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'Y/Accidents are undesirable, unplanned, occurrences which often result in bodily harm, loss of school ,r, time, property d mage, pOssible expensive legal action, aneven death: National statistics rei`real.that
ninety-eight per ent of all accidents and injuries are tai5sid by unsafe working conditions, untafe acts. 4
cif personnel iii a combination of both; Therefore, leshall be the goal of thitMontgainery County
Public Schools to -take every reasonable ilrecautio' 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 concerned with our schools, not only as a protective measnie during 'school
hours bni also as an instructional means of developing an appropriate mode of behavior to minimize .

-
4

accidents at all times: .

This manual is aesigned to' provide all MCPS perscrtmel with safety policies, procedures, and, related
information to assist them in a continuing program of accident prevention.

;

Homer 0. Elseroad, Superintendent
7 Montgomery County Public Schools

JUL 197!
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HOVif TO USE THIS MANUAL

DEPARTMENT AN9 DIVISION DIRECTORS

Directors will tmd she materials contained in t4is publicition useful in daily' Operation.
1.

PRINCIPAIS
'

Principals will want to consider everY aspect of this manual as it afftcts the school plant, perpon
and the safety of children.

SUPERVISORS

Supervisors will need to direct their attention to the manual as it relates to the instructional program
and the need Cor safety education.

-TEAdHERS

'Teachers will want to familiariie thems-elves with all phases of themanual which rel te direCtly to
tplant employee and Pupil safety. It 'should foster a greater understanding of policies ,and,procedures
felated to a safe school (lady.

//
FOREMAN FIELD SUPERVISOkS

.

rniloyees working in the Division'a Operations and Maintenance will find very useful tips related to
accident prevention. Of particular ,interest to this, kroup will be county coles related to fire and
construction safety.

/ a

BOARD OF EDUCATION"'

The Board or Education will want to familiarize themselves ,with the manual when interpreting to,the
public thesafetY.program of.the Montgomery County Public Schools.

PgRENTS

Parent groups and especially.the P.T.A. Safety chairme ould find this manual of particular interest
and a valuable source of information when planning kho prograins.

DEVIATION FRO-M REGULATIONS )

Statutory Regulations. All deviations froth any federal, 'Stay; or loca) regulation cited herein nuist
have the written approval of the agency and the assistanf superintendent for administration.

,t /
Administrative Ifegnlations. Dwationstfrom regulations other than federal, state, or, local regulations

must be approved in.unity by-the appropriate apistant superintendent and safety director.

Building Safety Regulations and Codes. No portion of this.manual shall void or change any require-
ments or lawsliof the county, state, Or federal government.

The information contained in this safety manual was obtained from sources believed to be reliable. It
cannot bq assumed that every acceptable safety procedure is contained herein or that abnormal or
unusual circumstances may not warrant,or require further or additional procedures.

8



CHAPTE)tu

'SAFETY EDUCATION AND ACCIDENT PREVENTION

1-1 -DEFINITION OF "ACCIDENT"

. As .an aieto clear understanding, ."accident" as'uped herein is defined a., "any unexpected or unfote-
seen occurrence that interrupts or interferes with the orderly progress of the =fifty hi question." An
accident, according to this definition, does not necessarily, involve human injury.

1-2 ADMINISTRATIVE RESpONSIBILITIES

The objective of the pupil and employee safety progrvn of the Mdntgomv. y County, Maryland, Public
Schools shall be to prevent needless accidents and to reduce sulrstantially the frequency and severity
of injuries at all levels. . ,

0

1-3 SAFETY SUPERVISOR

A. DeAlopment'andSuperrision of Programs and Materials

1. Proposes alicl develops information, policies, and procedures related to all facets of.safety in
the MCPS. He shall be responsible for the publication and continuing revilen of a MCPS
safety manual which shall include all school, division, and department applications.

2. Develops and ntaintains an up-to-date and continuing MCPS plan for safety and aceident
prevention to reflect:

Priority areas for immediate attention.

b) Plans for total and long-range program development.

3. Assists with the preparation and the implementation of safet curriculum. for Montgomery
.7County Public Schools.

. Participates in the planning anddevelopment of special safety instructional materials and
special programs, e.g., television programs for the instruction of pupils, teachers, and other
employees.

B. Training Provains and Implementation

1. Provides, through the Department of School Services and the Department of Information,
an informational and educational program in behalf of employee safety.

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



1. 6aluates and reVises all safety policies and procedures. 40

Reviews and evaluates all safety inspection data from schools and all information contained
on accident report forms, both,pupil and employee, and initiates proper follow-up Action,
including training sessions as necessary to eliminate specific 'causes of accidents.

Analyzes information contained in the Annual Safety Report as a basis for recomMenda-.
tions and action concerning the oVerall safety program. '

4. PrepAres Annual Safety Report in cooperation with the Division of Insurance and Retire-
ment.

D. Assistance, Coordination, and Liaison

1. Coordinates the overall safety program for the MCPS including the efforts-and programs of
all depaitments and divisions of the school system.

,

-

'Works *ith all MCPS personnel and other individuals and agencies in developing and coordi-
nating a MCPS county-wide safety program-and individual school programs.

3. Helps to organize and work with safety committees Al individual schools.

4. Works with the planning and construction divisions, school architects, _and 'civil defe'nse
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..

5,. Serves as liaison between MCPS (the Board and the Superintendent) and all safety -and
safety-related agencies and institutions in the -county, including the Office of the County
Fire Marshal,

6. Serves as cbordinator for safety inspection teams inspecting MCPS.

7. Serves as coordinator and trainer for the scho61 safety self-inspection program and reviews
and follows up routinely-subinitted safety reports and check lists submped by the individ-
ual schools.

8. Keeps abreast of the research ift-sefety and the latest safety education materials and litera-
ture.

9. Assists in obtaining appropriate safety literature, reports, and other materials for teachers,
supportihg services personnel, and others, as appropriate.

10. Works with MontgoMery County and other police officials and the county traffic engineer
. concerning traffic safety 'on and near school grbunds.

0
1 0
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11. Coordinates the county-wide schocil safety program with School: and bus sakety patrols an
' the tirork of the school crossing guards.

,. . .
12. Serves as a eonsul%ant and liaison staff member of the Montgomery County Teenage Safety

Caincil and assists this county ouncil-sponsored organization in all ways possible,
... .-

13. Works with local, state, and national civil defense authorities and with:the superintendent -of
schools and school Principals to assure the cOntinuous understanding ..114:1 ',implementation of N

current official civil defense and disaster preparedness policies and procedures.

Pt. Works with, advises, consulis; and utilizes, as appropriate, the superintendent's -safety.,'
. advisory committee as a Major planning aild coOrdinating instrument .

Public Informationsand Public Relations

.
1. Working through the Department of Information, he serves 'as the chief School.safety pro-

gram interpreter to the public.

2. Represents MCPS aminally or periodically, as appropriate, af major safety conferences:
. '

a) The Governor's AnnuatSafety Conference.

b). -The National Safety Congress.

1-4 THE PRINCIPAL

The principal is responsible for the development of a total school safety Program. He must be aware of
potential and existing hazards witliin the school and on school grounds. He must interpret county
rules and regulations 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 report dangerous practices and unsafe conditions as
they become known.

B. Requires all school accidents to be promptly reported.

C. Institutes a program of' regular inspection, of buildings, grounds, facilities, and equipment to
uncover hazards and_dangerous conditions.

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

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

F. Trains personnel to be safety conscious.

3
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. Holds cgular meetings 'xith the professional staff and With maintenance and seryidi psoniel to
reo4kw artl evaivate school accidents and to consider wayi to avoid their eurrence.

. P1. PiveIpps_ reas;zmable rsgulitions for pitpil traffic in corridor.,
School premises.

1 #

,Providei adequate supervision for :field tripi and ,other edUcational .actiVitie5 away from-,the
.. :school.

-

Provides adequate supervisiotin play areas arid Other areas in,the schccol where large numbets of.
pupils congtegate durinvichool hOurS. ;

r

.14. TEACHER RESPONSIBILITY

and elsewhere 'ori

Pr

.
.

Yeacheunhave' the responsibility for safety edutatidn and accident prevention. Safety education may .

be,imWented by the classroom teacher in many ways. This instruction should reflect the needs ot.
Safety education as indicitedby locatschOol and coMmunity conditions. The schoors'eperience with... .

. accidents and injuries will s4ggest specific instmctional needs. Teachers should familiajizeigiemselvep
_with MCPS 'Policies and. Procediees, with the.MCPS Safety Manual, and Who Is.:10le for Pupil ..
Injuries, NEA, Pebruary, 1963.

. i'' f =

Becauki of :4eachers' close srelation to pupils and their activities, they are mOst often namedbas ..-
Aefendants-. in plipiI injury; accidemts 'alleging negligence;Taking all reaSonable pretautions.. againsf

clnjury is a teacher's professional resppnsibility.
_ "

1-6 FIELD SUPERVISOR

- The field supervisor is in, a key position in the organizational stricture to carry, Out safety Policy and t,
,.to Prevent acc,idend and injuries-to workers. The_field sdperVisor Should know:

.
.. 0

%A: What the Safet ii y is'abd what it specifies.relating to his responsibility and authoritY.y po c .

. .
. .

B.. What his total responsibilities are and how he isexpectid to inlegrate safety with personnel;i
which areas, operations, Machines, personnel he directs; ,nd what is.tO be done about mainte
nance and-repairs, working cmidifimis, of guards, and protective devices..

., .

-. ,

. C. ,Vhat- he isj.to do .about deterniining qualifications.of workers in his area, 'rIcl what
disciplint

ary.
. I $

I

action .is permitted under what circumstances.:
. 7. ,

D. Who. is to iristnia and train. Workers in Safety, firs't aid, arid.fire prevention! ..
J 4 ..

# -
1. .- Iv - .

What the safe work methbds are-for each job; and where pertinent information is obtainable.
.

,

F. What safgk devic'es 'arid personel prcitective equipment a.re to be used ekri -each job, and
dures for making them.avaitable. ,

4.

