

The locatron of crosswalks, st:hool patro‘l guards and school crossmg ~guards are under the
Jjurisdiction of the Montgomery Caunty Police Department If there.is 2 questign concerning -
safety'of pupils, the principal of. the school should contact the appropriate field supervisor, who -

will work with the director of t;hc Division of Transportation and the Montgomery County. polic: - -
school coordinator to determme whether a haLard exists and to take necessary .ic:ion. where | -

1

warranted. . . A

B. . Traffic Control and Traffic Slgns dnd Dev1ces on School Property Prror to School Opc-.ng = ‘ ‘

s

The traffic control pattem for a’new school is established by the du'ector of the:Divizion of Site. A
'Acquisition in consultation ‘with the director of the Division of Transportation prior to com- - »
pletion of'construction plans.-Plang must be approved by the Montgomery County Bureau of
Traffic Engineering after submlssgon by the Dwrsnon of Slt(‘ Acqtusmon The proper signs are
posted prior to school opemngs

[

C. Traffic Control and Traffic Signs and Devices at l",stablished.Schools or ¢ 1 Public Roaa:

. o

Questrons or problems conceming traffic_control and traffic control signs and devices at estab-

lished schools or on public roads i the vrcrmty of the school shouil be forwarded by the

prmcrpal to the director of the Division of Transportation. The request -hould lrst the followlm,r

items: . , . :

1. Location - a sintple sketer which the problem is illustrated graphically-should be pre-
pared - . : ' . _—

v

* . o . l. - . b . ' N . ?
2. Explanation of the conditions considered dangerous, including as much detail as possible

3. Raecommended action considered appropriate to correct the situation -
: [ . ,

Upon recerpt ‘of thc request, the derLl()r of thc I)lvrsmn ul Fr‘mspmt.umn will - m.ll\l arrange-

representatlve of the Mnntgumc - County Bureau of rl'.l“l( l* nqmetrmg, to d(l( rmine if o hazard

exists or if improvements’ or «nanges should be made. If action is considered advis: ble, the
Bureau of Traffic Engineering will initigte ngcessary action o ((mrdm‘m work with the \l.u}l md

State Roads Commission to have necessary signs or devices crected. The directr of the Division

of Transportation will write a confirming memorandum of “he action to be takon to + e Bureau '
of Traffic Engincering and  he principal of the school.

18 -
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~'2 2 COORDINATION OF. SCHOOL CROSSING PROGRAM S/ )

/‘/ ¢ r~
“The Montgomery County School Police Coordmator in c00peratlon w1th MCPS shall be reSponsxble
' for mamtam,mg aschool ‘crossing program . ey

A list of all school crosswalks submltted by each school area coordinator to the school coordmator .
‘ shall be complled and mamtamed by the Bureau of Trafﬁc Enginegnng o e - r

o

23 SCHOOL ROUTE PLAN

A school route p‘lan shall be decloj. o ach sex.oo0l area for:the purpose ot pr-:ding maximum
protectlon at a minimum of cost. Fhls school route plan shall consist of selected routes designated to
minimize’ the pétential risks for children ‘when going to and from schqol. The routes selected shall

/ mlmmlze the crossing of through streets.

The chlldren shall be instructeua to take advantage of the exxstmg sidewalks, adequat shoulders, and
existing traffic controls. A continuous educational program in the schools shall ¢ conducted to
inform the children ¢f the existing school route plan. The school route plan,shall be laid out by the
individual school and the coordinator and reviewed by -the Bureau of Traff:c Engineering. It is

‘important that parents be it ormed and persuaded to coopérate in getting cnildren to use these

selected school routes.

N

24 PAVEMENT MARKINGS y,

School crosswalk pavement m. kings shall be used for school crossing protection. Tne mdxcnc to the
motorist locations wheré¢ heav pedestrian movement can be anticipated. These vavement markings
shall conform. to the Bureau ¢ Traffic Engineering Sl‘mddrds The  shall not be 12ss than 5 inches in
width and shall be white on al’ types of pavement surfaces. '

+In general, school crosswalk savement markings <hall be limited focations adi. -ent to the school

grounds or to the Slock in vhich the school is ocated or alon  a heavily traveled school route,
provided these scho.  utes s through street-

2-5 SIGNS

School crossing prote wonsic shall conform t. the Manual on { nii rm Traffic Contro Devices.,

26 SPEED LIMITS

“hie regulation of sred adjacent ) schools or at school crossings snall be disconraged .nless there :

the Bureau of Trafr Engincering for appropriate engineering and traffic investigation.

27 STOP SIGNS

S psigns shall not e used for the sole purpose of creating gaps in traffic at school cross. s,
. . il

P table stop signs at school crossings are nonstandard and shall not be used since the  mere we of,

fazard at school crossings. They build up a false fecang of securit ind the. hay 1 endenc: s ase

turegard for permancent stop signs.



2-8 scnoon CRossmG PROTECTION SIGNS ‘

. The “School" sign shall be erected ‘only where thc buxldmg or grounds are adjacent

30 x30 in. to' the roadway. It shall be placed approxnmately 300 feet in advante of the prop-
crty '

' .: o The ‘o Q] png’’ sign’ is dulgnéf;or perm. mcnﬁng and shall be placed .
30x 30 in."( m’ﬁ vafict i those intersectionssor crosswalks where groups of children cross'the
. highway en route to "and from.a school not adjacent to the hlghway Thi: shall be
placcd approx1matcly 25 feet-from the crosswalk / . o
] ) . ’ .f
* The Bureau of Traffic Engineering, working with the Board of Education and the Police Jepartment,

will install all necessary one:way, no-parking, stop, and othcr control sngns for all Monteomery County
Public Schools. .

-

The Bureau of Traffic Engincéring a{tcmlpts to paint all crosswalks in late August. and ¢z Scptc’mbcr
before schools open for the fall term. Any additions to the. establisned list of school r—-msmgs during

the school year will be pamtcd immediately followmg notification to the Bureau of 1-_ ‘ic Enginecr-
ing or as weathcr permits. : b

29 NECESSARY INFORMATION (Crosswalks) .
~ \
In order to insure 1 complcte Lovcragc of all the crosswalks necessary © handle the mzior movements
of children to and from school, it is necessary for the Board of Ldm ation and Pohcc Department to
assist in compllmg the following information: )
A. A list of the crosswalks deeined necessary for pamt worL by intersection dcscrxptlon such as
Ccdar Lane and Summit Avenue.

v
B. Thc location and numbcr of crosswalks at these intersections with a simple sketch ot the individ-

“ual crosswalks. (Show north on every-sketch for clarity.)

One important point to remember in compiling this list is tha: the major movenents of children
should be considered first since this educational vilue in using civsswalks properiy vill be best served
in this way. .

Another factor to consider in the selection of crossings is to direct the movements Hf children rather
than to locate the crossings which favor “short-cuts” now existing, subsequent * creaiing unsafe-
crosswalk conditions. The Bureau of Traffic Engincering recommends that mid-bloc . crossings should
blé kept to a minimum. Information concerning all new schools that will be openc * and any chizmg_cs

shall be su&mlttcd to the Bureau of Traffic Engincering before August 1.

2-10 CROSSING GUARDS

Adult guards should aid in the selection of adequate gaps for ped ~rians in addition *o ¢ arolling the
children. Instruction. ssignment, and supervision of s pool cros-ing euards should t- nforcemen
agency responsibility

20 b




D »
© JAny requcsf from a PTA or principal for a crossing. gt;ard at a location other than at crosswalks will be
made to the Division of Transportation at the h&m Center section of the Montgomery County
Public Schdols. (See MG Regulation, .-1) " ’ o
R

"
.

\ & TRAFFIC REGULA?‘mNs FOR SCHOOL AREAS - - A
L . - ! .

A. Speed Limits in School Areas - " o )

: . o ' o €
“Speed bxmits intschool areas are'set by the State Roads Commission or the local government,
dependirz on who has jurisdiction over the road involved. If the people in a local community
wish to :ave the speeddimit changed in a school area, they should work with the'school principal’ «
in coopezation with proper school authorities to. request the State R oads Commission or the local -
- authorites to take action as required by state statute. Engineering and traffic inyéstigation are

required prior to any change in existing speed regulations. ' -

-

B. Operaticn of Go;Karts, MinifBi.kes; and Other Nonl -ensed Motor Driven Vehicles 6n MCPS
"~ Property . .

The operation of unregistered vehicles such as go-karts and mini-bikes on public streets and
privately-owned parking lots used by the pubfic is a violation of Section 22, Article 66Y% of the
Maryland Motor Vehicle Regulation:. 3chool driveways are considered public thoroughfares. The
operation of nonlicensed motor vehicles of all descriptions on school property presents a serious
safety hazard to pupils and employees. The maintenance of athletic fields, general play arcas,
tracks. and other school grounds is a continuing concern. Therefore, the use of go-karts, mini-
bikes, and other nonlicensed or unauthorized motor driven vchicles on Montgomery County
public school property is prohibited. ’ . ' '
2-72 SCHOOL SAFETY PATROLS . ) )
AN Purposs : -

The function of the patrol is to facilitate pupil traffic on sidewalks and at street crossings. P trols
should not be charged with the responsibility of directing vehicular txaffic. Patrols must n.ot be

o termed “police” nor recognized as such. The school safety patrol plays a big part in devel ping
leadership, cooperation, and safcty habits, and positive attitudes. Careful selection of s nool
patrois and teacher sponsors is of paramount importance. . '

B.  Supervision _
& -

‘ ~ Instruction and supérvisior of patrols » cosential (o an cfficient operation. Best results gre
ob ettt R inder e immediate supervision and instruction of the school
priacioal ad spos crine 1+ cher in cooperation with®the school police coordinator assigned
th - senool. N

G Insignia

‘ : L ! )
The stundard insignt ot patrols is the orange Sam Brown or white bels ()f,two-inch-widi' materia
. . . ! - Ve . ! oo
and .1 vadge designang rank of patrol member. tniformity throughout the county is important
. r .
Belts and badges sh. «d be corn at all times when patrols are on dui .

1 . l')

O
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- Insignia
A

The standard insignia for patrols is the orange Sam Byown or white belt of two-inch- wnde material

and a badge designating rank of patrol member. Uniformity throughout the cotinty is important.

Belts and- badges should be worn at all timeswhen patrols are on duty., '

. 4

®

4

_Flags
Upon occasion, safety patrols are/requested to use flags in especially-dangerous areas. T.hese ma"
be used at the request of the patrol coordinator and discrétion &f the schoel principal.

. 3 .

Duty Hours " ;o ’

¢
4 |

Duty hours should Be determined by the needs of the particular school and based upon sound

~ principles of acciden@revention Patrols’ schedules should be arranged so that students do no:

miss large blocks of school work. Patrol members should report to duty 30 minutes before the
opening of school in the morning and at noon and should remain on duty until the last bell. A
noon or afternoon dismissal. patrols should: leave for their post of duty two or three minutes
betore the bell. They should remain on duty until all students who aré*not stragglers have passed
this point. -Each situation should be studied and evaluated by the patrol sponsor.

-

Operational Procedures . -

1.  Patrols should stand back on the curb, not on the street, and hold back the students until
safe passage is possible.

v

2 Patrols shall direct and control the passuge of children on sidewalks, at street crossings, dnd

at street mtcrse(.tlons -

3. thn patrols work on corners where there are traffic guards, police officers, or traffic
signals, they shall always obcy the direction of the adult or the traffic signal.

4. In situations where a patrol’s view is obstructed by parked cars or other obstructions, the
" patrol should ‘g() no farther than the outer edge of the obstruction. Children should remain
on the eurb until the - -ceive the signal to cross. Patrols should then return to the curb.

Api ‘nts
Patrols ~nould be selected on the basis of leadership, satisfactory sc h()Lnshlp, appearance, an

reliabilitv. Patrols shouid be selected from the upper grades. Patrol service should be voluntary
Ll open to 411 who gquality Written anproval of the parent or guardian shall he seenred Ansy

O
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- v

" The patrol trainee shail operate ‘under the dnrectlon of, the assigned teacher sponsor for May and
June. In September of the next school year, the newly tramed group will assume regular posts as
- a Safety Patrol.

Plédge ' . . ¢ .
PATR@L MEMBER'’S PLEDGE
I promise to do my best to:
"Report for duty on time.
Perform my duties faithfully.
Strive to prevent accidents, always setting a good example myself.
‘Obey my teachers and offi,cers of the patrol.
Report dangerous practices of students.
Strive'to earn the respect of fellow students.

Application for Membership.

'SCHOOL SAFETY PATROL
APPLICATION FOR MEMBERSHIP

I hereby apply for membershlp in the Patrol

‘(name of school)
If accepted, I will obey the pledge below ‘and other rules and regulatioris of the patrol®

Report for duty on time. R . : 3\
Perform my duties faithfully. e ‘

Strive to prevent accidents, always setting a good example myself.

Obey my teachers and officers of the patrol.

Report dangerous practices of students. ’ -

Strive to eam the respect of fellow students.

To the above I hereby sign iy name.

(First———Middle———Last)
Date

‘(Address)

APPROVAL OF PAR.ENI.Q&.GLLAM)LAN

Having read the above pledge and explanation of the aims and duties of the Patrol outlined

on this card, I hereby give my consent to have my son/daughter ' SCrve as a

member of the School Safety Patrol of the above named 3chool, if accepted for this service.
s ;

Parent/Guardian

Principal/Supervisor

14
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TO PARENTS: »

— . )

Your child has expressed a desire to serve on the School Safety Patrol. Patrol is voluu&', open
to all who are interested, and means a sacrifice of a.few minutes each day in order to tulfill the

duties as a member. Members are selected for their courtesy, dependability, interest in then‘ job,
physical fitness, attitude toward others, and scholastic standing. '

’fh_e 'primal;y aims of the patrol are: ST T

- e »

To help protect children from automobile accidents while they are on their way to and from

school. S - ,

"

‘v

To help children develop sound habits in the use of sidewalks and streets.
b

To foster qualities of leadership° and good citizenship in patrol members.

Awards and demerits are glven in the performance of patrol dutigs. Parents are informed that-

such disciplinary action as temporary suspension-is invoked for repcated disciplinary acti or

repeated demerits, or for failure in school work. This is sometimes necessary for character

development of the child. If such action is taken, full cooperation on your part will help.-

School Safety Patrol membership is an honored position. Millions of boys and girls have served

*sincc the program started in 1922, Children 5 to 14 years of age have established onc of the best

overall traffic safety records of all age groups during this time. Patrols have played an 1mp0rtant
part in thrs important program.

With your endorsement, your child will shoulder responsibilities which will help to strengthen his
charagter. Tt will also provide the opportunity to render service to his fellow students and to
develop a better understanding of pedestrian and vehicular traffic hazards.

e

O
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Meetings
The length and frequency of meetings may vary in cach school. However, some minimum stand-
ards must be established. Most meetings should last approximately 20 minutes or more.
1. Flementary schools meet bi-monthly, during school hours.
2. Junior and senior high schools mect once per month, during school hours.
- 3. Meetings should be conducted by the captain of patrols under the supervision of the sponsor
acadesignated (eacher within the schagol o
M. Vielation of Rules R , 5

appropriate supervisor. Patrols shall not use foree to accomplish desired goals.
.

3

I a student persists in violating rules, the patrol should refer the matter to the teacher spomsor ov

. ' l

24



L / a _‘.I.A“‘ .'- .
Morp detailed information may'l‘)e attained by referring to Policies and Practices for Sk‘{zobl

" Safety Patrols and How to Organize and Supervise a School Safety Patrol, American Automobile
Association, 1712 G Street, N. W., Washington, D. C. 20006. T .- '

-
V4

~

N. . School Cross-i‘}uaf_ds~Adults o

. 4 N

Adult sci_:dol crossing guards play an extremely importaﬂt.role in the school traffic safety pro- .

gram in Montgomery Coqunty by providing safe crossing to and from school for thousands of
school children, each day throughout:the school year. The outstanding schoagy traffic record

enjoyed by the residents of Montgomery County s due in large measure to the excellent and - -

dedicated service rendered by the school crossing guards. - ‘ T

O. Supewision T ) ‘ T - | C 4
The Police School Safety Coordinator directs and supcrvisés the crossing guards in their assigned

areas and is available throughout the school year to advise and assist in every possibje way. -

“

P, Specific Duties and Responsibilities

M .

Specific duties and responsibilities shall include the directing of school childrert and other pedes-
. L Y . . . . .
trians to cross the street at the schqol crossing guard’s signal, controlling vehicular traffic as
necessary and consistent with the safety of all concerned to assure safe crossing for such pedes-
trians, reporting motorists who fail to comply with provisions of laws governing the movement of
vehicular traffic. ’
Q. Primary Duties and Resposisibilities N
The primary duty of school crossing guards is to supervise the safe crossing of school children and
other pedestrians in designated crossing areas. This is achieved by:
8 IS .
1. Directing school, children and other pedestrians to cross the street without unreasonable
delay when crossing is safe. '

v

2. Controlling vehicular lre:”ic as necessary and consistent with the safety of all concerned to

s

ERIC

Aruitoxt provided by Eic:

assurc a safe crossing fospedestrians. N

3. Deterring pedestrians, ds necessary, from committing unlawful or unsafe acts at their cross-
S - . A
ings. , . .
. ™ ‘ :
4. Informing motorists, through appropriate hand signals, that school children are about to use -
i tha ; a adrrrenbrdert
I CTA ‘-l\lddlllb‘“l‘ LRI A I Y § L) II‘HIIL \v 2y VVay .
+

5. Reporting motorists who fail to comply with provisions of the Jaw governing the movements
of vehicular traffic in relation to pedestrian traffic while in school traffi¢ zoncs.
) 1 o
6. Reporting to school safety coordinators and/or principals of schools any children whotare

careless or who fail to obey directions.”

s N
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* ., to resume The SCho

safety patrol shall never under any clrcumstanccs diréct traffic or a5515t in
. Lo rdi:recting traffic. ' ; :

3

- For complete and detarled information relatmg to crossmg-guards “refer to Manual for School-4

" Crossmg Guards which may be obtained through the school pohce coordmator . )
.. - : | - -‘4, S
" .In case ‘of early dismissals or. hohdays, it is the l‘CSpOﬂSlbllltY of- the school to notify the
respective crossing guards as soon as possible. If known far Enough in advance, advrse the créssm

’ _'guard of school changes in wﬁtihg\ - e . . P

.2-13 'SCHOOL BUS TRANSPORTATION (See MCPS Regulation 215-1.) * © SR

(TN . ) - - )
. Y . L ‘ .
A. Factors for Determining Safe Walking Condition$ (Board Resolution 201-70,.March 10, 1970)

“Resolved That the factors below shall be considered in determmmg the need for puprl transpor-
‘tatlon servicesy, : . T . : ¢

. . . e
4 . . . . L

1. Elementary pupils crossing a mululanc hrghway as llsted on the official Mar:yland Highway
' Map without the assistance of an adult crossing guard. . -

1

2. Building and other construcuon act1v1t1es which create potentially dangerous situations on
an established walklng route and where other walklng routes are not available.

3.  Absence of a sidewalk, or in some cases dbSCﬂCC of a buffer strlp or guard rail betwéen
sidewalk and road along a majot highway or heavrly traveled street in a residential area.

4. Special education childfen who, because of physical or mental handicaps, are not- ablc to
perform the walking assrgnments expected of children enrolled in regular school classes. '

5. Transportatlon may be provided for distances less than that authorized by Board policy if a
condltlon is considered hazardous, but the condition must bc reviewed on an annual basrs

" and corrected as Si(jj possible, - .
and be it further ‘ - o

i
+

“‘Resolved, That the follbwing kind of standards be consrdcrcd in making decrslons relative to the
factors listed above: T

1. The school and the home must work together-to provide the necessary instruction to insure
safe walking habits. Although parents tcach their children safe practices from the day they’
first start walking, schools are expected to supplunent safe wakag instructions Whl]C en .
_route to and from school. N
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T e AT buffer strips between a sidewalk and the traveled portion of the roadway,
- telephonepOles or signs on the sidewalk shall be considered, recognizing that they do not _

"+ 4. sutomgti€ally constitute a safety hazard. .
;A . . { . N

portation staff, in cooperation with. the police” safety coordinator, shall work
j#to Make certain that in efvefyl"‘imtancsinvqlvingvschool children the need for safe
‘ WAy is made clear to the responsible County and State agencies, and, in particular, that
* . walkways are built in areas 6f heavy traffic, and in all cases with/buffet strips or guard rails. _

" 5. . Snow accumulation on sidewalks during inclement weather isgxot‘g considered sufficient
- cause far providing transportation. Parent help is necded on those few days when all walking
3 * pupils are subjected to the.same conditions. When snow-causes conditions which are gener-
-ally considered unsafe, schiool may be canceled or the starting time delayed one and one-half

hours until heavy traffic has subsided. EEE S

.+ 6. Ghildren are expected to-walk safely without sidewalks in many areas such as residential
' ~ subdivisions, side streets, and to bus stops along roads whete traffic is not heavy, where
space is available at the side of the road, or where the road is of sufficient width to allow
‘ walking off the main road. Buses are not an alternative to the absence of sidewalks ina
: .. subdivision. Commubnities-desirous of obtaining sidewalks should initiate their requests with
/\ - the appropriate governmental agencies. ” '

. 7.. Crossing guards are employed to assist children in crossing 4ntersections becausé it is more
-~ economical to utilize crossinggua’rds than to provide bus transportation.
8. Secondary students are expected‘to be able to cross all controlled intersections safely.
. ) Ed '
9. Elementary school children afe.usually expected to be able to cross controlled intersections
safely except on major highways. It is recognized that in some instances this may not apply
. to five- and six-year-olds. :

10. Children are expecfe(i to be able to walk to'centralizedlpickup points, to await the arrival of
school buses. While waiting, children should observe safe practices and stand well off the
traveled portion of the road. - |, '

- i

11. Children are encouraged not to walk across private property en route to or.from school.

-

12. Children are ex'p'ecte'd to walk across property where };aths or footbridges are constructeq
. and maintained by a public agency such as the Maryland-National Capital Park and Planning
- ‘Commission, the Department of Public Works, or the Montgomery County Public Schools.”

- B.  Procedures to Implement Policy for Pupil Transpc;rtation A
r~ : -

The director of the Division of Transportation is responsible for.school bus t):ans'p'ortation and _
works with police officials who are charged with pupil pedéstrian safety as related to school

\\ o B . ' " '_\ —
. | 18 - g |
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. patrols and crossmg guards In matters dealmg wrth the transportatron and safety of puplls, he
- area assistant supermtendent, priricipal, and director of transportathn shall share the responsi

-

R J

brllty for makmg decisions relative to the effimency of operatron and. safety of pupxls

.
" . R . . T
. . ,

1. .Attendanc’cAreas C N . '» v

n

. Pnplls shall not be transported to schools outside the gubl;c school attendance ared as-
estabhshcd ‘by the Division of Pl}dnmg, except for special educ'atron and vocational/
. technical placements : . '

1 - N

2. Rc'gulatrons for Operatlon and Care of Buses . &

\ s

The following regulatrons govem the operatlon and care of school buses in Montgomery‘
County, Maryland. Vlolatrons of the regulatrons will 'subject the operators to dlsc1plmary
action. ‘ . , :
| . . .
“a) ¢ Montgomery'Cr*lniy 5choo1 buses shall not cross a main line railroad grade' cro'ssing.

: ’ & ’ o oL -
b) ‘Alcoholic beverages. shall not be consumed at any time that may affect the driver’s

ability to operate the bus. Fhere shall be no alcoholic beverages allowed on the bus at
_any time,

c) There shall be no unauthorized passengers on the bus.

d) ' .'I"here shall be no 'personal use of the bus. »x

e) At all times when ‘there are children on the bus, the operator'must be in his seat, in a
position to guard against drifting or loading accidents.

1
/

f) Opera'ting a safe vehicle is one of the most important duties of the operator. If the bus
is in an unsafe condition, it should not be ‘moved, and the freld supervisor should be -
notified lmmedlately

g A bus shall not pass another bus that is loading or unloading.

h) The speed limit for all in-service buses on County roads is 35 miles per hour, or less if
. in a lower-posted area. The speed limit_shall be’ 45 miles per hour on hlgh-speed

highways. ,

i)  Any bus involved in an accident or collision shall not be moved until the Department

~ of Police is notified and the 1nvest1gat1‘ng officer releases the bus. Any operator in-

\ volved in thgee (3) chargeable accidents in one school year is subject to dismissak Any

" backing accident is a chargéable accident. All accidents should be teported to.the
- Division of Transportation as soon as possible. - P

j) A bus shall not be gaased while studen.ts‘are on the bus.

k) The use of tobacco in any form is not alldwed in the presence of students.
23
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1) - The proper procedure for crossing spui. line railroad q-acl{s
- ~_fram the regulationis of the Maryland ﬁ partment: of’Mdor“

S e “The drivef of any school bus, before ¢rossitig at gd&ﬂ‘cﬁ"qf puales of 2 -

rpilrdad, shall come to - full stop within fifty (80) feet burneas

. .1 , shal , than tele#l fect
, from the nearest rail of such railroad, and while so stpp

- directiona' along mich trackfor any approaching tra

.-

. This paragraph frot’ Section 241 (A) ‘of the Motor Vehi
.with: the following paragraph, shall governt the crossing of al

- gomery County.'gch_o'o};bus. - L v
. Upon approaching ‘a spur line railroad track, the operatorw
complete stop in such a position that a passing train would , :
to a complete stop, the door shoiild be opened and the operatorshould look and listen
for any approaching. train. If the track is dlear, the’ door should be closed; and the
-operator should then procecd-across the track ‘or tracks in second gear and should not

shift the transmission until the rear of the bus is clczﬁr of the last track:- "= -

’;L‘d belmi quoted _

-
-~ -
!

. m) Students shall not be removed from the bus fdf,diééiplinary'réaéons_ by‘thc“opéra‘to‘r;"‘

unless his behavior is a threat to the safety of other pupils, Every effort shall be made

"+ to discharge the pupil at a point where his safety s not jeopardized. Any misbehavior -

on the bus should be reported: to.the. principal or assistant principal of the school

- concerned so that parénts can be notified immcdiatcly.'.'lf-appropri'atc,a“ction‘:i‘sf not -~

. ’taken by the school, the opetator should then contact his field supervisor. .

L]
-

_+n) St'u,dcnts' shall not be permitted to stand 'or'.',sit‘jin' 'tﬁgé step well ‘or on the héatcr; '
", Students shall.not be permitted -to stand foryva'rd‘of,_theAstanchionS'besidc-thg frent
© seats. StudQQts shall not be permitted to-operate the bus door. L T

e . - . . oL N - .. B . 8
o) -In the morning, students shall not be permitted to leave the bus except at school. In
the afternoon, students shall not be permitted to leave.the bus at any place except his

RSN ’ P Fy E . .
regular stop without written permission from.the principal. -

- P) When approaching a school bus stop,-the operator. shall turnon the red warning lights
approximately 150 feet before coming to a s,top.."'T"hcsc lights are to be activated by the

. switch mdunted on the steering column. After the bus has come to a’ complete stop,

" the. door should be opened. At this time, {thc"door switch. will ¢antrol the warning
lights, and the switch on the steering column should be returned to

v ie off position. .
When the door is closed, the door switch will tumn off the ‘warning lights. -

q) Under no condition shail the aisle or C'mcrgéncy.dogr bc\blocl'ccd by
ments, equipment, or any other object. R
r)  Buses shall not bé¢ operated with the door open.

20
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LR ) Aﬁmals pets, neptih, heagu.c W@dmth«duportc&on ﬁuses at any -
o tane with the fulliowing cxceptidie Rillle c”s tay use school busesdor transporting .
, m the: rifles’ a.nd'-l_ regularly scheduled rifie club activities

' olub waviser accemmgunies ‘vifle cdub on the bus % ‘amd from the
: .aqy..‘ she ke unloaded/amd amegff¥at all times thn being trd\sported to and
from cempmtitive meosts; In the case of facss of the faculty adviser or some other
e . teachrqpbmted by thcﬂpal ‘must accompany the dub to.and from

the #”ﬁty _ —-

't) Eac& isrning behc startimg on hs gun. -c operator shall make an mspectxon of his
" bu< o sbteymine f the following weems aw-inr-effective working order: warning lights,
C turgeetel reasdom devxce tires,. hand ke, and service brake.

-duty of the operator to see thawies bus is kept qlean inside and outside and to &

a neat, clean appearance at all tlﬂs
L T2 s All operators must tumn in-all reports pron-ﬂy :
. u, o W) F emale operators may wear slacks or pedal Dushers that reach below the knees

e x‘)fv,x_-T;Bus operator-s ~shall nat .be permitted to wear shorts.
y')"'""";:The mmrmum agc hmlt for all bus operators is twentyggne (21) years; the maximum
il age i sixty flve (65) : ) W « 2

rd

z) ‘All operators shall use. safe{\;belts while the bus is in motion. * = | oot
,,Pomt System to Control Regulatlon Violators
Tl e ' Pomts s chulatlon Vlolatlons e
ik Crossmg Mam Iﬁxe Grade Crosspg
. 180 ' Uséof Alcoholic Beverages o
5i15 o Chatgeable Accident - .
oo 7515 “. . " Abuséof Equipment- L o '
516"~ . " Failure to Report an Accident . . . . ‘ . .
© 5% B-15. . - . Unauthorized Use - : . ST
R Unattendcd Vehicle .~ " .
R T Doubling of Trips
f ‘B Failure 1o Make Scheduled. Trlp N
L 515 " Operating Unsafe Vehicle L
8 Unauthorized Parkmg

Dnauthorized Route

Unauthorized Stops '

Refueling with Passengers

Backing When Unsafe To Do So .
Operating With FrontQoor Open

W LY LS WO W
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9 o Peiomt b Y
NI + Impréger Public. ' . -

4 -"'RouteE*uion;. S Lo . “

" After bus routes have beeri established, regular pickup poings shall be used for purposes of
détermining’ walking distances. Routes will not be extended unless the walking distance.
from the home to an established bus stop is. greater than one-mile for elementary pupils,one
and ore-half miles for, junior high pupils, and one and three-fourths miles for senior high

pupils, and only if the following factors are favorable: , : l\

« a) The roa;d must be fit to carry the weight of the bus. The jame applies to any bridgcs on
' - the road. Weight limits shall be obtained from the properfhighway department.

Y

" b)  The turmn from the existing route and entrance back orjto the existifhg route must be
safe. :

c) Dangerous embankments must be protected with adequdte guard rails,
d) If the bus must turn around, a safe and adequate turning place must be available. -
5. . Responsibility of the Principal

The principal orlocal school administrator has certain educational responsibilities in regard

to pupil transportation. He shall keep an accurate record of pupilsgransported at pmblic _
expense. The school principal shall also assume the full responsibility for the conduc: of -
pupils who are transported in school buses. It is the duty of the principal to take action to

correct any breaches of school bus safery regulations. (See MCPS Form 555-3, p. 24.)

It is the principal’s responsibility to:

a)  Assure classroom instruction on safety regulations for school bus fiders.
b) Provide adequate supervision at school loading and unloading zones. Bus riders_shall

not be permitted to move toward the bus at school loading zones until the bus has
been brought to a complete stop. 31 :
' . » L~
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‘.."c)' Enfo—“hfficﬁniiom on séhopl property.

d), Repm&ng amliany oihcr.unsdé préc.ticc toahe Division of Tran.';portation:

e) 1 Explan:znl imterpret p&mcs pe’rtmmng to transposastion t6 patrons of hls school.

6. Procedure fmsloﬁ of Bus Rxdum anxlcges

a) " The rq)“l:ty for denymg a pupll the privilege of ndmg the school bus rests with

thc schoeol pmmcipal,

SCHOOL BUS DNEVTR

.| Date

[ standing or moving while ~
bus in motion

0 Sticking head or hands out
of wtnd:m

a Throwlnq objects out of |
window

O Unusually Ioud mlking,
laughing or singing

¥ Bus No,
N XY
3 Disobedient ar ctsrespectful O Smoking
to driver .

'O Scuffling or fighting

[ Obscene language
[ Depositing litter on floor
[0 Disturbing Other

C Tampering with o =T its
equipment

O Other (see remarxs)

Remarks

Driver -

’

C1&.

3 o

T4 5553 Mar.'67

MCT

b) Drivers shaﬁ n .

pupils on tﬁé sche

Copies -

ACTION BY PRINCIPAL

> Prim=ipai (Principal fon;ard copy 2 to transportation
superv:sor with action indicated)
=

yal bus.

principals of c1rcumstances and details pertaining to problems with

c} The principal sh-i. exercise his responsibility to warn the pupil or to suspend riding

privileges, depe- zing - -he severity and the nature of the case.

d) The prncipal sha. -~ parents in writing of complaints and action taken, with a
y copy to the transp< wizt - office.

ERIC

Aruitoxt provided by Eic:
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mn’blhtm of Npib T g N S
ﬂ pupile are Iubject to’ﬂe A pupil shall Gemmene mle for w-when
#b ‘Sehavior i is such as te-wgpuse aproblem on tim-wakool beisger when he disalasysState or
Semulamilcs an&z.nm to pupil tragmmemations -

e b opérasst is the suusedlly 'on the schoplmsand e obeyed p p It is the
ey 5f the Gperator to: gl the prinsipal dB dblatieds&F rules and mpgifl . The
opemitor is responsfilie Bar sillity, and it is the dwty Of*acry passcnger-to“p It is
neammary that the fothwanons be ebeyed:

i
i

.

a)  Pupils must behave wiille on the bus. Ridimg the bus is a pnvtlege that c-ht dcmed :

tcmpomniy or.permansntly if the pupil’s bdmmr warrants it.
b) Puplls shall obey thesbusesgrator at all times w& un‘dcr his supervmon
'c)' Pupils shall not%a:i or play i in. the roadway whnlc waiting for the bus
d) Pupx]s shall not extemi .mmm- or hcads out of bus windows at any time.
e) Pupx]s shall not stand nearer the front of the bus than thc two front seats.
f).  Pupils shall remain seated while the bus is in motion.

g} Pupils shall remain In ume at least five feet from the fbuS when it stops to pick up and
v+ should not move toward the bus until the door is open. |

h) Pupi]s shall look for the rraffic in both directions before crossing the highway.

1)’ Pupx]s whc must cross the highway after alighting from the bus shall pass ten feet in
front of the bus. The™ shall cross on:v after the driver signals them to do so.

" Pupils are not permitted to stand on the rrad, highway, or street to direct traffic.
<1 ' Pupils shall keep the aisies czzar of lur * ~cxes, musical instruments, books, etC.

') ' Pupils shall be at the stopping places z. tne time deSignated'and be rexdy to get v
the bus with the least nossible delay in creer to keep-the bus on schedui- .

m) Pupils shall not be aoweda 1o leave -ne bus at any place other than -is regular op
without the wri=zen consent of the prrcipal.

. = Pupils shall cor zuc Temseres in ar  ccentable manner at all times. Smoking, vuidar-

ity, boisterous roth- mproper con - vill not be permit-ed.
 Pupils shall assi * the “rverin keepin. ne nus clean.

D). “Eatmg or drlnkmgI on ¢ bus is prohinited.

.
!

- -

e



? | i) Pupnls dugunde wly those buses to wlnch!they are rc*ly amed
| ? Pupl( may not operate the semce dom' :Fhls is the m‘biﬁy of Wmﬂmator
_‘*‘ » 9 Puﬁls mg not tamper with the opcmtmgmchmf th&emggency:ibor&

I n Pﬁpﬂs shﬂ remain absolutely quiet when apprcnchmg a rmlroad crossmg
v) Puplls shall go home promptly after leaving the school bus

~ w), Puplls shall not play radios on. the school bus._

| 74 Safety rules am shall be observeds

. (1),'Use thccmsswalka.reas ..
./ (2 Smokng on thc bus\)r.whnle waitine in lmee is prohilsted. T o
//,/ o (9) When walking along the highway, wak or the left facing oncomrné' traffic. '
/. , (4) Remainkeated if bus is delayed on the road. ‘

(5) Use emergency door only in case of an enrergency. . e

o (6) Be of assistance to smaller children.

'y , ,
A 8. Guidelines in Event of Bus Accident Invkoing Pupals -
Thcse guldelmes DtOVldC for the 1dent1f1catnon of pupils, public relations, and handlmg of -
pupil statements 1n the event of a bus accident involving pupils.

a) Identification of Pupils - - -

(1) Regular Transportation };3"' X .o o

A list or fae shall be mamtamed in the generai office of every school. The list

should include all pupils authorized, -o ride on each run 1denﬁﬂed by destm@tlon

route, or area served by a specific bus used. These items should be iisted ona 3 x

-5 card or other form or list which would be decnded by the individual principal at
each school: : N

;,,
4

(a) Name

. (b) Streer Address




o '_é;';':m-'m'ﬁonuoomT&&cr S . h | -

£

<)

{0 Bwdmip G, . -
R

b) S PellicRelatiens - : -

“Bhe school.and the clraperome should each thave a list of every pupjl on a ficld

teip. In-came-of an ascident, the chaperone should notify the principal and the bus
aopératar shawld netilly the palioe and the Bivisiqn of ‘Tramsportation.

(¥) Parenm o
The pmincipal (or @msenwtiVe) should make an effort to contact parents as soon
as possible following an atcident. Provide all the faé¢tual information known per-

taining to the bus accident and the child of the parent requesting information (do
not discuss with Gimer chimiren).

(27 News Media
The ‘primcipai snould refer all questions to the director, Department of Informa-
tion. : - ' .
Actior

(1) Bus D=
(a) f‘irs - contact the polie immediately and rcquest"'ﬁif\“blxianqe service if
necessary, Teiephone nuramer for the Montgomery County EMERGENCY
OPERATING CENTER = "32-1000.
(b) Secomu, notify the Di_ﬁsioﬂ of Transponaﬁon as quickly as possiblé.
(2) Director o: Transpér‘t'ation (+ mis representative |
a) Noti* 1+ Deparrm—i ‘nformation immediately (during scho?[ hours).
{by Not" th orincipal: oi =l schools involved du-ng and after schooi hours).
() It rw «inghour..c: dministrative personr-I in this order:
i) Direc:or of Schooi S=—vices -
'

ii)  sssociate Super:~cenaent ior Business and F —ancial Services

ps
v )
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ifi) - EgptyS@uperin tendent o

- w) lhcctorof Informatu/ L

/

’ v) : hm Supcnntendent for Admxmstratlon

- - “

@) If M in the. accxdEnt were sent to a hospltal or scvcral hcspltals, »
o ‘sexilt aliiitiagtrative or supcrvﬂxory personnel to the hospital(s) and notify the -
princigal or parent and the Department of Information’ rcgardmg each pupil
within the Emits of practicality. . »
(¢) "Ammsmge for substitute- buses to transport all children who were not injured
~ to wleir homes. If a child was injured, even if only shghtly, the parcnt should
be?notﬁd of the nature of the accident, if posslblc '
3) Pnnapdﬂ(nbleprcscntatlve)
Make every wfifort to cbntact parents-as soon as possible. If a pupil was injured,
even if amlv slaghth. inform the parent of the nature of the accident, if possible.
Compier accraem mports as rcqun‘ed by MCPS chulatlon 525- 3.
(4r Deparmwent Infmmatlon

This officy weill notlfy thc various ccntral offnccs and handle all news media
requests TormEormation.

214 BAZARDOUS CLOTERNG . | - S
Pupils small = -mstructec tc wea: tothing that will not obstruct their vlicw while walking fo school.
2-15 SOLICITYNG RIDES (Hitctvbuking)
Students shall be mstructed not ‘- solicit rides to or from school.
2-16 ECYCLES |
A. Biowcle “—mmssion
A bicvmie permission carz «mall be .dlst;lbutcd by ‘th'cv school administrator to all pﬁpnls riding
bicveres te school. This.<zrm must be signed by the parent, giving his child permission to ride his
bicvez te school and agreeme to abide by thc rules (cxceptlon — high school pupils).
Schools c=zail maintain . i+ bicycle owners parking on school groundg.

B. Storage

Al s1cyr - parked on <anoo: mrounds shall be securely locked.