I



G. What edmmitmenls can be made to correct unsafe conditions, and,the cost.limit below whiCh he
does not need additional authority:

do in case of accidents in the areas of first aid And in calling a doctor, an anibulance, and
ital.

at reports are required: Inspection, A... t Investigation, and Corrective Action Taken. .

1-7 POLICE SCHOOL:SAUTYthORDINATORS (Definition)

The., officers assigned as Sehool Safety Coordinators supervise the crossing guards and school safety
patrols -with the cooperation of the school principals and teachers assigned to work with school
patrols.

.1-8 POLICE SCHOOL SAFETY COORDINATORS (Job Description)

Establish good public relations and liaison between the schools, community, and police depart-U.
ment.

B. Meet rephirly with patrols in all public, private, and parochial.schools on a bi-monthly basis in
an effort to advise and assist with problems beyond.the authority and control of school officials,
teachers, and patrols.

C. Cofer with school principals'regarding traffic safety.

D. Conduct safetiy assemblies in the schools for children of all age's.

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

F. Survey street crossings for the need of traffic signs, crosswalks, and crossing guards. Reports of
these snrycys Arc to be submitted to the appropriate office for subsequent action'.

G. Recruit, evaluate, t rain , 'direc t, mut superv ise' crossing guards in assigned areas.

I I.
,) ,

Serve, "sIS a line od communication to) schools.

1. Work with conmumity .tgeticU.s such as the American Automobile Association,

Initiate and participate in safety award programs other than patrol programs.

K. Patticipate in the-summer patrol officers traitnng camp.

I.. Conduct and supervise bicycle safety vrograms.

NI.. Work closely with the safety director or the NIontgolnerv Comity hiblic schmils.

1-9 SCHOOL S.,FETY COMMITTEE,

Each principal slmll be responsible tor appointing a .safety mmittce in his school. The primmy

1 3



purpose of this committee is to review periodically the accidents occurring in the school by use of
accident reRort forms-and to report findings and recommendations. to the school faculty. The principal
may alsO assign additional responsibilities to this committee-as he deems appropriate, particularly as it
might function in safety education.

Specifigy, 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 chairtnen,.and at

leas t w,, ther members. Other suitable comMittee members might include the cafeteria manager, One
of hool administrators, industrial arts teachers, teachers of other subjects, counselors, and other
professional personnel. It would alsa,be appropriate to have one or more members of the student
council serve on this committee. The safety committee in each secondary school shall meet at least
three times per year (near the end of November, febniary,:and May) to review the accident rep-ofts
which have acçirntthtted over the previous three-month period. If the larger schools find it necessary
to meet more often,,,,,they should do so. The chairman of this coMmittee-shall report to the faculty on
the analysis made .1,):V the committee after each theeting and senda 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 secondafy -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 thc current procedures for reporting accidents to the Division of
Insurance and Federal Aid.

Each scilool principal shall submit the names of school safety committee members by Seplember 30 to
the safety director.

1-10 MONTGOMERY COUNTY TEEN-AGE SAFETY COUNCIL

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

B. Publicizes safety problems and seeks their solution.

C. letevelops a respect for teen-agers as responsibk citizens of their community.

Membership. M the Teen-Age Safety Omiwil is open to every public, parochial, and private schOol
locate.d in NIontgomery County. It mèets at lea.st once per month.

1-11 NATIONAL SCHOOL SAFF.TY HONOR ROLL PROGRANI

The honor serves threc important purposes. First, it dramatizeS dl innti.d date On %vhich the
sc s its saTrtTedUcation program as a whole and doeS some self-evahlatimi; second, it
provides guidelines for gradual improvement of the sc.-Floors program; and third, it emphasizes the
point that the safety of boys and girls and their education for s.tle living is not the 1-responsibility of tlie
school alone but is dependent tipm the smooth working together toward a common go.d of school,
home, community, ;ind tlw boys and girls themselves. It furnishes ;in .innual opportunity for the
school to muind community groups of their responsilnlitics. The program is based on stand,ards; it is
Hot a contest.

I I



1-127 EMPLOYEE SUGGESTION PROGRAM

For those su:.4:estions which reduce hazards or otherwise improve safety, awards ranging between a
minimum of $10.00 and a maximiim (3( $50.00 may be granted. (See' MCPS Regulation 470-1.)

1-13 SUPERINTENDENT'S ADVISORY COMMITTEE ON SAFETY

This standing adviiory committee is responsible for gathering information, developing idFas, and
making recommendations to the Council on Instruction. It provides an independent, critical, and
objective view of existing policies and programs and is free to consider items within this specific area
of responsibility.

1-14 SERIOU5.ACCIDENTS
r
When an emergency occurs. In a school or office (firc, accident, assault, etc.), the principal or director
should inform thc superintendent by telephone immediately (see MCPS Regulation 525-3): The super-

.
mtendent 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 thc 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 ncws
media. representatives. Strict adherence to this procedure will facilitate accurate and authoritative
reporting of details to ncws media.

1-15 RELEASING INFORMATION
., _

A. Information on pupil records and othcr information shall not e released routinely (sec NICPS
a

Regulation 5454). Release of information will be -'at the discietion of the principal who shall
determine what is best for the child. 4

.
.

Information such as requests for attendance information, date of birth, address, and telephone;
nuMber nlay be''released after thc principal deCides on the propnetv of the request. This informa-
tion may also be released over, the telephone after proper identification is made. A suggested'
procedure to be uscd for telephone requests is to call the person back. If there is anv doubt that
the person making /the telephone request is the proper person, the information should not be
released.

1-16 CO-OPERATING WITII OTHER COMMUNITY AGENCIES

Thc operation or MCPS and the cOncern for thc best program for the 1 require
, with ihe various public .agencies of the emunty. The NIOntgonicrv (
Department, the Department of Public Welfare,. ana 3 uvenile Cot, 11,- I mend,
. Family Services kivea close relation-slip aiT1Th ti:Tniapproa,

. program for caCh child. Information will be shared annmg' these age
went of 'appropriateprograms for children, (Sec MCPS Regulation 27(,

7
ot

coopgrati(
the !lei&

1 liureau, at,
most helpli

it contributes to (levelop-



. 1-17 CARE OF SCHOOL PROPERTY

, "The pupil is responsible for the loss of or ddmage 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 .satisfac,tory way by the pupil, or, in case of indigence, paying a penalty fixed by ,

the schOol." (See:MCPS Reragion p40-3.) . A

__

ti
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2-1 TRAF FIq CONTROLS IN SCHOOL AREAS (MCPS Regulation 215-1).:.,
.

'A. Crosswalks,'School Patrol Gtiards, and School Crossing Guards
,

The location of crosswalks, -sChool patrol, guards; ..and school crosiing.guards are under the
jurisdiction of the Montgomeiy County Police Department. If there is a question Concerning
safetyof pupils, the principal ii)f the school- shiSuld cantact the appropriate-field supervisor; who
will work with the director of the Diviiion of TransPortation and the Montgomery County poli,
school coordinator to determine whether a hazard' exists and to Jake necessary tc:ion where
warranted.

!

Traffic Control and Traffic Signs tnd bevices on School Property Tribr to School Ope- ng

The traffic control paitern fO't view school is established by the direttor of the,Divion of Site
'Acquisition in consultation with the direttor of the Division of Transportation prior to corn-

,

pletion of! cOnstruction ,plans..Plans Must be approved bY .the ,Montgomery Cbtint. Bureau of
Traffic Engineering after submisiion by the Division of Site AcquisitIon. The proper sikns are
posted pri'or to school openings.

C. Traffic Control and Traffic Signs and Devices at Established.Schools or Public Road,

Questions or problems concerning traffie,control and traffic control signs and devices at estab-
lished schools or on public roads in the vicinity of the school shoull be forwarded by the
principal to the director of the Divishn of Transp-ortation. The request -hould list the following
items:

1. Location a simple sketc7' which the problem is illustrated graphically shOnld be pre-
pared

2. Explanation of the conditions considered dangerous, including as much detail as possible

3. Recommended action considered appropriate to correct the situation

Upon receipt 'of the request, the director of the Division of Transportation willmake arrange-
], .6_ I.. . IS S 11

representative of the Montgome-v CoUnty Bureau of Traffic Engineeringto determine if a hazard
exists or if improvements' or ( flanges shmtld be made. I f .action is considered advisable., the.
Bureau of Traffic Engineering will initiilte necessary action t,t coordinate work I di the Nlalyland
State Roads Commission to have necessary signs or devices ,rected. The direet-r of th- Division
of Transportation will write a confirming memorandum of he action to he t Brireau
of Traffic Engineering and he principal of the school.
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COOROINA'TION OF .SCHOPL CROSSING PROGRAM

,o
. The Montgoniery County School Police Coordinator in cooperation witla ,MCPS I3e responsible

for maintaining a school'crossing prograni.

A list of all school crosswalks submitted by each sthool area coGrdinator to the school coordinator
June compiled and maintained by the Aureau of Trafftc.,Engineering.

4'

2-3 SCHOOL ROUTE PLAN

1Po'
A school route plan shall be de \ riot- fhiato. .ach sett,001 area for:the purpose ot pr :ding maximum
protection at a minimum of cost. This school route plan shall consiSt of selected routes designated to
minimize the pOtential risks for-children 'when going to and from schgol, The routes selected shall
minimize the crossing Of through streets.

The children shall be instructed to take advantage of the existing sidewalks, adequat shoulders, and
existing traffic -controls. A continuous educational' piogram in the schools shall 're conducted to
inform the children Of 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 or -tied and persuaded to cooperate in getting cnildren to use these
selected school routes.

2-4 PAVEMENT MARKINGS

School crosSwalk pavement in. -kings shall be Used for school .crossing protection. lhe indicate to the
motorist locations where heavy irdestiian mOvement can be anticipated. ;These iiivement markings
shall, ConfOrra to the Bureau c TTaffic Engineering Standards. Thc shall not be It!ss than 5 inches in
width and shall be white on aU tyries of pavement surfaces.,

. In :.;eneral, school crosswalk -)avement markings :hail be limited locations adt...:ent to the school
grounds or to thc ',lock in vhich the school is ,,cated or altn, a heavily traveled school route,
Orovided these seho, nites )ss through streeL-.

2-5 SIGNS

School crossing }now tion shall conform t, the Manual on I nif rm Traffic Contro Devices.

2-6 SPEED LIMITS

The regulation of s d adfacent ,) schools or at school crossings snail be discouraged ...nless there

ihr Bureau of Tra ft, Engineering for appropriate engineering and traffic investigation.

2' STOP SIGNS

S- p signs shall not tn. used for the sole purpose of creating gaps in traffic at school croNs.lgs.

I table stop igns at school crossings are nonstandard and shall not be used since the
fl,iard at school crossings. They build up a lake feenng of securit Ind the ha teinictu- att,,c
1):aegard for permanent stop signs.



86110013,CROSSAG PROTE ION SIGNS

.30 x SO in.

4

30 x 30 in.

The "School" sign shall be erected only where the building or grounds are adjacent
to' the roadwv. It shall be plated approximately 300 feet in advarie of the prop-
erty.

9

The " oftixtg" sign. is dcbigne for pc:Imam ounting and shall be placed
in va cc 4..,Mose intersectionsior crosswalks where groups of children cross'the
highway en ronte to'and from,a school not adjacent to the highway. Thi: shall be
placed aciproximitely 25 feet-from the crosswalk: /

The Bureau of Traffic Engineering, v,vorking with the Board of Education and the Police 3epartment,
will install all necessary One,way, no-parking, stop, and other control signs for all Montc_romery County
Public Schools.

4-

The Bureau of Traffic Engineering attempts to paint all crossWalks in late Augustand Scptember
bef6re schools open for the fall term. Any additions to the. established list of school ,----.;sings during
the school year will be painted immediately following .notificadon to the Bureau of _ ic Enginecr-
ing or as weather permits.

2-9 NEeESSARY INFORMATION, (Crosswalks)

In order to insure a complete coverage of all the crosswalks necessary -) handle thc mii,or movements
of children to and from school, it is necessary for the Board of Education and Police Department to
assist in'compiling the following.information:

A. A list of the crosswalks deeined necessary for paint work. by intersection description such as
Cedar Lane and Summit Avenue.

).

B. The location and number of crosswalks at thcsc intersection, V,-ith a simple sketch ot the individ-
mal crosswalks. (Show north on everrsketch f(;r clarity.)

One, important point to remember in compiling this list is tha: the major movements of children
should be considered first since this educational v:i.tue in using ciosswalks in-operth _vill be best served
in this way.

Another factor to considcr in thc selection of crossings is to direct the movements )f children rather
than to locate thc crOssings which favor "short-cuts" now existing, subsequent . creating unsafe.
Crosswalk conditions. The Burcau of Traffic Enginccring rccommcnds that mid-blo( . crossings should
be kept to a minimum. Information concerning all ncw schools that will be openc inid any changes
s a e st mitte to t e ureau 9

2-10 CROSSING GUARDS

ra ic ngmeering ore ugust 1.

Adult guards should aid in ihe selection of adequAte gitp, for ped Arians in iiddition trolling tn
ultildren. Instruction, -,signment, and supervisiOn of s, Lim)! eiros-ing L;tiards should 1- .nforcenwn
agency re4tonsibilitN
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Any request from a PTA or principal for a crossing pard at a location other than at crosswalks Will be
made to the Division of lransportation at the Lñk4n Center section of the Montgomery dounty
Public Schciols. (See MICNIRegulatio 1.)

TRAFFIC REGu4hioNs FOR SCHOOL AREAS

A. Speed Limits in School Areas

4?
Speed bnnts intschool areas are set by the State Roads gommission ,or the local government,
dependiee on who has jurisdiction over the road involved. If the people in a local community
wish to :lave 'the speeddlithit changed in a school area, they should work with theschool principal'
in coop=atio,n with proper school authorities to. request the S'eate Roads Commission or the local
authorices to take action as requiredly state statute. Engineering and traffic investigation are
required prior to any change in,existing speed regulations.

s°

B. Operation of Go-Karts, Mini:Eikes,, and Other Nonl ensed Motor Driven Vehicles On MCPS
Propert)

The operation of unregistered vehicles such as go-karts and mini-bikes on public streets and
privatery-oWned parking lots used by the public is a violation of Section 22, Article 661/2 of the
Maryland Motor Vehicle Regulatiom... School 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 ficAds, general blay arcas,
tracks, and other school gounds is a continuing concern. Therefore, the use of go-karts, mini-
bikes, and other nonlicensed or unauthorized motor driven vehicles on Montgomery County
public school property is prohibited.

2-'2 SCHOOL SAFETY PATROLS

A Purpos*

The function of the patrol is to facilitate pupil, traffic on sidewalks,and at street crossings. P..trols
should not he charged with the responsibility of directing' vehicular traffic. Patrols must n.,t be
termed "police" nor recognlzed as such. The' school safety patrol plays a big 'part in devel-ping
leadership, cooperation, and safety habits, and positive attitudes. Careful selection of s-nool
patrois and teacher sponsors is of paramount importance..

Supervision

Instruction and supCrvisio, of patrol., sential an efficient 0 )eration. Best results
ne immet late supervisitm and instruction of the school

-proctpai .ring chcl- in cooperaticin with:the school ptilice cminhnator as,igned
t F senool.

C. Insignia

The standard insigni or patrols is the orange Sam Brown or white belt of_ two-inch-wit& materia
and .1 oadgc designa-ng rank of patrol m'eniber. triciformity throng-Inuit the county is important
Belts and badges sh,, id be i,,orn at all time; when patrols are ott dut\

n



P. Insignia

The standard insignia for patrols is the orange Sam lirown or white belt of two-inch-wide materfal
40and a badge 'designating rank of patrol member. Uniformity tlyoughoUt the county is important.

Belts and badges should be worn at all times,when patrols are on duty..

D. Flags

Upon occasion, safety patrols aréJrequested to use flags in especially.dangerous areas. These mä
be used at the request of the.patrol cOordinator and discretion etf the school principal.

Duty Hours

Duty hours should lie determined by the needs of the particular school and based upon sound
principles of accidenOrevention. Patrols' schedules should be arranged so that students do nol
miss large blocks of sChool work. Patrol members should report to duty 30 minutes before tbc
opening of school in the morning and at noon and should remain on duty until the last bell. Ar
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 arnot stragglers have passed
this point..Each situation should be studied and evaluated by the patrol sponsor.

F. Operational Procedures

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

2. Patrols shall direct arid control the passage of children on sidewalks, at street crossings, and
at street intersections.

,
. .

,

3. When patrols work on corners where there are traffic guards, police officers, or traffic
signals, they shall always obey 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, th(
patrol shOuld 'go no farther than the outer edge of the obstruction.Children should remain

thc curb until die- vek, thc signal to cross. Patrols should then return to the curb.

Api nts

Patrols ,,tiould bc sclt ed on the basis of leadership, satisfactory scholarship, appearance, am
reliability. Patrols shouici be selected from the upper grades. Patrol service shokild bc voluntary

deviati( N shall be approved by the school principal in cooperation with tlw police coordinator

2 2
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The patrol trainee shall operate under the direction oft the assigned teacher sponsor for May and
June. In September of the next school year, the newly trained group will assume rrgular posts as
a Safety Patrol.

Pledge

PATVL 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 offipers of the patrol.
Report d6.ngerous practices of student.
Strive to earn the respect of fellow students.

Application for Membership

SCHOOL SAFETY PATROL
APPLICATION FOR MEMBERSHIP

I hereby apply for membership 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.
Perforin my duties faithfully.
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 earn the respect of fellow students.

Date

To the above I hereby sign thy name.

-(Address)

llaving read the kbove pledge and explanation of
on this card, .1 hereby give my consent to have
member of the School Safety Patrol of the above

Parent/Guardian
/ 4

the aims and duties of the Patrol outlined
my son/daughter serve as a
named chool, ilaccepted for this service.

Principal/Supervisor

14
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TO PARENTS:

'`j

Your child has expressed a desire to 'serve On the School Safety Patrol. Pairol is volu open
rttk

to all who are interested, and means a sacrifice of a few minutes each day in order to ulfUl
duties as a member. Members are selected for their courtesy, dependability, interest in their job,
physical fitness, attitude toward others, and scholastic standing.

The primary aims of the patrol are:

To help Protect children from automobile accidents while they are on their way 'to arid from
school.

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

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

Awards and demerits arc given in the performance of patrol duties..Parents are informed that
such disciplinary action as temporary suspension-is invoked for repeated disciplinary actioilltor
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
`since the program started in 1922. Children 5 to 14 years of age have established One of the best
overall traffic safety records of all age groups during this time. Patrols have played an important
part in this important program.

With your endorsement, your child will shoulder responsibilities which will help to strengthen his
charayer. 'It will also provide the opportunity to render service- to his fellow students and to
crevelop a better understanding of pedestrian and vehkular traffic hazards.

C. Meetings

The length and frequency of meetings may vary in each schoot. However, some minimum stand=
ards must be established. Most meetings should last approximately 20 minutes or more.

1. Elementary schools meet bi-monthly, during school hours.

2. junior and senior high, schools meet once per month, during school hours.

3: Meetings shotdd be conducted by the aptitin of patrols under thc supervision of thc sponsor
u.t

NI. Violation of Rules

I f a student persists in violating rules, the -patrol should refer 1.1c matter to the teacher spon.cor
appropriate supervisor. Patrols shall not use force to accomplish &sired goals.

2
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N.

More detailed information may he attained by referrin to Policies and Practices for School
Safety Patrols and How tb Organize and Sutiervise a School Safety Pato!, American Autdmobile
AssociatiOn, 1712 G Street, N. W., Washingtop, D. C. 20006.

School Cros4Vards Adults.

k
Adult school crossing guards play an extremely important role in the sschool traffic safetY pro-
gram in Montgomery Cqunty by providing safe crossilig- to and from school for thousands .of
school children each day throughout the school year. The outstanding schooir traffic record
enjoyed by the resi.dents of Montgomery County -is due in large measure to the excellent and
dedicated service rendered by the school crossing guards.