36
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c .WhoShanRidc . »‘ S ) X ,‘ ’ . T L

As in any other phase of ~the.educatiqt_1al program, bicycle drivers vary-in ability, ingéiligchoe, and
... physical health. The *classroom teacher in conjunction with the school principal should notify: *
‘parents if they feel that.a child ,i’s_ins‘;apalilc of riding for any reason. Children below the fourth .
~ grade should be discouraged from riding to school, o : . S
‘D'.-‘ Teacher Responsibility )
Teachers s{h_olﬂd frequently remind children of ﬁct:essary safety precautions to follow wh‘t_:n
dﬁvhg a bicycle. Some of the rules for bicyclg drivers are:
I ' 'chcp_ bicycle m gbod mechanical condition, '

i

2. Do no't’ ndc two on a-gikc. . . ‘ | L
3. Do not attempt to-carry too many thing; while driving.
4. Do not latci'x ‘on to cars or tm‘ckQ. ‘ | .
5. .Keep both hz;nds on the handlebars.
6. KCCP well behind nigving mo;oy vchi;les or i)isycles.
4 7. Have proper lights on your bike if you drive it in the dusk or d,arkness.o
8. Giv:t;. Proper hand signals when turning,
9. Be *‘éxtra Ca:eful” at railroad crossibngs, ‘
10. - IZeep to thé right. Avoid Qeaving in and out qf traffic. |
11. Give pedestrians the right of way. "
12 OBey all traffic sighs aﬁd signﬂs.
13. Slow down at all intersections. Look bc;th ways. ’
14 When approaching a parked car, be alert to the opening of doors on the streei‘ s1d::
15. :Ride with the flow of traffic at all n'mes.. |
Montgomery County Bicycle Ordinance requires that all bicycles be registered. As of January 1,

1971, bicycle drivers must obey all motor vehicle rules that can apply to them when they are on
~ the roadway. -




2ERATED mvxrn vnmcu:s
ying fo .School Mcrs Regulatlon 215-3

Y Montgemery County Board of Educauon Resolutlon Numbcr 808-64 dated October 25,t
964 estabhshes the followmg pohcy o .

s A WHEREAS‘"The Board of Educahon has bceome mcreasmgly concemed with problems such
R as parking, traffic, safety, and, for some students, an apparent undesirable effect on scholas-
C . tic achievemcnt attendant wrth the practice of students dnvmg vehicles to and from school

. ¢
\

WHEREAS The i mcreasmg avmlabihty of vehrcles to students along wrth complexrties whlch ' .'
e accompany urbamzatlon will mtensify these problems, and :

WHEREAQ It is the practlce of the school system ‘to previde bus transportation to all
‘students who live beyond a reasonable walking distance and to those students who face
] hazardous walkmg conditions regardless of distance; and _ B '
WHEREAS, Although the’ Board .of Education provrdes bus transportation, it recognizes
‘that many worthwhile school programs and activities that take. place before or after school
make it necessary for those students who partncrpd‘te to prov1de their own transporta

tion
‘and - S /‘

WHEREAS The Board of Education is responsnble to take all possible and reasonable action
to protect_the health, safety, or well- being of students, and to ensure order and discipline
wrthm local schools; now therefore be lt :

 Resolved, That the St'ipepntcndent of Schools be and is hereby instructed to institute action
necessary to restrict and control student driving practices to and from school on the basis of
p'arent re'quest and school approval where such approval is warranted' and be it further

),Resolved That the Supenntendent shall take steps to have parents informed of the regula-
tions carrying out this policy. _ S - -
2. The following procedures are intended to implement the ‘Board of Education policy con-
- cerning the restrictron of students driving to school:
a) Each secondary school principal shall develgp administrative procedures regarding the
conditions under which students may be granted permission to drive VCthlCS to and
from school.

b) The procedures shall recognize the need to: _ . o N

’ -

(1) Survey local parking conditions to determme the number of parking spaces.on the
X school prerfises which could be made available to students.

» - N - » 3 8
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Pt Who.wishes his ckilld o drive to.4chool, reghsless or whetlvaror

¢ each

ot he parks on school property, complete a standardised sppliastion form in
" duplicate (MCPS Form 215-6; Parént Request-for Student Use of Bilivate Veliicle,

c . .

- (8)  Isue identification stickers, provided by. the school system, fo berplaced ,

Coen o rear wiridow on thie driver's side (so that it does not:impeir. the-vision ol
cUb e diiver): of eddh ‘vehicle which a student is authorized to drive to and from schoel.

. "4 Recognize priorities for both short-term and long-term needs in granting perrhis- |

cy sion to students driving to and from schogl. . 0 X T

L (5) State local scliooi rules _g’oveming student driving!

/ ,‘.(.6) State the disciplinary action which will be taken if these provisionsare violated. -
‘ /c) ~ Each secondary school principal shall acquaint the parents with the Board policy amd
_/ . local school procedures. This will include the issuance of a letter to parents to which

will be attached the policy and procedures.” B
/ ..

218 /,SAMPLE»LET'I"ER TO PARENTS OF STUDENT DRIVERS

Dea;‘/ Parents: : ' . q
,’/" B ' « . - J . o l :
At its meeting on October 26, 1964, the Mbnréomery‘ County Board of Education adopted a policy .
limiting student driving to and from school to those cases where -an application by the parents is
approved by the school authorities. The text of the resolution is printed on the reverse side of this
letter for your information. : T ' : '
It is believed that limitation of student driving will materially decrease p?ésent problems of parking,
“traffic volume, and safety in our senior high.school communities. We urge that you consider carefuity
and realistically the necessity for driving on the part of your son or daughter in order that we may gaan
- the relief from these' problems which this policy will provide. .
Many studies of student driving practices indicate that a detri pental effect on scholastic achievement .
accompanies uncontrolled driving by youth of high school age. In. addition, there are many cases in

which students would benefit physically by walking the relatively short distances they now ridé. Some .

- students, however, have a planned program of physical activity including inter-school athletic competi-

tion which .requires afterschool Ppractice. In such cases, and for reasons of participation in other

regularly scheduled afterschool programs, the school will give careful consideration to requests that
“students be permitted-to drive on an occasional, daily, or seasonal basis. ' -

We realize thatthere are bmany valid reasohs for students to drive‘to_ and from school. Under this
policy the schoot principal will make the decision regarding each application on its own merits and in

light of the traffic and parking problems of his own school area.
' 7

An application form is avai[abl‘e. in the school office for distribution to the student. After the parents
and the student have complcted_ this form (in duplica‘te), the school administration will review the

30
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| reqnu’t and one copy wxll be‘retli.med to the parents mdxcatmg approval or dlsapproval 'I'he decxslon
of the lail school admxmstratxon will be .considered final, and it will be. rendered in terms of
. "countywﬂe approved standards A driving sticker w1ll be issued to approved dnvets .

v
-oh

Y )
' 'I‘he appﬁcahon of the po'hcy w111 be effectxve (g dte ) .We eamestly request your cooperatlon in -
. the unplemcntatton of this Board of Education resoluuon, and we wﬂl be glad ép discuss, any questtons .
wlnch arise concemmg this policy. - - , _ ..
: Sincerel‘y yours;‘ o R ) o
3 A v . " . M ‘
R v o0 Princigal -l T
219 FACULTYPARKINGAREAS . S
Thc school prmc1pa.l may designate and set aside a pa.rkmg area for faculty members 2 o
- 220 MOVEMENTOFVEHICLES T, s "L S e
' . . - . . . . l . . - .
All Board employees entenng school grounds in a vehicle' shall notlfy t.he pnnmpal or person in cha.rge
1£ the operatlon of said vehicle may cause an unsafe sxtuatlon - . -
221 OPERATI_ONQP"TH’E.MOTORPQOL R T U

A 'Responsibili-tyv
The dlrector of -the Division of Transportatnon is responsnble for the ouerall operatlon of the.
motor.-pool. meoln Center pool ‘cars are undef-the jurisdiction of the assistant director. of -

nspbrtatlon, the Washmgton Center peol” cars ‘are. a551gned to the offige manager af “the-Wash-

gton Center S .. L : . . e
... B. Cnuthonzed.Operators of Vchicles e T e e v
* * A . - EII - . ' ‘- o 7t - . - i t.
. N - -
no case may a person not employed by thﬁ sc.hool system oper&te ona of these vehlclcs

Further, employees- must have a Maryland operator’s permit in order to drive the véHicles in a
motor pool (from1 Bd. Res. 467- 61 July 20, 1961) (MCPS Regulitrorr 229 1, Octpber‘28 1965.)

- =,

2-22 SAFETY BELTS IN COUNTY OWNED VEHICLES R % T

.

N

%
All employees of the Montgomery County Public Schools when operatlng or r1dmg ina county dwned"
vehlcle equipped with safety belts, shall use such belts - - : .

A
“ = ' “ f . . - e

;‘ . ' R ~,'V ..' j

1
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o _34 PUBL]C SAFETY :
: P .
Publrc safety protection.for Montgomcry County is provided through the Drvmons of Fire Prcventlon,
le Defensc and Comrymcatlons and the Detcntxon Center. . o
Thé Fire Prevention Code is administered and enforced by an 11-man \Jstaff in the fire marshal’s office.
It investigates, in cooperation with the police, all cases of. suspccted arson; encourages fire prcvention
activities in schools, institutions, and industrial and civic groups; and maintains fire ‘protection records
Fire Prtvcntlon Officcrs are on duty at all times in the interest of gublic safety '

32 GENERAL {Fire PreVentron Safety) o
The Division of Fire Prcventlon Was\ created by the Montgomery County Council in the Legislative
.Session of May 28, 1949 with the adoption of Chapter 4 of the Laws of Montgomery County.

The prmcrpal functron of the division is fo administer and enforce the provisions of the Fire Preven-
tion Code; investigate, in cooperatlon with the Department of Police Protection, all cases of suspected
arsony 1 ma.mtam fire loss records and promote fire prevention. o of

3-3 FlRE PREVENT lON CODE

¢
’.

Séctlon 86-90 of° the F;re Prevention Code of Montgomery County, Maryland requires that each
" schdol and other similar institation$ have a minimum of 13 fire drills each year. The code also requires
that these drills shall be' arranged by, or made according fo, instructipns issued by the fire marshal.
These instructions are issued pursuant to that requirement. The instructions which follow are general '
in scope and should be adopted to each 1nd1v1dual school. Principalf may wish to issue supplethentary
instructions to meet the conditions existing in their schools. If this is done, such instryctions must be
consistent with those which follow.

-

34 ‘ADMlNlSTRATlVE RESPONSlBlLlTlES
It is the responsrblllty of the administrator to:

A. Instruct all personnel about fire exits and emergency drills at the beginning of each school year
and at the bcglnnlng of sumwmer session. Each staff member shall receive a copy of regulations for
fire exit drills. (Coples will be provided by the county fire marshal.) ' (

/
~
B. Assign to appropriate adult personnel the responsibility for searching toilets and rooms other
) than classrooms during the drill. ‘
| , .

C. Assign’ a responsible person to inspect all exit facilities daily in order to make sure that all

stairways, doors, and other exits are in proper condition. S

DR B - o |
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Post conspicuously, on or ricar the telephone, the telephone number of the fire department. '

Appoint monitors to assist in the proper execution of all drifis. They should be instructed to hold
doors open for the line of students or to close doors where necessary to prevent. the spread of fire
or smoke. There would be at least two substitutes appointed for each monitor to provide for
proper performance in case of absence. - T , .

‘F. Inform substitute teachers and all personnel assigned to the school of the type and location of -

alarm-sounding devices in the school, the location of all exits, and the exit plan to be used. .

¢ ’

_G. Fill out a postal card (Form 1’67500.01 provided by the county fire marshal) for each fire drill

and ‘mail it immediately to the county fire marshal.'In. addition to the postal card, a fire drill
-record form (10-500.02 furnished by the fire marshal) shall be posted, kept current, and mailed
to the county fire marshal at the end ‘of the school year. '

H. Allow sufficiént time during the drills so that teachers can comp]ctclyq check tife roll books

‘36 FIRE EVACUATION PROCEDURES R

before the recall signal is sounded.

35 FREQUENCY OF FIRE DRILLS

Six fire drills ‘shall be held during the first scmester, three of which shall "be during the month of
September; four drills will be held during the second semester, During the summer school term, three
fire drills shall be conducted, two of which will be held during the first three weeks of the summer
session. ’ | : : '

v
i

\
. . ! B \ .
Although the following general regulations apply, to all types of schools, they cannot meet the needs
of all the various.school buildings in the county. When local situations necessitate the issuance of
supplementary instructions, these instructions skould be consistent with the- following requirements:

A. Sounding the Alarm, - o : _ '

Any person who discovers a fire or sces smoke coming from a closet, room, or any part of the
building or smells gas must sound the fire alarm: without asking permission, thereby evacuating
the building. He should then im‘\bdiulcly notify the principal or his representative of this action.

. N \ . v ‘
. ] .
Any person who discovers a fire which has been extinguished or-has burned itsell"out at the time
of discovery shall not sound the fire alarm but must immediately notify the principal or a
teacher. The principal or teacher so notjified should make an immediate investigation and report
the incident to the Montgomery County Fire Alarm Headquarters.

- '

When the alarm sounds, the individual designated by the principal should telephone the Fire
Alarm Headquarters immediately, unless he has been informed in advance that the fire drill is to
be conducted. '

B.  Decisions During Actual Fire : . .
) ~ . ) | .
In case of actual fir¢, all decisions will be gade by the firt\ department officer in charge who is
responsible for crowd control and rclurnin;?pcoplc to the bu'\lding. ‘
< 3
, \
34 \
‘ _ \
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Sthed\dmg

. execution of each dnll

No advance notice of fire dnlls shall be ngen except for the first drill of the new ycar. All dnlls £
are to be conducted withthe same procedures that would be followed if a fire'actually occwrred,
Each drill should be an exercise in- student control and building management for the prlncipal,
the teachers, and the custodial and cafctena staff, Great stress shall be laid upon the proper

Flrc drills shall be executed at different hours of thc daY‘, that is, dunng the changing-of classcs,
when the students are at assembly, and during recess and physical education periods in, order that -
stidents may bccomc familiar with the procedures to be followed regardless of the hour of the ’
schoql day. :

hl
- .
\

Building Evacuation : S ' .o - ..
Thé school building sha.ll be cvacuatcd by all pcrsons during fire drills or fires. This includes
pupils, teachers, clerks, cafeteria workerd librarians, and visitors with the -exception of the
pnncnpal and custodlans who may remain in the building during the fire to attempt to extinguish-

~ it prior to the arrival of the fire department. In  case -of fire, the custodians should rcport

immediately to the principal’s office to ascertain the fire’s locatlon All open flame devices in
such places as laboratoncs and shops should be turned off.

Cafeteria workcrs’shall see that all utilit‘ics are turned off bcforc t.hcy leave the building.
Except for systems that are time-coded automatlcally, the firc' alarm signal must be soundcd
continuously until the building is evacuated completely.

When the alarm sounds:

1. Students shall form a line quickly and quictly in an orderly manner. Tcachers or monitors
should close doors, if this does not necessitate scrious delay. Pupils should not stop to
obtainr outer clothing after the alarm is sounded.

2.  They should walk to ‘the nearest cgut and lcave the bluldlng in orderly fashion. Running is

prohxbltcd ' ] o NG

\

3. Help should be pmvndcd for pupils. lnc.lp.lblc of standing in line or moving at a l‘CdSOHdblC
speed.,

4.  Each class should proceed to a prcdctcrmlncd point outside the bulldlng Thcsc assembly
points shall be sufficiently away (50 feet) from the building to prevent injury from fire or
falling debris and to avoid interference with the fire department.

5.  The school staff should check to determine if cvery student has left the building. Whenever
practicable, teachers should take rcgist.crs of class roll books with them. .

- 6. Students outside of the building at the time of the fire drill shall form an orderly line.

. Teachers in charge are responsible fwhc supervision of these students.

43
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: S%udcntswxltmtumtothe bulldmgonly whenthe recallxs en. S .

, - command and issue instructions for reoccupying the buil ing. In ¢ase of false alarm, the
* . decision to reoccupy will be made by the principal or his representative.

Incaseof iﬁ:’tu_ﬂ "firc_,”t“h'e’”-'pffiéér‘in .charge of  the fire d partment respondinlgl will take

F. ‘\Building‘Prc,cadtions' S |
e ~ : j

' . . / -
Fire alarm systems should be used only for actual fires, fire d(ﬁlls, and daily testing and not for
civil defense or other such drills . , . }f - :

’ . ! .
2 ! )

The school service manager should actuate a different call box each day so that over a period. of

time every‘call box in the system will have been tested. The/test should be made each day upon

the arrival of the school service manager. It is recommended that the custodian maintain a daily
“log of ‘which station was tested for future réference during the school year. * ' -

All exit doors must be unlocked. Closed doors serve only to protect the safety of paths of egress,
such as doors on stairway enclosures; and under no conditions should they be blocked open.
Outside stairs and fire escapes should be kept free from all-obstructions and clear of snow and
-ice. Chains are not permitted on doors under any circumstances. )
: Vo . ,
Any condition likely to interfere with the safe exit of any person should be corrected immedi-
ately or reported to the appropriate person.

In scho;)lsh_that house classés for children who are rctarded, physically handicapped, Iemotionally

disturbed, or visually handicapped, it shall be the principal’s responsibility to make spexial plans

to provide the ultimate in safety for these children.
»

3-7 FIRE EXTINGUISHERS

»

-
A

.-
The following definitions are from the Montgomery County Fire Code, Section 86-25:
Class A includes equipment suitable fot extinguishing fires in ordinary combustible materials
where the quenching or cooling effects of water or water solutions are of first importance. Fires
n wood, paper, textiles, coal, coke, starch, sugar, cereals, bitumen, acetate film, nitrocellulose
film, and other pyroxylin products are in this class. e

", Class B includes’ equipment suitable for extinguishing fires in flammable liquids, greases, oils, and
similar materials where a blanketing effect is essential. In this category are fires in minheral oils
such as crude petroleum, gasoline, kerosene, fuel oil, transformer oil, lubricating oil, and coal tar
oils such as lenzol; in vegetable oils such as alcohols, aceton, turpentine, cottonseed oil, tung oils,
and soybean oil, some of which are contained in paints and varnishes; and in animal oils such as
lard oil, read oil, menhaden oil, and whale oil.

Class C includes equipment suitable for extinguishing fires in live clectrical cquipment where the
« use of a nonconducting extinguishing agent is necessary. Carbon dioxide and dry powder chem-
,(fclzd extinguishers comprise most of the equipment of this type.

Carbon tetrachloride extinguishers are prohibited from wuse in the Montgomery County Public

Schools. ' ‘ : ) -
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" '38 SCHOOL FIRE INCIDENT REPORT

v

When a fire breaks ot in a school or oh school property regardless of its, origin or severity, thc
principal shall make a written report to-the office of the fire marshal. The foltowing form' shall be used

>
to report all school-based fires: % S ~
N . ., ) ~ - . . ‘ ! - ‘.
‘ , ‘ ] } - . , ] 5
C ) / MONTCOMERY COUNTY, MARYLIAND ¥,
. DIVISTON QF FIRE PREVENTION ) .
./- SCHOOL FIRE INCIDENT REPORT . .
Date of Incident : . - . o __ Fire
. Time : T C ' . Smoke Investigation Cooe ,
- f S : . Fhlse.Alarm .
/ . § __ Other !
SCHOOL NAME * Y
!’ &
Address
Exact Incident Location 7 -
r ]
. Person Dscovering [ncident{
Mr. _ - [
Mrs. » I o v ___ Faculry
Miss L L Age ___ Student
Address 1 Phone
! ’ L. :
Fire Alarw Sounded: Yes ; No . Fire Dc.partment.wcnlled: Yes No
Cause & Description of ]ndldcnt
[ ] . -
. I '
/
. :
n ' Injuries: } . .
: Name . Age ‘Faculty Student
. Extent of Injury 1
N + -
. ‘1 ; -
Estimoted Damage: Bul»dlng Contents _
P " ‘Steps Taken by School ‘to Prevent Recurrcnce «
S -jf ~ » ' J -
-Send Copy on Day of Oicurroncc to: Division of Fire Preventfon, County Office Bullding
{
- Signature of Principal - -
The informat{on rcqum‘sted on this form fs required {n order to make an accurate and thorouyh .
assessment of the fide prevention and fire safety activities in the schools of Montgomery
’ County. Your cooperdtion {u miking complte and prompt reports of thesc incidents, even
\ though the fncldent y appear to be ot a tinor nature, is appreclated,
USE BACK OF FORM tOR ADDITIONAL INFORMATION
] . T
39 CIVIL DEFENSE AND DISASTER PREPAREDNESS
State law (Section 16A, Maryland Code 1960) defines civil defense as “the preparation for and the
carrying out of all emergency functions other than the functions for which military forces are primar-
ily responsibl¢, to minimize and repair injury and damage resulting from disasters caused by enemy
attacks, sabotage or other hostile actions, or by fire, flood, earthquake, or other natural cause.”
Plannihg and organizing for the protection of life and property and maintaining or restoring essential
. : 45
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" services and facilities are funcﬁons of all departments and agencies of 'gdypmgncm:it all levels, includ-
ing the Montgomery County Public Schools. ' ‘ : - ™,

310 RESPONSIBILITIES OF SCHOOL EMPLOYEES IN CIVIL DEFENSE . 3

A. Administration * , ' ' )
The Board ef Education will follow for the presént these three basic procedures with respect to
protective facilities in existing schools: :

1. Within each school and with assistance from Civil Defense and the Montgomery County
Publi¢ Schools, the best protective spaces will be identified; and the plans for emergency
protection of pupils who may be present during an’ emergency will be developed around
utilization™of this space; ‘ ’ -

2. The results of z;survey undertakerf by Civil Defense and other revisions anc improvements i

facilities which mav be u :plished within the budget latitude are available to the Boarc.

3. The Board of Educiion “vii make such recommendations to the County Council as it may

deem appropriate, b it i >e unable to proceed until positive guidance has been received
from the council or. ...« .antial improvements in the shelter facilities in existing schools or
provisions for specia. ~ction features in schools.

B. _ Principal

The "principal is:responsible for the organization, supervision, and administration of the school
plan, including an optimum shelter program and an evacuation program in case of natural -
“disaster. This responsibility includes provisions for the safety and protection of school personnel,
facilities, and vital records. Planning must be based upon the assumption that each school might
have its own Civil Defense organization and plan. Where two school organizations occupy the
same building, the senior administrator, unless otherwise provided by the superintendent of

“'schools, shall be responsible for the adequacy of the plan for the entire building. The principal’s
resporisibility shall include the following: ' /

l. In case of impending.emergency, pupils who can confidently be expected to reach home by
walking or by using available school bus or other dependable transportation, where transpor-

5

~ tation is deemed feasible, will be sent home by the most expeditious method
2. In case of impending em:igency, pupils who cannot be expected to reach home or any
foster home within the warning time officially available will be kept at the school and there
protected as well as possible. . )

3. Each school will request that cach child be clearly instructed by his parents on procedures
to be followed if no one is at home when he reaches home in an emergency.

4. Each school will continue to ‘care for those pupils who remain at school during an emer-
gency, and the principal and whatever memgbers of the school staff he deems nceded must
‘Temain on duty at the school to carry out this task until the emergency ends or until -
relieved by higher authority. ’
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Each schooi shall ammge for the safe storqge xmd pcﬂOdlc mspccnon of mvﬂ defense )
equi pﬁg;xt, if provndcd.

C. Teacher

1 ¢

Ev"ery teacher should be éncduragcd to: <7
| 1. Know and be able to apply the elementary prmclples of first aid. Complctxon of 2 Medical
elf-Help Program is cncouraged B
2. | Txﬁlcﬁtc in pqplls thc proper habits ‘uct‘in an eémergency,
3. Kcé§ informed of the ':1vrl defense pl;n of the school and the c;cact role of the tcache.r

-

4. Maintain pupil persomal data rcadarz available for an emcrgency such as name, address,
parent/guardxfn and lelephone number. .

D.  School Nurse - . ‘
The schoMurse or medical aide shouild: : L

1. Render and supervise first aid. : -
2.  Provide for the care of the ph;'sically handi'cappe(i.
3. . Overs;ee emer'gency sanitary measures. - >
‘4, When necessary, .providev medical assistance in the suppression of hysteria or panic.
E. Building Service Manager and Staff |
The building service manager nld stac should:

1. Inspect utilities for structural safety and report defects:
. EN
2. Chart shutoff val\ s and switches for gas, oil, water, and electricity. Post charts 0 that other -
personnel may us¢ them in .an emergency A copy of the chart of information should be
housed in the prmupal s offic:-

3. Provide for the cut-off and dralnage of heat and/or steam lines in shelter arcas during
emergencies.

4. Provide for emergency operation of ventllatmg systcmS, provided fallout is not drawn in
durmg nuclear emergency. -

5.©  Provide emergency sanitary facilities, if required, under thC derétlon of the prlnClpdl or his
representative.

A
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6. Provide sufficient drinking water in each shelter. B norsal system is not oﬁgrableand’cml :
- defense ‘water cans are not available, water trapped in system and hot water tank is potable.’

-

S T Poét'lécaﬁon of all protective ?quipmcnt and supplics. : ', | L ;- ). ;
8. A;sui‘e that shelter areas are available at all times. « Cos . - .
9. Inform principal pxjomptly if shelter area beggmes unserviceable: ' -

Ed

F. Other Personnel

. i : I

If.not otherwise assigned by the civil defense plan, other personnel on duty within the building

shall report to the principal or his designated representative to render such assistance as required.
Vo . .‘ ’ ) .

Cafeteria personnel should be prepared to serve at least one reduced meal in a natural disaster if

students are retained-in school. .

G. Parent Teacher Associarion
'7 .
The PTA should participate in the development of the school plan and should encourage all
parents to cooperate in the execution.

3-11 ENEMY ATTACK WARNING ) o
. . " A !1

A, Practice Warnlng

The “‘attack” warning sounded on civil defense sirens by sustain 1 warbling is the only audible
signal in case of a nuclear nttack. That sigral me o “e T ~diawdy to the best available
shelter.” Sirens are normally tested at 11:00 a.m. on th second w-dnesday of each month. At
that time teachers should tak: a few minutes to explair to pupils under their supervision the
meaning of the warning signals and what they shouid do in case of arzack.

B. Surprise Attack or Disaster

There is no warning signal for a surprise attack or an earthquake, The signal for surprise attack
. will be an extremely intense sound or blast. Each teacher is encouraged to formulate a plan to use
in ca,ie-of emergency. ' :
\ \ : :

The imporfance of time cannot be over emphasized. The immediate effects of a nuclear detona-
tion are great heat and tremendous blast. Any opacity will reduce the probability of burns, The
blast and winds can destroy any structure within a limited distance of the detonation dng ca_h :
blow away small children with deStructive force. The blast wave travels at the speed of sound and
may take up to a minute or more to reach a school. Protection against flying debris is essential.

312 ATTACK PROCEDURE
A. Inside the School Building

Get under equipment such as desks, tables, etc. Drop to knees with back to windows and knees
together. Clasp both hands firmly behind head, covering neck. Bury face in armg, protecting head

t 40
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owexi mek,and dosc eyes txgh&y Btay there at least ten Qcomls in dn,ll or until the blast

e has passed i an attack. At the clese of ‘the. refuge peri , pupils shall follow the next -
lﬁtructlon wluch will depend upon the al’cqmstances and the extent of damage to the building.

T’

(htsxde the School Bmldmg _

3 .
"Crouch or lie down behind a.ny available protccpon such as a bcnch ditch, or guttdr. If in the
open, drop to the ground and curl up with back to the blast or light. Stay at least ten seconds in
drill or until passage of the heat wave in an attack. Get under cover as soon.as possible. If no
..cover is close, stay in that posltion until passage of the blast wave.

_Special Education Schools

1f pupils are physically unable to follow the regular procedurEs they shall follow the steps in the
best manner they can. In all cases, they shall: .

*
-

. {\
1. Stay there atleast ten seconds in drill or until directed to move. -

2. Follow the next instructions of the adult in charée,

3-13 EARTHQUAKE PROCEDURE. *

AL

.Earthquake

There 'is no waming signal . ndicatt an anticipated earthquake. A rolling or shakir\gk
movement o' the bullding or ground presages an earthquake., Destructive earthquakes are
normally preceded by lesser tremor<.

This drill involves no school-wide signal. A written statement. shall go\fvrom the administration to
all teachers indicating the time of day the drill is to be held. The drill shall be conduﬁed by the

'indiwdual teacher. The command is “drop.”

[}

Inside school
Same as those listed under civil defense surprise attack. (See 3-11 B.)

Outside school
N

Get clezir of all buildings and remain there until further instructions are given N

When in the opmlon of the school administration the carthquake is over and when it is evident

that the building has been damaged, an orderly fire drill shall be conducted to evacuate the
building. Pupils shall move to a position well away from the building and remain until given
further instructions. ) . - I

Pupils shall not re-enter vacated building if there is any doubt concerning the safety of the
building In this event, the prmcnpal shall contact the Division of Maintenance and ask for an
inspection. ‘ \ ‘
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3-14 HURRICANE. PRECAUTIONS

¢

A.

8

s

ERIC

Aruitoxt provided by Eic:

administration in decision wsaking. , , o ™

¥,

. If the emergency warransapupils may be dismissed to their homes following a disaster; or they

may be held on school gmunds until normal school dismissal time. Radio instructions will aid

!

- ?

Hurricane Watch ,

When a hurricane reache: . osition which gonstitutes an appreciable threat to a specific area, the
area is put on hurricane - ch. This designation does not indicate immediate danger but serves to
caution residents in the irca that they should listen to radio or television for further advisories.
Safety precautions requirtnt more than 18 to 24 hours to fulfill sheuld be started. ‘

*

Hurricane Wam'ing

This warning .is issued when it is expected that an area will receive the dangerous effects of «

hurricane such as winds of 74 mph and higher or a combination of dangerously high water, very

rough seas, and winds ¢ mi-+- and higher. All precautions should be taken immediately. It should

be ne oA hat high w0 avy rain, and high waves occur 200-300 miles outward from 'the .

cente ‘ €. «uee i nstructions follow:

1. star ‘way from jow- ag bedches or other locations which may be swept by high7ides or

torr waves. Leave t:: « arcas early because roads to safe locations may become impassabic
severw: hours prior to - 17—val of humicane conditions.
. b

2. >tav - home if your  suse is safe from high water and flash flooding.

3. >ecur. loose material and mo-ible objects which might blow. away or_he torn loose and
thrown against building w © . sugh windows. Secure garage door8. Awnings which can‘be
.moved sneald ve raiseg  nd tied securely or taken down. Fasten storgn shutters or board up
windowe w th good lumr: P

£

-

4. Boats snowd’be hajlec Hut of the water or strongly moored. Be sure that there is ample
. scope ir moorings. A wying to secure boats after waters become dangerously rough.

-

5. Make certain your automobile is on high ground, away from trees, and preferably in a garage
or other sheltér.\ - . ’

6. If you must use your car, be alert.for falling trees, fallen wires; dnd flash flooding. Fill your
tank with gasolinf because most gasoline pumps cannot be opfratcd if power faijls.

s

7. Have a flashlight in good working condition. If it is necessary to use candles or other
emergency lighting and cooking facilities, be careful of fire. ol

8.  Fill clean containers with drinking water.

9. Be sure you have sufficient food on hand that does not need rcfrigcruting or cooking.

*
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e
‘ 10 It is advisable to kcep a wmdow shglgtly open on.the side opposite that from which the wind
. is'blowing in, order to provide ventilation and to prevent certain types of wind damage. If

high winds blow out a window, open wide a window on the opp051tc side of the housc to
prevcnt further damage. .

‘11, Be especially careful of fires.-Have 2 bucket of sand or a good fire extinguisher avallablc to
put out oil fires. A bathtub filled with water is helpful in case water mains are broken .

12. Keep your radio or television on. A battery-powered radio is useful in case of power failure.

In case the eye or center of the hurricane passes directly over your area, skies may clear; and”
there may be a lull in the wind lasting anywhere from a few minutes to a half hour or even
longer. Remain in 3 safe plaCC or, if necessary, make emergency repairs. Be cautious, however,
since the wind will return from the ‘opposite dlI'CCtlon suddenly and possnbly W1th even greater

violence.
C. After the Hurricane. | ” L.
After the storm is over, follow these instructions: @ . ’

1. Stay away flom broken or low hanging power lines as well as metal objects which may be in
contact Wlth damagcd power lines. Notify police or utility companies of dangling or brokcn »
wires.

2. Do not drive unless absolutcly necessary. If you must drive, watch out for debris, fallen
wires, wash-outs and swollen streams.

N

3.- Be on the alert for rising water in streams and rivers even after the heaviest rain has ended.
4. Don’t hinder first-aid and rescue work. Stay away from disaster areas,
5.  Listen to your radio for instructions about the necessity of sterilizing drinking water,

6. . If power has failed, don t open freezer chests unless necessary until powcr is restored or you
can obtain dry ice.

. o)
3-15 BOMB THREAT (Evacuation Procedures) o %

‘“

The following procedures should be observed in case of a bomb threat:
' ‘v
A. Uniform pYOCCdures have been set up by the county manager in case bomb scares are reported to *
the SupchlSlng fire alarm djspatChCI' who should:

1. Notify the police using the direct line to the police dispatcher.

2. If a school building is involved, notify the principal of the school of a bomb scare call and
also inform him that the police have been notified. '

. .5l
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3. Dispatch fire apparatus only if requested to do so by the poiiCe or the school principal. . 5

If a2 bomb is reported as having been placed in a school, the satety ot the children Is the first
consideration. To ensure their protection, the principal.and the police officer investigating should’
consider student evacuation of the building. If their decisions do not agree, the disagreenient
should be resolved in favor of dismissal and be considered the joint-action. The principal and

- police officer are jointly Tesponsible for ordering the c_hildren to return to the building. After

action has been taken, the principal should inform the area assistant superintendent immediately. -

_ 3-16 OPERATION OF THE RADIO-ALERTING SYSTEM (See MCPS Regulation 275-5.)

C.

. A

'Geﬁeral . _\’ Lo , .

: .-
The school systgm has a radio-alerting system which was installed in cooperation with the
Montgomery County Office of Civil Defense. This system is tied in with the Emergency Operat-
ing Center gf the county government so that, in the event of an emergency, total control of the
system will revert to the county communicatidps officer. A remote transmitter for school system
use is located in the Washington Center. A I{;?o receiver is located in each school and at several
offices in the administrative centers. An auxiliary remote control center is located at the Rocking

‘Horse Road Elementary School as a part of its civil defense. installation. This fadio-alerting

system is operated during the regular school year from the time,all personnel report to schools
until the ten-month employees in the elementary schools complete, their employment in June.
Therefore, the system has not been used during the summer months since we are not certain that

personnel will be available to receive announcements.

~
Operational Responsibility .
1. The director and/or assistant director of transportation shall be responsible for insuring that
the radio equipment required for the operatiori of the system is operational at all times.
Further, they shall be responsible to make certain announcements made over this system are

in accordance with the procedure identified below. -

2. ,Repair’s to all radio equipment shall be cffected undér the control of the director of the
Division of Maintenance. :

‘Approval of Announcements o . ,

All announcements shall be in written form and approved in advance by the superintendent or
deputy superintendent of schools. In the event that they are not physically able to indicate
approval by signature‘on the written announcement, the appropriate assistant superintendent or
department director ‘may approve an announcement. In every instance, approval must be in

writing and be in evidence on the announcement before the radio operator will make it. A copy

of each announcement containing the approval of the proper person must be placed on file with
the director of the Division of Transportation. .
' J

System Activation

The Division of Transportation shall inform th# principals and department heads in administra-

tive buildings in writing of the activation date. Turn-on shall be accomplished by the appropriate

person in each office equipped with an alerting receiver. )
44
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: "Mamtenancc shall accomphsh a thorough operatnonal chcck of the total systcm not later than .

- U-Monzlay of the week which preccdes the first day of school. Thns check is to mcludc transmitters
i and rcoelvcrs atall locatlons : _ :
A L

Routmc Operational Tests -
1 ' 'A routine test (starting with the first chncsday of the school year) will be madc on each
" chncsday at 9:30 a.m. and continue at the same time throughout the school year. (Except- -
ing school holidays and upon direct mstructlons of the dire¢tor and/or assistant director of

" transportation.) : - v

2. The routine test shall be conducted as follows\_J}fé is KBE 466 Testing Elemcntary School
Rcccwers 1,2,3,4,5,6,7,8,9, 10. Please reset your receiver for a sccondagcst ”

3. “This is KBE 466 Testing _Seconda:y, Receivcrs 1,2,3,4,5,6,7,8,9, 10. Please reset your
receiver for a group test.” )

4. ‘“‘This is KBE 466 GroupTcstmg the Radio Alerting System. 1,2, 3. 4,5, 6, 7, 8,9, 10‘ This
'completes the testing. The time is a.m. Reset your receivers.’

5. Any location ndt receiving a scheduled routine test or broadcast ghould inform the office of
* the director of the Division of Transportation as quickly as possible so that the Division of
Maintenance may take corrective action.

6. - At the discretion of the supermtendent or deputy superintendent, an information-type -
broadcast may substltute for ayoutine test.

System Deactivation :

The Division of Transportation shall place an announcement in the Superintendent’s Bulletin
concerning &e deactivation date. Turn-off of the receiver shall be accomplished by the appropri-
ate person in each office equipped with an alerting receiver. A broadcast will be made at 4:00
p.m. on the date to remind office staff of the deactivation. Maintenance shall be responSIble for
turn on/off of the transmitter at Rocking Horse Road Elementary School

P

Liaison With County Communications Officer ~ {

The director of the Division of Transportation shall be responsible for maintaining the necessary
liaison with the county communications officers concerning operational procedures to be
followed in times of emergencies such as civil disaster and 4ir raids. This will include procedures
to be followed in .the operation of the Remote Control Center at both Rocking Horse Road
Elementary School location and the Emergency Opcrdtlng Center operated by the county

communications officer. f
-
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CCHAPTERIV . T
o PLANTANDEMPLOYEESAFETY el TR
41 GENERAL SAFETY RULES . . T

Ea)

PR A Wear hard hat, foot protectlon and safety glasses as directed by supcnntendent T ;

- @

B. Report unsafe condmons and mechamcal a.nd electncal defects in writing 1mmed1ately to the
Dlvmon of Maintenance. - - | B . o Y

C Report any personal injury, however minor, zmmedzately 0 superV1sor and ﬁrst aid statlon

Delayed reportlng of injury. is mexcusable ' & .
‘ ' . ' c
D Use every safeguard prov1ded After removmg guards fo{ repairs, etc. replace at once. A
, _ T .
E.. Do not run; watch: your step, keep firm footmg and balance at all tlmes oo N U s

F. Horseplay will not be tolerated.

G. Noalcoholic be.verages nor ‘effects allowed. " S ‘ T
H Wear no loose clothing-, torn sleeves, key chains rings, etc., which may get caught in machinery.

. L. Never chip, grind, burn, use compressed air, steam, weids, etc., or work in areas where eye hazards
exist without use of Tull safety goggles or full face protection whichever may be requlred
»
" J. Lift with your legs set your feet firmly — bend your knees' — keep back straight — do not thSt,
body If too  heavy, get bglp. . X -
K. Never stand under suspended loads or in danger zone of falling’ objects, moving equipment,
drippmg caustics, etc. -

L. Keep your work area clean and free of loose objects stumbling or slipping haaards rubbish, etc.

_M. Never use gasoline for cleaning purpose&}eep flammables in safety type containers. S
N.. Always keep hands and feet clear of pmch points, oil drums, etc. - -
O. Never allow oil 0 ase or heat to contact oxyacetylene equipment.

A ~

P.  Use the rigbt tool and use it propcrly. Do not use defective or mushroom-headed tools:
Q. Never leave materials, tools, etc. in a position to slide or fall®.
R. Besure all electrical devices, power tools, etc. are properly grounded at all timck -

. . . s
S. Never grease machinery whilein motion. . R : :
. : ) ¥
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T Never leaVe an unsafe cgndmon unguarded or unmarked even temporanly o L .

< . R

u Pull and tag out main electric s'wltch with your slgned tag before repaxrmg or greasing equlpment.
Make certain everyone is in the ¢lear bcfw startmg up agam Never remove danger tag plaeed by
oo : another person. See supervuor. " o

- » L

1 V. lns[’ect each ladder before usmg .Be“.sure’l_hdder is properly p@siﬁone’d and secu’re at top md ‘
bottol‘n EERE L o Yy

W.-. Tempcz;u'y obitruction of roa,dways mul'st be preceded by’proper placement of flagtncri‘, flares, "
R e . . 3 . ' - ’ . .