0. Supevvisiori

The Police School Safety Coordinator directs and supervises the crossing guards in their assigncd
areas and is available throughout the school year to advise and assist in every possible way.

P,' Specific Duties and Responsibilities

Specific duties and responsibilities shall include the directing of school children and other pedes-
trians to cross the street at the scheol crossing guard's signal, controlling vehicular traffic as
necessary and consistent with thc 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
vehiculaftraffic.

Q. Primary Duties and Respoiisibilitie'S

Thc primary duty of schOol crossing guards is to supervise the safe crossing of school children and
other pedestrians in designated crossing arcas. This is achieved by:

1. Directing school, children and other pedestrians to cross thc street without unreasonable
delay whcn crOssing is safe.

2. Controlling vehicular tr f fie as necessary and consistent with the safety of all concenwd to
assure a safe crossing,f( cdestrians.

Deterring pcdestrians, as necessary, front committing unlawful or unsafe acts at tlwir cross-
.,ings,

4. Inforn;ing motorists, through appropriate hand signals, that school childrn arc about to use

5. Reporting motorists who fail to comply with provisions of tlw law governing the movement's
of vehicular traffic in relation to pedestrian traffic while in school traffi- zoncs.

6. Report* to school .safetv coordinators and/or principals 'of schools any ch ildren who' arc
careless or who fail to obey directions.'

2 5
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R. Workihg with School Safety Patrols

Sehool safetY patrols assimed to work with crossing guards shall not work on thstreet. Their
main Mission is to,h maintain attentionand order of the group preparing to cross, and to help
check stragglers or 1 te comers when it is time to stop pedestiian tnowment for-vehicular traffic
to resume. The khp s,afety, patroI shall never, under any circUrnstAnces, direct traffics or assist in
directing tr fic.

Fdr complete and detailqd information relating to cr?issing-guards,:refer to Manual for- School.
Crossink Guards which may be obtained through the s'chool pplice coordinator.

- . , ,,. -

In case 'of early dismissals or holidays, it is the responSibilitir'of the schoo to no ify the
respective crossing guards as soon as possible. If known fgr though in advance, advise the crOssin
guard of school changes in wfiuiItg

2-13 'SCHOOL 136S TRANSPORTATION (See MCPS Regulation 215-1.)

A. Factors for Determining Safe 11king ConditiorV (Board Resolution 201-70, March 10, 1970)

"Resolved, That the factors below S.hall be considered in determining the need for pupil transpor-
tation servicesih

1 . Elementary pupils crossing a Multilane highway as listed On the official Maryland Highway
Map without the assistance Of 'an adult crossing guard..

2. Building and other construction activities which create potentially dangerous situations on
an established w41king route and where other walking rOutes are not aVailable.

3. Absence of a sidewalk, or in some cases absence of a buffer strip or guard rail between
sidewalk and road, along a major highway or heavily traveled street in a residential area.

4. Special education children who, because of physical or mental handicaps, are not able to
perform the walking assignments expected of children enrolled in regular school classes.

5. Transportation may be provided for distances less than that authorized by Board policy if a
condition is considered hazardous; but the condition must be reviewed on an annual basis
and corrected as soon a possible,

aod be it further

"Resolved, That the follbwing kind of standards'be considered in making decisions relative to the
ac tors ste s a 'love:

1. The school and the
safe walking habits.
first start walking,
route to and from s

home must Work together to provide the necessary instruction to insure
Although parents teach their ctiildren safe practices from the day they'

schools are expected to supplement,safe walking instructions while en .,

chool.

2 6
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The absence f buffer strips between a sideivalk and the traveled pOrtion of the roadway,
telephone les or signs on the sidewalk shall be considered, recognizing that they do not
autom ally constitute a safety hazard.

4. The portation stiff, in cooperation with the police safety coordinator, .shall work
mug o ake certain that in every instancirinvolving school children the need for safe
walk is made clear to the responsible County and State agencies, and, in particular, that
walkways are built in areas Of heavy traffic, and inall cases withibuffei strips or guard rails.

. Snow accumulation on sidewalks during inclement weather iscot. considered Sufficient
cause for providing transportation. Parent help is needed on those few days when all walking
pupils ,ate subjected to the same conditions. When snow causes conditions which are gener-
ally cansidered unsafe, schoOl may be canceled or the starting time delayed one and one-half
hoors mitif heavy traffic has subsided.

Children are expeCted to- walk safely without sidewalks in many, areas such as residential
subdiyisions, 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 tbe main road. Buses are not an alternative to the 'absence of sidewalks in a
subdivision. Commtinities-degirous of obtaining sidewalks should iniihtte their requests with
the appropriate governmental agencies.

Crossing guards are employed to assist children in crossing 4ntersections because it is more
economical to utilize crossiniguards than to provide bus transportation.

7
Secondary students are expected to be able to cross all controlled intersections safely.

9. Elementary school children ak.usually expected to bc 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 expected to be able to walk to centralizedpickup points to await the arrival of
school buses. While waiting, children should obrrve safe practices and stand Nell off the
traveled portion of the roa.d.

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

12. Children are expected to walk across property where paths or footbridges are ,constructe4
and maintained by a public agency such as the Maiyland-National Capital Park and Planning

'Commission, the Department of Public Works, or the Montgomery County Public Schools."

B. Procedures to Implement Policy for Pupil Transportation

The director of the Division of' Transportation is responsible fo-Lschool bus transportation and
'works with police officials who are charged with pupil pedestrian safety as related to school

4
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, I

patrols and crossing guards. In matters dealing with the transportation and safety of pupils,
area issistant superintendent, principal, and direcfor of transportation shall share the respons
bilitY for makiiig decisions relative to the efficiencY of operation and.safety of pupils. ,

1. .At tendance Areas

Pupils shall riot be iransported to sehools outside the public school attendance urea as
established 'by the Diviiion of Plyining, except for special education and vocational/
technical Filacements.

2. Regulations TO Operation and Care of Buses

The following regulations govern the operation and care of school buses in Montgomery
County, Maryland. Violations of the regulations .will 'subject the operators to disciplinary
action.

,
. -

a) Montgomery'Colmty school buses shall not cross a main line railroad grade crdssing.
,

b) Alcoholic beverages shall not be consumed at anY time that may affect the driver's
ability to operate the bus. There shall be no alcoholic beverages allowed on the bus at
any time.

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

d) There shall be no personal use of the bus.

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

Operating 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 field supervisor should be
notified immediately.

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 high-speed

highways.

k)

Any bus involved in an accident or collision shall not be moved until the Department
of Police is notified and the investigating officer releases the bus. Any operator in-
volved in thr,ee (3) chargeable accidents in one school year is subject to dismissak Any
backing accident is a chargeable accident. All accidents should be 'reported to Atie
DiVision of Transportation assoon as possible.

A bus shall not be gassed while students are on the bus.

The use of tobacco in any form is not alloiwed in the presence of students.

2 8
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The proper procedure for crossink spuk line railroad tracks aisralitedbelpoeil quoted
Pram the regullations of the Maryland riepartment of !tinter Inkrelas:

.
. . . ,.

.. "rhe driver' of any school bus, before crossnig ,at gatdcany itsci or gain of a
railOad, shall come to -a full stop within fifty (BO) feet basiime 11111 than WHIM feet

? from the neirest rail of such railro-adt And while so strop and kaolin both
directions gong such track- for any itpprbaching.tr sirdiprocedlibtdi he
can do so safety."

This paragraph froM"Seetion 241 (A).of the Motor Vehiciftwav---- ilang, together
with the following paragraph, shall goveril the crossing of s 'Inn ,Mon
gomery County school bus.

Upon approaching a spur line railroad track, the operator ring tlus tc; a
Complete stop in Such a position that a passing train would bus. After coming,
to a complete stop, thelloor Should be opened and the operatoranould look and-listen
for any approaching train. If the track is dear, the door should be closed; and the
operator should then proceed across.the track or tracks in second gear and should not
shift the transmission until the rear of the bus is clej of the last track:-

Students shall not be removed from the bus for disciplinary reasons by the operator
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 ts not jeopardized. Any misbehavior
on the bus should be reported to:the ,principal or assistant principal off the sChoot
concerned so that parents can be' notified immediately. If appropriate action is not
'taken by the school, the operator Should then contact his field supervisor.

n) Students shall not be permitted to stand or sit in die step AVell or on the heater.
Students shall not be permitted to stand forward of the stanchions.beside thg front
seati. StudTts shall not be Permitted to operate the buS door.

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
regular stop without writteripermission-from.the prinipal.

When approaChing'a school bus stoPy-the operator. shall turn on the red warning lights
approximately 150 feet before coming to a stop: These lights are to be,activated by the
switch iridunted on.the steering column. A ter -the bus has come tO a" complete stop,
the, door should be opened. At this ,time, the 'door switch; will C ntrol the warning
lights, and the switch on the Steering column shduld be returned to tJie off position.
When the door is cloSed, tho door,switch will turn off the warning ligh

.1q) Under no condition shall the aisle or emergency door be.blocked by usical instru-.
merits, equipment, or any other object.

Buses shall not be operated with the door open.

249
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Amattials, Pctsi ttptiles, weityisiostreupsivioltsill Mot betAsportafron buses at any
tire with ibe folumfissr excepted! 1111111e thjlia inay use school busesior trimsporting
sollbrossond 'their rifts anessmo* regularly scheduled rifle club activities
popyibOase club vesiser accompanist 0111Irsifle clUb on the bus to and from the
aallity.....111111es shill unloadavmd'autbat all times'ivhen being transported to and
front asurstitive Smuts: In the -case of Illbess of the facnity adyiiier or some other
eussollby, IL teacher spiobinted 'by the 'must accompany the dub to. and from
the ?Flinty.

4
_Eact Morning be *fore starting on ins nm. sae operator shall make an inspection of his

buis iitennire if she following Clem s *rim effe(live working order: warning lights,
reamilocw device, tires, hand Wake, and service brake..

ditty, of the eperator to see thaatine bus is'kept clean inside and outside and to
a neat, clean appearance at all times.

All operators must turn inall reports promptly.

FeMale operators may wear slacks or pedal pushers that reach below the knees..