X When operating electnc swrtches, stand on mSulated mat. Keep sw1tt:h panel fronts closed TN

7 v ( )‘ ’

; Y. Be sure you are ri.ght when' operatrng switches, valves, etc. If'in doubt, check wrth supervrsor :

' Watch for safety of others when changlng valve settings. '

\ . : ¥ M

Z. Rcspirators shall be wom where needed or as dlrected by supervisor. . . ' K ‘
- & ] - .

. AA. Men workmg overhead must place waming signs below and rope gff area.

”

BB. Rubber hose, weldmg cables, etc. must not be run over by lift tr‘ucks and heavy ObjCCtS Hoses
and cables should be coiled and stored when not in use. ,
CC. Leamn location of fire extinguishers and know how ’to use thein.

T

DD. Do ’not walk or run in front of or behind moving equipment.
- 42 NEWEMPLOYEES. o _ s

~ Everyone has the responsrbility to see that new employees are given time and attention in regard to
the MCPS safety regulations. It is only t.hrough constant effort that the MCPS may obtain a high
degree of job proficiency and a low accident rate. It is common knowledge that a safe wotker is most
likely to perform a quality job. . :

N I - .

43 ‘EMPLOYEE RESP(_)NSlBlLlTY ' ' ‘ . o

It is each employee’s responsibility to:

P

A. Make safety the first consideration in every situation. -

S \ : .

B. Accept the responsibility for his own safety and those who work under him.

&

C. Abide by all safety regulations as prescribed in the MCPS safety manual
)

D. Use protectlve clothing and devices when necéssary. )

E. Use tools that are in good safe working condition.

5o L
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ot distract other workers

Jol),at hand and,

"‘G Refram from all forms of pranks or horscplay

,portall:accldentsto the xmmedlatesupcmsor - '5"

44 nomr rnorncnorr o B -'

A Clothmg appropnate for the work bemg done shall be worn. »

B L00se sleeves, tles, lapels, cuffs, of loose clothmg Wthh can be’ entangled in machmery shall not
~ be worn. Clothing should’be snug fitting at the wrists, the waist, and the ankles to offer as little
as possible to catch on projCCﬁonS

C. Clothing saturatéd or 1mpregnated with flammablé liquids, corros:vemi substances, 1rntants, or
odeiz'lﬁE agents shall be removed and shall not be worn until properly cleaned.

D. Persons worklng with molten metal. should use leggmgs de51gned to be removed mstantly inan
emergency. : . , :

’

45 HAMROTECTIoN

A. Wnst watches, nngs, or other Jewelry should not be worn while workmg in close proxrmrty to
movmg machmery : ‘ © » L
: o " ' Y x : ' - :
B.. Persons whose work reguiﬁ'f‘ly exposes their hands to hazardous substances, cuttmg or bummg
shall wear appropnate hand- protection such as gauntlet gloves made of'leather or loose cuff
gloves. The wearlng of gl,oves around moving machinery, however, shall not be permitted.

4-6 . LA DERS
g '
. Workers, who

v

c going to use laddets, should:

A. . Inspect ladders to be sure rungs are solid, tight, and elean and that rails are not cracked. Avoid
using any ladder with weak or damaged.rails, steps, or rungs. -

. i , )
B. Open stepladders fully and lock spreaders.

C. ~Use extension ladders only up to 60 fect and have enough overlap. If the ladder is extended less

than 36 feet, have 3 fect of overlap between sections; if extended between 36 and 48 feet, have 4

* feet ‘of overlap between scctions; and from 48:to 60 fcet, have 5 feet-between sections. Lash or -
otherwise secure the ladder in place.

D. Never allow more than ope man on a ladder.
- L)
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«Supply firm fobtmg for the ladder. Jf the ground is- soft or uneven, use boards under the feet of
the ladder. Gl e s L o P

G X ‘Ute 440-1- rule in setting up extennon ladder It i easy to ﬁgure smce the rungs on most ladders
. are one foot apart Gount ‘ "rungx up to where the ladder rem on tlle wall If itis 16 feet, set .

f G ‘ inq ip or -down Hold on with both hands Cany tools or suppllee in
. .‘.pocketsorhaulﬂxemup”'] ‘ahne :

H. Move the ladder frequently mstead of. reachmg over too far, Follow the rule of‘keeping Iyoul_" h‘elt ‘
' bucklebetweenthesrdermls L ‘ L , R o
I Lcan toward the ladder when workmg and keep one hand free to grab the ladder.

-], .Carry the ladder with the front end lugh enough to clear anyone ahead of’ you

47 _RULESFORLIFTING - oo T e
g A - Size up th_e load;  do not attempt to lift it alone if there is any doubt in’ your mlnd of your ability:
C vtollftlt - o - :
B Always make sure your footing is secure. - C _ R L ]
C ' Place feet close to the base of the object tovbe lifted. '
 D. Geta good grip on the loa{d' | -
E. Bend your| knees keep your, back straxght )
F. Keep the load close to the body : |

G. B sure that you can see past the load.

‘H. In team llftmg, cooperate with your buddy when carrying a long object; with a two- -man carry,
both’should carry from the same side, be it rlght or left. :

I.  When, putting down a load, take care and reverse the lifting procedures as this operatron isas -
dangerous as lifting. _ % : ’

48 WOMEN'S APPAREL

Inapproprlate clothmg is one of the contr‘ibutmg caSes of accidents to womeén in industrial situations.,
To reduce this type of accident, definite regulatlons and standards should govern the type of clothmg
that may be worn. _

»
Hngh narrow heels or shoes are hazardous. Recommend and insist that shoes with substantial. soles and
heels low and broad enough to insure fxrm comfortable footing be worn in the shop.
& . - g R a
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';E‘Sinitation demands that gn'l’s working in kitchens and ca,fetenas cqvex‘ thexr hair entn‘ely
or semng food, pupils must wear ahaxrnet g g U

"'Loose‘ﬂowmg hair or loose clothmg;are lmzardo

.—-f’ -

atnental jeWelry;,frequmtly cause serlous accidents |

, bracelets, necklabes, and: dthbr‘.'é'
offiments are not to bc wmn while girfs are partxcxpatmg in. shop actw;ts:es, , s N

. P 1..'-

. »4-9 smrroms

| . B . . | ‘ : \\ ’,"‘:-”‘//‘ ~, -‘ :‘ g v‘/“ 'i' » \ L.
. e ,

A lnspect the scaffold before mountmg It shbuld be sturdy, free of knotty or defectiVe planks

' ‘.level and sohdly pOSJtlonCd - % _

B. /' Keep the scaffold free of scraps, loose tools, or ta,ngled lmes RV

v

-C. Follow the manufacturer §: mstructions to tlie letter when assemblmg

l).‘:‘ij,r Lock and block wheels before chmbmg Never nde amllmg scaffold ) ,v., S L ’
E I‘LCVel the scaffold after each move, but don textend adjustmg leg screws more than 12inches | o
) F. Make sure the deck isn’t higher than four times the wrdth of the smallest base dimension |
G. “ 'Lash fixed scaffolds at. mterva.ls of 30 feet. of length and 25 of hClght - ' . .
H. | ‘Check all pulleys, blocks, hooks, fittmgs, and ropes én swmgmg scaffolds

‘:_._._4.10 WORKING AROUND MACHINES L ’ |

: v‘Machmes should be stopped and Iocked in an “off” posmon before Bemg orlt:d lubric:ftcd or .
adjusted C , “ cry o . s ag

] ; - K ’ c, h;B’ » .
E Clean chips off W1th a brush not w1th arag or w1th your hands <- - Y

/Goggles and other protective equipment should be worn on the ]ObS ‘which require them ‘
Operate a machme only after you have recelved thorough instructions and have been given permission

to do SO.
Q

‘Ask questions if there is anythmg about your. work( ‘that you do not understand To be safe you must
know what you are domg, especxally when w0rkmg around machmery -~

Guards are for yo‘ur.protcction; they should all be in place befor'c-starting‘your machine._
Wear suitable clothes. Work clothes should fit snugly Anything that can catch in machinery is taboo,

such as néckties, loose patch pockets, wrist watches, rings, earrings, or gloves. (Long hair must be’,
. clpsely covered for safety, and you can do the job better if you wear low heels for standmg )

R 'Opérate only the machines to which you are assigned. . .
51
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~ 411 HAZARDS OF OFFICE AND CLASS#OOM EQUIPMENT. . : 3

' One of 'the pﬁmc requisites of a successful safety proér‘zﬁn is the awa_r-enéss of safe attitudes on the paﬁ ’
. of.all emigipyees. Safe work habits should be an’integral part of éach day’s work in which the mental
© attitudes”of the. employees - shall receive constant involvement through repetition of safe thinking .

-

-2

et

prm;e”cs L o
/A. ‘Hazards of Office Machines | . A T S
e . o e . e . o

L '.Ofﬁc':c'ma_chincs, should be properly located and placed in & manner so there is no danger of

7,."-'__,_fa}ling. , S _ | . Coe

.-

o .Ofﬁcc machines should be equippéd with three-wire grounded circuit. Care should be exer-’
i~ cised that the ground wires are propetly connected before the machines are operated. .

N SR : o : ' S
3. Electrical machines and connections should not be touchtd with wet hands or'operated on
dar{np floors. C L '
4. ofﬁce’ machines should not be adjusted, lubricated, or cleaned while they are rﬁnning. Make
sure the machine is stopped by pulling the plug out of the outlet.
. B. Hazards of Desks, Tables, Etc. =
1. Db:‘not use glass tops; only shatterproof glass shall be used with beveled edges.
k2 . M .
2. Pencil sharpeners shall be mounted on desks or tables so that they do not protrude. -
3. Drawers should never be left open. Keeping ther closed is a sign of a well managed ofﬁéc. :
4.  Always.use the handle to close typewriter desk compartments. ‘Since weight hahdling of
o - typewriters is invélved, it should be standard office procedure to have these type mechan-
o “:‘l, R '--'iﬁms fully explained before using, T : ' :
.. i . ‘ . . e
5,  Desks, tables, etc.”should have rubber feet on them to prevent creeping. Misaligned desks
* -, and tables can cause strains and injuries to fingers and hands. ' ' : '
6. Desks and tablaggshould be checked for splinters, dangerous cracks, and loose vé'neer. ‘

C.. 'Hazards of Typewriters

7

- 1.

2.

Never use carbon tetrachloride for typewriter cleaning.

-

COEEEN

Since many cleaners are highly flammable, lighted cigarett—es should not be permitted in the
vicinity of typewriter cleaning operations. . . .«

Typéwriters should always be secured to the surface upon which they arg'sét.

*

Db not place typewriters‘upon unstable surfaces from which there is a danger of falling.

59 - R
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”*,".accustomed . Lo , : RRLIE

3, Sprmg tcnuon bolts should be chy y )
5 cauae a person to be thrown w:th oS

. 'Haza.rds of Fani . I '
1. Chcck fan regularly to makc sure that thc guards are not dcfe.cﬁ S W lad‘cs are o
secure, o ok ' ’

2. Fans should not be placcd on low tablcs, boxes, chau-s, etc. or 'Ja_tion_ where

1nd1v1dua.ls mxght catch their clothing or hands in thcm

3. Al fans should be cover-guarded with wire mesh. There 1 may be Toss s i
. but this will be compensatcd by eliminating the major cause of fan acé 4l 7

4. Floor typc fans should not be placed in locations wheré they will prcsen’f ' .l_p,pnng hazards.

. Hazards. of Wastc Baskets . - e

L . Metal waste cans may have sharp points or fragmentcd cdgcs which may tend to cut the

e -users;_"- . ; oo :

2. Broken glass antl other similar matcnal should bc thoroughly wrappcd bcfore dlsposal into

waste cans,

ety

t

T

Hazards of File Cabmcts

RS

1. Fllc cabinets should be sccurcd to prcvent their being &crbalanccd.{ thrc two or more
cabmcts sit side by sndc, thcy should bc fastcncd to each othcr

N

~File drawers should not be lcft open. Always use tl;c handlc to close them.

3. 'Heavy materials should be put in the bottom drawers, lighter materials in the top drawers.

y

4.  Pull only one drawer out at a time. ’» o e

5.- File cablncts should be checked pcriodlcally for burrs and'sharp edges. J
6. Never place materlals, boxes, other files, etc. on top of cabinets. Not only will they fall but
they put undue strain on the pcrsons hftmg them, reaching up to them, etc.

. L
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In the realm ®f food scr\nccs, one thlnks pnmanly of kl:chcns However, there are sevcral other areas =
dosely connected to the kitchen such F.s the place where foods are dispensed, the area where bread is

baked, etc., but becaUsc the kitchen
Ppresents the greatest accldcnt preventlon pro lems .o

ction is a major scgmcnt of “the food service opcrauon, it

- - - » «

A Gencral Safety Practlces

1..

i

10,
11.
12,

13.

14

15.‘

A first ajd kit is acces.sible to al] workers.

B.  Receiving Arca

’ N . -
Nevcr .asslgn an employee to any machmc or mcchamcal or clcctncal dc‘vrcc Lglcss he has
received mstructlon rclated to the safe operatlon

Elcetncal appllanccs should be’ shut off when not in use and dlsconnccted when bcmg_

« clcancd

- All horseplay and PraCticalekcs are p;ohibited.

Smoking is prOhibitéd in ded service areas where food is prepared, served, or stored.

Do not apply force to-glass containers. If tight, try hot water on metal lid or carefully tap "

lid. If thik fails, wrap lid with towel before trying to open.

%\,
Do not over-load pushcarts or dollies. A

T w

2

¢

v

5‘.‘

Keep sharp protrudmg objects. out 0f the aisles and away from busy workers all drawers
should be kept ¢ closed o

~

Place all cleanmg qullpmcnt such as brooms, mops, carts, pails, etc. where they will not be a
hazard to workers.” a ‘g 4 '

Keep aisles clcii!'l and cléar' at all times. ° s T
High heels should not be worn on the job. . ‘ .
Appropriate cloihing is essentia] to a safe program,

All accidents, no matter how fninor, should be reported immediately to the principal.

-

Kecp all cleanmg products away from food .

Exhaust . hoods must be Operated at all times when ranges and/or steam kettles are in
Operatlon FlltCrS in hoods should be kept clean and free of accumulatlon of grease.

‘ BC‘"suré that:. . ’ o _ ‘ o
1.. Floors are in safe condition and are free from brokcn tile, defectwe floor boards and unsafe
' or sliding ﬂoo\mats . . .
' 54 ¢ . & |
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2.. All employces are mstructed in correct hamdlmg methods for vanous types of matena.ls ’

Trash cans are leak proof and adequate in number and size. T B TR
4., Floors and/or‘deck areas- are clear and hazaxd free if garbage dl#P“al ‘"'ea is adjacent to or
part ‘of the, general receivingarea. . T o N .
. . ) X Tl } . ‘# ) ‘ . re

. B, Adequate tools are avanlable,for openmg crates, boxes, cartons, barrels etc.
L C. .Storage Area . - L
Make-certain that: : . ox

I, .Shelves,are adequate to bear the weight of items stored. : ) K | .

2., Heavy items are stored on lowey shelves.

3. An appropriate size ladder is available at all times.

- 4, Carions and fla'mmable ;natoria.ls are stored away from light bulbs.

5. nght bulbs have a screen guard .
P S ' .
6. An approved fire extmgulsher is available. {Every employee should famlllanze himself with
‘the proper, methods of operatlon of fire extmgulshers ) ' :
" S ;

-

D. Pots and Pan_s Area . R

Ry

" Be sure that:

o .

1. Floors are in good safe condition. Periodic mopping is essential (at least once per week).

2. . Floor boards are free from broken slats and protruding ‘;mjs

3.  Portable and stationary racks are in safe condition, .

4. Employees are familiar with safe means of egress if locked in freezer.

A
_" 5. Aisles are _freé_and clear for, svafeb movemejlt. o . LT )
6 ' He‘avy>item._s: are s.tprcd closo to fioor. ',»--' e . "’
'E.' Food Pfépa;raiion Area, e K
: 1. ﬁloctﬁcal equip’me.nt ’oh'oold be _pro{;efly grounded.. o “ E v

2. Electrical equipment should be inspected regularly by electricians.

S 3. Er‘nployees should avoid l.ea_ning against egil'iapment'when turning it on and off, )

55 , .




| 4. Floors should be kept clean and free of sprllage ( 6es shoul_d immediately clean up

- ’ -spnlled 1tems) _ O
\ . . = N . .
. ‘5. . Enmloyees must be, properly mstructed in the safe‘operatlon of, machmes (No cmployee .
- o useany powermachme unless tramed todo so.) R .
6. "Guards shouldbeased. S IEEE T -
| 7 : '-.:A pusher or tamp should be provrded for use w1th the grmder ’
8. " Mixers must be in safe operatmg condmon :
9.. Beaters must be propcrly mamtamed to avold mjury from ‘broken metal parts and forergn
. . artxcles in food - : _ : . -
. Ps - : \ .4\__/ .
10. Machines not workmg properly should be tagged and put out of service. (Tags could be
. made in each school ) _ : s :

s

) a) "In emergency, the Division of Mamtenance should be called.

A'b) Other requests for repalr should go through the-principal in wntmg to the D1v1s10n of
Maintenance.

F. Serving Area
1. Steam tables should be cleaned daily and regularly maintained.
2. Safety valve equrpment should be ‘operative. . ' _ : '

A Servmg counters and tables should be free from broken parts and wooden or metal shGers
' and burrs.

4. Glassware, chlna, s1lverware and plastic equlpment must be mspected regularly and chipped
or cracked items disposed of.

5. Floors and ramps must be in good condition. These areas should be mopped daily.

oo 6. _The traffic flow should be set so that chlldren do- not collide while carrymg trays or
' ' obta.mmg food. - :

3 4 13 GARAGE AND REPAIR SHOP SAFETY

a »

: Garage and repair shops encompass a g'reat vanety of functlons and\ }irese‘ﬂ’t in varymg degrees
.numerous ‘and potential causes of ‘accidents. Some of these ‘potential sources have already produced
accidents, some of ‘which were of a serious nature. The safety hazards covered herem are applicable
mamly to garages.

7
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“CarbonMonoxide - - - el T T e

"1 There should be no valve between boiler and the end of the lance.

3.  Operators should bej' ;eminded of the dangers- i_rii\./ol'vehd in steam cle;ming. _

. . . . S . B .
. + . . . - . . .
S . . A g

Carbon monoxide is a non-irritating, colorless, tasteless, and odorless gas commonly caused by
fuel burned in the absenceé of sufficient oxygen or wherever .combustion is incomplete. Either this

~ gas should be piped off from the garage area or doors and wmdows should be left open so that - '

fresh air can come mto thc garage area. Carbon monoxide gas 1s a: potentlal lullcr. .

S e o A f‘-'.a

.':Steamclcamng - o C . LT

.. N

s .

2. Water should not be ocrmit’/téd to get loi;vz allowing the boil‘e.r‘ to become .ovor_-heated.,

R .
.". LY

4. The cleaner should never 1bel left unatiended while the burner is . S
5. The operator should be provided with eye protection, rubber gloves, apron, and boots.

¥
]

jacks ¢ _ S X - o ‘

» ) - .

1.  Pressure tank should meet the requirements set by Amerlcan Socnety of Mechamc.al anl- g
neers, o P .

2. The jack should be eqmpped with a safety rachet that prevents the load from dropping if

the pressure is released. s

3. The ratchet should never be made inopcrative.

<7,

- 4. . Hydraulic jacks should only be used to raise a piece of mhchihery into position.

5 Hydraulficjacks should never be loft unattended with a load fra_ised. :

&

v EIcctric Chain Hoists | - ‘ 'j_ o g _
. ) . ‘gﬁ,‘l e s N i
All hOlsts should be provnded with a chcck stop and a wire rope dround the support *“I” becam and
fastened to the honst _ L, .
) S » "“‘.f. S
Pits - ‘ ‘ : e
L. Floor openings such as drain trbughs sh“o_u]d béigil:’ir‘dcd with covers. &

LA

2. Pits should be provided with a curb four to six mchcsénqh 'to prevent cars from drlftlnq into

the pit. - . S R
' ' o ' .“';,m’w.,..“:
3. 7 Open plts must be prov 1dcd wnh a portab]c*rm]mg, r'opc ‘or standards whcn not in use.
. o : >

T4 Stcps into plts must be clean of eﬁ!}c oil, and watqg. Tools, parts cte. must not be left on

. slcps

é
G4 ..
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5 ngh’ts in pxts should be enclosed in vapor proof fixturcs L
B : Thc ﬂoor of thc p1t must bc provxdcd with a dram Oll absorbent matenal should be uscd to- '\

o e soakupspillage : . R ' . _ : o

L ‘Solvcnt use dina shop should be low in toxncxty and have a hlgh botlmg and flash point. -

Y:Standa.rd commeraal dxp tanks should bc uscd complcte w1th hds that are counter-welghtedv
"/ -and have a fusnblc lmk conncctlon abovc the solvent. o : .

-8 ‘ Rubbcr glovcs shouId be uscd whcn workmg with solvcnt

4 Usc of Car.bon tgtrachlondc or gasoline in dcgrc_asmg jobs shoulol be avoided.
-'414' HEAD PROTECTION * |
R R
Spcc1a1 protection for thc hcad should be provided and wom wherever there is a hazard from ObJCCtS '
falling from above, or where  thére i is danger of bumpmg the head against ovcrhcad structures, mov1ng
equipment, or swmgmg loads of matcnal :

‘

‘ 4—-15 CAUSES OF HAND TOOL IN_]URIES

Y

Among the chief causes of hand tool mjuncs, thcrc arc four which are ﬁcscrvmg of partlcular attcn-

-tion: ' .
- ) . . .. ‘ . ' ;.a.’j}".
A. Defective Tools . o ' 7 : L i

) : T : ‘
‘Altho‘u'gh it sometimes happcné that a defect can be created i in manufacture, this hazard arises
most frequently because hand tools are not maintained in good condition. Mushroomed, cracked, -
or chlppcd heads; dull cutting edges; and cracked or broken handles are illustragive of this point. N

4 -

" B. Using the Wrong Tool .

Many an 1njury has rcsulted from using a wrench for a hammer, prying somcthmg with a screw
driver, failing to use a non-sparking tool in an explosive atmosphere, and so on. To put it directly,"
" the degree to which hand tools are used improperly in an installation is a direct reflection of the 7
attitude of your pcrsonncl tov;?d safcty, and accident prevention attitudes must be developed in N~

personnel. -

v C. Inc~orrcct‘Mcthods of Use

Do your men clamp the work securely, and cut close to the vise, when hack- saw1ng a piece of
plpc'v’ When using an electric hand drill, is the drill bit always inserted FULLY .into the chuck? Do
they ever clean files by striking them against something, rather than wire-brushing them? Do you

o : . 65 | L.
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Cr. Wik "shpped? Personnel should be urged to avord all these hazardous practrces. .

.'lHousekeepmg S

. -

.

.d -'tooll carefully segregated from other tools? Are your hand tools. stored ina
 racks? Are your files ever left lying in a moist atmosphere where they can
your @eéctric drills eleaned and checked regularly? Are your drill bits protected when

not in use? These and other signs of poor. tool housekeeprng should he avoided, . i
4-16 combnmnn*roor.smnmmnnmcrs I x -
A review and d.rscusslon of the followmg brief outline and of the more commonly used hand tools and:

. the defects often found regarding them will be of assistance in monthly negular safety.inspection:

A. Chrsels .Punchﬁ‘, etc. o . Mushroomed ‘heads, chrpped pomts over- tempered '

/ heads or ‘points, shanks too sﬁo?t fof safe holdmg
B. Dﬁﬂs,-hits, etc.. - Wom or battered hcads, over tcmpered dull, or
S © worn cuttmg edges i :

C. Filess D Handles mrssmg, chrpped ‘ends, womn or filled
S : " teeth. . - —
~ D. - Hammers . - - - o ' Insccure, Spht or rough handles; chlpped heads;
¢ ‘ v sprung or broken claws, poor balancc '
E. .Hooks, TO"S;" N " ' Dull pomts, lmproper shape, fmger-pmchmg
T - C : hazards. _
F.. Knives . ) o _ ck of finger guard; loose, ‘broken, or too-short
: ‘ o, handles; dull or mckcd edges or points. .
G. Lifting Jacks - <+ - Wom thrcads, sprung, worn, or poorly designed
v ~ holding dcv1ce, worn or broken operating handle. .
“H. Pick-axgs'gnd Axes " Loosc or split handl'es;‘poor balancc; dull, nicked,
. ' " orover-tempered blades or points.
"I Saws ,‘ E "-" ' : Improper or inadequatc set, dull or improperly
B ( ‘ grotind teeth, sprung blades, loose or split handles.
J.  Screw Drivers S ' Split or battered handles, chi'?ped or bent blades,
o bent shanks, i
K. Shovels '4‘ | ' - .Split, rough, or loose handles; bent or Jagged

" blades.
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_4-17 GUARDINGEQUIPMENTANDTOOLS o o

Worn or sprung Jam,”rough or: spmng hhdles,
wom or broken mechamsm. 3

2

o SWH il rat:ons, wom or lmecure o
chuck, (oh drills, etc.), no. guard or i aate '

" guard (saws, abrasive wheels, etc.); lack of auto- B
matic cut-off “deadman control.” ' :

e

-

Machme guardmg is dnnded into power transmxsslon,, movmg parts, and oint of operation. Power
~ transmission implies moving parts such as shaftings, pulleys, belts, ropes, cliain drives, and sprockets

that transmit power from the source to the working parts of’ the machme. The movmg parts are the -

‘accessories to. transmission such as feeding devices, tranks, connecting rods, governors, and moving -
" heads. Point: of operatlon is- that part of the machine whlch does the work on the material being -

processed. - R o .

A.

: Other Operating Hazards of Machine Operations: -

" 1. - Unsafe arrangement of work area.

3. Faultyventilation. , ' v

Functio'ris of an Ideal Maqhine Guard -

L Full protection to the.gp'erator and pasaer-by. -

2, Maximum protection,for the fepairfnan and oiler.

o

3." Be mterlocked where possnble sO. that the machmc is inoperable unless the guard Is in place

4. . Be strong and secure enough to resist wear and tcar

"

5. Be secure enough to retain broken machme parts in case of failure.

.

6. Mustnot introduce any hazards of its own. . ;

7. Must not mterfere with productxon Provide maxnmum protecnon consistent with produc-

tion requlrements

2. Faulty illumination.

4.. Excessive heat.
¥

5. Monotony, noise, and vibration.

-

6. ‘U'nsafe worle clothiﬁg. . 67 . v _ _
T | 60 L e 3



'B.. There shall be a ﬁpe leading’,from the drain valve to a position' in which}a‘bldw out will ot strike 7.
. serion ‘4 = I o . ‘ : ¢ .‘ . ‘ ; . ' ‘ .. . ‘:‘u‘ v'b-‘!_x‘: : !
' C . The air mtake :shall bc placed in a posmon $0 /as not ‘to draw any ﬂamma.bl'd matcnals rnto thc ‘ *. :
' compressor. - . . . 3 SRR SRR LR

. L e ' " it , . '_.g . o A-,f..‘

v

‘ D The air receiver should be cqulppcd with a gauge and safety valvc Thc safcty valvc shauld be -
tested regula.rly to make sure it 1s operative and shielded so. nd “one’ 1s mjurcd by thc air rclcascd_v +
'from it. S _ S - - W T SR
E. Al clcctncal equipment and switches on thc comprcssor should be mstallcd m accordancc w:th T
the Natlonal Elcctnc Codc T : B .o ET e

, <t s - . ' v
" F. Thc mam sw1tch shall bc provxdcd Ylth ‘!x lock for malung rcpalrs e o
- : . * - a " ’4 N ﬁ;.‘
v‘ G. Thc automatic’ regulatmg mcchamsm should be deslgncd and constructcd so that contacts cannot
- lock or fusc in the operating posmon '
H Sa,fc opcratlon rcqulrcs that it Be propcrly mamtamcd - L _ h Y

v

-, 4.19 DRILLS MASONRY z.'“ r‘ s o | -,"; BN ',“‘; . -
thn drilling wath masonry dnlls', use safcty gogglcs or facc shields- and/or face protectlon Aftcr _ .
© heavy usage, the'heads of drills becomé mushroomed from hammer blows and should be dressed down -~ .- °
to keep sharp partlcles ‘of metal from breaking off and striking the user. -After use, remove the dirll ‘ "~'
point from holder before storing the tool: Use standard dnlhnghammcr for dnllmg purposes. Usc dnll PR e
holdcr with guard to protcct,hands And always use proper drill fo'r the job at »hand . Q, C
420 DRILLS, PORTABLEELEC;I‘RIC LT
. ) ¥ L L e e o L : P
glasses and/or gogglcs when performlng dnlhng operatrons ' '

.Portablc drills and hammers shall be of approved desrgn and have thrce conductor cords which’ provrdd =
_ a grounding connection to the tool, If no three- conducto,r receptacles are provided where drill is used »
a B-cord atlaptor shall be provided and used to ground equlpment (The removal of the ground w1re on
* any cord is a violation of the MCPS sa,fcty rules ) B .
Use sh dnlls and do not forcc the'm as it is possible to brt:ak a drill under undue stress Remove
chuck’ keys before starting to drill, and do not use fingers to clear chips from the point; use a brush
thn drilling "blind, check for' concealed pipes, wires, ‘etc. Be sure that the drilk does not injure a
person on 'the' other side of wall. Take specnal precautrons to keep extenswn cords from tnppmg

,‘_co-workcrs or passers~by R > e

s -.,, I =z . R 3 *
T ] - o

: . ! . : e . .

* . * - . - . . . . .
. ) _ . . . e .
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421 GENERAL REQUIREMENTS OF GAS WELDING AND CUTTING -

A. In performance of welding and cutting operations, onlf apprgved equipment such as blow-pipes,
torches, regulators, and acetylene generators that have been examined, tested, and found to be

v  safe.guarded as far as practicable shall be used.

B. All cylinders or containers used for the. storage of fuel gases and oxygen shall be constructed,
chargcd, and maintained in accordance with nationally recognized good practice.

C. For the purpose of identification of the gas contained, every cylinder orsupply manifold shall be
., marked with the name of the gas contained in accordance with natlonally recognized good

practice.

i

422 STORAGE CYLINDERS , N

A. Cylinders of fuel gases stored inside a building, except those in actual use or attached ready for
use, shall be limited to a total capacity of 2,000 cubic feet of gas (250 pounds of liquified
petroleum gas). A separatc room or compartment approved Wy the fire marshal should be
provided, or cytinders should be kept outside or in a special building. Buildings, rooms, or
compartments provided for such storage should be well ventilated and without open flame
heating or lighting devices. -

B. Cylinders stored insidc buildings shall' be kept away from highly combustible materials and in
locations where they are ‘not subject’ m excessive rise in temperature, physical damage, or

tampering. All (ylmdcrs ln(ludlng empty Ones, shall have th( ir caps in place and all valves tightlye
closed.

" o
4-23 GENERAL SAFETY RULES FOR WELDING AND CUTTING

_ (See Montgomery (I()unty Fire Regulation 84-35.)'

"AL Nu deviee of .ltta(hm(‘nt luxlltmm, or p(rmlttlm, mixture of air or oxygen with combustible
gases prior to consumption, except at the burnér or in a standard torch or blow- -pipe, shall be
allowed unless approved by the fire marshal for the purpose.

v

B. “The user-shall not transfer gases from one cylinder to another or mix gases in a cylinder. All

cylinders should be stored upright and secured.

[
~

C. s Acetylene gas shall not be generate l. piped (extept in approved eylinder manifolds and cylindet

manifold connectionsy, or atilized a pressure e excess of 1H pounds per square inch gange
pressure, except when dissolved a suitable solvent in (\lm(l(ls manufac tuu(l according to
Interstate Gommerce C()nllnlssl()ll cguirements,

X}

L3

- ' ‘

- Do The use of Trguid acetylene is prohibited,

|’3, Acetylene gas shall not be broughy in contact’ wnh un.llluy((l copper exeept m a blowpipe or
torch,

F. " Oxygen shall-never be nstd, from o evlinder or-eyhlinder mantfold anless a0 pressure regulating

device intended for nse with oxyeen, and so marked, is provided. ,
.. . \

™
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Aruitoxt provided by Eic:

M.

Fuel gas shall njévcx: be used from cylinders .through torches or-other devices equipped with

* " shut-off valves without reducing the pressure through a suitable regulator attached to the cylinder
-.valve or manifold. - ’

[

Cylinders, valvcs, rcg’ulaforq, hbses,'and other apparatus and fittings containing or using oxygen . -
shall be kept free from oil or grease. Oxygen cylinders and apparatus and fittings shall not be
handled with-oily hands, gloves, or other greasy materials. ‘

N

- When moving compressed gas cylinders by crane, cradles shall be used in order to reduce the

possibility of dropping. Ordinary rope slings or electromagnets shall not be used..

Oxygen and fuel gas cylinders and acetylene generators shall be placed far enough away from th
welding position that they will not be unduly heated by radiation from heated materials, by
sparks or slag, or by misdirection of the torch flame. Co .

No gas welding or cutting shall be done in or near rooms or locations where flammable liquid or
vapors, lint, dust, or loose combustible stocks are so located or arranged that spatks or hot metal
from the welding or cutting operations may cause ignition or explosion of such materials.

\ , ) T .
When welding or cutting must be done above or within ten feet of combustible construction or
material, or above a place where workers are employed, or where persons are likely to pass,
noncombustible shields shall be interposed to protect such materials and persons from sparks, hot
metal or oxide.
One or more approved ‘Class C fire extinguishers of suitable size shall be kept at the location
where welding or cutting is being done. :
When welding or cutting is done above or wi¥hn ten feet of ‘combustible construction or
materjal, a fire watcher shall be on hand to make use of first aid fire cquipment.

¢

4-24 SCHOOL. BUILDING ELECTRICAL SYSTEM

N

Inspection of Appliances

L. Only inspected and approved electrical appliances shall be used by school personnel.
2. All appliances shall meet acceptable standards of national code.
. ’ . i
230 Al eleetrical appliances, stationard or portable, should be grounded properly befare using.
+ Installation and repair of any clectrical appliance shajl be the responsibility of the Division

of Mantenance. -

5. Students should not be permitted to repair or install any electricil cquipment.

6. Electrical installations shall be installed and maintained by the Division of Maimtenance,
except changing of bulbs, both incandescent and fluorescent, which should be replaced by
building servicemen, '

N .. <
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N ' . . L ' s
i X . “ b 1
2 . T N .

- of Mamtcnancc 1f using ﬁpecxﬁc elcctr;wr Rofwel. : o .' .
U8 All electrical outlcts and mtches should be covcrcd by an approvcd covcn
’ e e . )
9.7 AR pancl boxes.should be kcpt lockcd T
> S |
B. Inspccl;idn Tips fo'r.Pg;&a?le Electrical Equipment . o
The. point is simply at'ALL glectricity should be treated with rcsp‘ect It should be remembered
that it is possible for a very small ‘“‘charge” to kill or do setious injury. This is true also of
so-called low voltages usually found when the work includes handling metallic objects and mate-
'rials, working on damp surfaces, ‘performing.outdoor operations, and using electrically-powered.
equipment and doing similar work. The following are some valuable safety precautions to keep i in
mind: * :
1. . Be sure that the tool shell is properly groundcd through an_approved three -pronged
' polarlzcd plug or through a sepa grounding wire properly attached to the case of the
tool and securely and- effegtively attaﬁed to an efficient path to ground. :
2. Caution should be observed in “the use of electric tools whlch operate at more than 50 volts
in any wet or damp locatlon '
. ‘A -
3. Cords or cables or clectnc tools should be of an approved type only, and if damagcd should
be replacel — no sphcmg o : "
- B ~
4. An electric hand tool should never be suspended by its power cable in cxthcr handhng or
* storage. :

Y
.

5. Cords or cables should not be permitted to lay on ﬂoors or elsewherc wherc they might be
damaged or prescnt a tripping h‘u‘ud - ; 1

6. Check recéptacles and cable connections for damage, both at the tool and plug ends.

7. Never operate electric hand tools in or near an ¢xplosive atmosphere.

C. Specific Hazards y
Employces' who operate, maintain, or re pair clectrical equipment should be made lully aware of
" the hazards of their duties. : :

» .

426 SAFETY WARNING TAGS*~ ° o I

Warning tags must be used whenever equipment is being serviced to prevent injury to p(ls()nn(l if
machinery is activated. The tag should be ‘lll.l(l\((l to the switches of u)n(ml of the cquipment.
Warning m;,s’ should read, “Do not operate.” The tag should show the namie of the unplnyu who

attached it and the reason for the shutdown, (This would also apply-to ;wdmntmn cquipment
i B -

or any ather school equipment.) _
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| 426 EMPLOYEESUGGESTIONPROGRAM, . . °
; For ‘thosé-jéiiggestions which reduce haz?.fds or otherwise iniproye safety, awards ranging between .a -
s Minimum of $10.00 and a maximum of $50.00 may be granted. (See MCPS Regulation 470-1,)
Y '\.{N Lo . PO - ) . - . . .
A I T, . K : v ,
- 427 W‘&; FOR SCHOOL PRINCIPALS

>
<

‘When principals aré“:"'c;ﬁ‘lc’avg,va't_any time,. a certificated staff'member is to be designated in writing as
. acting principal. Whenever feasible; the desighation is to.be made by the principal; and the principal
- must notify the appropriate official of the name of the staff member designated. In other instances,

the designation will be made by the appropriate officidl.. .

r, .

428, SUBSTITUTE TEACHERS

Y
1

A. Printipal’s Responsibility. n . o 3
Wﬁen a substitute is assigned, it is the responsibility of the principal to orient him concerning the
school procedures and to see that the substitute is given proper guidance as it relates to school
safety measures. - o IR C e

B. Annual Health Certification * .
All Montgorhery County. Board of.Education employees arc required to submit for each school
year a certificate of health examination by chest x-ray, intradermal tuberculin test, or physical
examination by a physician ‘that includes a chest x-ray or an intrallermal tuberculin test; and the
Montgomery County Health Offices shall be responsible for establishing acceptable criteria {type
of chest %-ray and/or tuberculin test) to show evidence of freedom from active tuberculosis. (Sce
MCPS Regulation 285-5.) ot S « ¢ . ' o
429 WORKMEN'S COMPENSATION INSURANCE (MCPS Reéulhtiorf 445-2),}

9 . S : . ‘ O
.Workmen’s Compgnsation Insurance provides for the disability of an-employee that results from an
accidental personal injury sustained by the employee, arising out of and in the course of his employ-
ment, except where the injury is occasioned bysthe willful intention of the injured employee to bring
about the injury of himself or of another, or where the injury results solely from the intoxication of
the injured employee while on duty. (See Article 101, Annotated Code of Maryland 1951.) In general,
.all medical or hospital expenses directly associated with an injury resulting from an on-the-job acci-
dent are covered by Workmen's Compensation Insurance. The following are steps in the claim
proceduré: : ' ‘

. ) =

. A. Embployee Accident Report Form ' . :

The school official shall complete the Employee Accident Report Form in duplicate, send one
copy to the Division of Insurance and Retirement, Department of Financial Services, and retain
one copy for the school files. '

- -~

B. .Emplo;/cr's First Report of Injury Form

The Division of Insurance and Retirement will-‘complete the Einployer's First Report of Injury

Form..
72
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- D Emplogeel’s'Clai-m for Com;)ensation Form . )

£

C. Surgeon’s .Rep'ox-“t‘ L ;

< The 'Surgeoh’s( Répo;t_will be completed by doctors or hos_pitals‘ar.id sent to ~the Workmen’s

Compensation Commission. Doctor and hospital bills will be sent to the insurance 'c¢ mpany.’
. e — ) o i P ‘ oy

L ¥ /

- w‘ig;_

The emplo"yee’s Claim for Compensation i‘:pmi must be completed by the person injured.