Bus operafors,shall not be permitted to wear shortS.

the minnnwin age limit for all bus operators is twentAg2ne (21) years; .the maximum
age iS sixty-five (65). IIP

All'operaibts shall use safe q- b e ile the bus is in motion.I ts wh

,

Point Systein to Control Regulation Violators

Points Regulation Violations

15 Crossing Main fine Grade Crossg 4.

.. Use of Aleoholic Beverages /
5=15 Chirgeable Accident

-5-15 Ahuse of Equipment
5-15 Failure to Report an Accident
5-15 Unauthorized Use

5 Unattended Vehicle
5 Doubling of Trips
'5 Failure to Make Scheduled Trip

, 5-15 Operating Unsafe Vehicle
. 3 UnauthoriZed.Parking

3 Xnauthorized Route
3 Unauthorized Stop's
3 Refueling with Passengers

. 3 Backing Wh'eri Unsafe To Do So
3 Operating With Front...Qoor Open

_

3 0
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Route E.sions

Aftei bus mutes have been established, regular pickup points shall be used for purposes of
dikermining walking dislinces. Routes will not be extended unless the walking distance
from the home to an established bus stop is greater than oneinile for elementary pupils,-one
and ode-half miles for, junior high pupils, and one and three-fourths miles for senior high
pupils, and only if the following factors are favonble: t,
a) The road must be fit to carry the weight of the bus. The ame applies to any bridges on

the road. Weight limits shall be obtained from the proper ighway department.

b) The turn from the existing route and entrance back o to the existitig route must be
safe.

c) Dangerous embankments must be protected with adequ4e 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 or-local school administrator has certain educational responsibilities in regard
to pupil t.ransportation. He shall keep an accurate recor.d of pupilsoransported at public
expense. The school principal shall also assume the full responsibility for the conduct of
pupils who are transported in school buses. It is die duty of the principal to take action to
coirect any breaches of school bus safety 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 riders.

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
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Enfamellbletiffic Nipladons on wimp' property.

d) , Reporw000knading andkany other unpile practice tonne Division of Transportation.

e) ExplairaandinterPret policies pertaining'to transpoostion to patrons of his school.
44

Procedure fitimpisioa of Bus Riding Privileges.

a) The raposollility for denying 1,ptipil the privilege of riding die school bus rests with
the school mocipal.

liallaton of TranspansitIon SCHOOL SUS DIRENIT,R
mere County Mina Schools ' DUCaL/NARYENamso Date

Bus No.

4 \
Cr DIstibedisnt ar disrespectful 0 Smoking

to driver
0 Scuffling

0 Standing or moving while
bus In motion 0 Obscene

0 Sticking need or hands out 0 Pe
of windaw

0 Disturbing
0 ThrOwing objects out of ,

window C Tampering
..

equipment
0 Unusually Mud talking, .

laughing or singing 0 Other
.

Remarks
.

or fighting

language

Positing litter on floor

Other
.

with m.2. ..7.7 its

(see remancri

DriVer ,

ACTION BY PRINCIPAL
i

Copies
I ,t, .. --, Prin=ipai (Principal fonZard cop'y 2 to transpOrtation

tupervisor with aCtion indicated)

mcr- A 55:- 3 mar. '67

Drivers shall n, -7- prmcipals of circumstances and details pertaining to problems with
pupils on'ttit sc.te).-/l bus.

The principal st).-._ exercise his responsibility to warn the pupil or to siispend riding
privileges, depe-,nric 7 -the severity and the nature of the case.

d) The principal sha. parents in writing of complaints and action taken, with a
copy to the transpc,7--.-.

3 2
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F
arag.hisibilities of Ptipib

all papils are subject .toll.phiit: A pupil shall bessone iii*Ohle for tiorrhn when
1116 lietavior ,is such as twashee &problem on tharsitool besser when he dildotairStste Or
taibloules andecatidatisosspols.iag to pupil,trauspshaation.i.

lir hes operator is the 11111111.01147 on the schopliosond ruisaithe obeyed pr It is the
*MN of the climate's tosetlishhte the prinsipahile- tilrtilairules and ,s. The
opesacor is re:spondaic isaktiy, and it is the.- aty of:eviry passenger -toeshelp. It is
neemary that the folhawiegiagslations be obeyed:

a) Pupils must behave whole on the bus. Rid* the bus is a privilege that cambe denied
temporarily or,pernsassattly if the pupil's behavior warrants it.

b) Pupils shall obey thcesusosparator at all fiats white tinder his supervision.

c) . . .Pupils shall nottane or phlY in the roadway while waiting iur the bus.

d) Pupils shall not extent Mai or heads out of bus win dows at any time.

e) Pupils shall not stand nearer the front of the bus than the two front seats.

Pupils shall remain seated wbile the bus is in motion..

Pupils shall remain in ant at least five feet from the bus when it stops to pick up and
should not move toward the bus until the door is open.

Pupils shall look for the traffic in both directions before crossing the highway.

Pupils whc must cross the highway after alighting from the bus shall class te n 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 r-,ad, highway, or street to direct traffic.

'1, Pupils shall keep the aisles c-,tar of WI lexes, musical instruments, bts.oks, etc.

Pupils shall be at the stopping places a, trie time designated and be re:ady to get ir
_the bus with the least possible delay iri .-cr to keep thc bus on schedui-.

re) Pupils shall not be atiowee to leave -lie bus at any place other than -.is regnlar
without the wri-_.-en consent of the pr-r_lipal.

)13

Pupils shall eor_ 7-ne.r.ise1.,'es. in a:- ccebtable manner at all times. Smoking, vui,.;ar-
iiy, boisterous r oth- mproper con nil not be permit'ed..

Pupils shall assi 7 the --,ver ir keepin._ ne :ms clean.

--Eating or drinking on tre bus is prohinited.



ditiac0

Pupils '14E:gide only thoile buses to whiclitheY are reallorly ossified.

pup* may -f'yi operate the serViee door. This is the issoonsibillay bitbuiPaparator.
,

9 r.,:iO4 raw not.tamper with the operatingstechrlakappf theenwgencytipors.

P4ils Shre main ibsolutely Ciuiet when approaching a rail"road crossing.

Pupils shall go hoine promptly after leaving the 4chool busv)

w) Pupils shall not play radios on the school lius.

Safety-rules that shall be observe&

(1) Use the cross walk areas.
4

(2) Smoking on the buAr while waitina in time is proinlited.

(3) When walking along the highway, wak On the left facing ontomingtraffic.

(4) Remainaseated if bus is delayed on the road.

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

(6) Be of assistance to smaller children..
,

8. Guidelines in Event of Bus Accident Invo,lving Pupils

These guidelines provide for the identifiCation of oupils, public relations, and handling of
Pupil statements in the event of a bus accident involvmg pupils.

a) Identification of Pupils

(1) Regular Transportation
A

A list or fie shall be maintained in the general office of: every school. The list
should inchoate all pupils authorizecic.o ride on each run identified by destirkation,
route, or arca served by 4 specific Eus used. These items shOuld be listed on a 3 x
5 card or other form or list which would be decided by the individual principal at
each school:

(a) Name

(b) S tree+ lddress

2E-



(c)

0)- ..firiraie oeflooleroom Teacher

40" 1511te

.4102.1101itiitimiaGe--

intid Trips
1. 1

The schoaand the chaperone shotild each tlave a list of every puRil on a field -

nip. In .canr,of an aocident, die chaperone shod notify the principal and the inn
opirator rhosold not* the parr antthe Bivisi n ofTransportation.

b haw Relations -

(I) Parinta

The principal (or representathie) shotild make an effort to contact parents as soon
as posIble following an accident. Provide all the facfual information known per-
taining to the bus accident and the child of the parent requesting information (do
not discuss with cheer children).

(2'? Neves Media

The -principal quiuld refer`all questions to the director, Department of InfOrma-
tion.

,

c) Acturr

,usDn

(a) Fir.- . contac-. the polio: immediately and request artibulance service if
necmsarv. Teiephone numiner for the Montgomery County EMERGENCY
OPERATING CENTER 17 1000.

(b) Secoml, notify the DiVision of Transportation as quickly .as possible.

(2) Director o

Noti

Transportation (o nis representative)

Denarn-r .nformation immediately (during schoc: hours).

1,13) Nol" th- principaE of :II schools involved dur--.-ng and after schooi hours).

(c) If w -King hour .dministrative personr.=-1 in this order:

i) )iret.:.or of Schooi Sices

ii) 1.ssociate Super= tencient for Business and F-Tiancial Services
u

)
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Ili alpdtpildperintentlent

iv) Director of Information

v) Associate SUPCtintendent for Administration

If pcpesidisilsed in the accident were sent to a hospital or several hospitals,
sentallitsliiitative or supervisory personnel to the hosPitC1(s) and notify the
principal or parent and the Department of Information regarding each pupil
within the limits of practicality.

(e) 'Andoge for substitute buses to transport all children who were not injured
to tie* homes. If a child was injured, even if only slightly, the parent should
be notrind of the nature of the accident, if possible.

11) Principal ier Ian sepresentative)

Make every ofirort to Contact parents as soon as possible. If a pupil was injured,
even if cask Asp" ith . inform the parent of the nature of the accident, if possble.
Console= accident reports as required by MCPS Regulation 525-.

41, Department Vi Information

This offs= wall notify the various central offices and handle all news media
requests for ssiormation.

2-14 MitUdisilDOUS CLOTH/NC

Pupils mail pse mstructeC to wea, tothing that will not obstruct their view while walking to school.

2-15 SOULirrit., RIDES (Flitehhiking)

Students shall he instructed not iolicit rides to or from school.

216 BICYCLES

A. Bicerch

A bicycle permission carc ;nail be distributed by the school administrator to all pupils riding
bicveses tc school. This -arm must be signea by the parent, giving his child permission to ride his
bk./cc to school and agrc=ng to abide by the rules (exception high school pupils).

Schools E:f2.111 maintain fii bicycle owners ,parking on school grounds.

B. Storage

mcvr: parked on ,rn oci.. rounds shall be securely locked.

36
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C. Who Shall Ride

As in any other phase of.the educational program, bicycle drivers vary-in ability, intelligence, and
phyileal health. Theclassroom teacher in conjunction with the school principal should notify..

'parents if they feel that a child is incaipahle of riding for any reason. Children below the fouith
grade should be discouraged from riding to school.

D. Teacher RespOnsibility

Tgachers should frequently remind children of necessary safety precautions to follow when
driving a bicycle. Some of the rules for bicycle drivers are:

Keep bicycle in good mechanical condition.

DO noi ride two on a bike.

Do not attempt to carry too many things while driving.

4. Do not latch on to cars or trucks.

5. Keep both hands on the.handlebars.

6. Keep well behind Moving motor vehicles or bicycles.
1).

I. Have proper lights on your bike if you drive it in the dusk or darkness.

8. Give proper hand signals when turning.

9. Be "extra careful" at railroad crossings.

10. Keep to the right. Avoid Weaving in and out of traffic.

11. Give pedestrians the right of way.

12. Obey all traffic signs and signals.

13. Slow down at all intersections. Look both ways.

14. When approaching a parked car, be alert to the opening of doors on the street side.

15. Ride with the flow of traffic at all times.

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.
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Montiamiry County' Board of Education Resolution Number 308-64, dated October
establishts the following policy:

-wHERrAtThe Bbard or Ectuaitioh has become increasingly concerned with problems Such .

as parking, traffic, safety, and, for some students, an apparent pndesirable effect on scholas-
tic achievement, attendant with the practice of students driving vehiclei to and from school,
and

WHEREAS, The increasing availability of vehicles to students along with complexities which
accompany Urbanization will ilatensify these problems, and

WHEREAt It is the priciice of the school" system to provide bus transportation to all
students who live beyand a reasonable walking distanCe and to those students Who 'face
hazardoui walking conditions regardless of distance-, and

WHEREAS, Although the jBoard of Edtication provides bus transportation, it recognizes
'that many worthwhile school programs and actiirities that take, place before or after school
make it necessary for those students who participate to provide their own transportatim>
and

WHEREAS, The Board of Educatioh is responsible to take all possible and reasOnable action
to protect, ,the health, safety, or well-being of students, and to ensulre order and discipline
within localschools; now therefore be it

Resolved, That the Sapeniltendent 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
parent request and school approval where such approval is warranted; and be it further

"Resolved, That the Superintendent shall take steps to have parents informed of the regula-, .
tions carrying out tms policy.

2. The following procedures are intended to implement the Board of Education policy con-
cerning the restriction of students driving to khool:

a) Each secondary school principal shall develop administrative procedures regarding the
conditions under which students may be granied permission to drive vehicles to and
from school.

b) The procedures shall recognize the need to: 2

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

29



t `who wishes his child to dzive tOschool, regardlen or whetkirrornot he parka on school property, complete a standardia0 apPlictaion form inpliçte (MCPS Poem 215-6, Parent Request.for Studenilhoe of Blivate Vehicle,
tocked in warehouse).

(3) Issue identification stickers, provided by the school sysrem,, to *placed
tiar window 1111 the attoet's Ode (so that it da"es nets intok the4visiondriver) of eakii-veticle 4ich a student is authorized to drive to wad from school.

(4) Recognize priorities for both short-term and long-term needs in granting permis-sion to students driving to and from schoyl.
ot

, (5) State local school rules governing student driving:

, (6) State the disciplinary action which will be taken if these provisions 'are violated.

/c) Each secondary school principal shall acquaint the parents with the Board policy aidlocal school procedures. This will indude the issuance of a letter to parents to which
will be attached the policy and procedures."

2-10 SAMPLE-LETTER TO PARENTS OF STUDENT DRIVERS

Dear Parents: 4.
At its meetirig on October 26, 1964, the IVIomery County Board of Education adopted a policylimiting student driving to and from school to those cases where an application by the parenu isapproved by the school autgOrities. The text of the resolution is printed on the reverse side of thisletter for your information.

It is believed that limitation of student driving will materially decrease present problems of parking,traffic volume, and safety in our senior high school communities. We urge that you considevarefuiliy
and realistically the necessity for driving on the part of your son or daughter in. order that we may gainthe relief from these problems which this riolicy will provide.

Many studies of student driving practices indicate that a detriTental effect on scholastic achievement
accompanies uncontrolled driving by youth of high,school age. In addition', there are many cases inwhich students would benefit physically by walking the relatively short distance's they now ride. Somestudents, however, have a planned program of physical activiey including inter-school athletic ccapeti-tion which .requires afterschool practice. In such cases, and for reasons of participation in otherregularly scheduled afterschool programs, the school will give careful consideration to requests thatstudents be permitted.to drive on an occaSional, daily, or seasonal basis.

We realize that there are many valid reasons for students to drive to and from school. Under this
policy the schoof principal will make the decisicin regarding each application on its own merits and inlight of the traffic and parking problems of his own school area.

An application form is available in the school office for distribution to the student. After the parentsand the student have completed this form (in duplicate), the school administration will review the

39
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..reqtie; .and one copy will be'retVu-nedi,to the parents indiCating approval or 'disapproval. lite deeision
of the-lacil school administration will be :considered final; and it will be. rendered in tents of

, cothitywide approved standards. A driving sticker will,be issued to approved drivers. . .

. . . . ,. . .

The .apOcation of ihe palicy will be effective jdatel . We earnestly request 'your cooperatiOn in. .
the imPlementation of this Board of Education resolution, and we will be gladto-discuskany questions

. .,, 4. C:
which arise Concerning this policy. ..

2-19 FACULTY PARKING AREAS

IA"

Sincerely yours,

Principal

_ .
.

The school principal may designate and set aside a parking area for. faculty MembeTs..

2-20 MOVEMENT OF VEHICLES
v.

All _Board employees entering school grounds in a vehicle shall. nOtify'the. principal or'person in charge
.

if the operation of said vehicle may cause an unsafe situation.
...

2-21 *OPERATION OF THE MOTOR POOL

A. Responsibility
.. ,.

,

The director of'-the Division of Transportation is responsible for the overall -operation of the. -

motor pool. Lincoln. Center poOl 'cars are unde f. the jurisdiction of the assistant director, OT
/nspbitation; the Washington Center' pool cars "are' assigned to lite office managefar the-Wash- ,,,"

gton Center: t-.. -,.
,

, T

B. 1Anthorized. Operators of Vehicles

no case may a person not employed, by thy school system operate oneg of tWege vkhicles:
Further, employees- must have a Maryland operator's -permit in order to diive 'the velliclei in a .

motor pool (from sd. Res. 467-61July 20, 1961)?(MCPS Regulition 22Q-1, Oclober-28:1965..)

2-22 SAFETY BELTS IN COUNTY OWNED VEHICLES

All employees of the Mcingornery County Public Schools, when operating or .ridiq in a county, dwneor
vehicle equipped with safety belts, shall use such belts..

40
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IIMPAGENCY *nip Aiin? DIMS* PREPAREDNESS.

,

3,1 PUBLIC SAFETY'
,

Public'safety protectionifor Montgomery County is provided through the Divisioni of Fire Prevention,
Civil Defense, and Commnnications and the Detention Center.

/.
ThE Fire Prevention Code is admihistekd and enforced by an 11-man/staff:in the fire marshali office.
it investigates, in Cooperation with the police, all cases of suspected arson; encourages fire prcvention
ictivities in schools, institutions, and industrial and civic groups; and maintains rue protection records.
Fire Prtvention Officers are on duty'at all times in the interest of RuMic safety.

3-2 GENERAL Fire Prevention Safety)

The Division of Fire Prevention 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 principal function of tte division is to administer and enforce the provisions of the Fire Preven-
tion Code; investigate, in cooperation with the Department of Police Protection, all cases of suspected
arsoitonaintain fire loss records; and promote fire prevention.

3-3 FIRE PREVENTION CODE

Siction 86-90 of the Fire Prevention Code of Montgomery County, Maryland, requires that each
School and othelsimilar institutiont have a minimum of 13 firc drills each year. The code also requires
that these drills al1 be' arranged by, or made according fo, instructions issued bc- 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 individual school. Principalmay wish to' issue supplekentary
instructions to meet the conditions existing in their schools. If this is done, such instructions must be
consistent with those which follow.

3-4. 'ADMINISTRATIVE RESPONSIBILITIES

It is the responsibility of the administrator to:

A. Instruct all personnel about fire cxits and emergency drills at the beginning of cach school ycar
and at the beginning of suntmer session. Each staff member shall receive a copy of regulations for
fire exit drills:(Copies will be provided by the county fire marshal.)

B. Assign to appropriate adult personnel the responsibility for scarching toilets and rooms other
than classrooms during the drill.

C. Assign' a responsible person to inspect all exit facilities daily in ordcr to make sure that all
stairways, doors, and other exits arc in proper condition.

- 4 1
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p. Post conspicuously, on or near the telephone, the telephone number of the fire department.

) E. Appoint monitors to assist in the proper execution of all drills. 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.

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 4500.01 provided by the county fire marshal) for each fire drill
1.1c1 °mail it immediately to the county fire i-narshal.'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 :it the end 'of the school year.

U. Allow sufficient time during the drills so that teachers can completely check tlfe roll books
6efore the recall signal is sounded.

3-5 FREQUENCY OF FIRE DRILLS

Six fire drills shall be held during the first semester, three of which shall-be during the month of
Septembcr; 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 hCld during the first three weeks of the summer
session.

'3-6 FIRE EVACUATION PROCEDURES

Although thC 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 should be consistent-with the' following requirements:

A. Sounding the Alarm ,

Any person who discovers a fire or secs smoke coming from a closet, room, or any part of the
building or smells gas must sound the fire alarth,. without asking permission, thereby evacuating
the builtling. Ile should then imiediately notify the principal or his repreSentative of this action.

4
Any person who discovers a fire which has been extinguished or-has hurned itsen'out at the time
of discovery shall not sound the fire alarm but must immediately notify thc principal or a
teacher. The principal or teacher so notified should make an immediate investigation and report
the incident to thc Montgomery County Fire Alarm licadquarters.