¥
An employee who loses more than three'-(}ays from work as the -result of an accident is eligible for
compensation under the Maryland State Law. . ' ' _ ;

a -

See leave policies under Series No. 430 for disability ‘leave-covered under Workmen’s Compensation
Insurance. : L ‘ S T L
. - v . ' ' ) ' . ' v

An injured employee should immediately notify his employer, through supervisory channels, of the
injury. Failure ‘of the employee t6 report an injury within. ten days of his knowledge of it may, in
certain circumstances, defeat his claim for compensation. The Workmen’s Compensation Commission
of the State of Maryland is the agency erhpowered by lawto act as the judicial authority with respect
to Workmen’s Compensation. ' ‘ ’ -

S
~—
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CHAPTER V

. ' INSTRUCTIONAL AND SPECIAL ACTIVITIES AREA
. 541 INSTALLATION, CARE, AND USE OF MATERIALS AND EQUIPMENT )
“A. Safety Order of Maryland and Montgomery County | o ) Y

All safety regulatlons of the State of Maryland shall be followed except when, Montgomery |
\County Codes requlre more strlngent compliance.

N

v

» B¢ 'Teacher Responsibility

Teachers shall be familiar ‘with the care, operation of, and safety precautions whlch encompass
their specific areas of instruction. ‘ T

-

C. .Power.Machinery
Puplls may not use any appliance, power machine, or other power equipment until they have
received the”teacher’s permission and prior lnstructlon on that pameular machine and have
der’nonstrated their ability to use the machine safely o L

Careful judgment must be exercised by the instru¢tor when permlttlng elementary and janior
high school students to use power tools and equipment. That judgment should be based on the
maturity and ability of the student the job to be done and the safety factors involved when
using the tool. -

D. Safety Tests

It is strongly recommended that safety demonstration tests be given every MCPS student before
usnng'power machinery. :

N - ‘

E. Safety Signs

It is recommended that safety signs be p()stell‘l in tlppropnate placcs throughout all shops and
laboratories. . - 2

F. Hand Tools W » )
(See Plant and Employee, page 49 ) L . °3
G. Shop Wa'ste 7 ; : | -

‘ o

Unnecesst}ry accumulaﬁon of sawdu,st trash, paper, etc. presents a fire hazard. Thercfore, provi-
sions should be made for the removal-of waste each day.

T | o
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"H. Cleaning Fluids . _, o
Only ‘approved cleaning agents should be used. The use: of gasoline or carbon-tetrachloride for
: Cleaning purposes is strictly forbidden, - " V . . .t

1L Safety Lines ‘

7« It is recommended that aisles and work areas be désigﬂat_ed by the use of traffi¢ or similar type
tape, g o ' | : » “

. Pro_téctivq Equipment
‘Pr’otective equipment should be previded for and womn by persons qngagéd in activities where
injuries to the head, eyes, feet, or person are possible. Equipment should include face shields,
-8oggles, welding helmets, gloves, aproms, respirators, or any other equipment deemed necessary °

. for optimum safety. (See Plant and Employee Protective Equipment, page 62

‘52 SCHOOL SHOP SAFETY PROCEDURES | S
-A.“ Indusfrial'Education,"“HOl'ne Economics, Cosmetology

-+ Teachers of these subjects have the responsibility for keeping their rooms as hazard. free as
Possible. Shops should have fire protection equipment and first aid supplies readily available,
Adequate supervision is essential to a safe shop program. Therefore, shops shall not be un.

- attended while a class i5 at work or while machines are in operation. Shop accidents can be
Prevented and the chance of being sued for negligence can be avoided if the teacher:

1. Reports to the proper school authority knowledge of hazardous conditions and de%ects .
relating to shop, machinery, and equipment. . : .

2. Re_gularly:inspCCIS machinery, equ’iprﬁent‘, and environmental factors for safety.

"3, Posts in" his shop conspicuous potices of regulations, possible hazards, safeguards, and pre-
cautions. -

4.  Makes certain that appropriate safety devices and guards are available, operative, and .used
by students.

5. Makes sure students know and understand pertinent safe practices relating to the activities
in which they are engaged. ' c ;
Oy . .
4 k]
,

6. .Requires students to wear appropriate personal protective equipment, such as goggles,
aprons’ helmets’ Zlnd glOVCS during haZard()uS aCtiVitiCS.

T Adequately instructs and demonstrates the use of power tools or other hazardous ¢quip-
ment before-initially permitting such use by a pupil; permits initial use only under direct
supervision of the teacher. ‘

R

8. Shuts off power tools if he must leave the shop.
68 '




- . . . - N

®

9. Exercises contmuous Supervxsxon to sce that Bhop safety practloes are obsenved
10.- Makes himself a model and sets the example for pupils to follow by Permnally obeying
o safety xules and practlges ’ .

’ ¢

~ B» Accndent Reports W | ’ o >
Utilize accident report form to report the causes for an accident and as a guideline for corrective
action in thc school slm’p safety program. g

¥ _ . .
C.. Instruction o . SR ’ ' .
The shop teacher should strive to: L
‘ ' ‘Q\ ' L %
1. Develop in each student a sense of responsibility for his own safety and the safety of others..

' - /
2. Acquaint students“wnh both general and specific safety practheS to be followed while
. working.ig, the sh0p . .

3. " Help students to recognize situations involving hazards and to take the precautions neces-

sary for self- protection and Iehmmauon of the ‘hazards.

&
¥

D. Methods
1. Demonstrate safety consciousness by always practicing safe habits.

© . - 2. Demonstrate the proper and safe use of tools an(\machmes which will be used by students.

. (
‘3. ‘Demonstrate the proper use of personal protective devices.

4. Provide the student with safety mformatzon concerning the safe use of machines, tools and
equnpment .

5.  Discuss with the studehts the importance of proper attitude toward acceident prevention.

6. Conduct ﬁeld trips to industrial plants and cénstruction JObS or prowde audio-visual infor-
mation in order to study safety practices :

| 7. Prouvide for visiting speakers from busmess mdustry and appropriate 80Vemmcm agencies
to SP“lk on safety and health practices . - 7 .

! ‘ . ) PN [y

| 8. Obtain industrial safety manuals and have thém available for,stud011ts. :
E. - Equipment Safety

1. Guards and safety devices shall be maintained on machines, tools, and facilities so that
unsafe acts, ‘while Operatmg the equipment necd not rcsult in an accident.

2. All hand tools should be kcpt clean and in safe workmg ordcr. '

76
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H.

1.

«

. -

. . A p~ .

3. se m 'COdmg on machines to cmphasnzc danger zones. (Usc currcnt ANSI Color Code

4 Pcrmlt students to operatc any power toel -or. machine only after- ;hey dcmqnstratc thc

' ablhty to use it properly.. o ‘ - z v

Good Housckeeping Practiccs ) : - \ -
Provrde for the dally rcmovah‘of. all sawdust, shavings, metal cuttings, 'and other wlas'tc.
material. . : oo .

2. Provide properly marked bins for scrap stoék. i

3. . Provide brushes and broorh; for cleaning. .

4. \\’rovide for the periodic cleaning of lights, wj}:’dows, and walls.
, : o

5.

6.

Electrical Safety ‘ ' ' o T
1.

3

See that motors are provided with overload protection. :

-

° @ B 4 N y . b
Initiate a clean-up program as part of th#8b-personnel plan. o
Locate machines and equipment in such a way to provide easy cleaning and maintenance. -

”

Instruct students that all electrical circuits aie “‘hot” and'must be treatcd as-such.

Sce that an approved ground is provided for all motors, fuse boxes, switch boxes, and other
elcctrlca.l equrpmcnt whether stationary or portable » T

"All switches controlling equrpment should be easily accessible to the operator. ‘

'

Prohibit the use of temporary wiring of any kind in the shop area,

)

Safety

o
See that appropriate fire extinguishers are provided in the area of activity.

Students should have a thorough understanding of fires with emphasis 6n cause and control
and prevention.

Provide instruction in the proper use of fire extinguishess.

Mark the location of fire hghtmg equipment with a large, ‘brlght red” square, arrow, or bar
high enough to be seen over the entire area. :

Request regular_inspcction of fire extinguishers at constant intervals.

Store all ﬂammublc*»liquids.i.n approved safety containers.

70
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. B ¢y e !
! - i" 4' .. L . - & . “ [y
.o 7. " Request provision for a flameproof blanket in appropriate areas. .

8. Pgéwde for the safe bulk Storage of flammable liquids such as gasoline, paint, or thinner.

o - . ~

; Y : ,
9. Instruct students in the safe use of flammable liquids.. ‘ . N
. . . e . .

10. 70'11& r\ags and waste should be kept in metal containers with tight ﬁttihg lid'sT.
: B - , : ‘ . ‘ .
11. A regular check should be made to be sure that exit doors work properly and that aisles or
-+ passageways are kept clear, '
I.  General Practices ‘

.

1. Prohibit “horseplay”’ or prac{ical jokes of any kind in the shop area.

2. Command the instarit attention of every pupil in the area during ¢mergency situations
through the use of a bell, whistle, or alarm. . :

. N *
=

3. Require students to yead and sign an acknowledgement of safety instruction and safety
pledge. ‘

¥ad

4. Report to the principal or department head any hazardous condition in the area.
- 5. Exercise care in handling large, heavy, and Igng pieces of material,
- .

"J.  Safety Practices ' : . o
Safety instruction should be incdluded as an integral part of all the school expericences, and basic:
safety operations should be taught as a part of every lesson. The following safcty-statements.

should be stressed and observed at all times: »

[}

a E' 2
1 ’

1. Teacher Responsibility
a)  Utilization and maintenance of adequate natural and u;t.ifi(:izllﬁlighting.
*.  b) - Placement of equipment. L _ .

4 .: . 1 1 . . . 1 ,. . of - . . f H
c) M‘nqt‘amlr'lg and using guards and safety items that are standard parts for equipment
and machines. :
. \
d) Eliminatjon of all fire hazards.

C. ) . - e . -
) Provision for and the maintenancé of proper ventilation and the removal of fumes.
f)  Provision fér and the enforcement of the use of protective equipment of a persofal
R .
nature. :

A}

x v

g)  Use of color coding fer dcfininé dapger arcas.

. P

ERIC - g 74

Aruitoxt provided by Eic:



"h)  Teaching and-using safety. practices in all classroom activities.
2. Student Responsibility ~ ~ _-"_ .

o -

| a) . Dress should be safe and proper Students shglld also wear aprons and'safety gogglcs at 4 .
- . appropriate times. -
b) Student peisonnel should bc‘ involved in the.safety management of the laboratory.. , ¢« ~’
* ¢) -Make adjustments on power ’equipment only when the power is switched off.

. o d) Al students should be familiar with fire 'drill.xegulations and exitz/ﬁ& .

e) Exerc1se safety practices at all times while workmg in the laborat

: >
K .Safety Regulatlons for the]omter T v <
BT a
1. Roll slcev;s well up the forearm or wear garments with short sleeves Beware of ]oose
,clothlng ora dang]mg neckt]e : s o L

ey - ‘ T

2. Wear quUll‘Cd eye prOtCCthl’l
. ~ - B
3. See that the floor around the machme is dry and dlear of obstructnon and that footmg is
secure. ;

v
s

4.  Give full attentian to the machine. Avoid any distraction. . |
- . . ‘ \

5. Makeall adjustments when main switch in in “off" position and machine is still.

6. Remove guard onfy when rabbetlng and stop chamfering,

x’ e

mches

N

The rma‘imum length when Jomtlng is 12 lnchcs The minimum length when rabbeting is 16

. ] .
- . » .

< 8. Check cutter knives for sharpness and correct balance. - . . -

9.  Avoid using jointer if it vibrates. This is an indication of unbalanced cutter knives.

[ - a ’ ) ' N v ’

10, Use apusher block Wheﬁ jointing#’surface. L ' .

"11. Cover exposed blades with a guard when fence is set in othcr than normal right side
: posltlon Le., rabbeting.

‘“4 a 2 ' i

<12, Use a supporting block on stock thinner than 3/8 inches: -

13. Keep hands clear of blades at all times. Keep hands clear of end of stock.

.
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- 14. Avo:d heavy cuts which are the main cause of klckbacksathrs reduces the pOSSlblllty of the
' hands falling into the knives. o : _

' 15 Alwa?s tum machme off before leavmg it for any reason. -

" L. Safety Regul-atrons for the Circular Saw

1. Before sawing, check the saw blade to be sure it is secured to the arbor and be sure - that the i
' fence is locked.. - . : .

-
- N . . . ' {
) .

. 2 The saw’ table should be free-of.all logse. materlal while sawing; and tl\e ﬂoor around he
machme should be free of sawdust scraps and grease. R *
38." Use the shtter guard and basket feather board, push stlck and any ot.her safety dev1cg| for .
all operations: where they can be used.- ’ _ /—-——"

] ° f -

" 4. ' Stop the Saw and open the master sw1£ch befo{e makmg any adjustments or changmg blades
4 Ce -
5, Talking whlle saw,ng 1s dangerdus - ) o - : ' -

¥

6. Be sure-that the saw 1s sharp - e

. 7. Use the ripping and miiter fences at all times. Free-hand sawing is d::ngerous.

. The lsaw blade should proj'ect Y4 inch ‘above tht?stoeh when sawing.

[0 <]

v

" 9. Stand to one side of the saw and be sure lhat no one is standlng in lme with the :blade while
“ ' sawing.

(8

10.- Reaching over the saw blade is dangerous Us&n off—bearer to support the stock but never
' pull it. 3 :

. . L. . . . . _

> 1. Usea clearanqe' block when cross-cutting.'-' e T 7

12. Use an apron or other means to px‘otect loose dangling ends. Loose clothlng Is dangerous

13. Consult the 1nstructor before sawmg small pieces or makmg specialset ups such as resawmg,
u’dadomg, etc. . .

14. When flmshed w1th the saw, ’lowcr 1he blade bclow the table lev¢l and shut off the mastet

. o . switch, : . ) 4 . B

15. The" openmg between the saw blades and the throat plate should not excced % inch.

)

16. Stock to be ripped should’have a flat workmg face to engage the saw tablc and a jointed
" edge to engage the ripping fence. - .

17. Use eye protection when operating the circular saw.




L M. | _S.';fcty:chula.ltions fér f.hc Ban.:d»Savir'-f;g | R |
- ‘I_. Makc sure thc throat is not blockcd. 3 | ‘ B , - \ r )
C2. | Scc that the blade s in its guides. . .. T lg . .»_-;.'. ' o .
8. Clear the tablgfof, scraps and tools. N " | |
voo4 Cléa} thc.worki‘hg' area. |
. 5._ Check guxdb bars a.nd whecls for proper cle;rance. -. '
6. Adjust the guide to approxxmately Y inch above work S e ( .
' : | 7 Check for proper tension ;f blade. h - - g .
- 8. /S};}hat ;ll guérds ax:e secuure\ly in piaée; | . ‘_ . B g& o > ; .:'
To9.. fieéau_tionlc for. protéctio‘n of mac':iz:'z'r?g.%; o . | A \. " )
L a) : Allow the rt;achine to reaci;‘ma;(imu’m -spééd befo'r‘e starting cut. - » . L . ‘
b) Use proper w1dth Qf blade dependmg upon radius of curves to bt; Cl.lt Never t:rr.l ;vork Sh
w1thout pushing. . ‘ ]
) ' ¢) - Never fOI‘CC the"saw during an\y cut, L ' o | s ..

d) Backing out while the saw is ru%pmg sho&ld.he avoided.
N oL "y

Yooe) Al adjustments should be madc w1th safety switch in “off” posmon

‘n . -
f) ~ Plan a cut before starting it. . : '
. . ) ) :
S . : 2
g) See that stock is. free of nails and screws.,
. b . : ¥ "
h) When‘resawing thin stock, be sure to use feather board and rip fence.
i) , Keep machine well lubricated and in good condition. , N
‘ . v , ..

') ", Be sure the blade is ‘free of pitch. (Keroser;e'on'a pic_cei‘of waste is thg;_’be's‘"t procedure.)

-

k)" Keep blade in good condition as to sharpness and set..
. . . t N : . ’
. . ) . . K N .05 . .
v g 1)- Make relief cuts prior to cutting close curves or circles in stock. *
10. Precautions for operator’s protection

. o LN : . X o ' . ! . -

a)  Be sure that the main switch is.off before removing the guards., |
. ’ ) - ‘ A ’ ' v - h " ' . ‘b’: .
0y oo ) 8 B ° ‘ *
, R . ' ' . ]
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. L oo oo
s ~ - b) - PICCCS wrth curved .suﬁa?:cs agamst the tab‘le,_ should be adequately supported to prevent r
, . rollmg ; y . ! N .
c) * The operator should not reach $0. far behmd the table that it brlngs his face near the '
_'blade: " . » : " r et
) . ‘ ] .".‘ ¥ o ' ) . - A
d) - No one should be allowed to watch the operator from the  right slde as the blade W1ll
shift in that direction if it should break:. . S L
- L e) © Usea push stick to finish cuts on a small piece. ¢ . ) ' N
. . P e - :} : ) {, E
F“ - f) |, Replice badly WOrn_throat plates.” L A R
g)  All clothing should fit tightly, and.ties should be tucked into shirt.™ ~ " - ’
h) _ Leave rnachine only-after it‘has stopped. . ¢ . ‘s ' ’ .
- ) - 4,. s . . ) . e o v f
i) Use eye protection while operating the band saw. .
N. Safety Régulations for the Surfacer - . st e T Sy,
1. Keep’flboor‘ area around machine clear. . . ' ° T y - e
| . ) . ' V R . ~ - T ' '
2. Turn all switches off before making any-adjustments to the blades. . '
) 3. . Insapectfbla(.le“ area for broken chips beforepstarting magchine. - ‘ ._ . : " N
Fa i ., . ‘ . - . .. . . »,cv . o : . El
4. Do not wear gloves or loose clothing, L o . ) ' "‘"““ . .
. S v "-'«\ : *» BT Y : ‘..
5. .. Check thickness of stock and limit cuts to about 1/16 inch. o A
‘6. Joint one face of material before runnlng it through the machine. R '
) 2 . ) . o ST .\3: . . .
, 7. Check board for knots and-nails before usmg machine. LT 5 RPN
'.fj . ' . - s Lm. v A . . ) i ir '-‘h ) 2. ,.!;,‘ .
T .. 8. Use machme-for plecesno."shorter than 14 incheslong.‘ R : "
9. Do not use machinq‘]i.f.t#he knives are .duﬂ. S . S ’ S q .
; . . L. ‘ L . ,» . .' , B . L. .. N o ';.‘.
10. Hold board firmly with b‘oth hands when fecding intdolte? .
. _‘,,,_" 101._ Keep ﬁngers from between board and table. S . e . :
Y_; 1"‘,_ S _ N . X . "« 'ﬁ\.m B P N e . N ‘ ’a .
12: Watch passageways when worklng with long boards. .~ w N - T
T 13. Thlnk theJob* through Before startlng the maehlne - N . Y
14 Stand to xthe side of the stock as 14 is belng fed mto the dehln’C . N 3 o
. : . K .‘.;.. o . ' ‘ . . . ( ’ Ny .'-, N ) oo
W T 7 o 82 . R . : : i « .
. ' . - A . ) . o . ) [
R /3 a - g
' h . N P , .
2 e ’ .




5“‘ S : . . - q
' 15 Use eYe Protectxon whnlc operatmg thc surfaccr. o A .., 'i‘ o Tl ' .
o Safcty Regulanons for the Lathe P ) "f. j',.,é - ‘ . |
I": * :_"1. : -Secure all clotlung - espcclally loose slecvcs and danglihg necktr ‘-,, :
'. %’”m? " Clear workmg arca of all obstacles, kcep ﬂoor clean an,d dry' S ;F ‘ ,
. {;{3 : ‘Traln yoursclf not to bc dlstractcd by anyonc whﬂ}: opqratmg *thglathe X
L 4. Be famnllar Wrth the lathe beforc op:r:tmg it | Y R ‘
5. »Examxnc stock for cracks and flaws and test all gluedjolnts. P
ik 6‘ ,jljdakc sure stock is secmly fastened bet‘;vccn centers or on’ faccplatc. : l
7/. Reducclarge stock to Qctagogal—shapc bcfore placmg bctwccn centers. | . : ‘_ o

-‘P‘ 4 .

8, V"Bc Surc stock 1s well balanced and docs not vrbrate ‘ . ‘ .V

Q 9, ..Rcvolvc stOck 'by_lhand -~ tcst for free turning. Avoid jamnxing"‘vvork"agajnst tool rest. L
[ o . ¢ 2 ‘ ’ o . ’ o o ’ )
v 10. Oil end of 'stdck'tuming on dead center. AR SR

. ..
N L. - S,

11, Set tool rest level wrth centcrs and at thc proper distance. from work

> ae

12. Set minjmum spccd that will do, the Job . _ ' b )

than 3 inches dlamcter'may be run‘at highest speed. D

i .
o i . . '\5*

b)_/"For'3 inches to 6 inches in diameter use at medium speed. -, .
. c) Over 6 inchd®in diameter use at slow speed. . ~ * .
) . ° LI
13. Use only sharp woodturning tools.
, 14. Holdtools firmly and in the correct manner.
. 15. Allow large stock and faceplate work td.coast io a stop. ’
" 16. Never place hands on revolving stockj. N X
'. L o . - - T \ - . R !
"17. Remove the tool rest when sanding. - R
_.18.-"5iAlway; use a face shield when workin'g on the Iath,c. . v i . .
'_P."' 'Safcty chulatr,ons for thc Shapcr ‘ : ‘ Lt : v . B !
. o . } - v é . . . 5 L
.¢ 1. Do not 'wear lovcs or lodse clothing while operating the shaper. Work with the sleeves
» g g P g P ¢ nc, slecves
" T rollcd up abovc the elbows Remove your trc N N : .
| . - -, ‘s * B AR
e A e B N .
’ s : ) -~ 1 : . . . ‘ . / FT 2 T 0
e . 4 ' : c N




Wear'a';facééiﬁeld.. e ) ‘ . - ' _ o i ,-";-_;.".'J_::_ TetLo S
v 0 -\ R ' 4 ; ’w‘ .. ‘ .- ".:’ : .’:.'
. 8, Tum off fhc mamswnch before makmgany adju:tments. N S iy
4, Usc only one-prece cutters rf practlcable. " S BT L ‘. .
: '5. Kmved 6f unequal width should never be used together between slotted collars - . :
6. ' If only one knife is. used a blank o qual ‘width must be placed in'the other side of the
collar for holding purposes.. o ‘ ' T " B
‘- 7. lf correct size collars are’ avaxlable, use them along w1th the other gmdmg and holdmg '
o~ devices. :
8. Use all gllards and holding devices which 'will add to the Safety o‘f the operator_. ‘e,
9. - See that the spindle top and knives. are correctly adjusted and securely fastened. On square -
. cutterheads place a piece of paper between the knives and the cutterhead to prevent them_ o
" from sliding or slipping. Note that the knives ‘must be flat so that they contact the entire - Py
Fy - sprface of the cutterhead The paper must not be too thick. U
10. -Usea gulde pin when shaping with 'collarci ~ : "‘; BEEEEERN
.u . - . . - h .
’ 11. Remove all wrenches and tools from the table after the machme is set up and keep the table
C clear of chips whlle using the machime. Keep the floor clean and clear of obstructlons i
- 12 'See that’ all guards and holdmg devnces ,are firmly and correctly placed befowe starting the- .
work. Check on all belts, screws, and. clamps to guard against anything working loose while
7 . the machine i 1s'm operation. Test the machine every time before 1t~ls started.
B 13, De‘vote your entire attention to operatmg the shaper. 7 ' . .
- “ "\ . D" ' < - 6 . .
"14. Stand to one snde in‘case of a klckback S , : -
15. Cut with the gram if possnble N ; S 7 -\ ¢

R L . . - '
6 "16. The work must be-advanced into and against the cutter rotation. ) .

. ) ) e . ’ . T

R 17. Use a feather board and bushqtick for small pieces. -

: 18. Hold small pieces of wood with a specn&orm Ol‘Jlg : . . ' ’
19\ l‘(eep blades sharp and free of‘;nn’\ x ; a o “ S )
20. Turn off the machme w[aenever leavmg lt. - .‘ RN ' '
Q Safety Regulatlons for thejlg Saw |
. . . 1 Sélect a bladc to suit the thlckncss ol tllc wopd and the Sk;c of the curves [% be cut '

- : s ,' »
B ) -

r . - N . - - e
L




Tlghten blade - securcly m lowcr visc flrst, then m»npper vige. Tensron thc blade to suit jts',
".l‘,size.‘,,v.u-_g - . DT

% . MWer the hold~dowrr foot to press lightly on. the surface ol’ the wemd (_
.Try the scttmg by turmngu thc motor. If no knockmg results, start cuttlng If a knockfr}g is ’ j."-'
) hea.rd stop the machmc and readjust blade tensron. : R

»

"L 6 - Cut largel curves first and: then the small details. -Avoid baokarrlg 'out .of cuts whenev.er l}‘f o
_ . . possrble Do not make suddcn turﬁi partlcuiarly in thrck wood .'; : N .j'n e
- 7 Keep the jlg saw tabl'e free of small pieces of wood while cuttmg stock : ‘° ; ' e
. 8 Use ‘eyle prote(:son while cuttmg on the jlg saw, N B ._ - ‘- o ) V! . E
Safety Regulatlbns for the Drill Prcss v‘t N ) .
‘ N Be surc your mstructor knows that y'bu are about to run this machine. .
» . 2 . Hold the matenal‘secu“rely in vise or with clamps Do not attempt to hold by hand ‘ . °
: - . Yo

]

- ‘Be sure’ that you have ‘a bottommg pleGC or posmon over an opemng $0_as not. to drill into
the table..” , - 22 . : : S e :
4. Wear tight f1tt1ng clothmg, roll up sleeves to well aboy, '
it mto your shirt, : L

Ibows; remove necktie or. tuck

5.  Run the dl‘l" only at the proper speed Foncmg or f dmg too fast may s‘plmter the. drlll and
cause injury. N Moy - _ FEPEE
6. Form the habit of keepmg fhe chuck wrcnch in your haryd. Then ‘you Wi}llﬁmﬁrlleaye itin' .
the chuck. A . - ¢ 'QQW?.- R BRI
' . i} ‘ '\‘ . ‘ . ! o 5 5’
7. Usea center punch mark as a starter for drilled holes.- ’ ‘
8. Use a stick or brush to remo've. chips from the_dri;ll. Never use the fingers, cloth, or waste.

v

9, ~ Always turn ‘off'machinewhﬂ ou-l'é'ayeit. e C Lo- -

*

. 10. Use eye protection when operatirrg the drill p#ess. ) : v S @
S. Safety Regulatior.ls for the Sander - ‘ Q_ - . o . ' ' ~
e " 1. Make sure discs.and belts are not torn or loose. o
2. Check angles of tables before using sander. S . ‘ ‘ (}
o | . _ g) . " -
° . ’ \] . . i ’
) ﬁ 4 78 , . \
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. Clcan, up the sander an_ ?

.

Sand work only on the down side of disc. Hold work firmly to tableS' not in thc air®

& .

Keep work movirig across abrasive surface while sandmg Holdmg it in one placc burns the

-stock and wears out thc sanding machme o D R

_ Usc a coarse ahSnve for rough work and the finer abrasrves for finlsh ‘ ts.

. Kcep han ‘ fingel's away from thc abraslvc surfacc thus avoiding painful “abrasiyc.'
burris.’-.!~,_ % : - g . o .

g - e - e
B R .
" : Uy ’

sh or Blow away the

. S ::-.'6“»-‘. R
oor area with a yaicuum machirie, Do not

e

thn surfacmg metal on thc sander, kcep a pan of water handy f £

fine dust into the air, * 'f‘

._u

X @o not use cloth or gloves for holdmg work to the sander . o ‘:‘l

-

10. Lcave the machme only afg power 1s off and machme has stopped.

'.'11._

'Hold the object to be ground on the tool (\t whenever poss1ble

' Keep water pan near the quench tools frequently tp prevent bummg e

. Use eye protect«ron while operatmg the sander.°

‘Safety Regilations for the Grinder T

_ Wcar'goggles or face shield and trght f1tt1ng clothmg

- .

v,Check the tool rest. Be : sure it.ds adJusted close (1/16 inch) to the wheel before Usmg . ﬁ

3

noow

R RN
: \v, r

>
@ _l

.~ When pohghmg, ‘hold the.object slightly below the level of the shaft or arbor Any object

caught b%/ “H're‘glheel will then be thrown down and not toward you.

“»

, Hold small precéq, to be buffed in a s:mple jig. Do not wear gloyes or try ta hold ObjCCl ina

corner of your apron while: applymgﬁ t8 the wheel

g

"When applyr%ro or tr1poh toa revolvmg wheel hold the cake lxghtly and apply its srde
. " rather than its- en the wheel. ‘ _ . : .
- ) ) . ' a . ‘ "" ?\ L , i
. ‘Siflﬁety'Regulﬁtjdns-for the Radial Arm Saw S ’ - o
' Secdre loo’se clothing before"operating the saw. | ‘ s
’ - . 2 L
"2, Tl@:k before domg Thrs elrmmates most accrdents before they can hdﬁpen. :
3. Keep theWork surface of yo,ur machme*clear of unnecessary ObJCCtS .
© 80 ' o
- L ’ : )
. 79 o | RN L . _'
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4. Don. t a‘mpt to stop thc saw by forcmg a pxecc o{ wood agamst it'or into e bladc

By Start a cut or. remove the material only after the motor and yoke are fully back against the .
. ¢olumn: (For ripping, of course, the motor ig first posmoncd‘erl front of the guide fence to "
¥ the dcsu‘ed wxdth or@ )

! -

: ‘6‘-_.' : Don t f.orcc thc cut. Use a’ hght »stﬂdy pull for cross-cuttmg and a. firm, stcady push for
A he posxtlon of t.hc cuttxng mcmber only aftcr t.hc blade has complctcly stopped

: o '8"_'.\ . . pushcr stick’ when npﬁg or when cuttmg w1th thc shapcr 1f 'iherc is any doubt of
B SEE fmgerclearanee o ke i

° . £

9. .Dpn t fo,rcc t.hc dado hcad into its cut. Because more stock is being removed, only a-very ...
. slight pull:is required. Whe«n cross-cutting heavy stock, or cross- dadoing, tools will have a
o -f:-l.vtendency {o cllmb-cut or move forward without pulhng You maﬁhave to hold back -

°

o .;2_;.Motor rot_&mn is clockwxse Mount all tools accordlngly oL V o
i: R ““: ’ '-y K [ ) P
1. Don t cross your arms when making any kind of ‘cut s0 as.to bd?ln the path of the saw ot
- cuttmg tool. If cross-cuttlng material from the left side of saw, hold the materlal thh the

nght hand and pull the yoke handle wrth thie left hand. “ o

- ,\' L “ RS R o8 _' - 'é . .
j l4. ‘Don’t allow your workshop to beéome cluttered thh ‘scraps and shavings. Clean ﬂoors are
' . essentxal you need firm footing and good balance at all times. . . o ’q .

' T b

o 15....‘; Don’t do wor'k in m‘amped headquarters Have plenty of room to work in. Have a box fer.
- scraps and dispose of them as they agcumulate. -

16. .Don’t look into the shaper or planer culter as’the l;oa.rd passes through.
*"’ » A , R e
wl'@ -Den’t let your mind wander when worklng on a power tool. Keep it on your work at all

&tlmCS o .
"18. Use the prope'r'tool.‘for the job. Be sure the equipment is adequate for the purpase intended.

. ¥ N - . ‘ - -‘ : ) . .
 19. Keep tools clean and sharp. Also keep the worktable clean. No loose materidl should be left

on top so that the saw blade may catch and throw it as the saw travels forward. .
"\ ®20. Place stock flrmly against the. guide: fence fo%l cutting operations‘. The ac’?on of the blade
s wilf hclp Pﬁpu keep it in thls pos1tlon ' ‘

roe- -

L

'3 - - . v-,-'

3 ‘ S N
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22, Propcrly posmon the guard for nppmg The mfccd end 1s\lowercd to 1/8 inch below the
- surface of the stock. Be sure the rip lock is drawn up snuggly before starting to cut. Always
T feed material from the opposltc end of the guard where the antl-klckback is mounted. Also
«- °  used caution tag which reads, “Do hot rip or plough in thcdq%bpc of the saw and the
' maten,al whey npping, shapmg, or plannmg ” '

;o

K

23 Draw up all cutting tools snugly on the arbgr bcforc startmg the motor Use both wrenches

provided when tlghtcnmg the arbor nut. y . ' o - .
24. Position the rubbcr cfust spoutjso that«dust and Chlps are dxrccted awgy from thc of)Zrator E i
= »U?e the éuard atall txmcs when dadomg The procedure is the same as when sanding. . : .m
‘26.‘ Usc the shaper*iél‘;tt;r guard at all times. | |
- 27, -Gl:i into the habit o; alwz;:ys rcmovmg thé key from ‘the swnch on thc arm when changing
© " tools or making adjustrw:nts :
28. Always use the brake to stop the saw after complctirhﬁwt. ) ’ .
* 29, Us.c only saw bladcs tensioned for t‘hc high speed of tilc motor used. ‘ 3
~ . 30. Keep the machine in good ahgnmcnt and adjustmcnt to prcvcnt excessive v1bra312>n Vibra-
“tion will cause inaccurate cutting and could also cause the saw to grab or creep.
v | .311. Wear goggles or a face shield whep. opg;atir;g the saw. -~
| 32. Pr-ovidc maximum Stlppc;rt for the wbgk. Har_id]c all lé.rgcr-than-z;vcragc work as .‘t_:‘_;cplaincd. - \
. 33', . Remember, above all, never to trust the machine. It will not think for you:. .
34, Mount all attachments according to the instructions giv;:n. | - ’
‘}” - 35. Make sure that the stock or jig is propcrly clarlr;pcd whcncvcr clampmg is ncccssar); *
. Safcty chulatlons for Squarmg Shears *
B 1. chcr put the fingers undcr thc knife or the hold-down bar. :
i‘ ,, ‘2. . ‘Do not attcmpt to reach behind the §hcar when operating the foot pcda}i “ .' ., J.
| 1'_‘ 5 -Do ‘not bouncc or jump upon the foot ptdal. : \ . | .
' .4. . Be Qmiul that your foot or shin does r:ot ;gct in the way of the foot pcdal ,,‘ /
Tt ‘ 5.‘ Do not@ttcmpt to cut metal or-a gaugc whlch is too hcavy for thc machine.  .‘. -._' »
. ° 6 It 1s.safc practlcc to cut only oné thlekness of mctal at-agtime;’ don t attt;mpt ’multlplc
; ir.; ‘ cutt‘mg E : o ] N _~)£. : - . .
. e &g PR

l - v;;A,{b é8 '.Q:- e i ‘ ’ H ’ ' "
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| :.‘_7.-’- | Only ohe person ata time should be permitted to work the shcars L | B S ’5‘& .
The shear should be guarded and the guard should be kcpt on the machme ~ .» } ,, :
Unauthohzed use of shears sﬁﬁld not be p&mmed and it is preferable that a lockmg o ‘
dev1ce be’used to prevent such u:e when they are not in operation. . o R t

63 AGRICULTURE SAFETY o S T N ’
- A HandlingofSoils and ertiizers - | - - s B

Studcnts cnrollcd in agnculturc or garden classes shall be mstructed as to thc hazards of infec-
- tion, skin rash, or irritations resulting from soil organisms and the handlmg or inhaling of *
chemicals in fertilizers. Students should be required to wash aftcr usm‘g or handling soxIShor

fc’zcrs 7 _
,B. U wtora'ge of Toxic Materials . - S,

‘w

Poisonous matetals, such as 1nscct1c1dcs,'dustmg powdcxs, and sprays shall be stbred in locked -
cabinets. These toxic materials shall be used; E studerks only with the approval of the teacher.

No clcmcntary school cl'ﬂ&d-shall havc&:ccss:‘ .61 use of these materials at any t1mc

®  Spraying in the clcrpcntary school shall be done by authorized personnel only. Puplls shall not be
present durmg the spraying o1 alk%wcd in the-area for.a minimum of two days

’
. - i .

M P
’ e \‘,'

C. General Rules for Sprayibg

Labcl sprays and dusts plainly and store in lockcd cabinets away from pets and chlldrcn

2. Follow-manu'f’acturcr $ dJrcctlons and warnings when using sprays and dusts. e
L} . . : . 3 - .
3. Label sprays and dusts plainly and store in\lqlkcd cabinets. Q

_ - % Know and have available the antidofe for each spray and dust indicatcd on contdiner.

w

5. Avoid 1nhalmg and protcct eyes by wearing" a rcsplrator and goggles whcn spraymg ,8!

dustm , . T ] o o
) g . XY . e ‘ . ?h“,‘ ; ‘ . . ~ i
: v o
6. Avoxd skm contact with spray and dust by wearing propcr protcctlvc covcrmg N .k
“» . RPN | St
7. Wash hands, face and other cxposed parts of body thoroughl‘y after using dusts and sprays. ° “y -
8. Wash fruit and vcgctablcsdbeforc eatmg o . o ' oL .
' - . _.’r‘f;-‘ EEEER AN Y
S . - ’ L4 . Lo
< 900 Subs,tltutc ngnpmsonous fx‘om poisonous sprays whcncvcr posslblc - e
: i v w S 5
. ‘;ﬁ\f“i . S : o L
D Gencral Gardcn Safcty Rules . f‘; : R .
o ‘~'- S e, i " ’,‘,
1.  Use well- ma.dc garde:n tools and cqulpmcnt T B A
: e e x \ T . . : S

cat .
R > 89
. + ! N
. e . ' s . .
S |
o N 5 - : L . - N ' -




» . 6. Never th(ow tools.  * X » . .
, T ¥ . ,
- 7. 7 Carry cuttlng tools with pomts facing dowh ¥ -~
a4 E. General Rule&for Ponsonous Plants R -
1. Leam to recogrxlz-e ponsonous plants. 3 - SO X
2. Avoxd bodlly contact with 'ponsonous plants o . o e
3 Destroy ponsonous pla.n’t’;’m the garden. o ' ; o ' L
: 9 ‘ ' Co &
- 4 ‘Avold bodily contact with smoke from bummg ponsonous plants d _
F v P01son0us Plants y ” 0 el . " S
; A s . P o s . & . e 4
h % Below is a list of some of the more common poisonof® cultivated plants. Those marked ‘withan .
asterisk can be fatal if taken in quantities,a‘young ‘:hlld might eat. There’is no assurance others R
: ‘listed cannot be fa’tal or that this list contains all polsOnous plants I o CoN
Plant ) : . 4 Ponsonous &art Plant K .( ) .' Poisonous Part
T BERS P - -
Azalea : . Leaves ) Lupines - * Seeds .
~ *Bittersweet . oLk Berry ' . Milkweed Sp uts EO ’
‘*ﬁluebonnets . oo % 7 Seed o (some opecxe Plant .
Buckeye (horse chestnut) . Nut Mistletoe Berries ‘
“*Burning Bush . - - Leaves ' .+ *Mock Orange - © Fruit . - .o
*Caster-Bean Plant @l parts - ®Monkshood | . Root 4
. ..*Gowbane (Oxypolls Plant) Root . 4 *Mbuntain Laurel Any part , _
- Cyclamen - .Tuber ~ *Narcissus -~ Bulb P
.  *Diphne (Mezeraum) e - Berries : *nghtshade -« ¢ Berries
*Death Camas =~ * - . Allparts | *Oleander - * Leaves . -
Dieffenbachie L Leaves « *Peach Tree = . . . .
. Delphinium. . ~ Leaves ~ . , _.(when steamed as tea) Leaves '
*Dumb Cane. - Any-part ... - *Pimpernel’ * . Anypan i
. Egg Pla‘: ‘ ; Leaves . Pinks ° . Séeds ¢
* *Eleph: ar -" L " Any part . Poinsettia ] Leaves ' -,
* PBalCrocus v " Bulbs: . - *Poison Hemlock * *- ° * All parts™ ° e
) *Four O’clock - ~ ._Root, seed- . Pokeweed ‘*-? st Y Berrie ' '
i $pxglove © ... TLeavest -, X - *Pdtato o p . Seeds s?px;_outs, AR
. g . i~ T o : *"1!_?‘1 *'\;’y -8 " ] -: . -‘.’.‘
T IV RPN
“ ';/3- . ot ')-O ' ) N v . :‘44 . . R : N . ~
4‘ k- " a . s '8"‘5 "4\} _-.,‘ ' { 4 ? ‘, ) ®
QO . 14 R SR 4
EMC u: v N m&"l. : ,ﬂ P> 5" L 4 .‘\’
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o m;pdendron e Any part-
. m %8cotch Broom = Secd
: "‘Sklmmla (Sklmnua o -
. Jequmty Beans . Jamonica thumb.)~ "~ Entirc plant_
(Found on séuvenir -~ " “red or both) - - *Spanish Boyonet -, " Roet '
“dolls & necklaces) . . Spider Lily . Bulb - N
Jerusalemg Cherry .~ -F ruit or ycllow . * Sweet Peas . ‘Seed & stem
L . . cherry "~ <Tomato : Leaves :
*Jimson Weed _ “Entire Plant©  *©  *Tulip o Bulb
- Labernum .. Seeds and pods ~ *Water Het’nlo‘ck ' Roots
*Lily of the Valley Any part *Yellow Jessamine ~ Nectar & Blossom
. S R ' . : mea i -+ = Leaves
" 54 SAFE USE OF PESTICIDES .
"A. Use only pesticides that are recognized as being reasonably safe for the person using. them.
: chmicals chuirin‘g a‘méi)irator and protective clothing are not for the average gardcncr.
e
B. Rcad thc label, cvcry Avord of it, before opening a packagc ‘Some chcmlcals are harmful when

_' P'oiéonous‘ Part

| RedElderberry St bétry”

aBsorbed through the skin or inhaled through the nose as well as when taken through the mouth.
Take-care not to get the concentfated pesticide on your skin; if you accidentally spill it, wash it

. off 1mmedzately Mcasurc the reco_mmcndcd amounts cxactly, never increase the dosagc

¢ '
A

"Don t smokc while spraying or dustmg You can get the chcmlcal into your mouth via c1garcttc,

‘ agar, pipe, or your cgntammatcd fingers. Wash thoroughly bcforc catmg

Use a spray nozzle that | gives a fine mist. ‘Spray from the undcr51dc of the plant up through it,

. continuously revolving the spray ‘rod. Move along rapidly; never spray to the point of run-off. If

" crops near ornamentals that need spraymg with p01sonous matc‘ R

."" Leave some part &f the garden unsprayed, as a haven for beneficial insects. ., ,
v . ,

" you stop .to inspect a plant,.shut off the sprayer. Never spray the ground on general prlnclplcs,

treat the soil only as necessary for a particular soil pest. Don’t use sticker- sprcadcrs unless 7

spcc1f1cally recommended ‘by. the manufacturer of the pcstxcxdcs some of these decrcase effec- ,

t1vcness by mcrcasmg run-off, and others increase spray injury.

_ Learn cnough about the pcsts you need to control to bc able to time\sprays for max1mum '
~effectiveness and minimum damage. A singlg annual spra)&rrg propcrly timed, may . control
.laccbug or rhododendron or leaf minor on boxwood, but it fay take 20 to 40 applications to. °

control all rose pcsts Don’ t spray fruit trees while becs are pollmatmg blossoms.

- :
Keep poison sprays away from food plants Don t spray roses next to tomatocs Don’t pl‘arft food

v

Cover fish pools wrth canvaﬁ)cforc spraymg ncarby Thc safest chemicals for mamrwls are often
the most toxic to fish. . .

- . .

-

-

-
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o l Keep chlldrtn and 'pcts away whllc spraymg Dlsposc 0{‘ leftovcx’ spray 501utxon safely and
’ _mcdlatﬂy Never leave a container Q_fpt standmg, and nﬂ(cr pour it onto an’ 1mpervxous surface _

:“\ ere it can ‘form a-puddle; in either case it would invite mvcstlgatlon by pets and b Dlspose v
b '-‘6; containers_‘w!th utmost'care. g L ;v, G e - a
B I S TS SO TR e

Jo Store all mscctlcldes, funglmdcs, and herbicides i m a placc that is maccc551ble to c dren and to .

: pcople unfamiliar with their charactenstlcs ' . 7y
. )
' '5-5¢TOXIC OR RISK ITEMS WHICH SHOULD NOT BE USED BY CHILDREN IN . .
AN ELEMENTARY CLASSROOM - PR N ) .

>,

Thc foM is-a list of art supply items whxch aré known t6 be toxic or have a risk potcntla] if not
rqp’;’ﬂ-y .and-which should never be used by chiltlren.in the. glementary schools. However, these

-i:i,:'Altgms wy'bc uscd by thc art teacher or classroom tcachcr in their prcparatlon for a lésson _ - »(’
o s T eelis T
R "if' m . ‘“‘ﬂgis © -
Coppcr enamclmg supphcs and tools . ‘ Varmsh oil pamtmg : T
- _Printers ink; oil base Brush cleaner .
* Silk screen inks, oil base . . Rubber cement . v :
- Textile paint, oil base - Rubber cement,thinrer - . ' A “
Alcohol ‘ S Crackle glaze . ’ : . .
Fixative hcﬁxid T B : Decorating colors = ., .. - '
. Linseed oil .- &Lone glazes . S S & _
. Enamel paint ~~.‘l 5 :quuxd aluminum L N ’
" Oil paint : Sl -Liquid steel : i
Clear fixative spray T Mold rubber latex
. Shellac, white o . " Mosaic tile adhesive ,
Turpentine - o ~. ~ Panacolite ‘plastic aggre ate .
Varnish, Mattc, pmts : N ~ Sculpt mctal . . _

\

All spray painting, vanushmg, and fixmg shall be pcrformcd *the sp‘ay booth, near a vcntllatmg
- window or outdoors. _—

7

3 c . . [ r . )
Fc]t t1p pens must bc used on?‘in well vcntilatcd rooms. > B e i '
5-6 HAND TOOLS AND POWER TOOLS - ‘ .
' 54 .
All tools shall be in godd condition, before being used, All cutting edges should he sharp and hendles in .
good condition. Defective toog shall be repaired or turned in to the pmf)cr officc All students shall be . '
instructed in the safe use and opcratlon oT all hand and power tools prior to their ase, . s
Students shall receive pcrmnssnon from the t'cachc.r bcforc operating power tools.
( ) 3 - : .
Power too]s, and other electrical cqulpment shall be. dlsconnectcd from *the wall plug, by the teacher, %
whennot inuse. . Y een - o 4
: , . - . & . ’ o . ’ CLm
57 ELECTR_ICAL_OUTLETS '
. v . . . - o ‘ .
Electrical outlets :s;hal] be grounded when used for pawer tools; heating ir.on's‘, furnace s, etc. . ’
N . ? ., P ) B . o -
- ) ) . , » ' ( » o T . . N . ‘ - .
A e . . . .m ‘ . .o . ’ - L
. . ’ ™ o - » ] A . ”’ "h
. : 9 ] N .




‘ _;;'Iotlwax and dye shall be isolated andlmndlcd earefnlly S : h

-

ss nnnanncnxnms '.e_;f';"' '<l O : i"?ﬂ'.v 7 “f‘
‘ Rubbcr glovcs shall be worn when hfdlmg dyes, photographxc chemlcals and etclung acxds - -
;;.- 510 GoquEs -'iu 8 _ S T n
> See State regulatlon, Chabter5 32 ' | - ' o " o 7 S
- 51 SCULPTURE B o - B R S . ) bt-‘ .

Clamps.and vises may be used for anehoring.wqod bloaks while carvirt g with chisels. .
:

v

Bench stops shall be used to’ prevent wo‘od sculptures from shppmg

@ - C o

Wood and Stone carvmg w111 be done ina scrtiene.d .area - ' L . ‘ .

Sculpturc stos shf be pfaced ona sandbag to avoid sl@mg and crackmnghlle workmg

Ends of wires and sharp edges of sheet metals are hazardous and shall be handled with-extreme care.
s ) . -
All sa ety rulés pertarinng to weldmg mist be followed See Chapter 4-23. I

- My
SR

i 512 GRAPHICS

o

-ation of acid i in the arts a.nd crafts room shall be isolated. Precautlons in the us‘f ac1d shall be

.'4 .
= d. When mlxmg a01d 2 solution ‘Lh water, always add ac1d to water. . 5
Gouging, scratchmg and intaglio tools shall be, in safe workmg condmon and shall be used only in the
prescribed manner. : :
~ Stops for linoleunl of wood blocks shall be used while gouglng or carving‘
) 'The gfe use ol gouging tools and stencil krtves. shall be demonstrated and rigidly enforced. - "
o 0il based sdk screen inks must be used in a well \;entll.ated room.
813 CRAFTS L. - B - T
v IThe safe use of alt small hand tools matenals, and electncal equlpment shall be demonstrated m ,-
- advance of. pupil pa:txcnpatlon ‘. . N . e IR \

Soldenng stations for gas and electric soldering shall be separated from other work areas. o | .
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" ] ‘

’ s “The grmdrng whccl shall be wcll anchorcd to a firm base and shaﬂ havc a shlcld R

'

&

" ” Gog@s irc to be wom whcn usmg the gnndlng ;vhccl

Thc acxd pncklc should be’ loc iy fon formlca or.other amd-resm?nt couhter tops P __.

-w.

(nf >
Mctal forms bclng pwkled should always be handlcd with copper tongs. The hands sl\ourd be prﬁgd,: SR
w1th rubbcr gl*s, the clothu;g thh ru ' 'zcd aprons, whqn poss]b]c s I

‘ . ° " , . | .-a — » . . » . i : ]
Locate‘gramxchlns away from drafts ﬂammable matcnals and youngcr pup:ls

~

. . ‘
Maintain an- cffectrvc counter balancc on. the second klln lid. Asbestos glovcs ould .bc w0m for
. handlmg hot ware in unloadmg ccramlc kiln. Opcn klln by raising lld in stagcs e s :

L)

B

Av01d loose clothmg while workmg nCar ahot klln P ‘.' : ' P '

e
Use eye SthldS or gogglcs when gnndmg glazcd ware. ) ; S .
. : - Ly
The use ofa manufacturcd or 1mprovrscd booth for spraymg glaze is rccommcndca to control excess . .
glazc . .o ' . S _' - -
Pupxls shall be mstructcd and supcrvrscd in dlpplng and pourmg glazes, and shall be cautroncd to wash ‘Qﬁ
\] hands aftcr glazing. ‘ ‘ . .

<

! ’ Ky : S
A brc'athmg mask shall bc used y anﬁtude’nt orvtcachcr glazmg w1th a spray gun ' )

4 Nolead glazes may i)c uscd in the clcmcntary gradcs ‘

ang racks and forks are to be uscd to mtroducc and remove ware from thc enameling klln S

: -l
Ac1d resistant counter tops and glass contamcrs are to be used for acid bath Hands a;c to be protcctcd*

by rubbcr gloves. Usc copper tongs L _ - e
T . ' Co ST BN S

Mamtam a workmg pyrometer to prcvcnt ovcr-fmng and to check interiog tcmpcratures for the safc ’

_‘operation 6f an cnamclmg kiln. Do notsyear loose clothmg, cspecnally cuffs and ties, wi ?-namclzng-

If potentially dangcrous materials are bcmg uscd, such as glass am_i tile for mosaics, Al du_ggp-\rccbautions -

shall be taken for safe handlmg ' : : ’ :

e ‘s
s ) . <
.

Wash all surfaces and ﬂoor r’cgularlyto avoid excessive accumulatlon of clay dust.

. ‘ 4,
- b 15 AUDlO VISUAL EQUIPMENT : ‘ \ -

A Qm 1pal S Rcsponsrblhty - O : o : _ . . ) m y
‘ ° a . * ) ~ v. /' ‘
% . Each school prln(lpll and medla spccralrst will be responsible for the propcr care, usc‘ md C

o opcm(u ti ()l 4l school-based audio-visual cquxpmcnt A - o R

. . 7 e . _ : o 2
. - » g




4 ‘s i 1/‘. 'y; o ‘. *‘“. . “.
- ¥ .- . f;;"f " .Ni_‘ . ‘-_ .
. R " o T SR
Can At thc °dlscrct10n school p ipal, pupx]s may. assxst in the’ opcratlon of tape recordcrs, .
T ,record players, projectors, etc., bcln eful {6 follow normal safcty propedurcs Such op'erators
must be. subject to-the: followimg procedurcs N _., N el .
A W Prope.r tra.mmg of cach ‘pupil ‘must be undcrtakén by quallfxed faculty membcxstwho wlll i
' L supcrvxsc all acttvltlcs m wluq;t audio-visual cqulf)mcntqs bemg used o - 5::» e
B ) R i % G . . . i ..., . A ) L
.B’,'-f"‘vLimit"ations . T B o AR Lo - "'.a-."_ R

) A student all not be :asked to operate any’ puece of audlo-wsual equl_pment unless ht;,has beeg

‘ thoroughl hecked out by a quallﬁed operator of that partlcular plece of cqu1pth S f”m.{‘

C. InsPectlon I o w ' F— “" "."_l T " 3

* ) B 4_ . b . N 4. _'§>

All audxo—wsual equlpmcnt should be u!spected penodxeally by qualnfied members of the facult)g,\ .
and/or m‘amtenancc d1v1slon Faulty mspecngn shall be “Red Tagged” and put out oﬂserhce X %

v until repaired. S, i o L Tl

SR S

A R
B "h
l

- D.’ Repairs ’ .. T SN IR - L -_-:4;7 L8

. A L . : 0 -
Under no circumstances shall any pupll be asked to repalr audlo-v1sual equlpment All repalrs ‘j R
shall be requested tn writing 'through the pnncnpal to the applropnate offlce s e TR
E. OPeratlonal Du‘ectnon | . : . o T e L o
To avoid errors and ellmmate needless damagc to equlpment all operatlonal dlrecﬂons should be s
’ . .followed: oo Ty - ; e J .o ;
F. Techr\ical Qu"esti.on's S R T

. . “ - ?:' ) . “-"v i B Al D ' H ‘ .." ‘»

All questions.of a techmcal .nature should bc dl‘@d to the Department of Edu_cational«'M;e?flia R
and Technology - Y A T

5 16, DETERMINING STUDFNT ELlGlBLE FOR STUDFNT DRIVFR LDUCA I ION (,OURSFS o

. 8., . ;
Wlthm the limits of budget proysnons "and pl‘dCllCabll]t,y, drfver CdUCdthﬂ' shalla beé olfered durm;_, the
school year to studentsun Mon{gomery County high, sehuqls on the basns of the followmg priority:. -

o Y
[ ar .1

A ro studegts whg arg 16 ycars of age or oldCT‘ bu‘t aré nat llcensed drlvcrs in thls order“of;.,radt
.'_placem&nt 12 11 10,and 9, where ‘the 91h grmdc lshoused thh the senlor fn;,h school. :

«.B..- To students who’ Wl“ attmn then‘ 16th blrthduy du;mg the schOol \car in this order: of t,rdd( v
"~ ‘placements 12 I, lO and 9, WerL the 9th grade is howsed thh tl‘n senior hlt‘h scllm)l

C. To students whe arc 16 ycars of dgt or, ()ldLr ‘tnd are hcensed driv ers but hdvc not tdk;n a dm'(r
tdutatlon course. R 7 = Lol . .

< ,‘ : ’ ‘_a . : o 59 )_ | ) ' ¥ .




Juvemle Court heann -Not ember '-i, 1958 ) Wherc th’ is ‘an. accndcnt - F
involving a. ver Mucatiors car and a student is* Behmd,:the Wheel, 1t should be presufned -that thea, T
! dver traiting mstructor is, responslblc for the operaiion of Mar as he has'aCccss to_ and use of thc o
T _"dud com:rdls or constant radlo cqmlmxmcatlon w1th ‘the students i in the cars on thc ra,ngcs. o I

3. R
g ~: .v‘. ©o

Rcsponsxbrhty for filmg an accxdcnt report should be Jomtly that of thc studcnt*and thc instructor. SN

thn an accxdcnt occurs, the. follo ng proccd‘t:rc sho\xld be adhered to: - v a7 ﬁ‘ e
- A Oail pohcc unmedlatcly, 1f thc accxdcnt occurrcd ona strcct or road ’ . o )
. S

B Arrangc for towmg:( ncccssamy) Repalrs should bc approvcd and authonzcd‘by tﬂc supcrvnsor. N

e . of dnvcr cducatlon,Or'the dJrcctor of procuremcnt. S . _ R

\- - C COlﬁplctc"thc follow?r:g* requu'ed forms and forwargl to thc Maryland DCpartmcnt of Motor o "'a';

’a; E * Vohlclcs. (Coplcs to the ihsurancc ofﬁcc and drlvcr cducatlon sppprvxsor ) - o

o Mdtor Vchlclc Accrdcnt Report (DL I61 10 66.) %’ o o . v f

ety 2 - Dcpartmcnt of Motor Vchlcles A,utorhoblle Acc1dent or Loss chbrt InsuranCc (6 15636 8) . ‘ :"“ '

. ) LR ..

v e e \ o v,
D If thc“’ 15.P'°{§°“al 1n]ury, fill owt” standard accrdcnt form in dctarl and 1mmcd1atcly ﬁle with thc C

. Division of lnsurancc. (COPY should be' sc i to the driver education supervisor.)’ - * .. | s

7.

a ]

.E lNotlfy dnver -cducat;on superwsdr of: all acc1dcnts Dctaxlcd wnttcn rcports should bc sent’ to t.hc 2
T superv1soi' by thc.mstrthor, the dnvcr of t,hc car, and each’ passenger in the driver educatloh car.’

L Dctmls ‘should mclud!: time,: placc:,, ’dlagram why: dccident: occurrcd,,rcsults, damages, w,hat .
vsupbrxrsron by tcacher hbw a%tjent ooultiham,bc;;ng;;gveﬁted étdf” P :

hevian

= 5-1-8 INSURANCE F OR DRIVER EDUCATIQ}S 'CARS

I'a ’.-V'x . o

| . _4 S . T

. 'ﬁ Thc Montgo_prerkaounty Pubhc Schools~rcce1v'qd a reduccd motor vehlclc msuraﬂce 11ab111ty rate on "t
- driver education cars, This rate-is approxnmat'ely 75, per cent of. what is paid: fora,our regular staffscars
. which ‘are-used on a "24- hour basis. sTt is assumed mhﬂt driver, education. cars will not be used by T
instructors -for - personal use: Therefore, it is’ necessary . that"strict contol be mamtamcd over, these '
~yehicles by the principals. County’p@hcy forbfds the personal use. of. these cars, mcludmg takmg thcmé

homc, (For complctc dnvcr education m‘formatlon rcfcr te Driver Educatzon Course of St udy ) - 9 S
- B e _ . . . o . » ) ] . .

5»19 HOME ECONOMICS AL “ L T o
o -z.* e e R R . oot e
gon A U’sc a pllot ﬂght gor hghtin&a' gas range, if *blc other\gnsc use’ safcty malc,hcs X ;»,‘

X

L *B: Mhen a gas- bumer 1s llghtcd put thc hghtcd m&tch on the bumcr thcn tum on thc gas Sl
;.".‘,:;, oo e ‘ K - _ RS , . J_. - v'-,l'y . ) ' T -; . .\ o
. ‘ S S o " .. . " . _" . ._ ! 7 ) . o . 4 ¢ ¢ . ." - '_"a'v *‘ ; » ‘
% T . o ) - i ¢
Cee, sey e w
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. Do ¥
E.

F.

°© # K

™

@0

If fat or grease catches fire, cover kettiq with lid until fire is smothered.

Turn off clcctric stoves bcfore clcﬁnihg. (Itis pr;‘fcrab‘lc to. diuonhcct.)
When cookmg on the range, turn pan handles to the back or side of the range to prcvcnt splllmg

Dlsconncct appllanccs by pulling out plug, not by Jcrkmg cord. ,

!
In deep frymg, fill kettle no more than half Fqll so that it w111 not bubble over when food is
added.

-

o . -

Always cut away from the bogy.
Always use pot holders for ha.ndling ldrge h;:avy pots.

-’

-Buy only clectncal equipment approved by Underwriter’s Laboratories and guarantéed by the

manufacturer. . *

Do not operate or connect electrical equipment when hands are wet or when you are standing on
a wet floor. ‘ : o o

If smell of gas is evident, call a rcpairma.ﬁ at once. Extin@ish all open flames immediately.
Keep all crﬁcrge;jcy phoﬁc numbsers (fire, police, axici’doctfor) handy.

Use onlyynonslip wax on floors. |

Never walk away 'from an electric stove without turning it off.

Poisons should be plainly marked and stored in a locked cabinet.

Keep a sfurdy stool or stepladder for reaching top shelves. Flush leftover portions of prescrip-
tions down the toilet.

Avoid placing metal spoons or forks in the sink disposal.
Use a rubber mat in the bath tub.
Do not store oils, paints, or other materials which can cause fire in closets.

Wrap dust from vacuum cleaners and carpet sweepers in paper and put in outside trash cans. If

thrown into a fire, dust can explode.

If a razor blade is used in sewing, it should be a single-edge blade.

\ , , o

Pr<')vide a flameproof ironing board cover.

90 -
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Z A}ways use a 51;1 Cushlon, do not put pms ¢r nccdlcs in the mouth.
AA To avoxd crachng or brcakmg, da not put cold water into a hot glass or cnamcl utensil.
BB Leayc ;‘)ress&rc <:ookcr closed u'lml preSsurc has fallcn

14

Cé" BeMetha\t}llstalrshaweﬁand}axls o | .'.4.

DD Stans{l:ould always be kept clcar oﬁws, cleaning equlpment, and all othcr items. .

glE Hang Reavy mirtors. or plctures w1th strong p1cture hooks. Do not rely ona slngle wire or cord to
ﬁold them. ,‘ ‘
&20’ SAFETY IN MUSIC CLASS S | o

- "‘ ™)
A Instruments should be checked frequently to identify protrudlng parts such as loose metal or
-protruding nails, .y

Chlldren are prohlblted from pushmg pianos.

C. \All w1nd nfstrlfmcnts should be cleaned frequently Children should not blow another. chlld’
instrument. - }

D. Metal stripping on instrumental storage shelves should be kept intact.
E. Large instruments should be securely stored and placed as low to the ground as possible.

F. During instrumental classes, cases should be stored out of the path of other students by placing
under chair‘\'%hen small enough ot by closing and placing it on a shelf.

G. TFields should be checked for'hazards (holes, glass, . protrudlng bb]ects) before marching band

practices. :

# .

H. Intense heat or cold should be a determining factor in scheduling outdoor marching band
practices.“ 3

v

I. Choral risers should be checked thoroughly before being used.

J.  Seated risers should have a rail and step blocks:for safe use. .

K. Unsafe condmons should be reported 1mmed1ately to the principal, and the riser shall be placed .
off limits until it is satisfactorily repaired.

L. Robes and gowns should be short enough to eliminate any possibility of tripping.
M. The use of lighted candles in musical activities is prohibited.
98 °
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521 SAFETY IN PHYSICAL EDUCATION
~A.  Administrative Responsibility |for Safety in Physical Education

Safety- must play an mtegral part in physncal educaﬂon instruction. There are certain controls.
that will aid in, ehmmatmg or minimizing accidents.
*y

B. Orientation

v Making teachers aware of established rules, regulations, and procedures contained in the Physical
ﬁ\ Education courses of study, in the Montgomery County Public Schools Policies and Procedures
e Handbook, and Safety Manual.) - o . - .

C. Unique Situations :

Formulation of policies to cover variations in physical layout.
« o
D. Rules and Regulations

All rules and regulations: pert' "'VIing to the use of facilities and equipment should be brought to
the attention of the_staff. - : > .

2

: L
E. Periodic Inspection

All physical education facilities, <quipment, and grounds should be chécked periodically to
~ eliminate hidden hazards or-unsafe conditions.

'5-22 INSTALLATION AND MAINTENANCE OF PHYSICAL EDUCATION FACILITIES

A. There shall be contmuous evaluatlon and research on the safety aspects of facilities, equipment,
# - and suppl1es

. B. Only approved equlpment sha.ll be installed on playgrounds or in gymnasiums.

C. The school admlmstratlon shall confer with the physlca.l education supervisor regardmg the
location of physical educatlon equipment and apparatus before installation.

D. All relocation of equipment must be approved by the school administration, supervisor of phys1
cal education, and director of the Division of Maintenance.

E. All physical education equipment shall be installed according to the standard specification for
that equipment or grade level.

\

F.  Playing surfaces should be free of obstructions, uneven surfaces, and slick spots and should be on
level ground when poss1ble

G. Red Tag — Equipment found to be faulty shall be labeled with a red tag and immediately
‘withdrawn from use.
99
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5-23 SAFETS\INSTR@ o

'Adequate instruction relative to the many facets of physncal educatxon activities will ehmmate ma.ny
needless accidents. Instruction in proper skills and attitudes while in the locker room, gym, shower .
room, etc. Definite procedures should be set up to ¢over before-class actmnes and supemsxon of those
arriving early. Activities should be organized so that skills wﬂl be progressive. Care should be taken not -
- to place a student in an activity or situation for which he i 1s not’structurally or functionally prepared,
Certain activities requlre large and more secluded apeas for safe executxon these areas include a.rchery,
golf, etc.

5-24 APPARATUS, SMTS, AND 'TU_MBLING f '
- A.  Instruct studénts in: | - -y
1. The safe use of equipment.
‘2. The dangers inherent in each stunt. | . . , SR
3.  The proper mechanics of each stunt.
B. .Condition the student in advance of each apparatus stunt.
C. Prescﬁt a good demonstration either b\y teacher or capable student.’ ‘ -,

D. Provide sequential mstructlon allowing for mastery of fundamentals before dttemptmg more
complex moves. . .
o -
E. Make sure that each student has a clear understanding of what he is attempting.
F. Remember that the proper uniform is an impérta!_lt aséect <;f saf;e, pleasurable gymnastics.
1. Remove :illje'vvt;.lry; bracelets, pencils, pens, etc. |
2. Use sneakers or gymnastic shoes.
G. Insist upon proper warm-up period before attempting any stunt. v
H. Magnetlsium carbonate should be available and used. v ' -

6525 TRAMPOLINE

A. Keep mats as clean as possible.

1. Carry mats rather than drag them. L

‘2. Insist upon proper methods of hftmg and carrymg mats. One'student should not be a551gncd
' to carry a mat. ‘

’ .

109
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.2

L . ‘a. N . i

.3'- Keqp strcctshoes off mats. . - - .

#& ﬁ Placcnﬁtsarpundapparatusbcmguxcd , . e

. C bo not ovcrlap or lcavc spaces bctwccn mats. + ' et

o D. “Homeplay }s'prohlbltcd ) e s T - .\ L

« . o -

E. Pcrformcm should have complctc knowlcdgc of what thcy are attcmgtmg

'F. Muumxzcdlstractlonsdunngclass Lo T .‘ S

3

G. "Spotting i is an cssentxal to trampolmc activities.

I H.  Instruct studcnts not to Jump frdm canvas to ﬂoor (See’ MCPS chulatxon 505-8 on trampo-
’ lines.) . . “ , _

i -

5~26 TRACK AND’ FIELD AND INDOOR SPORTS

£

A Dashes ) e . _

. l. Remam n lane even after finish of race.

LY

"2, ‘Av01d making abrupt stops at comple{io_n ofﬁ

o 3. In order to maintain balance, avoid looking from side to side.:
/ ' ‘.Z-v"/‘ - ‘ \'* ’ . .
B. " Relays T - L .
¥. Remainin lz.mc until incoming runners have passed.\ o s 3 -

2.  Avoid running too close to curb.

1 « G, Distance Races .

" 1. Proper conditioning is essential to safe dlstance running.

£
2, Stay on feet and walk at gnd of race, do not sit or lie down upon completion of race.

)

. D. Broadjump T -
. Check pit and surrounding area for hazards such as glass, r'ac*s, metal, etc. i
\2.v ¢ Check take-off board to insure that it is planted firmly. | iﬂ

- - \

8.  Pits should be constantly loosened to prevent the pit material from becoming impacted.

100 .




v_"‘,‘: 1. 'St'aﬁlowanclnlol‘k'.up.}: L - K _‘,.' ‘ ) .
; 2 Use light crossbars when learningy | .
| I 3_. Place hurdles appropnately so Jumper has safe landmg place.
j 4. | Allow adequate spa'ce_bctween hurdle lanes.
'F. Hig Jurnp o, '
S 1. Check hlgh Jump standard to insure its bemg planted ﬁrmly and that there is rlo chance of’
- its falling.* - ) : o -
2, Re,n;ove cr<lss bars and pegs holding eross bars when not in use. i
3. 'Check pit to remove hazards. |
4. If using foam rubber type material, remember that it may notlbe stored in school due to fire
potential of material. - -
'5: ~ Pits should be built up to minimize de‘s"cent nnce the bar is cleared. '
o 6.‘ S%vtudents should receive careful ipstruction on proper landing form.
G. ShotPut- -
1. Use softball for putting before using regulatlon put.
2, Perﬂons not engaged in putting the shot should stay behind the circle. .
3. One person shotild'be designated to return the s‘hot by rolling it. :
4. The rolling shot should be stopped bvy using the foot. ,
.J 5. . Playling catch y}ith the shotis prohibited. * : )
H. Archery . o o S L -
1. Al,ways clleck equipment before using. |
2. Use arrows’that'are the correct length. A ‘
- 3. Shoqting and retrievirig the arrows should be done on command of instructor.

10
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L Basebal’ . | |

. The playmg of baseball (hardball) in the elementary or secondary school prbgram is prohrbrtcd

' EXCEPTION -« playing bascball shall be confined to scheduled games and practrce sessions of the
Jumor and senior varsity games in hrgh school -

“ . -
) - I3
- H

1. Players will at all trmcs ‘wear appropnate protectrve gear .
. \ .

2. All players ‘will-have had satrsfactory~med1cal examination® prror t6 playmg

) j.~BasketbaH IR .o o
. ’ 1. Proper shoes. shall pe'worrl while‘playing.‘ T R -
) 2. Games shouldbe ’closel_y'supervised to avoid lirlneccasary rough play. 7
‘3. Students wearing gla§ses should wear p_rotective eye guards or safery élassesu
-

K. liowling ,

1., Handle ball carefully to avord droppmg on toes. ‘

2 When takmg the ball from the rack exercise caution to avoid fmger mJunes.
3 . .
7. 8. Check approach before bowlmg ‘ e

4. Grip ball ﬁrmly to avoid ball from slrppmg from grip or back swing.
5. Students are to remam seated until it becornes their turn to bowl. Bt
L. Golf (onschool premisesy R )
Choose practice areas where golfjer may take a:winé without fear of striking other students.
2. Use practice balls to‘avoid danger of being struck by golf balls.

3.  Strict adherence to safety rules is a must. ' : v

L 4

-M. Horseshoes 5

1. Stand to the side of court and never to the back.

»

2.  Place a court where people are not likely to pass through.
' ‘ ~ )

.
N. Lacrosse
!

K 1. Proper protective equipment shall be worn when playmg la&rosse.

103
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Modxfied mlt‘s should be used.

' ‘ & All rules shall be 4 tmctly.enforccd. -
*‘OPCS - .:'“:-‘e .‘;.--
D B Swmgmg on ropes is prolubltcd

2. iny ane person using ropes at a time.

s
»® L4 . ;; .
’ P .8
. ) K3
¢ . ) ' e
R
' f’ . . Y
) “
‘ »
° ®
’
B ‘ . . v

3.  While Mntihg a tum, students shall stand at a safe distance td'avoid being “flipped” by the

Al

lower end of the rope.
‘ P. Soccer*
1 All body contact should be kept ata mlmmum

2. Playcrs are to remain on fcct R

Q. Softball

2. Bats will have a minimum of_ 12 inches of ta
battcr s grasp Tt

" 3. | Shdmg §hall bc prohibited.
- 4. Thc usc.of spikcs_fs prohibited.
'R Touch 'F".d?tball |
1. Lcaviné feet to biock lS prohibi_tcd. .

v o

2. Blocks should be of a screen typc o‘nly

4. Thc usé of elbows for blockmg is prohlblted

1. The ‘chtchcr shall be required to wear a catcher’s mask. K

3. Fumbles or loosc balls shall bc dead when they hit the ground

’
1 4
’

>
-

pe to lessen the possibility. of 'sli}:if)ing from

5, Clcats are prohlbltcd . '
6. Punts will be consxdcrcd a‘free.kick. (Players do not rush puntcr ) I )
3 : ’ 9
S. Wc ht ’I' nin : :
;. 'ght Training’ » v -

1. Activitl}; s’hould’ be confined to restricted area.

. [
{
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- - X - -
. 1

£ 2 Studénts waltmg to part:cnpate shoul’(l do 80 atasafe dxstance. - . S

3 'Secunty collars should be checked before ‘cach hft

' When uning heavy welghts, spotters should,be used

Wrestlmg o o .. o o

| L1 ‘For competmon purposes, students sh(puld be matched in. wexght, muscular dcvclopmcnt, :
‘and skill as closcly as possxblc ‘

/ co 2 Instructioﬁ should start from f.he‘ refefee's position

.. 8. ~'I‘u1ﬁblmg mats should be placcd around the wrestling mats.

"4 Fmgernaxls should be cut. . L ) " _ v ’

5. Jewelry ;hould not be worn.

-

. 6. All matches should be closelyAsuperwsed _ <
' &-. ' ) . ’ »
© 7. Only.one match should take place at a time. -~

t y
- . - g

8. Teachers should exercise extreme caution when demonstrating a hold.

527 EYE PROTECTION

»

A. Elementary Pupils - v

s It is strongly recommended that parents o‘ ellem'entary. school children who wear glasses be
" encouraged. to provide children with safety glasses. Administrators may notify parents of this -
¢ recommendation at a PTA meeting or through a bulletin.

S

B. Secondary Pupils

#Itis recommended that students in the secgndary program while participating in physical educa-
tion classes: ' ’ . q\ ; .

1. Wear safetﬂg glasses.
2. Wear protective masks to protect glasses. v \

5-28 SHOWERS

A. Shower rooms shall be used only under strict supervision of a teacher.

’

B. Running or playing in the shower Toom is prohibited.




-
e

C. ‘Standmg on locker room bcnches is prolnbxtcd o, R T

..D. Sngppjng of towelg at other students is prohxbxtcd. . NPT

E. Use- of thc mastcr showcr conqol is the rcsponslblhty of the tcachcr Students shall not. bc |

'asslgncd this rcsponslblhty L . ;

F. Swmgmg or chmmng from bars OF pxpes in the locker rdom is prohxbxted E E
G~ Benches should be mspectcd frcqucntly for sphnters, rptrudmg nails, sh‘arp comers, etc. ."‘ ,

5-29 ADMINISTRATIVE RESPONSIBIEITY FOR TRAINING OF PLAYGROUND AIDES -

It shall be t.hc rcsponsxbnhty of every schobol principal to devclop a anethod of training playground '
 aides in the techniques of safe playground management. This may be most efficiently accomplished by

COopcratxvc faculty planmng and in conjunction with the school physxcal education tcachcr

| 5-30 NOON HOUR PROCEDURES FOR TEACHERS AND PLAYGROUND AIDES

. -

The followmg guldc has been devised to assist elementary schools in cstabhshlng sound practrccs for

" the supervision of children’ during the noon hour. Furthermore, there are/guxdchncs and standards for

safe and acceptable activities, established both indoor'and outdoor, which will serve to make the

"noontime play period a learning experience for children. Playground aides and teachers are expected -

to be thoroughly farmhar with these rules.
A Dlvmon of Playground

The playground mlght be dxvndcd into areas of activity, bcmg certain every child knows the
activity permitted in each area.

B. Acceptable Outdoor Activities
1. Rings, tether ball, volleyball, basketball skills, jungle gym, hop scotch jump ropc are accept-
- able activities on the blacktop area. Haphazard running, chasing, and tag games on the
blacktop are not pcrmlttcd e T

2. Grassed area is to be used for activities ‘that have been taught by the physlcal cducatlon
tcachcr for the grade level using the area.

3. Baseballand football games are not permitted at any time. Skill work in 1 both of these sports
is encouraged in the fifth and sixth-grades. c , .-

4. Consult Physical Education Course of Study (Bullctm No. 196) for detailed list of acccpt-
able outdoor act1v1t1cs »

” »

5. It is the responsibility of the teacher to instruct their students concerning standards for
safety and behavior as well as which activities are perrmtted on the playground and the
" - designated areas for these activities and to supply the necéssary equipment. :

99 .
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X

Acceptable Indoor Activities

It, is the responslblhty of the.aide to maintain order, to encourage propey’standards of safety
and behavior, to correct youngsters in a constructive manner when tl]ere is a violation of.
. rules, and to caution children if it appears that emotions and exc1tement are mounting to a

It is the rcsponsxbthty of the aide'to scc that common sense standards of safety and behavior
are being observed, to correct youngsters in a proper manner when deviations from these

,_.standards occur, and to maintain all playground rules w1th a minimum of descnpuon

Chlldren are not to play W'lth nclghborhood pcts'; to thxow or kick dirt, stones, stlcks and
debris ‘on the playground or ‘into neighbors’ yards; to attract and/or disturb children’and
pets in neighboring yards; to bounce objects on school walls; to wrestle on ground to climb
trees; to hit one another even playfully, and to tease othcr students.

Sharp objects which’ could cause injury, such s metal cans, broken glass, and stones, should

be removed to trash ‘cans by teacher or aide on duty; or if the quantity of such, objects is
\\I.Iarge, notify the custodian and keep students ‘away from this aréa until i is safe for play. Do
}

not ask a student to plck up the sharp object and put it in trash container. Any item on or
ear playground which would cause, injury, such as a hole in ground bces nest ih tree, and

dead or broken branches, should be reportcd to office Such areas are “off limits” until they _ |

are made safe.

4

When rain, snow, or bitter cold dictate that students should remain mdoors during then'
lunch time play period, it will be the respon31b111ty of each teacher to instruct his class as to,
which activities are permitted. within the room and to make’ available for use those games,
puzzles, and other eqmpment wh1ch cag be used 1

Consult Physzcal Education Course of Study (Bulletm No. 196) for detailed list of accept-
able indoor activities.

A

point where incorrect actions may so6n result.

Youngsters who are chromc violators of rules, and those who commlt serious offenses
should be sent to. the office. It is the duty of an aide, when. checlung out, to verify thata
student sent to the office did, 1ndeed report.

- Injuries and illness i in the classroom should be treated the same as.those which might occur

on the playground

Policy Conceming Chlldren Who Stay in During Outdoox_' Play Period

If for reasons of health, discipline, or completing assigned schoolwork, a student remains in the
classroom during the outdoor play period — he or she is the responsibility of that teacher.

G
1.
2.
3.
4.
5.
D.
E.

Specification of “Off-Limit” Areas

-~

‘Teachers should provide students the opportunity to use rest rooms and water fountains before
they go to the playground, Some emergencies will arise and aides are requested to exercise good
judgment. No student should eriter building during play period without the knowledge and

consent of person on duty. -
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H.,

1.

. Rcsponsxblhtxcs.of PlaygrOund ‘Aides and Use of"Dis‘éiplinc

1.

3.

4.

T S Y

.'-' . '_ . h . '\.- . - . - . °

3 » 'l_.

Chrldren afe not to play ncar wmdoWs of clacsrooms B S '
' 2 Chxldren are not to’ leavc school property et ]
.. . g ’) L ‘ e o L
‘Rules for Safe Usc ofﬁmancnt Equlpmcnt T R ST
1. Donot use whcn wet. E S . s L3 o
: . [ { . - . *
. - . K » [ ) .. : : N
2. Forma smgle file Imc,‘ awartmg your turn to usc a.ll equlpment ' RS
3, Qpposed thumb gnp shoulli»be used on all chmbmg and swxngmg structures
~
‘4. Do not sit m.monkey rxngs, l‘:ut rathcr swmg from onc to- thc other untrl you have rcached
' 'thcend ) . Lt S _ .
5. cht youngst'cr does not‘;b,c to swing'b on ri.ngg ,an’%rs until first child has ._complctc‘;i:l hjs’
R . turn. . . s S l . . ' ’ . ‘ - - LS ) Q .
. . . . ’ ¥
6. . .Concerning thc jungle gym, Mmore than 50.students on the large or 20 on the small ]unglc

gym ‘are permitted ,at any fime. Caufion should be exercised to av01d steppmg on hands.
Pushxng and crowding will not bc tolcratcd

] Y

o ] 1

~ Since the primary rcspon51b1hty of the’ playground a.ldc is the supervision of all youngstcrs

on the playground aldcs shall not partlcrpatc in or ympire any gamcs or act1v1tles

[

2, If playground rules are bc1ng fkbn aides are cxpcctcd to speak to thc child in question in
a constructive manner and tone. Examplc' “John, please. do Jpot’run on the blacktop You - ‘.