When the alarm sounds, the individual designated by the principal 4iould telephone thc Fire
Alarm Headquarters immediately, unless he has been informed in advance that the fire drill is to
be cunducted.

B. Decisions Duting Actual Fire

In case of actual fire, all decisions will be &made by the fire. department officer in Charge who is
responsible fdr crowd control and returnitqpeople to the building.

34
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No advance notice of fire drills shall be given except for the first drill of.the new year. All drab -:
are to be conducted wi,th the same procedurei that would be followed if a fire'actually.00Curred.
Each drill should be in exercise in student control and building management for the principal,.
the teachers, and ,the custodial and cafeteria staff. Gieit stress shall be laid upon the proper
execution of each, drill.

Fire drills shall be executed at different hours of the day`, that is, during the changing-af classes,
when the students are at assembly, and during recess and physical education periods in, order that
students may become familiar with the procedures to be 'followed regardless of the hour of the
schoQI day.

D. Building Evacuation
, ,

The school building shall be evacuated by all persons during fire drills or fires. This includes
pupils, teachers, clerks, cafeteria worke4;.: librarians, and visitors with the exception of the
principal and custodians 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 report
immediately to the principal's office to ascertain the fire's location. All open flame devices in
such places as laboratories and shops should be turned off.

Cafeteria workers shall see that all utilities are turned off before they leave the building.

Except for systems that are time,coded automatically, the firc alarm signal must bc sounded
continuously until the building is evacuated completely. ,

E. When the alarm sounds:

1. Students shall form a line quiekly and quietly in an orderly manner.:Teachers or monitors
should eloSe doors, if this docs not nccessitate scrious delay. Pupils should not stop to
obtain outer clothing after thc alarm is sounded.

2. Thcy should walk to the nearest ezcit and leave the building in orderly fashion. Running iS
prohibited.

3. Help should bc provided for pupils`.ineapable of standing in line or moving at a reasonable
spccd.

4. Each class should procecd to a predctcrmincd point outside:the building. These assembly
points shall be sufficiently away (50 feet) from thc building to prevent injury from firc or
falling debris and to avoid interference with thc fire department.

5. The school staff should check to dctcrminc if every student has left the building. Whenever
practicable, teachers should take registers of class ion 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 ft4the supervision of these studcnts.

4 3
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dent4 wilt return to the building only when the recall is

case .of ietual fire, the officer in charge of the fire dpartment responding will taV
command and iisue instructions for reoccupying the buil ing. In ease of false alarm, the
decision to reoccupy will be made by the principal oi his re resentative.

F. Bullding Precautions

Fire alarm systems should be used only for actual fires, fire d011s, and daily testing and not for
civil defense or other such drills:

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 artiyal of the school service manager. It is recommended that the custodian maintain a daily
log orwhich station was tested for future reference 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.

Any condition likely to interfere with the safe exit of any person should be corrected immedi-
ately or reported to the appropriate persOn.

In schools that house classes for children who are retarded, physically handicapped, emotionally
disturbed, or visually handicapped, it shall be the principal's responsibility to make spetial plans
to provide the ultimate in safety 'for these children.

3-7 FIRE EXTINGUISHERS
.

The followingdefinitions are from the Montgomery County Fire Code, Section 86-25:

Class A includes equipment suitable fol extinguishing fires in ordinary combustible materials
where the quenching or cooling effects of water or water solutions are of first importance. Fires
in wood,, paper, textiles, coal, coke, starch, sugar, cereals, bitumen, acetate film, nitrocellulose
film, and other pyroxylin products are in thi-s-class.

Class B includes'equipment suitable for extinguishing fires in flammable liquids, greases, oils, And
similar materials where a blanketing effect is esiential. In this category are fires in miteral 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, cottsonseed 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 fire; in live electrical equipment where the
, use of a nonconducting extinguishing agent is necessary. Carbon dioxide and dry powder chem-,(44ca1 extinguishers comprise most of the equipment of this type.

Carbon tetrachloride extinguishers are prohibited from alse in the Montgomery County PublicSchools.
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$ 41 SCHOOL'FIRE INCIDENT REPORT /

When a fire breaks oUt in a school or oki school property regardless of its,,origin or severity, the
principal shall make a written report to th office of the fire marshal. The followingforms shall be used
to ieport all school-based fires:

Date of Incident
time

SCHOOL NAME '

Address

Exact Incident Location

MONTGOMERY coutrry, MARYLAND
DIVISION OY FIRE PREVENTION
SCHOOL FIRE INC1DeNT REPORT

Fire
Smoke,Investigation
Mae:Alarm
Othe'r

Person Discovering Incidentl
Mr. ,

Mrs. i Faculty

--- StudentAgeMiss

Address Phone

Fire Alarm Sounded: Yes Nn Fire Department called: Ye4 tio
fr--

Cause A Description of Inciident

Injuries:
NJme

Extent of Injury

Age FacuIty Student

Estimated Darnap,e: Bulding Contents

'Steps Taken by School ;ItO Prevent Recurrence ,

,Send Copy on Day of 0 currence to: Division of Fire Prevention, County Office Building

Signature of Principal

The information requeKted on this form Is required in order to make an accurate and thorourh
assessment of the 1iie prevention and fire safety activities in the schools of Montgomery
County. Your coopns-t iou ii making complete and ELompt reports of these incidents, eveo
though the incident iay appear to he of a cAnor nature, iB appreciated.

USE BACK OI FORM FOK ADDITIONAL INFORMATION

3-9 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 arc primar-
ily responsible, to minimize and repair injury and damage resulting from disasters caused by enemy
,nattacks, sabotage or other hostik actions, or by fire, flood, earthquake, or other natural cause."
Plannitig and organizing for thc protection of life and property and maintaining or restoring essential
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services ana facilities are functions of all departments andagencies of gOvemmentst all levels, includ-
.,ing the Montgomery County Public Schools.

.
3-10 RESPONSIBILITIES OF SCHOOL EMPLOYEES IN CIVIL DEFENSE

A. Administration

The Board of Education will follow for the present these three basic procedures with respect to
protective facilities in existing schools:

Within each school and with Assistance from Civil Defense and the Montgomery County
Public 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
utilizatiorrof this space.

2. The results of a survey undertaken by Civil Defense and other revisions anc improvements ii
facilities which ma% be a :plished within the budget latitude are available to the Boarc.

3. The Board of EducAtion 7nake such recommendations to the County Council as it tnal,
deem appropriate, h t ii De unable to proceed until positive guidance has been received
from the council on 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 dshelter 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 ailministrator, unless otherwise provided by the superintendent of
schools, shall be responsible for the adequacy ofthe plan for e entire building. The principal's
responsibility shall include the following:

1'. 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-
tation is deemed feasible, will be sent home by the most expeditious method

2. In case of impending 'ernrIgency, 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 each child be clearly instructed by his parents on procedurts
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 enwr-
geney, and the principal and whatever members of the school staff he deems needed must
'remain on duty at the school to carry out this task until the emergency ends or until
relieved by higher authority.



Each school shall anange .for the safe storage anti olio* inspectiOn of ,civil defense
equipjit, if provided.

C. Teacher

Every teacher should be encouraged

1. Know and be able to apply the elementary principles of first aid. Completion of a Melical
elf-Help Program is encouraged.

2. Inc lcilte in pupils tile proper habits dielluct in an emergency.

3. Keep infOrmed of the civil defense plan of the school and the exact role of the teacher.

4. Maintain pupil personal data readiri available for an emergency such as name, Address,
parent/guardir. and telephone 'number.

D. School N

Th

rse

e scho urse or medical aide shotild:

1. Render and supervise first aid.

2. Provide bor the care of the physically handicapped.

3. Oversee emergency sanitary measures.

48.

4. When necessary, provide medical assistance in the suppression of hysteria or partic.

E. Building Service Manager and Staff
,

The building service manarr cd so should:

1. Inspect utilities for structural safety and report defects.

2. Chart shutoff yak. -s and switches for gas, oil, water, and electricity. Post charts ,so that other
personnel may use them in ,Ln emergency. A copy of the chart of informatio n should be
housed in the principal's offi(

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

4. Provide for emergency operation of ventilating systems provided fallout is ot drawn in
during nuclear emergency.

Provide emergency sanitary facilities, if required, under ncthe diretion of the pri ipal or his
representative.

4 7
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F.

a

Provide sufficient drinking water in each shelter nonilial system is not opprable and'civil.1

defense water cans are not available, water trapped in system and hot Water tank is potable.'
.

7. Post location of all protective equipment and supplies..

8. Assure that shelter areas'are available at all times. 4.

9. Inform principal promptly if shelter arta becomes unserviceable:

Other Personnel

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. '

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 Jievelopment of the school plan and should encourage all
parents to cooperate in the execution..

3-11 ENEMY ATTACK WARNING

A. , PractiCe Warning

The "attack" warning sounded on civil defense sirens by sustainct warbling is the only auclHe
signal in case of a nuclear attack: That igra1 m ii. luditty to the best available
shelter." Sirens are normally tested at n:00 a.m. on .th, second w,dnesday of each month. At
that time teachers .should tal.; a few .minutes to explair to pupils under their supervision the
meaning of the warning signals and what they should do in case of attack.

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 eace.of emergency.

The importance of time cannot be over emphasized. The immediate effects of a nuclear detona-
tion are great hesat '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 .ta.d can
blow away small children with destructive rorce. The blast wave travels at the speed of sound and
may take up to a minute or more to reach a sehool. Protection against flying debrisis essential.

3-12 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 arrno, protecting head
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g nawk,and close eyes tightly.Stay there at least ten suconds in drill or until the blast
passed is an attack. At the close of the refuge poi* pupils shall follow the next

bfitruction'which will depend upon the circuputances and the etent of damage to the building.

Outside the School Building

Ca-ouch or lie down behind any available protection such as a bench, ditch, or gutt r. If in ate
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 positiOn until passage Of the blast wave.

d Special Education Schools

If pupils are physically unable to follow the replar piocedures, they.shall follow the steps in the
best manner they can. In all cases, they shall:

1. Stay there at least ten seconds in drill or until directed to move.

2. Follow the next instructions of the adult in charge.

3-13 EARTHQUAKE PROCEDURE.