.may run mto someone and hurt him or, you may fall and skin your knee. Play tag“on the
grass arca. . . ‘

If a youngster congstently wolates the.rules of the playground dcspxtc remmdcrs (insubor-
dination), refer him to the office. ' . .

If the first offcnsc of child is serious (cxample breaking a window, fighting,’ us1ng profanc
languagc) refer child to thc ofﬁcc The admlmstratlon and/or tcachcr will determme disci-
phne. o “ o ‘ o

Never tell a youngstcr to sit in thc classroom the rcmalndcr of the period.

o P .
A L ‘ "'
.

Injuncs, Illnésscs and First Aid -.

1.

2.

" In casc of i 1n_|ury to one’s pride, be sympatnetic and undcrstane%ing. - ‘ -

.
»

In case of minor injury (e.g., splinter, cut, sklnncd limbs, bump on hcad) send student to
office immediately in the company of-a fellow studcnt who is cons1dcrcd responsible.

7. '.105‘ } , /.
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_ 3. In case of serious injury, notify the front ofﬁie immediately by any expedient method at
. your disposal (interrupt a teacher’s class if need be sQ the teacher cari help). Beware of
" mouving child. Keep area clear of other youngsters. Momentarily, at least, the welfare of thi
child becomes your sole responsibility. (See First Aid Procedures.) SN ‘

4. If a child becomes ill, he sho

in the company of a responsible student -
5.  First aid should, wherever pos tered in the health room by the offi. g
6. Should an aide everleave the playground area while on duty? If in yoar judgment, the

L. : ' safety, welfare, or survival of a student is dependent upon such action, do not hesitate. . )

L. Procedure for Termination of Play Period

1. When bell rings, children should line up on designated area space.

2. When aline is orderly, you may dismiss children to enter the building.

3. Students are to go in the building quietly at all times in an’orderly manner and single ﬂe.

3

5-31 MCPS REGULATION 285-6 — RIFLE CLUB REGULATIONS
" .

Rifle clyb advisers, working with the assistant superintendent for administration and the supervisor of
safety, prepared these regulations to provide direction and safety procedures for the operation of rifle
clubs and related activities in théMontgomery County Pyblic Schools. All live firing of firearms on
school ranges or any rifle club firing at any other rifle range shall be conducted in accordance with’
provisions set forth in this regulation.

A. Use of School Ranges by Schools and Outside Groups
School and community groups desiring tosuse a range shall obtain permission by the following
procedure: ‘

1. Obtain permission from the school administration to use the range by submitting completed

MCPS Form 230-3, Application and Agreement for Use of School Facilities.
. s

2. Applications for the use of the rifle range must be accompanied by written verification that
the group adviser has successfully completed requirements set forth in Section 2 of Instruc-
tor Qualifications. MCPS Regulation 230-1, After-School Use of Facilities, lists policies and
procedures: which govern all use of facilities. After permission has been granted by the
administrd#tion, a copy of the approved application to use the range must be submitted to
the Division ol Operations by the principal of the school where the range is located.

B, Control of Ranges ) )

- The control of cach {iring range is the.respounsibility of the person i charge of firing. This person
shall be designated by the school administration.

v IR TE

LV




D.  General Regulations

I

-

1. Range regulations shall be posted in a prominent place at each range. The administrator of
each school having a rifle range shall select the person or persons responsible for preparation
and publication of the Range Safety Regulations. These regulations shall include the particu-
lar requirements for safety of each range. '

. N [YY .

2. A rifle club instructor or other qualified instructor shall be present on the range during
firing. ‘ '

3. Under no circumstances may any person or pe other than designated advisers or
instructors be allowed to supervise rifle range firing. i the event that the designated adviser
or instructor is unable to be present, firing shall be prohibited unless a qualified substitute is
available and specifically assigned by the school principal from that school.

4. Outside school groups using the range shall comply with existing rules and regulations for
that range. The person requesting the use of the firing range shall be required to enforce
such regulations, .

5. The person in charge of firing shall inspect the range for safcty prior to any firing.

« 6. Fircarms shall be inspected by the person in charge of firing for obstructions, live rounds,
and general serviceability prior to and after firing.

7. Firearms not in use on the firing line shall be placed in racks with the actions opened or the
fircarms cased.

C.  Storage of Fircarms : .

.. The school administrator shall designate a storage place for all fircarms issued to a school or
brought into the school by rifle club members.

" : v )

2. All firearms shall be secured in:

a)  Army racks in accordance with army security practices or i a special locker provided
with a lock.

b). Ammunition shall be stored by the club adviser in a secure plice under lock and key
away from all fircarmsschools may use a vaudt for storage purposes,

) l"irc;lrlns\nd anmunition may not be stored in hall lockers under ANy clrenmstances.

vy

O

ERIC

Aruitoxt provided by Eic:

Students “participating in title cluby activities must transport then toearms to school by
private means.

e
Upon, arrival at school, all fireanns shall be delivered o a designated representative of the
school admmistration. The fucaris shall be Tocked and stored antil rifle club activities

begin,
112)
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Instructor Qualifications

1.

2.

“to and from competitive

a)  Storing firearms or ammunition in students’ lockers is prohibited.

b)  All firearms shall be unloadcd and cased when'being transported.
. » oS
Rnﬂc clubs may use school buses for transporting members and thc1r rifles and ammunmon

for regularly-scheduled club activities provided their adviser accompanies them on the bus’ to

and from the activity. Rifles shall be unloaded and cased at all times when being tranqurtcd
cts. In the case of illness of the faculty adviser or some: oiher
with these rifle club regulations and appointed by the’ priz:
o and from the activity. (See MCPS chulatloq 2‘15—1

emergency, a teacher
cipal must accom
2-b-(19), page 4.)

Except for transportation nt rifle club, transportmg firearms and ammunition O’h Mont—
gomery County publlc school buses is prohibited. - ‘ ')

«

All rifle club instructors shall be membe’rs of the schools’ professional staffs. «
Instructors are required to be certified b‘y the Natienal Rifle Association.

a)  The NRA Certified Rifle, Pistol, or Shotgun Instructor Certificate May be issued to an
individual NRA member 21 years of age or older who has demonstrated that he is
capable of instructing others and administering courses of instructiofl in the safe and
‘efficient use of fircarms. These certificates expire annually but may be renewed by
filing a renewal report with the NRA, or by request, no later than ohe month after the
period of validity has ended. Mappllcanl for the NRA Certified Rifle, Pistol, or
Shotgun Instructor rating must furnish evidence of his capabilities by doing the follow-
mg: '

(1} Submit, a wnitten recommendation from an NRA Certified Instructor or NRA
Training Counselor;

(2)  Complete the Certified Instructor examination with a grade of 90 per cent or
morc; and . |
: A
3} Where an NRA Training Counselor is available, complete the appropriate NRA
1 , Pl
Instructor Trimming Conrse satisfactorily or furnish- evidence that he has served as
an nstructor for a minimum of 100 hours in a Simall Arms 'l'r;nining Conrse,

b)  The NRA lmmm;, Counselor Certificate m 1y beissued to an individual member of the
NRA 21 yeaps of age or older who has demonstrated outst wnding. .ulmnus(llw and

[€)

ERIC

Aruitoxt provided by Eic:

JLeaching skill as a Certified Instructor. These certificates expirve annually but may be
renewed by filing o revewal report with the NRA, or by request, no later than one
month after the pertod of validity has ended. Each candidate for the NRA Training
Counselor rating must furnish evidence of his capabilities by doing the following:

(1) Hold either Certified Ritle, Pistol, or Shotgun Cettificate tor a minimun of one
yoear, i
!
4
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F.

G.

.o (2) Submit evidence that he Ras served as Chief Instntctor in at least one registered
' * NRA Basic Small Arms Trainirig_Course. ‘ .
(3) Be selected to attend and succeszully complete an NRA Training Counselor
) Course,. .- .-
. Target Area ’
1. No one shall be allowed in the target area wnthout the authority of the person in charge of
r;ange firing, 5 CoL
2.  Only i‘»..’hu Rifle Association shall boi  -argets or their equivalent shall be
used on the range. } ’ \ :

Control of Students’ Firing on’ the Ranges

" The person in charge of the firing is rcsponsiblb for the control of students” firing on the range.

1. A student shall not fire on_the range. nntll he or she has satisfactorily completed a prelimi-
nary rifle markmanship course. Each student firing on the range must satisfactorily com-
plete a written test on range safety. One copy of the student’s completed test shall be kept
on file with the student’s school records.

2. Frequer -eminders of range safety shall be yven by th. ot mecet cge firing to new
and .+ oequent users o th - rane onor to tooar firing, #

"3, Unne v noise, talking, ado ormer distiMing acts a hwnted.
N . . . I . . .
4. No o allowed forw. d on - tiring hne cithont an e i the pe m charge of
firtny ’ ‘
5. Unles: Hhubited by competition rules, coaches may be all wed onthe g pomits wach

apestoonas not to interfere with the proper and safe operanon of the oo,
I d

5

H.  Firing Line Procedures
1.  Fire <hall never be ded the studeat_has take  ost o ac the i point aad
the o nd "LOAD™ . bec enowith th firearm pe - +d ard the v pet,
2. n siall be iscected the person i charge cre ceforser ceability pooon
3. a nshatt be issucdonl o the peson m charge o e fing range.
4. At All firearms on the range shall be kept open at all nmes when not_cased, except
after ommand “LOAD™ has been given by the person in charge of the firme. Only

ERIC

Aruitoxt provided by Eic:

those st cents on the firing hines may then close the actions of thar Hrearms,

.

2 . . g .
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No one shall fire until the command “COMMENCE FIRING" has been given by the person
in' charge of range firlng. '

Instruction shall be given to all students on the firing line as the proper procedure in the

. case of malfunction. In case of “misfire,” the rifle action shal] be opened only by the.

instructor in charge

4

4
- -

7. The number of persons allowed on the range during firing shall be hmlte ‘to those persons

firing, coaching, and supervising. -

8. The only firearm authorized f
chambered for cartridg
long-rifle” cartridge.

use on the range is the .22 oflibre rifn-fire rifle or pistol

9.  All rounds shall be single loaded.

¥ .
5-32 THE USE OF SAFETY GOGGLES (MCPS Regulation 525-15, 3/1/65)

WHEREAS, The State -

and care of protective ¢. .-

WHEREAS, It is the in ,
ments of this bylaw imn.

Resolved, That in accord
VIILOTS UPON entering ar - par
chemical-physical labora o

n¥ the bylaw are it -+~

ifications of the Am - -

olved, That satery

i e hind that cach M no

oty to cover cach s

Resolved, That cach tea ,
these goggles free ot oh
lh’(' above described oro.

Fach junior hizh
entering the jurao
that he needs thes

O
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i Grade 7.8, 0. 9

*Moncgomery Collége ng |

mwercially catalogued as‘the “.22 short,” V.22 long,” or “.22

ttion B+~ No. 561.1 approved July 1, 1964, mand. s the use

te public wols of M"iryland, and . '
ontgomery ounty Board of Fduc ation (h |mplcmun licquir(u

< theretore ne it

e Board of Lducation Bylaw
winsocational or industrial ar

5611, all pupils, te aers, and
shops, or chemical o ombined
itgomer  Comty schools or cotleges® where activitie- enumer-
Lbe req ared  » wear, for generai use, a cover gogale meeting the
ds Asse e Safety Code Z22.1-1959, and be it urthe
ibed wove hadl be stocked in the suppiy management ware-
1 sufficient

1 furthe

uty sch nocollege™® shall he jssned safety goggles

e visa cqpuired to use theas ougtes by law, and -

ating in o above deseribe amns shall be issue. set of

eginning ot each school yeu hat cach pupil paric ting in

e issued goggles o follows:

[ shall be
(seventh grade) i required, n

v ;_,()M_,l(s lu( of (hn eTupon
en first certified by ¢l

issucd one set o0 s
teacher
goggles

ne ormore of the programs des nated as regniring sates

tof theSci o0 system .
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4

Each senior high school pupil shall be issed one set of safetsl goggles free of charge upon entering'
the senior high school (tenth grade), if required, or when first certified by the teacher that he
needs these goggles in one or more of the programs designated as requiring safety goggles in

Grades 10, 11, or 12; E
Y Goggles issued to Montgomeryg jor College* students in compliance with the law méy be
. charged to the student or issued without charge at the option of the college admmlstratlon and

be it further \ .

Resolved, That under these procedures each pupil requiring safety goggles will be issued one palr, free

of charge, while in the seventh, €ighth, or nirith grade, and one pair, free of charge, wh'lle in the tenth

eleventh, or twelfth grade, and be it further ‘-

Resolved, That pupils losmg or breakmg their goggles or lenses will be requnred to replace them at
, current“bld prices as needed and be’it further.

Resolved, That all glasses’and lenses issued w., pupils or teachers, including those issued without ch"xrge

shall become the property of the pupils or teachers and be it further

- . ?
&

Resolvec. That all goggles msued to scho be chargcd'to the individual school’s instructionw supplies
account. ‘ ‘

. (BOARD RESOLUTION 447-64 DATE.L. SEPTEMBER 8, 1964)

533 ADMINISTRATIVE RESPONSIBILITY FOR SCIENCE CLASSES

&

A. - he Science Chairman .

-
-~

Condllets ,meetings at the beginning of, cach semester devoted 1o a(qunntm;ﬂ science
teachcrs wnth the hazards in science instruction. - ’ ‘

N

Notifies-the principal in writing whenever emergencies arise or hoacards exis o

-

a)  Defective gas or electric fixtures

b)  Brokenor defective scats

) Inadequate storage cabinets

d)  Lack of fire extinvguish(‘rs | » ‘

3. Scees that cach science laboratory s equipped with a first aid kit.

4. Makes “sure that combustible, poisonous, and otherw |s‘ dat ngerovs nutenials are kepr
securely locked m sate cabiets. :
{ ' \
1 t
M oatgomery College no longer a paat o) the school system

CEt e - 14
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, . .5, S%es that cabinets co'hta.ining dangerous chemicals are plainly labeled with adequate warn-
6. -Inspects chemical cabinets periodically and keeps records of these inspections.

S 7. Makes certain protectite eyeware is available in all necessary locations as specified by
" Maryland law. A ‘ .

. . . 1y

; S B Storage _ .

.

a . . . . i LY
The proper storage of chemicals is basic to a safe efficient laboratory operatio: M .-

-+ amounts of chemicals should be stored. The amount to be stored should not exceed one unit
N more than the normal year's supply.

~

Gencral Rules y .
: 1. Store all chemcals so that  -ir labels ar: displayed. (Date hemicals as they o received in
- vour laborator+.) k ,
. L ]

2. Keep poison: m bottles marked with skull and crossbones and the word ' <ON, Store
' “them apart fr- m other reager ~

3. Unless mateniuls found in unlabeled botites can be positively identified, dispose of them
© " separately.and carefully.

4. When storing hemicals o: cs, provide ample space. between bottles 5. that you can
grasp the botr firmly,

5. Place neav: muaterials as nem floor as pessible and brace them well. It © « vood idea to
- . place m asvestos pad begweer furic acid and a wooden shelf.
6. Usc aoproprate safety contain: « tor flammasle and cxplosive mate

D.  Liquids

11 Large vottles of concentrated acrds and alkiies should be kept on e floe ind should be
protected’ from accidental breakage. If an ac:d room is provided, « v th wnount of acid

* N for current use need be Lept in the laborator
2. Flammnuable liquids sho_id be stored in origi:... uipping contamer  vhile aside e labora-
tory .« tockrorm unless in approved safet . .ov, approved flam. ble higuid s orage cabi-
net, . ammab.e liquid dispensing room.
Y -
. 2. Flanw e hquids shall not e placed m glass nainers exceed: To-omnce capacity. This
I ¥
is 11 ended “oapply to onginal shipping con..mers.
b Flam- ole liqud containers shall be tightly el +d at the end of cach use .and checked at
the < Hf each Liboratory period. :
, R I
B
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- ' l . - - ' ’ ? -
- . 5. ' Flammable a:nd vdé:ﬂe liquids should not be placed or stored near h‘eatmgp es or, electrlc
¢ fixtures. i . W(
A T .
L ~ 6. Flammable and volatrle liquids must not be left in,direct- suqllght {A quund may act as alens

in focusmg the rays of sunllght and thus start a fire. )

'
-

7. Do not store chemicals Which act with 'each other close togethet. *
shich g | gethe
e

E. Solids ‘ . * s | \

, e

1. ¥ .assium chlorate'is one of. the most frequentgdés of SCrlOH’S explosrons because of its
strong oxidizing power and sensitiviry to shock, Slight amoul{ts of impurities like carbon or
sulfur ma- re>ult in an explosion through mild’ frlctwn or}mpact

Whit- r  el. »w phosphorous mu e kep: under watér and in a glass stoppered bottle. As a

furt: v p ecaution, this contain- nay be placed in a metal containers This phosphorous

- shou' © b stored where there is . minimum of chance for accidents. Inspect frequently for
wate. leanage. DO NOT ORDER iR KE EP A 'LARGE SUPPLY ON HAND.

3. Sodium znd sotassium must be . -t under kerosene and stored in glass stoppered bottles.

Carc ghocld be exercised to see 1.0 sgdium, potassium, and.calcium are hot stored above
wate- soi1tions or vessels ‘_con‘ta'ih . water. DO NOT KEEF A LARGE SUPPLY ON HAND.

4. Calc:um carbide and sodium per:.x. - should be kept in air ught containers and not stored.
near vate-. DO NOT KEEP A L AR: = SUPPLY.

-
5. It hu bees suggested that the fc dow g chemicals not'be stocked in‘a public school:

L oa) hlo e ' )
b)  Sodiu- T e
¢)  Potassiin ’ ’
d Phosp  rus »
<) rasol e
Cotascwuin - nide . , .
v Benzovl Pe- xide
Mercury (a~ - trom that ain uscd i barometers)

»-34 HAN: 1 ING, STOR - E, AND USE Oi FLLAMMABLE LIQUIDS

see Montgomery Couniv I Prevention €, N
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5-35 CLASSIFICATION OF FLAMMABLE AND COMBUSTIBLE LIQUIDS
Class I Liquids having a- flash pomt below 20° .F
- Class II Liquids havmg a flash pomt of 20° F ‘mcluslw
Class HI quulds having a ﬂash point above 70° F., below 200° F .

Class IV Liquids having a flash point of 200° F.. »r above.

The closed-cup tester shall be used to determine

:‘E.«,pomts In caw 5 of .dispute, flash points shall be

determined with the Tage closed-cup tester accdre Ing to the memods adopte by the Amerlcan

aoc1ety for Testing Materials. N

The followmg are representative examples of liquids of the respective classes:

ass I _Class 11 Class I1I
Zther Wood alcohol Amvl alcohu!
Gasoline Grain'alcohol Camphor oi
Benzol Toluol Céllos_olve
Collodion Ythyl = - Turpenunc
methyl v
keton
Acetone Ethyl . il
Benzenc -
'I
Vinyl Octance - St osddard
acetate olvent and other
petroleum safeny
Carbon Pyroxylin Jeanin: fluids
disulphide solution

536, HANDLING OF GLASSWARE

Une of the most lr(qucnl causes of accidents result hom |mpmpu handllng
&dge can be razor sharp, and severed tendons are no' ancommon
hat high frequency.

Hollowm

Class IV °

Transformer oil
Lubricating »il
'Vegetable oils

Coal-tar pitch

Asphalt

Paraffin oil

I oghass ooare.

l('d

A Jagged

Nontge vred

Gutting
To cu. alags tubing, Tay it flat ona tole, -t aeHile once weross the ur o at the pou itis o
be cu Use toweling vetween hands anc e hile break ng ne tubing rotective ey -wear is...

require .



.Fire-polish'ing

The ends of glass tubmg are sharp and should not be used without fire-polishing. To smooth the
ends, rotate the tube in the edge of the flalne until ‘the end becomes yellow or orange. If thls is

3,

done correctly, the bore of the tuhing will not be - changed. ) -

’ ’

Note: Do not handle glass that has been heated until you have allowed time for coo ng. You.
cannot tell glass is hot by looking at it. HOT GLASS GIVES A MOST PAINFUL BYRN. USE’
Godp JUDGMENT .

L3
’

Inserting glass tubing into rubber stopper or ?téing

1. Never-attempt to insert tubing having a jagged end into a stopper. ALWAYS FIRE-POLISH.
The ends can be smoothed with a file or emory doth but fire- polishing should be the first
thought. -

. 2. Use water, soap,uor some lubricar ' and put tubc nto stbpper as 1f you were screwing it in.

3. Wrap a c}oth around the hand or the tubing at the-point of contact with the hand. This will
avoid i 1njury 1f the titbe should break or Sllp Wear protective eyewear.

4.  Hold glass tubing as close as possiblc to the part where it enters the stopper or tube and
‘““feed” the tubing sl0wly

Thistle tubes

. Extra care should be uscd In inserting a thistle tube in a stopper. NEVER hold the tube by the

bowl but put the hand close to the stopper and use thc screwing rhotion. Be sure to wet the tube
flrst Use a cloth for protection of the hand.

¥

Glass wool k

~“lass wool and steel wool should be handled carefully to avoid getting sphntcrs in the skin.’

loves might bc kept for this purp()sc Cut the wool; do not attempt to “pull” it loose.

~oft glass test tubcs

Soft glass requires spe .. care. Te - wil. preak reaaily  hey are n e aoroughly dry gn the
c.itside or if the flame - directed 1o, ongat one spot. / ’

N

Bending glass '

Wh: 11 bending glass, be sure to’use caution in handling th- b glas:

Il

ricating giass (wear Protcc 10144 CYTWLdr)

hl
>

I. ‘lass apparatus should be heated with an-asbestos 1. etw = the glas e he fire.



2. ‘Hard glass test tubes may ‘be heated d1rectly In heating llqulds in a test tube, heat from the
‘ upper portlorfs of the tube downward and do not allow the heat to concentrate too long on
any one spot. . |

3. " Po not look down,into the tub¥s whlle heatmg Do not pomt the mouth of the tube in the

* direction of any other person. 1
w L - I

~
~If thermometers are lubricated with a‘silicone stopcock grease before they are inserted in rubber

stoppers, they may be withdrawn safely after they have been used. Place towelmg betwcen
thermometer and hana , '

B

=

Rubbe~ stoppers to which glass tubmg has become stuck should be discarded in the broken glass"'
container. Their value is not great enougb to justify the cumng hazards associated with the
removal of the glass.

The eages of glass squares may be smoothed with wire gauze. Use the gauze as you would a piece
of sandpaper, brushing each edge of the glass with four or ﬁve strokes. Hard glass is difficult to
fire-polish.

Pupils snould be 1nﬁructed not to attempt to remove ground glass stoppers which have become
frozen 1> their reagent bottles. The attempt to free frozen stoppers frequently results in a broken
reagent oottle. Therefore, the instructor should place the bottle in the sink, if the:contents are
not reactive with water, or in a quantity of absorbent material before he, and He alone, makes the

attempt.

Pupils should be 1nstructed to place broken and discarded glassware in a special container which
may be »laced at the end of each laboratory table. They should be prohibited from using the sink
as a disr- »sal place for glassware.

5-37 REMAINING IN THE CLASSROOM : .

~The teacher 1 charge shall not leave any shop or laboratory while class is in session. If the teacher is
requested b a superior to leave the room, this responsibility is placed with the person issuing the
request; but nc teacher shall make this condition clear to the superlor in case he is not aware of the
danger. If it - uld be necessary for the teacher to leave the room, another teacher or paid employee
of the Board  ilducation (not a student) shall be placed in charge

538 STUDENT RESPONSIBILITIES IN HANDLING CHEMICAL REAGENTS

A. Follow airections carefully Acquzunt yourself with directions before beginning the experiments.
Know tr- reason for each step.

B.  Read L~ carefully. Never guess. Serious accidents may occur if the wrong chemicals are used.
Pay part. .1ar ittention to the ending of the name of a chemical. Violent explosions may result if
achicrare - us dinstead of o chlonde

C. Do n.t n.x ¢ cmicals indiscriminately. Each experiment should have a purpose and should be
approved v e instructor. Failure to observe this rule may result in serious accidents. Never

play with aemcals.
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’ .. . - -
. D. Provide yourself with an apron for ;hc protection of your clothmg Have aprons available. Obtain
gloves and gogglcs and a face ShIClCl for special use.

E. Perform experiments with apparatus at arm’s length from the body. Do not point the mouth of a
test tube toward you or your neighbor.
F. ifa Bunsen burner *“strikes back,” immediately turn off the gas. Adjust the burner so as to admit
Lo less air and relight. If lighting a burner, the match should be held to the slde of the barrel of thc
E burmer and not directly above LR

G. Do not taste any material.

H. Smell gases cautlously' This may be accompllshed by cupping the hand and gently waftmg a
small amount of the gas to the nose.

I.  Set apparatus back from edges of desk or table to reduce chances of its being knocked off.

' J. Do not place the stopper of a reagent bottle upon the table. Hold the stopper between the first
and middle fingers of the hanid holding the bottle from which ‘the liquid is being poured. The
bottle should rest firmly on the laboratory table or in a rack. Do not hold a vessel into which acid
or caustic material is being poured.

K. Check gas generators carefully to be sure that there is no point at which the passage of the gas is
blocked. Check with instriictor before proceeding with the experlment .

L. After collecting gas by ‘water dlsplacements, the dehvery tube should be remoVed from the
generating flask or from under the water to prevent water bemg forced back into the hot

generator. ‘ ,

[

M. If spattered by a chemical, the student should wash thoroughly w1th water and notxfy the
instructor 1mmed1ately'

N. If chemicals are spilled, they should be cleaned up immediately.
5-39 RESTRICTIONS ON SCIENCE: FAIRS

Pupils shall not plan or prepare exhibits using the following materials as they will not be accepted:

- 3
- A.  Acetylene, illuminating gas, or other explo‘sgvc gases or chemicals '

B. Cyanide so‘lu‘tion
C. Acids or other corrosive materials

D. Highly flammable materials

E. Dangerous biological cultures and carcinogenic agents '

¥
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F. Hypodermic needles' .. : o o . -
(’ Poisonofis animals or platnts o Yo

+H. Open flames. ’ L o _ ‘ oo
) . ’ . ‘ . » l-' . ‘ ' v

L Open or unsealed biological cultures ‘ . ‘ L

(All electrrcal equipment and exhlbrts must conform in cvery detail to the standard electncal code of
’ Montgomery County, Maryland.) :

7

540 STAGECI_&AFT CONSTRUCTION : , :

o ° T - . .

A. All students shall receive mstructron on safe procedures for building and use of tools, mdchines, {
and equipment. :

B. *nstructron which must support people, such as stairs, ramps, etc., shall be ngrdl}constructed
’ sound material. a

C.. Platforms, runways, or ramps more than four feet above ground or workrng area shall hayé guard

f ra.lls on all open sides. . A
", ’

D. Rigid anchoring and bracing shall be used on all scenery, flats, and stage props.

E. The use of glass in set constnrction shall be avoided.

F.  All rigging shall be accomphshed by using approved techmqucs Ropes and cables shall be regu-
larly inspected for wear. Worn or frayed riggings whlclP present a hazard shall be reported to the
school admrmstra\tron

G. Alterations or changes in flats, scenery, or props shall be made under the direct supervision of the
teacher. | :

H.  Adequatg aisles shall be maintained backstage, and exitg shall not be blocked. J

[ Student use of —stcpladdcrs should be supervised. ‘ ' .

. . . ‘ /«

J. Al projected usc of electric Wiring or equipment in connection with school entertainment shall
be subject to approval by the maintenance division and shall Gomply with all dppllCdble fire and
safcty laws, codes, and regulations. : |

) . K. Permanent wiring shall be installed only by authorized pcrsonncl Pupils shall not be allowed to
T ow do any permanent installation or repaiting at any time.

L. All electric machines shall be properly grounded. \L

M. All work lights shall be covered with shields or wire cages. All over- hmd lighting shall be securely
fastened with safety chains and/or approved clamps. - '
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9
1

N. All cables or electncal cards Shﬁ“ be - placed in a non-hazardous position or place thn not in

use, they shall be coiled and rackeds ’ ) . )
: S, :

[

0. Heavy glovcs shall be wofn when changing lamps.
- ’ -~

or shall"have a wire

N

P. All glass roundels which are hung*over head shall be wnred or lmpregnaIC
basket under them '

- - 4 . «

pupil personnel shall be perm-itjted to operate switchboard.
~ ‘ 4

Q Any authorized teagher

y authorized adult personnel. - ' .
. . ’ . v, ’ ,
~ 8. No stage pltxg;rs or rccgptacl‘es shall be used un]e‘sso‘f‘;m approved type,-correct size, and rating.
L ‘
SR A
@ T. All hazards involving cnrcunts, fusing, elecmcal cords or cable- troublc shall be 1mm€dmtcl§
reported to the building Admmlstmtlon . ‘

L) k3 .

. U.  Stairway zmd passageway lights from ‘tf}.e stage shall be lighted when arca Is in usc.

\

V. Covered trash cans shall be available for waste material.

W. (See Montgomery Gouniy Fire- Code 86-40.) The space on a stab: immediately back “of a
proscenium opening shall not be used for storing or handling any material og cquipment except -
scencry and other equipment required for the immeédiate operations on the stage. Access 1o s
standpipes and hose} fire extinguishers, and the lowering rope or other controlling devices of an
asbestos fire curtain shall be kept free and unobstructed. Any space under a stage not of a
fireproof construction or not having wood construction covered with plaster,/metal, plaslcn and
metal, or someé substance offering equivalent protection shall not be used fot the storage of stage
property, equipment, or any combust:ble materials except that in auditoriums with fixed seats,
such space may be uscd for the storase of seats. No trash or rubbish shall be allowed undu the
stage. ’

X. Every required ventilator over stages f iublic assembly buildings shall be opened.and closed at
least once in each three-month period ’

Y. (See Montgomery County Fire v.ode ~6-~0.) In theatres, playhouses, or schools using movable or
shifting scenery, during every public peri-rmance, there shall be stationed a capable unplo\ ce, or
other person, whose selection shall ve approved by the fire marshal, competent to render due
assistance in case of fire or alarm of firc n and abéut such place of assembly. It shall be his duty
to have all means of fire alarm and extinguishment ready for use at all tlmcs during such
performance, and no other dutics nall be assigned to him “for the time the pcrform‘mu is in

. progress. Inspection shall be made o1 the, seating and other public spaces in all places of public

- assembly after each performance fo presence of lighted cigarettes or other sources of fire.

. Z.  The Montgomery County Fire Marshal’s Office within whosc area a pulolmanc( Is to be staged
usmg movable scenery shall be notified at least ten days in advance of the first performance, and
hjs approval shall be received before the pcrlorm.mgc is begun. ;

‘

FRIC— ' :
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5-41 ANIMALS ON SCHOOL GROUNDS (MCPS chulatlon 285- 1)

3

>

. Dogs. are not perrmtted on school grounds on any day when school is in session except under certain
_conditions, as stated in Montgomery County Council Ordinance No. 3-112, September .18, 1956,
“which reads: . X : ’
“On any day when school isin scsslon no dog, whethet hccnsedor unlicensed, shall be.permitted
, - on any school ground within the suburban district between the following hours: one hour prior
_ to the opening of &chool and one hour after the closing of school provided that the prov151ons of -
this section shall not apply if such dog is on a leach or led by a chain in such 2 manner as to’
prevent such dog from biting any person or animal, or if it is securely muzzled so as to p.agvent
such dog from biting any person or animal.”

In case of dog bites, 1nfcctlon with any of a variety of organisms is p0551ble because bites carry germs
 from thé¢ animal’s mouth and ‘the victim’s skin and clothing into the wound. Tetanus and rabies are
partlcularly serious, and the danger of rabies is greater when the wounds mvolve the-head and neck.

Illness may also occur if a sick animal licks openings in the skin.

Rabld dogs, though noted to be hyperactlve “and v1c1ous, sometimes demonstrate quite affectlonaté o

behavior. Rabies may be prevented by 1mmun1za7¢( the'victim.

Chlldren having wounds caused by dog bites o the bites of ahy other animals should be handled
according to the followmg‘procedures

A.  Using soap and water, thoroughly wash the wound to remove saliva; then rinse 1t€v1th running
water, and apply a stenle dressing, Yy

B. Contact the .parents and advise them to. consult promptly with their family physmlan who will
treat the wound and decide whether rabies 1mmun1zatlons and preventive measures against
tetanus are necessary. -

C. As soon as possible, report the incident ‘to the Montgomery County Department of Police.
' Include any known facts about the dog’s identity and whereabouts. Every effort shoudd be made
to 1dent1fy and isolate the dog, .

D. Any student bitten by an animal should be immediately referred to the parent for further
treatment by the family physician or in a hospital. All bites should be reported to school nurse.
Comply with MCPS regulations regarding school accident reporting. o

E. Any animal that bites an 1nd1vrdual shall be kept under_ observation for sign or symptoms of
rabies for a period of ten days. If the animal remains healthy during these ten d ays, the danger of

the animal being rabid is over; and no further action is required. However, if the animal becomes
ill or dies during the period of observation, the principal of the school involved will be notified
and will be responsible for advising the parent to promptly deliver the animal to the laboratory of

the Maryland Live Stock Sanitary Service, Calver Road, College Park, Maryland. (454-3632)
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' m‘mmns WITHIN THE CLASSROOM
A. Al animals used for experimental purposes must be lawfully procurrcd, and their reténtion shall
be in strict compliance w1th Federal, State, and local laws .and regulations.

P ‘v

. .
B. The selection of any partlcular ammal should be made with full ¢ognizance of tHe hazards
- peculiar to cach species. This is extremely important when regarding the possnblhty of safety and
dlscase transmission. ‘

. L. Selection of animals. should be made with regard to availabl¢ space.

D. A clean appropriate environment should be r‘namtamed There should be adequate ventilation,
light, and reasonable tcmperature ’ =~

L3

E. Cages should be sufﬁcicnt in size to allow animals to stand or lie in a iormal position.
F. In gcneral animals permlttcd in schools should serve'an educational purpose. Children shouldbe
discouraged from angmg 1;mmals to school which do not fulfill this objective, mcludmg their
" pets such as dogs, cats, guinea pigs, whité mice, etc. ‘

G. The selection of any partlcular animal should be made with the full understanding of the hazard
- peculiar to each speci¢s. This is most important when regardmg the possibility of safety and
particularly of disease trangmission since many common animals are transmitters of human viral,
bacter|a1 fungal and parasitical diseases. . : -
" H. Guldelmes . ) ) . ' L
1. All animals brought to school should be mnoculated for rabies, unless purchased from a
reliable scientific company or pet shop. : . i

2. Animals should be handled only when necessary and under strict supervnsnon of the class-
room teacher Gloves should be worn.

3.  Anyone handlmg animals should wash their hands, especially after handling turtles, snakcs
fish, frogs, etc. o

4.  Children shall only be allowed to bring animals to school at the request of the classroom
teacher and wnth the permission of the principal.
5. - Animals may not be transported to or from school on a MCPS bus.
\
-I.  Dangerous Animals

Animals considered to be dangerous to humans such as undomesticated wild animals, p()lsmm\us
reptiles, and poisonous insects will not be allowed in MCPS. Any animal suffering from a skin
cond;tlon or whose behavior suggests illness, such as listlessness, failure to cat, etc., should not be
permitted in schools. CAUTION: Turtles have been?found to be a common source of huian
intestinat discase (Salmonella). Wash hands thoroughly after handling turtles.

i:Z 1
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844 HARBORING CHICKS, DUCKLINGS, AND, RABBITS
. (8ec. 76-1, Montgomery County Code, 1968) = -

"A. It shall be unlawful and an offense in the county for any person to sell, offer for sale, barter or.
. give awdy baby chickens, ducklings, or other fowl, under three weeks of age, or rabbits under two
manths Of age, as pets, toys, premiums, or novelties or to color, dye, stain or otherwise change
. the nawral color of baby chickens, ducklings-or other fowl, or rabbits; provided, however, that
this section shall not be construed to prohibit the sale or display of such baby chickens,:ducklings
or other fowl, or such rabbits, in proper facilities by breeders or stores engaged in the business of
selling for purposes of commersial breeding and raising. B
.B.  Violation of this section shall be deemed a misdemeanor and any person violating any. of the
provisions of this section ‘shall, upon conviction thereof, be subject to a fine not exceeding the
sum of twenty-five dollars. (Ord. No. 4-125, Sec. 1, Feb. 18, 1962.) ' -
. . o B had : ‘.‘ ’ °
* The problem Which ensues from the raising of baby chicks is due o the fact that many and, at times,_
ven a majority of eggs obtained from acceptable sources are contaminated with salmonella. When
these eggs ar¢ hatched, the chicks may also be contaminated and they may spread this infection to
" whoever handles them. While salmonel]a Infections in general are self-limited and not particularly
serious, a school child may spread such an infection to an infant at home causing serious illness. It is
" suggested that teachers not allow children to handle chicks, and in accordance with the law, not give
the chicks to children as pets. In addition to the health hazard, one of the réasons for the above
regulation is the humanitarign one that most baby chicks and rabbits cannot live through several weeks
of being the pet of a small child. e Y DR

~

- 545 EMERGENCY CARE AND FIRST AID  _

o a , . :

" ‘When accidental injury or illness occurs in school, the teacher should report it to the principal who.is
responsible for providing immediate care, notifying the parents- or family physician, getting the pupil
home, and getting the pupil to a hospital if the parents and family physician are not available. If a
nurse is available, she may carry out these responsibilities; but her services for transportation are
discouraged except in dire emergencies. ‘ '

The family should sign an authorization giving the principal permission to call the family physician if

- neither parent ¢an'be reached. If neither the'parents nor the family physician can be’contacted, the
principal should have authorization to transport the child to the néarest hospital emergency room for
emergency car¢. This authorization should be part &f or attached to the enrollment card. (Restrictions
limiting medical care such as religious belief should be noted on card.)

The principal should designate teachers.and persons qualified to perform first aid and should specify
the locations in the school where care can be obtained. Specific emergencies are provided for in the
booklet, “Home Health Emergencies,” published by the Equitable Life Assurance Society, Né¢w York,
which should be available in a central announced locatidn in each school. .

Al

' A BeforeYouAct! .. . .

1. Stay calm.

. 12 5 : ‘ ' “ Q
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‘ Q ‘Amlpﬁsiiuaﬁor{’comle'tely and "qui»cvkl;'.

s

’

3. . Decidk whwther you cin gwe ter sght &ind ofnlp If yus deuite you cmheip thc victess.,

,g .

used and unsure « wgeurself, de not give fust aid. but notify the office at
= ! . .
L. Wa{lfhomghly withAs()ap-.and. water. S
" %&% 2. Cover vatbster;le dressing. N : | :" ‘ ] '
& C. ’. Insect, Bee, a‘,}lasp Stings- i ‘
‘1. Remove sﬁhger if p-resent. -t |
2, Apply bal(in'g sod‘.a paste. | '

!. Check the victim’s record for allergy.
D. Nose Bleeding | |
| 1. Have the victim sit or stand quietly with head_tilted back slightly.
2. Press firmly both sides of nose bt_:low'bridge with thumb and forefinger.
3. If blcedi;lg persists, secure medical attention. E . : .
E Cu‘ts and Abrasions |
1. Rins;: briefly under cold water.
2. " Cleanse with mild so#p_and water.
3. Apply §terile pad until lj)leed‘ing stops.
" F.. Severe Bleeding’
1. “Apply ster'ile pressure bandage, us'ing hand pressure if necessary.
‘ . . .

2. Refer to office immediately.

G. '  Puncture Wounds

o
.

1. Puncture wounds are especially lnkely to become infected. Thc most insignificant wownd
should be eleansed with soap and watcr without delay. ' :
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H BrokenM i W =

Adv-np

.. 2.

L 'Chemical‘Bun.u

Nevcr movemy‘d‘ “ of back, meck, or skull is suspected

" Obtain medical euigras. olfe. -

-~

wmter to dilute and remove the chemical.

1 ~ Cleanse thoroug
-2 Tr'eaf a8 you w «osgwmmmble heat burn. | L
7. Small Heat Burns » _ e )
| _7_ 1. Héld burmned area salil- -old running water o:' plun.ge into ice water until ;,)ain subsides.
é. Cover with sterile aressing.
3. If .skin is blistered orvroken, refer to medical care.

K. Choking (Something caugs in throat or windpipe)

1:

2.

3..

.

Encourage victim to s~ p the obje: -

‘Do not probe with fiae—

"

If coughmg does nor weri. ay victim face down across desl; or table with head and shoulder

hanging and slap hint nard petween the shoulder blades.

If object is not dislodged, call office at once.

L. Convulsions

1.

2.

Do not restrain th: === protect him against injury by removing nearby objects.

Try gently o pre‘mn! hun from bltmg the tongue by placing an appropriate object between
his upper and low- - *eetr or one side of the mouth. (A folded handkerchief, the edge of a

book cover. etc.)
-

When seizure is ovrr.  sen the clothing about the neck and allow victim to lie flat with his
head turned to one sis« . or have him lie on his abdomen. ‘ -
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» ! . ot : o ‘ N "Q;',‘E";: - e ¢ B
. - . .

4, A perild oi—disturbed rest or nhcp may be needed followmg seizure.
' o 5. Protect the victim from embarrmnent

‘M. Dislocations -
1. Regamias pmssible fracture. - . | A

2. Support joint.
3. Apply ice pack ;)r cold cloths to reduce swelling 5nd refer to office,

. "N.. Electric Shock ,

_ 1. Break victim’s contalt with the source of current by tuming off currem..t¢onnecting plug,
v : or pulling main switch.

-

‘.

oo 2. Outdoors, use a dry pole or branch or a dry Tope or dry clothing to separate victim from
. wire. S - e

3. Do not touch victim until contact is broken.

4, If victim is not breathir;g, use mouth-to-mouth breathing procedure.

N

O. Objectin Ech

1. Do not.rub the eye.
2. Have victim close the eyes for several moments to allow tears to wash out foreign body
naturally. :

:3,. Pull down the lower eyelid to see whether the foreign body lies on the under surface of the
" lid; or grasp the lashes of the upper eyelid gently between the thumb and for—inger. have
victim look upward, and pull the upper eyelid forward and downward ove: e lia. thus
attempting to disiodge the object. ‘ ‘
4  If speck can be seen on either lid, gently touch particle with point of clean = st ¢ ~th and
wash with cold water.

5.  Or, using a medicine dropper, flush eye with plain water to wash out object.

6. If pain persists. or speck is on eye itself, do not attempt to remove it. Refer 1. - edic.i care.
P. Fainting ]
1. If a person feeis faint, he should sit down and bend forward at the waist, bringimng --- n=ad

down between his knees. Or better yet, he should lie down with feet slightly elevatec.

2 Have victim lie flat until recovery is complete, perhaps 10 minutes or more.
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S . Meme foet nghay

4. Arviltiff frass an amm_ m]jul* bottie daws nmharm and dften*heb-
:
Q.- Head Ingguins i,
: o 1.  Kengnpatisss lying down andwqux&

2. Obeerve tor drowsiness or coma, cm'ulsu—, heﬁche,-:nagsea or vomiﬁng,,uleedihg 'from
themar ornaose, or dxzzmcu. o .

[N
s

K :45”‘

3. . If &ove»'iymptoms are dbserved, soslre m_cdical care immedjafely.‘
R Poisoning(Spdiiiesscn,ﬁal)

‘1. '~ Call doctor or Poison Control Center immediately.

i

2. Keepor gét container involved.
3. If vtim has difficuir breathin‘g, begifl moum-to-mouth breathing proc=mure:.

4. Dc mot induce vomiting if substapce swallowed was kerosene, gasoline. lighter fluid, acids,'
lye, 10dine, ammonia water, paint ir}ner, fumiture polish, or household bazach.

5. If substance swallowed was not among those listed in No 4 above, anc vicam le‘ conscious,
induce vomiting by placing finger at back of throat or by giving two tablespoons of salt in
glass of warm water.

6. If antidote is unknown, give milk.

S. - Poison Ivy, Oak, Sumac
1. Wash area with soap and warer immediately at-=r contact.
2. Cold: ompresses sometime: elieve tching.
‘3. If student 1s very uncor=: able. ‘ou may wist -0 notify parents anc send nim home. .
T. | Splinters | 1-5 i
1.  Wash .a: = oetore giving first aic
2. Was: _re. ity with soap and wz:=r. Rinse w-_

3. Removc only small and superficial splinters, us:ng splinter forceps . twe <.

4. 1f deeply imbedded, do not remove. Cover for orotection and notify paren:.. .
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F

1. &vw,io'inf to a comforabile gosition.
‘2. Lay isndamger nsid cloths on injuryee-vedmce swellig.
3. .‘mxw o . o
4. Refer to-wmssmm follow<up. 1 |
V. Vo:’nl'ting' , ' | ’ I |
1. kccp viemim in n’nght or forward leammms position. » ’
2 Do not allew vactim to ke on back. | o
3. Apply caid, damp doth to forehead. - a | ' -
_ 4. Keep victim quiet and still. |
5-46 DEF"INITION OF FIRST AID ' g
“Flrst aa is define: as twe 1mmediate and temparary care glven the v1ct1m o'f an accndent or sudden

illness until the services o: a phys1c1an can be obtaned.” A
s

The foregoing a-renition >f first ad suggests that any such treatment should'be well within the limits .-~

implied in the aetiition, that th= aid should e ofily that which a laymarfmlght be expected to give,
and that the ac given will vary wath those wwmg it. The teacher’s efforts, so ekercised, will ntribute
generously tc me safety and wr-being =s pupils. The teachers are furth- udvised tf report all
cases of emerw~ first aid care -~ the pr.. . '

547 MkAL™H ROOM SUPPLIES . ‘ \

»
Fust ad ~uppes -fasa be mantained T the school in a convenient, readily avgjlable location known
to all .how srscoee If them 1s oo ull -ume- nurse. the principal should designate one person to
checi suppite—ferceacally for ‘ompretemess. Fumis should not have access to theze supplles except,
thromgh the rt=uswer o nurse. Suoplies ‘~ minc- Grst aid for scratches and abrasi-ins should also be
mameained in zac~ --mom, classroom. gvrmnasmum laboratory, and cafeteria.

"See MCPS Reguui:or 25-11 fc- “zcom=~ended reaith room supplies.

548 SCHOGL. MERGENCY ¢ iRE PROGRAN

(Recommended Mr:-mum Stana: ds) Every scho . shall prepare a written, up-to-cite procedure for
providing emergenc- :are for botn students and sczool staff. These procedures shouid be developed or
revised at the beginming of each school ye r thr-ugh the cooperative eff-ts .1 the admjnistrator,
“school staff, and thanurse The wr en 7crument should then be dlsC\Nfd with Loth parents and
studen-s.

30
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A schooii;ﬂespon!ibﬂiﬁﬂ

Fundamsental to any emergency care prageem 1ssshe acceptance by school parsonnel of responsi-
‘bility fisr (1) giving immediate care; §it) mmsifysmg the pupil’s pavents; (8) armanging for the pupil
to get isome @r to a place of treatmemt; mesd (W zg'uldmg parcrus; when newsssary, to seurces of
treatment. _ : ' ’

’ > : LY

"B. Hnmec#liate Cire .

) .

It is desirabae that several members of-the scwool staff have certain basic skills and understandings,
. necessary tc administer first aid. The prmeapal, the teachers, the secretsmes, the maintenamce -
staff, and tiee bus drivers are all likely to ben 4 position where they will need to administer first
aid. Even thmmgh a sshool has a full-time nume, the school staff still néeds these skilis, especiafly .
‘ the kmowledge of bleod steppage and arsiiacial respiration, In dire emergencies, because of the
. time_factor, the ncassst person may #e the amby one who can mve a student’ life. As a minimum
c _stan at iewst- one'person with special prupmration in gronmg first asd shoudd be avaslable in each
. 7 school'at all times when pypils are o the sowool or on the school growsds. This person may be a
principal, ‘teacher, secretary, or other persex with approprzate preparation. In the'larger schoqls,’
oo .+ it is desirable to have a qualified person in =ach corridor designated to give first aid in emergency
situations. : ' . .
In matters of life or death, immeazate first .d should be given while concurrenti -ontaczmg the
. nearest physician andor rescue smad anc -wen immediatets calhng warents. Consequently, in
' . preparing emergency curc viucedsmes, it is suggested that the schoe conac nearby physicians to
determine their willingnesw to acce=w students needing emergency eatmen' ' '

* First aid supplies snouid be maint: ---a in the schools n a :rvenient readii* availabie locas ~
known to all school versonnel suc: . shoos, home arts rooms laborz ~ries gymrasiums, zafe
‘teria kitchens, - -

C. . Notification, of “areri-

Parents should b- savisec pur..’s iliness Hr imury if the conditior  se-1ous. However, aae
. “should be taken ¢ avoid .:swe apprehensior and excitement. The paren- should be assured t-::

the pupil is -rceving mmegi:ice st aid ara will be looked after unt: ‘n= parent reaches -

school. .

D:  Getting the Pupi’ Eom« or To a Plac- of Treatment

When a pupil b=comes i or iniured at school, it may be necessa‘” for him - takes o
doctor, or'-‘to « nospite  This vesponsibilit should ordirarily be assumec pass
gomery Countx :ch are r-unate - naving th~ rescte saual s ast . v " ransporiaTon
problems in em- e, aare

" No serousiy .- pup.should i+ iowed o go nome withor  “in. companie« .
responsible ac.... « ‘reo~=r, u pupil shou. .ot oe left at his home ur.- - th - is some r=spc
sible person © :ai: are f him — a parer.. close relative, or neighbor :sign..ed by the zarer .

" Placing this re:z onsibilit »n another pupi:  eitner safe nor fair.

. ‘(w : . N .:" V i




a E. vG\n&g Parents to Sources for Esaaygenty Service

On occasipn some parcnts will need guidmmce a8 to sources four emcrgency service. If the famxly.
- hasa pn!nte physncxan, hc should be consulved first. .

¥

- F. 'Eniergency Informatxon on Students

Itis very—mrportant that thc emergency caee information brwto-date on each chitd early in the
school year, One copy should be kept in tiee school’s main offimer and one in the health room. The
emergency data needed is as. follows . _. .

1. Nam/e,, ess, and tclephone mmmmer of each parent or gmardian, mchdmg places of work

/ﬁamc, address, and tclephonc:‘:r of the family phvslcun, famlly deatists, and pre-
/’ ~ ferred hospital.

T 3. Name, address, and telephone wamber of 2 relative or rergiibor (obtazn two names) who'
have agreed to care for a pupil if « parent canmot be reachme

4. Pertinent health information whic: might necessitate owmediate or =nergenc  re, ie.,
epilepsy, diabetes, and bee sting reactions. irciudine trea=men needec ::r lrsed illness.

549 REPORTING STUDENT ACCIDENTS {MCPF* Jergulamon 7753, 10/24 66

‘ (The executive staff approv=d this regulao on Getober 17 366.)

A.  Reporting Serious Accidenis to the Suberint: ndent of Schos: o -

1.  Any accident resulting in the death - -—zzai injL»'-" tar"  muury tha: mors »u-\sibly result in

‘ ‘ the death, loss of limb. permanent ruaazment, ‘=c.: . . oupil small -+ ~j..rted immedi-
ately by telephone to tne superintenar: 51 schoois. T"lC pncipal shall T «~tion, ptovide

a detailed description report ‘of the accident at the -arir~ possible tume the superin-

tendent of schools and. in case of critiz injury, suct sunseguent reports & will enable the
superintendent to be aware of all relatec pertinent “ac-w.

2. In addition, all accident report a1l se =rocessec = naic:: ¢ etom

B.  Reporting Accidents to the Division  ivaurar -2 anu Remre—n—
Any school personnel witnessing, o~ ~=czwing the Zzst ve: any aczide = ccurring on the’
school grounds, coming to or going rrom school, ¢~ at azmen. cvents shou. - -mplete Student
Accident Report Form (MCPS Reguiatior 525-2). The :-r= s~ uld be subm® -+ - the principal
or person designated by the pninaze.. ¢ recewe ‘1, signec. - forwarde : -2 Division of
Insurance and Retirement withir onc veek. A upucate op he report :0i e keptin the-
principal’s office, in the health roo= - in suct fil- .« ¢ -~ncipal me - . A periodic
review.of accidents is recommended - .- purposes . idm usir - plannin: “ntion.




C. Examplesof Reportable Accidents to the Division of Insurance and Retirement

‘Examples of reportable accxdents are: all injuries to the head, eye, neck or spme, any bone or -
joint injury that results in swelling; any puncture wound, or laceration that looks‘as though it -
may require sutures; ingestion of any dmg, chenucal or forelgn materials; and other such acci-
dents. : :

D. Contentof Rq;ort
- Each accident report should cover (a) the persons inyolved, (b) the cause of acczdent (c) the
time of accident, and (d) the place of accident.

- 1. The report should give the names of all'persons involved in the accldént such as those who -
may have pushed, struck, or fallen against the victim. The name of any school person
present and responsible for supervision should also be given.

2. The report should state how the accident occurred and h0w it might have been avoided and
shoule describe any objects that were struck by the person having the accident.

3.  Thereport should give the time of the accident as nearly as it can be determined.
4. The r=port should include a description of the exact place of the accident and any ‘defector -~
hazarm that might have been a contributing factor.

550 SCHOLASTIC ACCIDENT AND. FOOTBA/LL INSURANCE PROGRAM

. : : ’
A. Student Accident Insurance

The Board of Education has authorized a master policy with an insurance carrier for accident
coverage of students on the basis of a low-cost group plam This group plan is offered as a public
service, and membership is optional with the student and his parents. The policy is also made,
available to teachers, secretaries, cafeteria workers, bus drivers, and maintenance and custodial
employees: At the beginning of the school year, enroliment materials are dlstrlbuted fo all
schools. This matenal contains a suggested procedure for enrollment.

B. Claim Procedure for Student Accident Insurance

In the event of a claim, the school official should check his copy of the list of insureds to be be
sure that the student concerned is covered. The school official fills in Part I of .the claim,
provided notice of injury is given to the school within 20. days of the accident. The parent will be.
responsible for taking the form to’the doctor and hospital. The form must be completed in full
and returned by the parent within 90 days, accompanied by all bills to that date, to the Division
- of Insurance and Retirement, Department of Financial Services, Montgor/r;ery County Public
Schools. Additional bills beyond 90 days of injury should be'sent in to the division with a letter
giving the student’s name, school, and date of accident. A second claimfoiin is not necessary.
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- Q.. 'Footballlnsurance N J‘ .

.Thc Football Acmdcnt Policy provxdcs protcctlon against acmdcntal injury to team me(nBcrs ‘The
policy is;subject to the’ provxslons, conditions, and procedures described in the Student Accident
‘Insurance Program < .

5-51 RESPONSIBILITY FOR SPECIAL EVENTS

Thc school administrator of each Montgomcry County Pubhc Séhool shall be rcspon51blc for all safcty )
‘regulations related to, spcmal events and for insuring that a safe environment is provxdcd :

. 5562 F lRE'REGULATIONS_‘

Al special events shall be held in strict co;npliancc with the Montgomery County Fire Code. Contact
the fire marshal’s office ten days prior to event to secure Permission to hold any special event. .

563 ELECTRICAL DEVICES AND'EQUIPMENT :

~All clcctncal devices and cqulpmcnt uscd ‘on schoo property shall bear the label of Undcrwntcrs
Laboratory, Inc‘, or shall be approved by other nationally recognized tc‘sn\ng laboratory

A

s

5-54 BOOTHS AND STANDS

A. Al booths, stands, and platforms used for dlspcnsmg or dlsplay shall be substantially con-
structcd

4

B. Booths andq.stands shall not obstruct any exit or passagc way nor block a{ly door.

555 PAPER DRIVES AND STORAGE o
Paper from’ drives shalI not be stored within ten feet of bulldmgs, in ways of egress, or on public
property. (sidewalks, th) Other fire regulations of the county Division of Fire Prevention shall be
‘complied with. . : , o~

556 USE OF PROPANE OR BUTANE

Thc fire marshal’s office shall be notified not less than three days in advance of the proposed
installation of any liquified petroleum gas facilities within the county; in any store, factory, school,
church, fair, carnival, or other place of indoor or outdoor public or private assembly by any person
making such installation.

5-57 INFLATING OF BALLOONS

'No person shall inflate any toy balloon or other similar rubber toy device with any poisonous

explosive or flammable gas or sell such balloon or device so inflated. , ‘
i
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5-58 BONFIRES

" The school admlmstratlon shall contact the office of ‘the fire marshal in wntmg ten days prior to the

=N

effect by 9ombustlon explos*on dcﬂagratlon or detonation.

igniting of bonfires on school property. This request should include the name of school, address, time, -
and date of proposed burning. The admuustratlon shall use dlscrctlon in the frequcncy and size of
bonfires. :

[ : 1
5-59 TENTS L
Regulatlons for the ‘construction and use of tents is comprchcnsnve and strict. Any use of tents on
school property must bc cleared with the fire marshal ten days pnor to their use.

A Removal of Fire Hazards
' .Dry grass, wecds, or brush shall be removed from any space w1thm ten fcct of any tent in whlch
the public may assemble and no hay, straw, woodshavings, dried grass, or other combustible

:*7: v rilatc‘rials shall be used as floor covcrin& except .that dampéncd saquugt may be used.

B Smoking J o
: .Smokmg shall not be permitted thhm any tented e;nclosure to which the publlc is admltted
. Smoking may be prohibited by the fire marshalin surroundmg areas.

C. Flre-pro?ﬁng . ‘ . | - ’ )

" Cotton or other combustible cloth of any tent covcrmg to which the public is admitted shall be
flame-proofed to the satisfaction of the fire marshal. /

560 FIREARMS

>
o,

Any use of firearms, fireworks, flammables, or explosives of any kmd is prohibited without the
written permission of the county. fire marshal, appropnatc assistant supcnntcndcnt and superv1sor of
safcty Exceptions follow:

A.. Any approved rifle range activities supcrviscd by authori»zcd schod] Eersonﬁcl.

B. Manual or electrically operatcd dctonators used by authorized driver cducatlon and pohcc

personnel.

G, Approvcd firearms in which blanks are used by authonzcd pcrsonnel for athletic cvcnts or

praCthC sessions. ,
5-61. FIREWORKSA
“The term ‘fireworks’ as used in this subtitle shall mean flrccrachrs squibs, rockets, bombs, Roman

Candles, torpedoes, sparklers; grenades, fire balloons, signal lights, and any combustible or explosive
combination of substances, or article prepared for the purpose of producing a visible.or an audible

~
L]
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Thc manuf‘cm of fircworks ar pocu-n thumeof for the. purpose of dxscharge d:sposal or sale, or
: dlscharge of fimeworks, mcludn' fizecxarisers, squibs, rockets, sparklers, Roman Candles, torpcdoes,
\ bombs, gmemades, five balloons, sighal lights, and similar devices amprohlblted unless such actmnes are
- nonductcd un&r a getrmit’ msued*b the state fire marshal.”.

Secnon 86.74.(G) ‘the Montgomuw Camty M-land, Flre lgrcvennon dee, Paragraph (h)

. 562 Mvn‘cxar EXPREMENTATEON (Article 48-A Section 101 of the o
Annotated®vde of Maryland) 4 5 o
. A NationalSafc.ty Council <

“Rockets are potentxa.lly highiv ‘:umdous devices employmg extremely energetlc propellants.
Their safe use“requires expert knawsedge and expeneﬂce, beyond the skill oﬁersbns not spec1f1- :
cally trained amd qualified in this ssecialty.” - :

-

s

B.- 'Procedure
In the interest of student saferv. amateur experimentation with rockets is préhibited in the
Montgomery County Public Schosus:. Adminsstrators and teachers shall assist in the education of
students regarding the dange= :Z ~uc&e: experimentatiorf by doing the followmg

1.  Science teachers shall be ama= - the regulations goveming rocket equrimentation.

2.  Industnil arts teachers small :ioseily supegyise all projects being made in school shops so as to
. be sure of rockets are rot heing cot cted on school premises.

3. Elementary teachers smou.c take cognizance of theé rules concerning rocket experimentation
and forbid the firing ot saic -ockets as part of class activities or on school premises.
. k4 .

5-63 PARADES AND FLOATS .
A. Crepe Paper - )
Only lame-proof crepe paper mz: e usec for decorative purposes.

B. Tar Paper
- The use-of tar paper for deco==ons is prohibited.
C. Smoking

. See MCPS =ezulation 540-1.
"

5.64 SMOKE Df VICES - |

The county fire marshal’s office mu:- >e notified so that a proper inspection may be made prior to -
public display. >chool administra: ;= d activity sponsogs should allow suff1c1ent time in the event
that changes ir design of equipmen: :re necessary. Notification may be made by notlfymg the flrc
marshal’s office in wntmg ten days pr - to event. (Phone 279- 1471)
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5-05 SCHOOL OBSERVANCE OF DESIGNATED SAFETY DAYS

A. Fu'e Prevent:on chk

T

. "]umor Fire Marshal Progr-am '

'l‘he ‘observance of Fire Prevention Week affords an opportunity of devotmg additional time in -
the classroomr and in assembly programs to further discuss fire hazards in school and community.

« e -

Thc Montgomery County Council in Executive Session issued the following proclamation;

WHEREAS Fire claimed the lives of 12 people in Montgomery County in 1966 and causcd more
than 3 rmllxon dollars in property damage, and - .

v
WHEREAS Many of these fires could have been. preventcd through effective community fire
prevention programs so that cmzcns are made aware of the hazardous conditions that exist
chausc of carelessness, and . -

»

-

. WHEREAS A coht:erted effort is needed as part of the consistant educatronal campzugn to save

life and property by preventing destructlve fires; now therefore be it

-

»Rcsolvcd That the County Council for Montgomery County, Maryland, does hereby\proclalm

October 8 through 14 as Fire Preventioh Week and urges each citizen to take au active part-in

i elxmlnatmg all poss1ble causes of fire in his home and business. The County Council also asks all

county '\government agencies, commercnal organizations, civic groups, schools, churches and other

orgamzatlons 0 cogperate fully n the dnve to prevent fire in Montgomery County.
.0 ’ . »\9\ ‘

*

. Each school year, the Montgomery County D|v1s1on of Fire Prevention conducts,a fire prevention

edication program within the schools. This year, 431 third grades in 152 »schools have been
v1srted by staff members of the division. (1969)

The purpose of this program is, to stimulate fire prevention thinking among the younger students.

"A valuable secondary benefit ‘from this program occurs when students take the fire preventlo‘n

lessons, ledmed in school to their parents at home.

. N ' J . -
Special- emphasls is placed on the Junijor Flre Marshal pregram during Fire Prevention Week in
Octobery during the Christmas season, and during the early spring season when spring clean-up is
emphasized. Many third graders have discovered a surprising number of fire hazards in thelr own
homes, usmg a check list provided in "the fire preventmn literature. :

The literature, along’ thh helmets and recognltron badges, arc provrdul by the Ilgrtford Insur--
ance Group, which sponsors . the Junior Fire Marshal program. N

Poison Preventmn Week . o

Each.year, an estimated half-million children swallow medicines and houschold products which
have the potential to cause serious injury, even death. Ihc President has designited the third
week in March annually as National Poison Prevention Week. The United States G Jongress

X ,l}()
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- intended this observance as a means for local communities to emphasize the dangers of accidental
poisanings and take such preventive measures as these dangers warrant. Poison Prevention Week

" offers an excellent opportunity for the classroom teacher to emphaslze the importance of ponson
prevention. . I '

- 566 BLASTING CAPS

Every year, millions of blasting caps are used in the United ‘States for constructlon mlnlng, and
quarrying. They’re essential to these industries.

Blastmg caps are high exploswes used to set off other explosives. This means they’re dangerous. That s
why, in industry, they areused only by trained experts.

The greatest care is exercised to keep blasting caps locked up when not in use. Occasionally, caps are’
mislaid or stolen. In inexperienced hands, they can injure, maim, and even kill.

Children shall be instructed regarding hazards of blasti.ng caps. They should be reminde& never to
touch blasting caps and immediately to notify their parents, police, fir¢ department, or teacher who
will arrange for disposal. o

567 SEASONAL SAFETY

'A.  Halloween Sa‘fety ' v

v

~ This perlod with its costuming and “trick or treat” practice may cause (:hlldren to be cspecrally
*. vulnerable to injury. Emphasis on instruction should be on safety in costuming, walking in the
dark, and consideration for the rights and properties of others. The following topics could be
dlscussed to advantdge on the days immediately proceedlng Halloween ‘

1. Ha\/e pafrents’ permission bcfore-going ““trick or treat.”
s i '

-

2 Wear costume_’é ’that'fit‘,'alloﬂi:\/ for clear visidn, and are fire proof.
3. Carry a flashlight. |
- 4, Dress “;armly.
5. Respect nroperty. R
6. Do not rush haphazardly on the streets or sidew\alks._
7. -Obey all traffic rules. . J
/8. Watch for turning cars.
' 9. Do not accept il)\;itznti()ns from strangers.~ .

10. Stay in your immediate neighborhood.

. 4 133 .
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)

1. Do not attend umupa‘vii::d 4partics.

.

B. Christmas .

" See MCPS ]?cgulg,tion 245-2 and letter on the next page.
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Division' of Firg ‘Breventioq } .
| MONTGOMERY COUNTY, MARYLAND
| COUNTY OFFICE amgoiyc, ROCKVILLE, MARYLAND 20850 - 301 279-1471 .

Dear Principal: , . Co \

¢ The Christmas Holiday Season is again very near. In order to-

: - ‘insure a happy and fire-safe season, please remember the following fire
safety regulations outlined in MCPS 245-2, dated October 31, 1966.

'USE OF CHRISTMAS TREES

a. Christmas trees will be permitted. in schools only during
the last week of school before the Christmas vacation.

s

b. Christmas trees must not exceed a height of seven feet.

c. Christmas trees must be green and kept in water.

" d. Christmas tree lights must bear the label of the Under-
writers' Laboratories (UL). ' Each set of Christmas tree
lights must also be inspected for frayed wires, loose -
connections, or broken sockets before use.

e. All extension cords supplying Christmas tree lights must
be limited to eight feet.

f. The use of combustible Christmas tre'e decorations is pro-
hibited.

In view of the potential fire hazard associated with a natural
tree and the increase in vandalism in some schools, I would strongly urge
4 : ‘that you consider purchasing a fire resistant ar%}ficial tree. Many of
. the headaches associated with a natural tree are ‘avoided with the artifi-
< clal tree, it is safer, and, of codrsg, can be used for many years.
Please also make certain that trees are kept away from heat
sources, and in no way interfere with exitways. The trees must be re-

moved from the building before the Christmas vacation. - ~ .
' Thanks for -your, help. Best'wishes for a Merry Fire-Safe Christ-
’ ' mas and New Ygar. C
. Sincerely, ~,
j e ’ e e ’\
< - 4
‘ o \\*% SCon 3'(:\' Al ( Q—l
s
’ Robent B. Smith
, ‘ Fire Marshal
19
RBS/rh 3
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;o o CHAPTER VF | o |

 BUILDINGS AND GROUNDS

9 .. | - o . : - I"

61 ADMINISTRATIVE RESPONSIBILITY | o
The school prmcnpal and administrative staff are responsible for reporting all known hazards within -
the school or on school grounds. - /

6-2 CAPACITY CERTIFICATE COMPUTATION /

* State Fire Code chulat.non No. 27 states that in order to simplify the computing of capicmes of .-
gymnasnums, all-purpose rooms, cafeterias, etc., thc following formulas shall be used:

1. ¢

A. Bleachers . e 7 ’ I
: . e

- Provide three foot aisles so that no more than seventeen seats (25% feet) are allowed on each side
of aisle. If bfcachcrs are not more than 54 feet long, one aisle is sufﬁcncnt Subtract aisle width
from total length of bleachers and takc 2/3 of this figure. Multiply by number of rows.

B. Chairs
Divide total clear-floor area by 8.
C. Bleachers and Chairs

With bleachers open, divide total clear floor arca by 8 and add bleacher capacity.

a
1

D. Dance
Divide total clear floor area by 6. . i e
E. Tables and Chairs
I)iv;de total area occupiced by tables and chairs by 10.
F. Exit Doors and Stairs

Doors — 100 persons per 22 inches unit.

Stairs — 60 persons per 22 inches unit.

One-half unit credit for 12 inches in addition.to full units.
(Consult School Fire Inspector)

6-3 BLEACIIER SEATS FOR ATHLETIC FIELDS

*“That it be the policy of the Board of Education that the construction of bleacher seats on athletic
ficlds at high schools of Montgomery Coungy be approved at no cost to the Board provided that the
plans and speafications are approved by the superintendent and the project s supcervised by the
director of construction for the Board of Education:” (Board Regulation 511B-58, October 14, 1958)



’— “ 4

' .‘6-4 CAPAC!TY CERTIF lCATES FOR PUBLIC OR PRlVATE ASSEMBLY

Montgomery County Fire Code — Sectxon 86-11 states that in cvery place of pubhc or private |
membly. there shall be a certificate permancntly posted in a conspicuous place in the room near the

" ‘entrance

65

~

Such certlﬁcate shall be fumnished and slgncd by the fire marshal or: hls authonzed representative, and
such cernficate shall read as follows: Not more than persons permitted in

Fire Marshal Montgomery County

EXITS AND MEANS OF EGRESS IN BUILDiNGS GENERALLY,

Maintenance .

All exits, aisles, and otherymeans of egress in all buildings shall be kept clear of all obstructions
and be properly maintained. Locks and fastenings on exit doors shall be readily opened Tom the

. inner side without the use of keys. Draw bolts, hooks, and similar devices shall ~e pr .. ed. It
shall be the duty of any person in charge of every place of assembi+ -0 make an nspe .- of all
means of egress before =ach performance, address, exhibition, or other matter « >ro -z :1gs to
make certain thev arc ‘car. Such clear egress shall be mamtamcd continuously d: - : ¢ . me of

=e=rformance or hours " operation.

)
sudiences to be :..;or—ed of Exits

It shall be the du' ot the person in charge of every place-of public or private assembly, except

Places of worship, 1o call the attention of those present at a performance, address, exhibition, or
other matter of proceedings, to the exits by dlsplaymg or announcing the followmg

NOTICE

For your own safety LOOK for your nearest EXIT.In case of emergency WALK do not RUN to the

exit. This notice is required by law.

The above requirements shall be considered complied with by’

1 N | . .
17 Showing said notice on the screen once for each performance in motion picture theatres. .
2. For other places of public or private assembly by:
a) Oral announcement at the beginning of the performance or other proceeding

b)  Printing the above notice in the programs,

c) Having a fixed sign or signs displaying the above notice printed in letters of a size and
clearncss that can be casily rcad from any point in the assembly room.
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&BMARKINGOFEXITWAYS ' v o

Montgomcry County Flre Prcvcntlon Code Section 86-87

A

67

Montéomery County Fire Preventi  Code Section 86-88

A.

68

In rooms accommodatmg more than 75 persons, required exit doorways shall be plainly marked.
by approved red exit signs, sufficiently illuminated when the floor area is occupied so that they
can be readily dxstmgulshed :

Where the exit doorways are not visible from all locations in public corndors red directional
signs shall be placed op walls or otherwise displayed in conspicuous locations to direct occupants
to exit doorways. .

LIGHTING OF EXIT WAYS  °
o

o

A * . ! .
Exit passageways, corridors, ~:airw: . .nd other rezuired means ¢ egress n pla. «s of public an
private ssem-ly buildings shail be _juminated at ail 1mes when a- audisn ‘¢ or « ther attendanc
is press: © in - e building. ‘ N ’
Exit pa ageways, corridors, stairw . and other required meahs egres:, wher natural light -
inadequ . shall be kept illuminate 1t all times. )

*

STAIRW Y DOORS TO BE KEPT CLOSED ,

Montgomery County Fire Prevention Code 86-89

[t shall be unlawful to block open any stairway enclosure door which leads to or from a floor of the
building or any fire door which by law is reqmrcd to be self- closmg

69

NOTIFICATION OF FIRE DEPARTMENT

Montgomery County Fire Prevention Code 86-93

A

1

Whenever a fire' occurs in any building of any kind, C);\C/C/Zl private dwell: woooe o daty
of the owner, manaver, or person ontrol -t suchsbuildings, upon discovery of a tae, even
though it has apparently been exti shed, immediately to cause notice of e existence of such
fire, circumstances of same, and ivcation thereof to be given to the al tr¢ deparunent.
This requircment shall not be cons: sl toforbid the owner, manage:, or pooon in cont: - of the
aforementioned building from usir: nll diligence nuus‘lrv to extinguish  «h fire pri - to the

arrival of the fire departinent.
’ - [}
Whenever a fire occurs in a public building, the building must be immediately evacuated and not
reoccupied without the permission of the Officer in Charge of the local fire department.
y
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' 6-10 MAINTENANCE AND OPERATION OF BUILDINGS

. ’ Mon?gomcryf County Fire Prevention Code Secﬁon_ 86-91 ’

Combustible- materials shall not be used for decorations, scenery, dmper?; accixust_ic,v or any similar
purpose in any dance hall, auditorium, nightclub, institution, or any other place of public or pr'ivape
assembly unless such materials have been adequately ﬂamepr_oofgd and-approved as such by the fire

marshal. - i

Combustible mat-rials of any kind, wnether {lameproofed or not, shall not be used to decorate ar{y
electr. aght or {1+ »:re or anv heat-producine aevice in any building. ’

.

611 STORAGE OF TRASH OUTSIDE OF 3UILDINGS - ‘

’ ' ‘ ~
‘Montgomery _o:untv Fire Prevention Code * -~tion 86-81 i .
It is the dutv ' .re occupant of property provide the féflowing facilities : or the storage of trash
outside of th- . niding so used except in cas of a multifamily use in which casc 't shall be the duty of:
the owner to nrevid: these facilities:

-

resp e.b.ulwngs until fipal disposal : provided for. ] . ’

A. . Se:t%?smg :m:ainérs sufficient in sizc or nu'mber to store all trash whicr. is ac'cumplﬁatcd in the

B. | The containers shall be of metal or masonry construction or of wood construction lined by‘ mc'@l
or brick. .

C. The containers shall not obstruct any entrance or exit.

D. Trash shall not be stored anywhere except in contiiners asJ{)rovided by this section.

6-12 BURNING OF TRASH

Mont: mery Coanty Fac Prevention Gode Section 8 »

Garbage, dead animals. animal waste, rubbish, refuis.., or other waste which is = cas:ly combustible
N ~
shall not be burned. :

1

' ~
6-13 SAFE OFFICI PR ACTICES

See Hazards of Office Equipment, Section 4-11.
6-14 FIREPROOF FILE
MCPS Regulation 230-13 (Bd. Res. 27262, May 14, 1962)

“Elementary Schools should be provided with fireproof file ‘cabinets in licn of steel safe with combina-
tion lock.” -

b o 14
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I :., 6-15 FLAMMABLELIQ%] S T, _ '
Requlrcmonts for Storage of F!mmdﬂe Liquids in, Bulldm’ Montgomery County Flre Prevcnuon _
Codc Scdtlon 86-61- , . ‘ i
,!‘ : - ’ . . o, .

- Storage shall belimited to that reqmrcd for maintenance, demonstrauon; treatment, and laboratory
work. Flammable liquids in.the laboratories and at other points of use shall be in contam‘rs not larger
than one quart or in safety cans or in storage cabinets. .

616 CLEANING FLUIDS AND.OTHER FLAMMAmlE LIQUIDS .

A. Under no circumstances shall carbon tetrachlorldé be used as a cleaning material or thinner for

g other materials. .
3 . . . . 4
B. Storage of flammable liquid within a building, but cutside of an approved storage vault or
- cabinet, shall not exceed-ten gallons per building.

C. Principals shall assume respons:bili-y for llmltmg total quantity and mdlvndual department heads
are responsible for adhermg to e limitations set forth for each department. Departmental
quantities are subject to variatior within a partlcular school, providing the total quantity does
not exceed the 10 gallon limitation. .

D. Flammable liquids shall be in approved containers with screwcaps, not exceeding one gallon
capacity. :

E. Any open flame or other,sources of ignition shall br nrohibited wit' i 25 e, conabi
or combustible liquids storage aren or e 1 oo such e s we dispersed.,

oW nove ddamme vic aquuds or. combustible Liquids are transferre. fronf the original cor: ainer to
another containc:. the latter shall be plainly marked us to the contents and the manuticturer’s
‘precautions. : '

G. Spruv fmishing plications employing flammable liquids through ejection by pressure i or on
any school premises shall be’ carried on only within approved spray booths, spray rooms or spray
tunnels, or at other locations specifically approved by the fire department. ’

H.  Water reactive materials when not in use shall be kept in sealed containers.

4

6-17 STORING COMBUSTIBLE LIQUIDS

A. Combustible liquids, (liquids with a flash point above 140° F.:and below 200° F., such ‘as

\_Formaldchyde, Turpentine, etc.) and flammable liquids, (liquids having a flash point below 140°
Y., such as Alcohol, Chloroform, Aceton; Toluol, Ether, Collodian, Gasoline, ete.) shall be stored
in containers not larger than one quart, or in approved safety cans.
! ' -
B.  The warchouse has in stock approved two- and five-gallon safety cans for storing these liquids.
. ) k) .
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, 618 mudv ON SMOKING — MCPS R.egnhtlon 540-L November 23 1970
LY L4 .
' “Resolved, That the Montgonery County Pubhc Schools’ Regulation 540-1 be rcnndcd and be it
further. v L e
' . Resolved, That smokmg areas on school grounds be established in each senior anc pumof’Semor high
school; and be it further .
Resalved, That a Montgomery County Public Schools’ regulation be adopted as foll: «
- - ‘4 ' -
1. No smoking will be allowed within the school building; / -

2. Local school factors such as grade organization, class schedules, ph-cal Alayout of the
school plant and grounds, and neighborhood setting, will be considered:

) School regulations regarding the use of student smoking areas will bre carefully delineated,
/ and broad communication of these regulations will be prov1ded by the school admmlstratlon
) and the student government;- : ,

4. Students must share the responsibility for the prover use and ws .« the student
smoking areas;

5. Penalties for infra.- .. 1 . et smon.ng reguauc:. must be foreo .nd must be
consaicnuously and consistently administered; .

6. A forceful, meaningful program of -jucation highlightin. the hazardous -~ - >fsmokir_:§
must continue and be strengthened w~it: -he senior high ..cnool students a. eoung a share in
this educational responsibility and re-ogr::_ing their mflu-ce upon younge tudents;

*7.  The Board of Education considers tne school year 1469-7{ to be a trial period du-  which
time many factors will be evaluated including the impac f the smoki  ar us on the
incidence of student smoking, school discipiine, vandalist. :1d the degre o which stu-
dents, school staff and parents respond tc¢ the above guidelircs

¥

¢

On June 29, 1970, the Board of Education made the following ame-ament to t
regarding smoking as set forth in the Board resolution adopted on Apr.. 21, 1969:

MuPS regulation
Y-

. r ‘
“Studcnts desiring to use smoking areas will secure written authorizatign from parent in a form
provided by the school; unannounced spot checks of smoking areas\ will bé\ made at least
monthly, and parents will be sent a routine notice of unauthorized smoking area use.”

The purpose of this amendment is to keep parents informed regarding this critical health matter. The

use of smoking areas without parental authorization will not be a basis for any school disciplinary
action.

*On June 29, 1970, the Board of Education  directed that the smoking policy be evaluatcd on a yearly
basis.




- 619 SMOKING PROHIBITED UNDER CERTAIN CONDITIONS

- Montgomery Coung Fire Prevention Code Section 86-95 . ‘

A. Fire Marshal to _'gnate Areas Where Smoking Shall be Prohibited.
Where "conditions are such as to make smoking a hazard In any areas of plers, wharves, ware-
houses, stores, industrial plafits, institutions, places of assembly, and in open spaces where
combustible materials are stored or handled, the Fire Marshal is empowered and authorized to
order the owner or occupant in writing to post “No Smoking” signs in each building, structure,

" room, or place in which smoking shall*be prohibited. The Fire Marshal shall designate specific

safe locations, if necessary, in any bulldmg, structure, or place in which smoking may be permlt-
ted. _ . . /

B. “No Smoking” signs of approved size lettering and location required shall read “By order of the
Montgomery Connty Council.”

C. quking ar -k -4 Lf *No Smoking” Signs Prohibited.
It shall be unlawful for any pérson to remove any “No Smoking” sign,or to smoke in any place
where such 51gns aré posted. '

B

6-20 FUMlGATlON AND THERMAL INSECTICIDAL FOGGING

Montgomer- County Fire Prevention Code — Section 86-71

A. Definituons : : o
¥ “Fumigant” shall mean and include any substance which by itself or in combination with

‘any ether substance emits or liberates a gas, fume, or vapor used for-the destruction or

control of insects, fungi, vermin, germs, rodents, or other pests and shall be distinguished

from insccticides and disinfegtants which are cssentlally cffcctlvc in the solid or liquid
phascs .

2. “Thermal insecticidal fogging” shall mean the use of insecticidal liquids which are passed
through thermal fog-generating units where they are by means of heat, pressure, and turbu-
lence transformed and discharged in the form of a fog or mist that is blown into an area to
be treated. , v

B. Licenses N .

- -

YAn annual license shall be obtained from the fire marshal by all persons engaged in the business
of fumlgdtlon or thermal insecticidal fogging and/or operating a fumlg.mon room, vault, or
chamber using a toxic or flammable fumigant.
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- C.  Sources of Ignition C !

~ -

All fires, open flames, and similar sources of ignition shall be eliminated from the space under
fumigation or thermal insecticidal fogging, Heating, if needed, shall be by stéam or hot-water.

D. Notification of Fumigation

", The fire marshal shall be notified in writing at least 24 hours before any builciing or structure is
to be closed in connection with the use of any toxic or flammable_ fumigant. ’

E. Watchman Required Durirjg F{jmigatioh ‘. : .

During the period fumigation is in process, e.xc'ept when fumigation is conducted in a gas-tight
vault or tank, a capable, alert' watchman or watchmen shall remain on duty at the entrance or.
entrances to the building, or enclosed space fumigated, until after the fumigation is completed
and untik the premises are properly ventilated and again safe for human occupancy. Sufficient
watchmen shall be provided to prevent any person from entcriﬁ"g the building, or enclosed space
under fumigation without being observed. '

F, Thefmal Insecticidals FZ)gging Liquids : ‘ ‘ .

No thermal insecticidal fogging liquid shall be used that has a flash point below 1000 F." -

x

6-21 DECORATIONS
¥ 1]

Flammable decorations, costumes, curtains, and drapes arc not to be used, storc‘d, or cxhibited on

school prémises. :

The use of flammable decorations in any auditorium or other building or grounds where students
congregate’is prohibited. -

. . i) . .
All decorations, curtains, scenery, stage scts, etc. shall be flame retardent to the satisfaction of the fire
marshal. ’

622 FLAMEPROOFING — MCPS Regulation 245-2, October 31, 1966

Canvas or other materials should not be used as floor protection, nor should material be used in
decorating until it has been flameproofed. This restriction should' not apply to stage curtains or
audio-visual curtains which arc the responsibility of the Division of Maintenance.

Directions for Flameproofing

A. - Launder and dry the fabric, usir.1g arrg"Conventional method.

B.  Saturate with a solution of 4 oz. boric acid, 9 oz. borax, 1 oz. liquid detergent (wetting agent) to
each gallon of water. The material must then he permitted to dhp dry.

-
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“ ’
- C. Iron or stretch material if desired. .
o g ‘ : - T : 4 ». : ' -
D. Note the date of completion of flameproofing, material used, and person responsible and forward
information to the Division of Maintenance for filing. Notlce will be sent when the material needs
to be flameproofed agam A : : . oy

623 USE OF FLAMMABLE DECORA:HONS

Flammable decoratlons, such as comn shucks, streamers, or leaves, are prohibited for use in public -
. buildings by the Fire Prevention Code of Montgomery County.

6-24 USE OF CHRISTMAS TREES E ‘

A. Christmas trees will be permltted in schools only during the last week of school before the
Christmas vacation. »

B. Christmas trees should not exceed a height of seven feet.
C. Christmas trees should bg green and kept in water. T

D. Christmas tree lights must bear the label of the Underwriter’s Laboratories: Each set of Christmas
tree lights must also be inspected for frayed wires, loose connections, or broken sockets before
use. . : \

. ' v 2

E. All extension cords supplying Christmas tree llghts must be limited to eight feet. (Cords plugged
into a corner are difficult to get to in case of fire.) v

F.  Keep trees away from heat sources and in no way interfeic with exits. REMOVE before the
vacation period begins.

625 ELECTRICAL EXTENSIONS AND INSTALLATIONS N

Building servicemen are prohibited from making cxtensions to any electrical system. They are to
contact the Division of Maintenance if any extensions are necessary. All special electrical mstallatlo
such as coffec-making facilitics, must be approved by the Division of Maintenance.

6-26 INSTALLATION OF PORTABLE CHAIRS

24 )
The following standards have been established by the Fire Prevention Code for the installation of
portable chairs in places of public assembly in Montgomery County.
. »
A. It more than 300 portable chairs are used, they must be cldmpcd togcth(r in groups of not more
than 4.
B. All chairs must be so arranged that there are not more than 15 chmrs in any one row between
aisles. - A ’
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C. A clI:ar dis‘tanct; of fqur feet 'muSt:-bc obtained between the backs »of chairs in each row.:

D. A minimum of three-foot aisles must be ?I;taincd bctwchl'cxtcﬁor‘walls and interior aisleways.

E. The capacity certificates posted piaces-of, assembly are.bésed upon the installation of portable
chairs as outlined above and shouid =< -oserved.

6-27 TRASH CONTAII;IERS S

+ v

. The Montgomery County . fire marshal hi: éautioned'agéinst additional purchases of plastic trash
containers. Therefore, when the existing supply of such contaihers in the warehouse is exhdusted,
metal containers will be“s%ocked. Meantime, principals and office managers should ensure that:

)

B.

t‘A.‘

No plastic trash containers are purchased locally. -

’ :
Procedures are made firm whereby w_ trash containers’are emptled at the close of each working
day

6-28 ADMINISTRATIVE RESPONSIBILITIES OF MAINTENANCE DIVISIQN

A..

Responsibility of the Director of Maintenance ) &

Al

’

The,director of the Division fo»Ma_inténance is responsible for providing an adcquhte level of
support to each building services manager in the care of and maintenance of grounds. There are -
times during the year when increased staff effort'must be devoted to the condition of grounds as
a result of seasonal conditions. These “unusual requnrements may occur during the winter season
when there may be unusual accurnmulations of snow requiring removal from Wwalkways and vehicu-
lar areas and also during the summer scason when the growth of grass requires the utilization of
more manpower and equipment. The appropriate supervisor in the Division of Maintenance shall
coordinate his efforts with those of the building services manager and ficld supcrvnsor in the
Division of Operations to insure that staff available'in the Division of Maintenance is utilized to
support these unusual reqmrcments The director of the Division of Maintenance is responsible
for the carc and maintenance of all future school sites until the building services manager is
appointed upon completiont of a school on the site.

Care of Grounds v : . : »

The building services manager is © .ponsible, under the gc‘ncral direction of the principal, for the
care and maintenance of grounds. :iach building services manager, in cooperation with the princi-
pal, shall develop an adequate wr::ten plan’for the routine care and maintenance of the grounds.
This will reflect local capabilities §ith regard to staff and equipment and will be sufficiently
comprehensive to cover all requircments related tq the site. Further, this plan shall indicate the
services required of the Division of Maintenance on cither a regular or an infrequent basis. This
plan shall be developed in close cooperation with the appropriate ficld supervisor in the Division
of Maintenance. The director of the Division of Operations shall insure that a written plan for
cach school is available in the general office of cach school ‘md that file copies are maintained by
his dlv151on and the Division of Maintenance.
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B o} Visits. of Maintenarice Crew to Schools ‘ ' . . : S - b
‘ ' : ’ 1
To facilitate iﬁcrvicing of equipment, all audio-visual screens, movie projectors, slido‘projmto,rs,_v
. tape recorders, and such equipment in need of repair will be placed in the maintenance center,
il 2nd properly tagged so that time. will not be lost in obtaining the audio-visual teacher and then'
P ditecting the maintenance men to @bther room to obtain the equipment. Maintenance'men can. .
- then go aiICCﬂ’Y' ‘o the maintenance center, sign in, check their clipboard, or the file folder, '
perform the work, and sign out with no delay. rot ‘ o .

B. Requests for Maintenance Work I L

I3

Requests for maintenance work should be made in writing to the director of the Division of -
Maintenance except in case of emergency, whep requests may be made by. telephone. Requests

) for routine work should be held at the school until, the regular maintenance man makes his
¢ periodic' check of the building. Requests for new work must be made in writing to' the Deparg-
€7 | ment of School Facilities. , : o . o
E. Electronic M{intcnan'cc Work ~ . N i

4

Under no ;ircumstances should any person except electronic technicians from the Division of
Maintenance attempt to ’idjust or repair- electronic equipment. No equipment shoulbebrought
into the Division of Main'tenance; all p#kup and delivery will be controlled by the division. Work -
orders or\receipt forms wil] accompany equipment being returned to the school after repalr and
will be signed for by the principal or school secretary. ' :

L) IS

“~x  F. Alteration of Electrical Panels

\

No person, whether connected with the MCPS or with an outside organization, shall be permitted
to make or change any electrical connection-without-first consulting the Division of Maintenance.
. . *

- v h
G.” Responsibilities of Building Services Personnel : _
.. P - '
In order to clarify respansibilities and position: expectations of principals and building services
personnel, pertinent information and rules are explained below:

»

~.

.1 Be prompt. The person should arrive at least one-half hour before scheduled use. ™
*2.  Check the boilers upon arrival (during the héatif\g season).
-3.  Unlock the"‘necessary door or doors. Tumn on lights as needed. N

. . N '
4. Be present at all times in the area being used in order to inSL}re' that the group limits its
activities to the area applied for. ' C

5. Protect Board property, the building, and its contents. Remind individuals not to smoke in
posted areas. Insist that.authorized representative work with you. Explain that a report of
smoking violations must be made to the principal which could result in denial of use of
facilities in the future, . . :
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" After all. partncxpanu havc left thc buxldmg, o

,_5'

| A 'a) Lock all doors ‘and close and lock all wmdows R
‘ . ‘ Ce | b) See that all cxgarette butts are extmguishcgl - ‘ A | ' ; o "
! S X 'V c‘) Clean area :f itis tobe uaed the ncxt mommg. : |

d)"Turppffauﬁgl}tsinthcmamcd. ' R SR

ve') Check the boiler room. , ' .
’ ' ' S ‘ N
£ Chcck all exterior doors to see that they are lockcd ", o
gy LEAVE AF'RER CALLING . BOARD OF EDUCATION MASTER ALERTING
' SYSTEM “BOEMAS.”

6-29 s icmc DUTIES OF BUILDING SERVICES PERSONNEL -

; Thc bultl: g services managel must know where the main electric, gas, and water cut-offs are located
in-the building. He must locate all fuse panels dnd learn where the circuits lead and size fuses they
carry. It is unportant never to overload a cnrcuxt If there *)ubt, the Division of Maintenance will

_have an electrician check the circuit. : C

A. Heating

. There must be a certified boiler opérator (building serviceman) on ‘duty at-all times when the
: building is used and the boiler is in operation. The building services managedt must arrive at his
school early enough to check his heating plant and see that the building is properly heated before
classes bcgm ' .
« B Mamtcnancc of Grounds © -
The building services manager should clean dr- have one or mdrc of his staff clean snow, mud, or
dirt off steps and sidewalks each morming before school opens.
C. Lights and Water . ¢r 7 ‘
. All exit lights and any other emergency l;ghts should\be turned out when the school building is
unoccupied except by members of the building services staff. This rule will apply to both exterior
and interior lights.

D. - Heating ‘
(1) Clean boilers; (2) clean oil burners; (3) oil all oil burner motors; (4) keep unit heater filters
clean; (5) keep boiler room clean; (6) blow down boiler daily; (7) learn all parts of heating
' plant; (8) .learn’what the accessories are and what they do. (The building serviceman should be -
: - asked these questions at times.)
| 146
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: Misccllaneous‘jobs :

1 ] S , . : . . i .

(1) 0il door hinges' and panic bars (2) adjust door checks (3) ad}ust classroomn desks; (4) kcep
bolts and -screws tight on classroom desks; (5) replace worn silencers on classroom. desks;
(6) keep all janitor equipment clean and éiled; (7) provide hangers for brooms and mops; ~

- (8) set up and take down chairs when ordered’ by the principal; (9) replace window glass;_

(10) report maintenance time on proper forms as prowded and send monthly to the dxrector of .
the Division of Opcratwns : :

Piano Moving o .

Pianos are not to be moved from one level to another except by Skl“Cd movers provided by the
Division of Supply Ma.nagement o :

The use of students for movmg pianos is prohibited. : . .

6-30 BUILDING SECURITY (Mcps Regulation 230-2)

The following rules have been adopted to 1mprove secunty in the Washington and Lincoln Centers (in

A.

. the latter insofar as is p0551ble)

In the interest of maximum’ secunty, issuance of building and/or office keys will remain strictly
limited. Personnel returning.after normal working hours or on weekends must ring for the
building serviceman for admittance to the buijlding and to their offices. The bulldmg serviceman’s

- call bell is located at the main entrance. The building serviceman ‘will ask for the employee’s .

idgntification card if he is not personally known The Washington and Lincoln Centers have a
24-hour, seven-days-per- week custodial service.’

The last employee to leave each office after normal working hours should close the windows,
turn out zll lights, and lock the doors. Employces returning for work after normal working hours -

'or on weckends will take the same precautions on leaving. Building servicemen will check for

office security, see that all access doors and office doors are locked at 6 p.m., and report all
unsecured places daily to the office manager in the Washington Center.

\

6-31 SAFE BOILER OPERATIONS

A.

-Boiier Code

L

A boilergcode was established to require boiler manufacturersto meet the standdrds of safety.
The code. has been adopted in 46 states. All boilers bear a stamp of approval for heating.

f
Boiler Definition

An enelosed vessel in which ‘water is heated or converted into steam.
)

Rules for Safe Operation ' . ‘ " *
.. Anticipate every type emergency and be prepared to meet each one.
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6

to.
.
12.
13.

14.

15.
16.

17.

18.

. When an énictgency arises, procc'ed to the*propcr valves or switches i a calin fashion
. . o

" Check water level l! the gauge glass with thc gauge cocks at least. daﬂy afid’ also at any other
o

time the accuracy ol the glass mdxcatlon is. doubted.

. Blow out each gange glass and watex’ column connectxon at least once cach day.

‘»ACcompany all orders for zmportant opcratnons with a mcmorandum in wntmg to thc

appropnatc office. Use a log to record i important facts or unusual occurrences.

LY

Remember always to have at lcast one gauge of water bcforc lightmg off ‘ the lcvcl should be
checked by thc gauge cocks .

Be sure blowdown valvcs are closcd and proper vcnts, Watcr-column valves, and prcssurc-
gauge cocks are open.- : .

Use the bypass if one is prov1dcd Crack the valve from-i its seat shghtly and await prcssurc

_equalization! Then open 1t slowly.

Watch the steam gauge closely and be prepared to cut the boﬂcr in, opening the stop valve
dnly when the pressures are nearly equal.

Lift the valve from its seat by the hand lever when the pressure reaches about three-quarters
of popping pressure. ;‘ :

Raise the valve from its seat with the hftmg lever each day the boiler is undcr pressure. Tcst
by raising to popping pressure once. each week.

Always: consult an authorized boiler inspector and accept his rccommcndations bcforc in-
crcasmg the safety valve load.

The valve should be fitted with a new spring and rcstampcd by the manufacturers for
charges over 10 per cent.

Unauthorized persons are not allowed in the boiler room.

Wheh a boiler is being cleaned or rcpalrcd a “‘tag” shall be placed on the boiler réom to
indicate there is a worker inside.

All boxlcr repairs are to be ‘done by authonzed agents of the MCPS who are spccifically
tramcd for the purpose.

Dclaycd ignition is a danger sign; always use  proper ignition methods.

R

.. Always allow draft to clear furnace of gas and dust for several minutes. Draft condmons
must be changed slowly.

. 15}

’
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19 thn in doubt, scck adwcc 1mmed1atcly - ' \ IR ﬁ
- ' o ' '
' équcsts for further mformatlon should be directed to thc Dlvmon of Opcratxons \ .
D. Emcrgmcy Actmn S
e B BN S . S , S
. ". 1. Iftflere:sno watermglass : . A B o S
'l. .' . . . . . . : . . X

a)  dg not add' wja\tcr to hot boili;r.
b) Mo not haul .coal fire.
gj . shiut off gas or oil, bank coal, close ash doors.

a

d) do nbﬂlihg else to boiier'until it cools down. . *’
e) call mSPectm‘ or compctent boller repalr man.’
2. If bo\er . leakmg

a) if there 1S nO water %ﬁglass follow derCtlonS under No. 1.

b) if water shows in glass, maintain water level.

» »’
c) cut Off gas or oil, bank coal, close ash doors.
d) close all stéam valves omr steam boiler.
e) call i mspector or competent bonler repair man.
® e s -
3. Fla‘meout..‘r!; N Rt : . : X .
p | , e e T g . S

‘- a) cutoff gas or 6i'1's-up;‘>‘]y.° - " \/'\'/_\/ .

b) call competent boiler repair man.

4. Smoking boiler: ot h . - "_
' P a) cut off gas or oi] - if coal fired, open dampers wide.
’ b) open windows and doors. -

s
.

c) call competent hoiler rep.air man to check and clean boiler, burners, etc.
E.  Hand Test the Following Installed Dcv:icgs 'F“r.eq’uently

- 1... Water level controls
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" F. Carein Laying Up Boilers

L

CFaelignites
3. Lowwater fuel cut-off deviges |
' 4 Fhmefalirefud cuvoff, . -

L. ¥

5. T Draf; reaker

6. ' Dampe ';;?sitit'm a‘hd-gafcty stop

A

shoyld be drained at the end of an opciating,peﬁod preparatory to an extended
. , 2> period. Man-hole and hand-hole plates should be removed and internal and
" external surfaces cleaned. Grates, combustion chamh er, tubes, and other fire surfaces should
- be cleared of soot and ashes. Boilers should be al;ibwcil to remain open, dry, and cléean
during inoperative period so that air will circulate th¥ough to prevent deterioration,

-2, Cast iron ‘hcatirig boilers, after draining, should be ﬂ/l;s,lhcd out, refilled with fresh water, and
allowed to stand full during the inoperative period. Gfattz,’gas passages, and combustion

chamber should be cleaned of ashes and soot.

3. Do not bum trash or paper during the off-season as the bopiler may be damaged by over-
 heating. . L . Ii :

" 4. _ Oil bufners, stokers, and automatic gas burning equipment sliquld be serviced by your boiler.
repair man prior to the ‘beginning of each operating period after an extended “out-of-
service” period. . . o : ‘

632 PARKING REGULATIONS, WASHINGTON CENTER © ,

“No Parking” areas; pirticularly in front of entrances, must be left free for ready access of trucks
and/or emergency vehicles. - ) ;
6-33 AFTER SCHOOL USE OF FACILITIES

C ' . . :

A. The principal, in his role of’ school administrator, shall b‘_c responsible for maintaining proper
relationships with those organizations which make applications to use the school. The principal
or a designated member of his staff (which may be a buildiqg services employee) must be on duty
at all times when a school building is being used by outside organizations.

B. There must be a building services employee who has successfully completed the boiler safety

course on duty at all times when the building is used during the heating season or when the boiler
is in operation. Boilers must be checked hourly. )

150

150




_ ' 638 LIMITATIONS ON THE USE OF SCHOOL FACILITIES ,  * . ° RS
- A {-EO?rd of Education policy mandates that groups using school facilities wjll conduct activitigs that

“are (1) orderly and lawful; (2). not of a nature to incite others to disorder; (3) -not restrictive by
. reasan of race, creed, or color. . : . ‘ - :

NG
-]

"The use of alcoholic chffang in s¢hool buildings or on sAéhoq.l grounds is prohibited.

"I-'l\cre shall be no smoking in school buildings ﬁn‘lc_ss’ the area is posted otherwise.

rf }35 TRESSPASSING ON MCPS BUILDINGS AND GROUNDS _ ,' I

“rt_iclc 27 of the Azmotated Co‘de of Maryland, 1957 Edition) Section 5774, | :
ublic &ﬂdings"énd Grounds became effective June 1, 1966, and reads as follows: ‘ '

A. " Any person refusing or failing to leave a public building or grounds or specific portion thereof of
o Public agency or public institution during those hours of the day or night when the building,
_ groundg, or a specific portion thereof is regularly closed to the public upon being requested to do .
so by a regularly. employed guard, watchm% or other authorized employee of the public agency
or institution owming, operating, or main aining the building or property if the surrounding
.ﬂ&:* , . circumstances are such as to indicate to a reisonable man that such person has no apparent lawful
business to pursue at suclb’.}&lace. shall be guilty of a misdemeanor and upon conviction thereof
shall be fined not more th $1,000 or imprisoned for not more than six months or both at the
Co discretion of the court. : : -

. "
B. Any person refdsing or failing to leave a public building or grounds-or a specific portion thereof
~_of a public agency or public institution during regular business hours upon being requestect}:o do
so by an authorized employee of the public agency or institution owning, operating, or maifitain-
ing the building or property if the surrounding circumstances are such as to indicate to a
reasonable man that such person has no apparent lawful business to pursue at such place or is
acting in a manner disruptive of and disturbing to the conduct of normal business by such agency
or institution shall be guilty "of a’'misdemeanor and upon conviction thereof shall be fined not )
‘more than $1,000 or imprisoned for not more than six months or both at the discrimination of s

the court. = '

6-36 GENERAL SCHOOL AND GROUNDS SAFETY

A. Dark and Unfamiliar Places

[

The use of open flames, such as canales, torches, matches; etc., for lighting a building is prohib-
ited. Flashlights or air extension light should be used.

Extreme care should be used when entering unfamiliar, unlighted areas.

3 . ( . . > .
Always be on the alert for overhead beams, pipes, wires, etc. Damp, dark places may have vermin
or insects. -

-
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Ao

. ',Fluoresccnt Lamps'

"/

Bulldmg scmces employces are rCSpOI‘ISIblc for the safc and cfficxcnt dlsposal of fluorescent
tubcs :

Defective tubes sﬂowhl bc handled with care to avoxd brca.kage Thcy should be placcd in thc
Contamcr of thc new tube when posslblc

Garagcs )

Smoking is prohibited in all MCPS garages.

(.Zar"lifts are to be operated by lrained personnel only.
Engines shall not_ be rdnniné when-gas fanks are being‘Fdled.

When filling gasoline tanl(s, employgs. shall make certain that the nozzle of the hose is'in dlrecl

* contact with the tank or metal funnel. On outside pumps, there shall be no smoking within 25

-
4 - ‘.

feet of thc pump whilé gas is being pumped into the stora.ge tank or vehicle. -

Hand Trucks and Dollies

When using a hand truck, never carry more weight than you can control. Make sure your load is

secure. - . .
Do not block vision by piling freight too high.
Balance loads on dollies to offer maximum control.

- ' '}
Power Lawnmowers

1. The tank' shall be filled not more than 3/4 full and only when the engine is cool and not
running. (Expansion space in the tank is necessary as the sun expands the volume of gasoline
"~ in the tank.) Spillage on a hot motor could cause a fire.
2. All lawn areas should be inspected before mowing to make certain there are no stones, wire,
‘ glasses etc. (Objects may be propelled by a rotary blade at the speed of a bullet.)

‘3. When using the large mower stay a safe distance from the buxldmg The bulldmg servicemen .

‘shall use the small mower for aréas close to the bulldmg

4, 'The engine shall always be sta(tcd out of doors . o

LR 2 ! - e e

5. Hthe power mower. is self propelled the clutch shall be dlsengaged before startmg
A . .

N

6. Extreme caution should be used when cuttmg terraces and banks
’ X ) Ll &
7. - If the operator leaves the mpwer— foi-any reason, it should be turned off.
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~10.

11.

.

. 14

. All guards purchascd for usc on, the'mower shall be uscd

L 4

When grass is being removed from the mower, thc engine should be stopped by groundmg

-the spark plug or removing its wire from the spark plug and placed so it cannot touch the

spark plug."(Grounding the spark’, plug is not cnough as the ground might be removed
accidently.) Rotating the blade of a rotary mower will crank and stagt the engine if the

- gpark plug is connected. The'spark plug ¢hould be grounded or its wire' removcd when the
"~ mower is stored. (Do not store thh olmc in tank Do not store in boiler room.)

Any use of lawn mowers, power equipment, or manual equipment for the purposc of
completing school board activities by persons not employed by the MCPS is stnctly prohlb-

¥

“ited.

. \
Lending MCPSV;,propcrty or equipment is prohibited.

-

Paper Cutters

Y

1.

Obta.in perrnission from instructor before nsing the paper cutter.
2. Make sure that no one is lnside the operator’s zone. _ ' X
3. , Be certajn that the handle controllmg the blade is in its proper posmon and the safety lock
en@ged before setting the back gauge :
‘Keep hands clear of the blade at all times.
5. Limit the stock to be cut at one time to the capacity of the machine.
6. Use care when jrogging st/oek so as to avoid being eut by paper.
7. Kcep both hands on the handle controllmg the blade during the cut and return the blade to -
© o dts proper position before removing stock.
8, Hand-operated cutters shall be used by junior and senior high school students under the.
. direction of the teacher and in strict compliance with safe operational procedures.
9. Elementary school pupils shall not be allowed to operate cutters at any time. .
Good Housel;eeping Tips o ” T “ _ " ‘/
g Machines should be cleaned yvith a brush after using.
2. The worl? area s‘hould‘alwaglsnbe kept clean.
3. Tools should al\A"ay‘s be pdt away when not in use.
4. Materials and parts should be properly stored in designated .areas’.
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' 6-37 PRESSURIZED CANS

5. Always use the nght tool for thc nght ]ob : . s ¢

‘j'——’ .
oo .
* .

.‘"' . ) i )

6. Ifan objcct is too hcavy or awkward get hclp in carryrng it.

7. 'W‘hcn handlmg matenals,_be. sure 'to use available mccha_mcal cquipment,'
8, Always use a ladder when y‘ou have to climb instead of using chairs, boxes, etc.

9. Walk cautlously around bllnd corners. Do not run or walk fast

i

4

Pressurized cans are potcntlally hazardous if not used properly Several acc1dents, serious 1n]unes and

A.

" B..

fatalities throughout the’ country have occurred-as the result of improper use, storage, and disposal of
pressurized cans.

2

. Certain general precautions should be taken when working with pressurized cans:

»

Read all warning messages on the container to determine whether the mixture is flammable.”

»

Do not puncture the can, for internal pressures could cause serious injury. -

Do not store in the sunllght or in temperatures over 100° F because in some types of aerosols
. the internal pressures will rise to dangerous levels

Use in well ventilated areas, as prolonged inhalation may be harmful. -

Keep away from children.

. WHen using aerosol containers, you will notice that the containers bear words of caution, These

warnings are determined by the Federal Hazardous Substances Liability Act by state and local
laws, and by the nature_of the product.

LY

CONTENTS ARE F LAMMABLE

Remember flammability is only one concern and that explosion due to internal pressure is of
equal importance. : o,

An educational effort be made to point out the hazards of heating containers.

\ .

. READ ALL WARNING MESSAGES ON THE CONTAINER TO DETERMINE WHETHER THE,

Specxal metal cans be prov1ded for the suggested collection of these containers. (DO NOT PUT IN‘,‘

INCINERATOR:)

The containers be disposed of in the same manner as other unburnable material, with the
necessary precautions being taken not to puncture the pressurized cans. :

" 169

154



L. Spcaal emphasns and poster-typc notice could be placed in areas using these containers (shop -
o -cosmctology art — etc. ) warmng of thc hazard and thc nccd for scgregatlon of uscd containers

from other trash / .
6-38 OFFICE SAFETY ™S g “
. A | Practlcal Jokcs and horscplay are sometimes. cruel and scnsclcss Kcep your office a pleasam and=\
‘ ..congcmal place in which tb work R ‘ '
B.  Report the smallcst cu't scratch, or other injury iux—rnediatel'y to‘thc.pro'per‘ pe'rso"n in.charge.
‘ C Qg ”l“xle drawcrs, desk drawers, slides, and locker doors closed when not in use. - - . -
D ' Usc handles when closu}g drawers, file cablnets, or dlsappearmg typewnter dcsks ‘ .

A

‘ E Adjust or clean power driven office machlncry only when they are st‘opped.

F:  Brush up broken glass,__\wrap carefully and thoroughly in strong papers, and place in a shfe place
to be removed. . .
o G Be sure your typewriteris securely fastened in place before using. . ‘
. oo . 1 . . -
H. Place fans where no one can touch them cfidentally and wait till the blades stop revolving
before moying a fan. . :

4
L

1. Keep razot blades, pins, pen points, knives, shears, and other sharp objects in the proper place.
6-30 EMERGENCY CLOSING OF SCHOOLS AND CENTRAL OFFICE
(MCPS Regulation 245-4, September 8; 1967)

L]

A. Advance Closing Due to Inclement Weather, Hazardous Roads, or Other‘R_easons
1. Decision and Notification of School sing : S o ,
In case of inclement weather, hazardous roads, or other reasons, the director of the Division
of Transportation,. after consultation with the appropriate offices on road conditions and
weather forecasts, will confer with the superintendent, who will decide whether schools and
the Central Office are to be closed. Radio and TV stations will be notified by the director of
transportation no later than 6:00 a:m. In the event of an emergency closinggof schools
, and/or the Central Office between the hours 6f 8:00 a.m. and 5:00 p.m., the amnistrative
" staff will be notified by the superintendent’s office. -

2. Personnel Proecedures When Schools Are Closed in Advance

. a) If the Central Office remains open then it is announced prior to the opening of school
(by TV or radio) that the schools will be closed for that day or for the following day,
the principal and all twelve-month day and night shift supporting services personnel
will report for work. ‘
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b) If the Central Office is closed all employees will be granted general emergency‘reWe
~ except the followmg emergency personnel who are expected to be on duty

LI

o (1) Central Office Centrex’ operatormrl 5:30 p.m.

S « (2 'Bmldmg servies managers of the day sluft and buxldmg services foremen in charge '
: - of the évening shift fgy the Central Office and all schools :

| (3) All ‘automotive shop personncl trapsportatlon field supervisors, and clerrcal_:"
employees of the Division of Transportatlon (but not bus operators) ’

- (4) - Deslgnated perSonnel in the D1v1sron of Mamtenance
« (5) Other personnel who may be designated by the supenntendent--
c) Pay for Ten-Month Support.mg Semces Employees

See MCPS Regulation 430-4, Board Resolutlorf533 66, September 12, 1966.
3
d) Teachers, administrative and supervisory personnel:
A,

See MCPS Regulatlon 430 1
. B Delayed Openmg of Schools Due to Inclement Weather, Hazardous Roads, or Other Reasons /

1.” In the event that the situation warrants, the opening of schools may be delayed 1 -1/2 hours
1n order, Ao permit buses to run their routes under safer condrlrons

This delay will allow time for road crews td clearroads. It w111 allow motorists to- complete
their tnp‘s and clear the roads of y traffic and will provide greater safety for students
who Walk to “¥chool and also for those who are transported

a

-
. 2. When’ th decision is made to delay the opening; announcéments will be given to radio and
- Tve statlons no later than 6:00 a.m. ) . ~
: 3. PLANA - DTalayed Opening Due to Inclement Weather ogHazardous Roads
- : N
a) Buwn regular routes will run 1- 1/2 hours later than their regularly scheduled times.
D -
- b) Bus service will not be provided for Head Start, momlng kmderga}t'en vocatlonal/
technical, special education, handrcapped or work-oriented curriculum pupils.
Although bus servige for these pupils will not be provided, classes will be held in all
schools. Those students who ride regular buses, those who walk, and those who can be
transported tc"and from school by parents will be expected to attend school. Teachers
of these classes will have an opportunity to take advantage of the smallcr classes to
work mdrvrdually wrth puplls\who are able to be in attendance. ‘
. . *
*
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C Early Dlstmssal When Schools Are In Sessnon

1.

'f)  The lunch period should bc schcdolcd_for students priof to.dismissal. -

‘e

-

c) Lunch will be scrvl:d in each school

L]

d) Dlsmlssal in each school w1ll follow the rcgular schcdulc unlcss othcmsc armounccd _'

<
-

Studcnt Dismissal Proccdures thn Schools Are In SCSSlon

. When ca.rly dlsn'nssal of students is nccessary, the dlsmlssal plan will normally be announccd
by 10:30 a.m. on the, Radm-Alertmg System prior to radio and TV station announccmcnts -
- .and will be indicated by the letter B or C as follows: :

v L
PLANB — Ea.rly Dlsmlssal Due to Inclcmcnt Wcathcr or Hazardous Roads

a) ‘ All schools will dismiss 1-1/2 hours early. )
b) Aftcmoon kindergarten classes will not be held.
cl Morning kmdcrgartcn puplls will bc taken homc on'the rcgular kmdergartcn bus runs.

d) Buses will run their aftcmoon routcs in the same order as, on a regular s_chool day.
@ Buses may run late bccausc of road conditions.

e¢) Pupils who walk or drive will be dismissed after the first group ofbuscs has departed.
The purpose flere is to insure pedestrian and auto safcty .

g) All afternoon and cvchir_lg meetings and activities are automatically cancelled.
PLAN C — Immediate Dismissal Due to Inclement Weather or Other Reasons

There may be occasions when students must be dismissed more than 1-1/2 hours before the
regular dismissal time or less than 1-1/2 hours because of unusual circumstances.

_Undc.r Plan C:

a) Thc time dlffcrcntlal will be announccd on the Radio-Alerting System prior to 'radio
© and TV announcements. : .

b) Aftcmoon kindcrgartcn'classcs will not bcthld.

). Buses will «un their routes in the same order as on a regular school day It is important

that kindergarten pupils be transported on the first run from elementary schools. Buses -

may run late because of road conditions. - R

d) . Pupils who walk or drlvc will normally be dismissed after the first group of buscs has
‘departed. : N :
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s
.

' €) The announcement will include instructions rc'garding the lunch program. - -
. ! i .
T f) Al aftcmoon and CVemng meetrngs and activities are automatrcally cancelled.

4 School and Central Office Personnel Drsmlssal thn Schools Are In Session
a) If studbmis are dismissed at anw time between the hours of 8 00 a.m. and 5:00 p.m,
+~ and the Central Office and schwols remain open, all schocl employees will remain on
4 + duty wmil dismissed by the principal. Bus Operators: Designated drivers will be
> assigned jo.call a predesignated school to determine if all students have been taken
‘homre from“the scheol. These drivers will return to the assigned school if the principal ,
,informs them that there are bus students still to be delivered. The director of the -
Division of Transportation will make the necessary assrgnments and will distribute a list
of assignments to all principals and drivers. Thns llSt w1ll be rcvrewed mont’hly and
rev1srons made when necessary. . _ . . -

L

b) At the discretion of the superintendent, the Central Ofﬁce and schools may be Cl‘OSCd
All employees will be granted _emergehcy leave except the followmg emergency person-
nel, who are expected to be on duty: :

‘ .
(1) "A(Ientral Office Centrex operators u,ntil'5,:30 p.'m. .

(2) Building services managers of the day’ shlft and burldlng services foremen in charge

of ehe evenrng shift for the Central Office and all schools

é‘ -, - )

(3) All"ﬁu%omotrve shop personnel, transportatlon field supervrsors, and clerlca.l

emMoyees of thc Drvrs}‘on of Transportatlon (but not bus operators')

k!

(4) DCSIgnated personnel i in the Division of Ma.!nten.ance

[y

(5) Other personnel who may be designated by the superintendent. .

D. Emergen'cy Closing of An Individual School ,
H the principal feels that there is a reason for closrng a school, the area d1rector, asslstant
superintendent for administration, deputy ‘'superintendent, or supenntendent depending upon
local -conditions may grant permission to’ close the school. All personnel shall remain on duty
until dismissed by the principal. The principal shall notlfy the supenntendent s office whenq a
“decision has been made to close the school. R .

- . B -
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’ American Academy of Pediatrics. The academy has prepared a series of leaflets on child safety that are

directed to parents. This pamphlet “Obedience Means Safety for Your Child” is an interesting
examination of what a parent can do to make his child safe. )
American Association of Health, Physical Education, and Recreation. The AAHPER offers important
safety advice for school physical education classes. Some recommendations for safe play facilities
arc also provided. Their new Booklet, “Teaching Safety in the Elementary Schools,” is the latest
addition to the NEA-AAHPER sponsored “classroom teachers series.”

.

A American Automobile Association. School patrols are a project of the AAA., Handbooks and record
books for school patrol members, badges, Sam Browne belts, membership cards, and a special
Patrol Teacher’s guide are offered. The AAA has also prepared some information on school bus

patrols. The safety director of your local AAA motor club can give on~thc-sp3t assistance.

\/limcrica'n Dental Association, The ADA has recently released an important report on athlettc mouth
protectors that tells how to avoid accidental injuries to the teeth'and mouth. Dental injuries have

, R alW;'ys bceq of major concern to college and high school coaches, but as little league football
) develops, thc" report may be valuable at the elefnentary level, ‘

Y
v,

! .
Y U American Mgedipal Association. “Health Education for Schools and Colleges,” a monthly digest of
- healgl ,and My information, is published by the AMA, as are many pamphlets on areas of
» . Y > ) . . . . . ‘ I . 0
i safety related to health. Excellent materials on first aid, health, and safety are available.
- > “ ' ‘ .
American National Red Cross. A prime source of first aid materials, the Red Cross also conducts a very
active learn-to-swim program. A great deal of information of “T'eaching Johnny to Swim® and on.
water safety is available. Red Cross local chapters teaches life-saving qualifying conrses. .
\ Y . ) - t N
Bicvele Institute of America. This organization offers materials that are mamly concerned with bike
‘ safetv. Tt has published sample programs, both for the school and the community, and 4 whole
series of leaflets on hand signals, regulations, safety aids, and bike inspections. Infornfation .on
organizing a bicyele safety club, complete with membership card, is also avaitable.
“Natiwonal Board of Fire Underwriters. The NBFU can provide exeellent school fire safety information,
Lhey have publizations .on the “fire safe school,™ fire drills, and an inspection blank for school
. S . .
fire safetv. ¢
National Congress of Parents and Teachers, The PIA s also cager to help with parent-oriented safety
“programs and has prepared a USignals for Safety bookled that onglines sample PEA programs.
PPN . . .. . . . . . ) .. . - . . . .
I'he National Fire Protection Association. The nation’s clearing honse for fire safety information, the
NFPA has pamphlets onevervthing tfrom school tire tests to sprinkler svstems, from treatgagnt of
burns to tire extinguishers. Forp elementary students, there is also a special pachet o Qulgty
ot . : g AN - v .
Ceducation materials centering aronnd “Sparky, the Fue Dog? .
, . b ! - ! <«
v ‘ -
National Safety Council. The council serves as a national and internatidnal clearing house to gather
4 and distribute information abont the canses of accidents and wavs to prevent them.
The council publishes pamphlets, mannals, and (e hing aids onthonimg methods of teaching
safery, covering hazards to ghich children are exposed. Statt gives field assistauce on the devel
- e - N 1
opment ot effective programs, ' b
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Program . » ) & 6-39 FIELD AND TRACK . 5-26

EMPLOYEE, New 42 FIELD SUPERVISOR '1-6
Responsibility , W. 4-3 '
Safety 1-2 FIELD TRIPS . ’ 2-13
Suggestions » ] 1-12,4-26- '

: | ~ * FIRE . ' v ’

ENEMY ATTACK ' 3-11 Administration ) - 3-4

' ; " Bonfire ’ 5-58
. EQUIPMENT, Audio-Visuall 5-15, - Drill 35
© QCare 5-1 Evacuation Procedure ° 3-6
Guarding . 417 Extinguishers 3-7
Physical Education 5-22 Incident Report © 3-8
‘ Notification 6-9

EVACUATION PROCEDURE ' Polishing ’ 5-36
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