A. Earthquake

There is no wirning signal IltilL att.. an anticipated earthquake. A rolling or shakinig
movement the budding or ground presages an eaithquake., Destructiye earthquakes are
normally preceded by lesser tremor,

.

This drill in., olves no school-wide signal. A written statement-shall go from the administration to
all teachers indicating the time of day the drill is to be held. The drill shall be conduoed by the

'individual-teacher. The cotrimand is "drop."

B. Inside school

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

C. Outside school

Get clear of all buildings and remain there until further instructions are given.

When in the opinion of the school administration the earthquake is over and when it is evident
that the building has been dAmaged, an orderly fire drill shall be conducted to evacuate thc
building. Pupils shall move to a position well away from the building and remain until given
further instructions:

Fiipils shall not re-enter vacated building if there is any doubt concerning the safety of the
building. In this event, the principal shall contact the Division of Maintenance and ask for an
inspection. \
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If the emergency warranitAmpils may be dismissed to their homes followg a disaster;.or they
risa)i be held on school poramds until normal school dismissal time. Radio instructions will aid
administration in decision making.

3-14 HURRICANE. PRECAUTIONC

A. Hurricane Watch

When a hurricane reaches tosition which Qonstitutes an appreciable threat to a specific area, the
area is put on.hurricane This designation does not indicate immediate danger but serves to
caution residents in the .1.re.i that they should listen to radio or television for further advisories.
Safety precautions requirnli more than 18 to 24 hours to' fulfill should be started.

B. Hurricane Warning

itc
This warning is issued when it is expected that an area will receive the dangerous effects of .1

hurricane such as winds of 74 mpti and higher or a combination of dangerously high water, very
rough seas, and winds 60 mi %rid higher. All precautions should be taken immediately. It should
be no ,1 .0/y and high waves occur 2170-300 miles outward from 'the
CC'llt tf' to- d Instructions follow:

1. ita,. way from :ow- Ag Deliches or other locations Which May be swept by highitides or %
tort-- waves. Leave t e arcas early because roads to safe locations may become impassable

ieveral hours prior to Arval of humicane conditions.

2. .-%tax : home if your 'use is safe from high water and flash flooding.

3. :-)ecurt loose material and moIble objects which might blow away or be torn loose and
thrown against building : ough windows. Secure garage doorg. Awnings which canbe

.moved slit. ald :)e raisev lid tied securely or taken down. Fasten storkn shutters or board up
window, th good lumr-

4. Boats s;;ould'be ha kc. mt of the water or strongly moored. Be sure that there is ample
scope ir moorings. ying to secure boats after waters become dangerously rough.

5. Make certain your atkomobile is on high ground, away from trees, and preferably in a garage
or other shelter.\

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

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.

8. Fill clean containers with drinking water.

9. Be sure you have sufficient food on hand that does not need refrigerating or cooking.
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10. It is advisable to keep a windoir slightly open on the side opposite that from which the wirid
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 opposite side of the house to
prevent further damage.

11. Be especially careful of fires.-Have a bucket of sand or a good fire extinguisber available 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 a safe place or, if necessary, make emergency repairs. Be cautious, however,
since the wind will return from the 'opposite direction suddenly and possibly with even greater
violence.

C. After the Hurricane .

After the storm is over, follow these instiuctions:

1. Stay away ftom broken or low hanging power lines as well as metal objects which may be in
contact with damaged power lines. Notify police or utility companies of dangling or broken
wires.

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

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 power is restored or you
can obtain dry ice.

3-15 BOMB THREAT (Evacuation Procedures)

The following procedures should be observed in case of a bomb threat:

A. Uniform procedures have been set up by the county manager in case bomb scares are reported to
the.supervising fire alarm dispatcher 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.

5 1
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S. Dispatch fire apparatus only if requested, to do so by the police or the school principal..

B. If a 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 disagreeMent
should be resolved in favor of dismissal and be considered the joint action. The principal and
police officer are jointly responsible for ordering the children 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 mcrs Regulation 275-5.)

A. General
. -

The school systcm has a radio-alerting system which was installed in cooperation with the
Montgomery County Office of Civil Defense. This system is tiedin with the Emergency Operat-
ing Center of the county government.so that, in the event of an emergency, total control of the
system will revert to the county communicat its officer. A remote transmitter for school system
use is located in the Washington Center. A adio receiver is located in each school and at several
offices in the administrative centers. An aux liary remote control center is located at the Rocking
Horse Road Elementary School as a part of its civil defense installation. This radio-alerting

. .system is operated during the regular school year from the tirne 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 theiummer months since we are not certain that
personnel will be available to receive announcements.

B. Operational Responsibility

1. The director and/or assistant director of transportation shall be responsible for insuring that
the radio equipment required for the operatimi 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. Repairs to all radio equipment shall be effected under the control of the director of the
Division of Maintenance.

N."
C. 'Approval of Announcements

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 annou-ncement containing the approval of the proper person must be placed on file with
the director of the Division of Transportation.

D. System Activation

aoa
The Division of Transportation shall inform thi- 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.
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Maintenance shall accomplish a thorough operational check of the total system not later than
Monday of the week which precedes the first day of school. This check is to include transmitters
and receivers at all locations.

,
E. Routine Operational Tests

. A routine test (starting with the first Wednesday of the school year) will be made on each
Wednesday at 9:30 a.m. and continue at the same time throughout the school year. (Except-
ing school holidays and upon direct instruction's of the direetor and/or assistant director of
transportation.) .

v

2. The routine test shall be conducted as followsC_11iis KBE 466 Testing Elementary School
Receivers 1, 2, 3, 4, 5, 6, 7, 8, 9, 10. Please reset your receiver for a second test."

-

3. "This is KBE 466 Testing Secondary Receivers 1, 2, 3, 4, 5, 6, 7, 8, 9, 10. se reset your
receiver for a group test."

4. "This is KBE 466 GroupTesting the Radio Alerting System. 11213)41516, 7, 8, 9, 10: This
coinpletes the testing. The time is a.m. Reset your receivers."

5. Any location not receiving a scheduled routine test or broadcast Abould inform the office of
the director of the Division of Transportation as quickly as possible so that the Division of
14aintenance may take corrective action.

At the discretion of the superintendent or deputy superintendent, an in'formation-type
broadcast may substitute for atfroutine test.

F. System Deactivation

The Divisic9 of Transportation shall place an announcement in the Superintendent's Bulletin
concerning t'be 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.

G. Liaison With County Communications Officer

The director of the Division of Transportation shall be responsible for maintaining the necessary
liaison with thc county communicatiohs officers concerning operational procedures to be
followed in times of emergencies such as civil elisaster and ,air raids. This will include procedures
to be followed in the operation of the Remote ControPCenter at both Rocking Horse Road
Elementary School location and the Emergency Operating Center operated by thc county
communications officer.
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CHAPTER IV .

PLANT AND EMPLOYEE SAFETY

. '

4-1 GENERAL SAFETY RULES

A. Near hard hat, foot protection, and saferk glasses as diretted by superintendent'.

B. Report unsafe conditions and Mechanical and electrical defects in writing immediatelY tO the
Division of Maintenance,

C. Report any personal injury, however minor, immediately r supervisor and first `aid station.°
Delayed reporting of injury is inexcusable.

- D. Use every safeguard provided. After removing guards fed repairs, etc., replace at once.

E. Do not run; watch your step; keep firm footing and balance at all times.

F. Horseplay will not be tolerated.

G. No alcoholic beverages nor'effects allowed.

.H. Wear no loose clothing, tom sleeves, key chains, rings, etc., which may get caught in machinery.

I. Never chip, grmd, bum, use compressed air, steam, rocids, etc., or work in area where eye hazards
exist without nse of full safety goggles or full face protection whichever may be required.

J. Lift with your legs set your feet firmly bend your knees keep back straight do not twist,
body. If too heayy, get help.

K. Never stand under suspended loads or in danger zone of falling° objects, moving equipment,
dripping caustics, etc.

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

M. Newer use gasoline for cleaning purpos415.eep flammables in sakty type containers.

N.. Alv;4s keep hand's and feet clear of pinch points, oil drums, etc.

0. Never allow oil o ase or heat to contact oxyacetylene equipment.

P. Use the right tool and use it properly, Do not use defective or mushroom-headed tools:

Q. Never leave materials, tools, etc. in a position to slide or fallr

R. Be sure all electrical devices, power tools, etc. are properly grounded at all time

S. Never grease machinery while-in motion.
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1,0

T. Neyer leave an unsafe c9ndition unguarded or unmarked, even temporarily.

U. Pull and tag out main electric sWitch with your signed tag before repairing or greasing equipment.
Make certain everyone is in the clear bef,co starting up again. Never remove danger tag placed by
another person. See supervisor. ,

.
,

V. insAct each ladder befort using. Be .sure Ladder is properly poitioned and sectire at top and
botto%. v

..

W.- . Tempory obstruction of roadways must be preceded by proper placement of flagmeri, flares,
etc.

gpX. When operating electric switches, stand On insulated mat. Keep switth panel fronts dosed.
e

Y. Be sure you are right when Operating *itches, valves, etc. inn doubt, check with supervisor.
Watch for safety of oihera When changing valve settings.

,. /
Z. Respirators shall be worn where needed orp directed by supervisor.

6 °

AA. Men workiiig overhead must place warning signs belOw and rope 9ff area.

BB., Rubber hose, welding cables, etc. must not be run over by lift tiucks and heavy objects. Hoses
and cables should be coiled and storea when not in use.

o-%

CC. Learn location of fire extinguishers and know how to use them.
.11

DD. Do not walk or run in front of or behind moving equipment.

4-2 NEW EMPLOYEES.

Everyone has the responsibility to see that new employees are given tittle and attention. in regard to
the MCPS safety regulations. it is only through 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 wOrker is most
likely to perform a quality job.

4-3 EMPLOYEE RESPONSIBILITY

It is each employee's responsibility to:

A. Make safety the first consideration ia every situation.

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

C. Abide by all safety regulations as prescribed in the MCPS safety manual.
1

D. Use protective clothing and devices when necessary.

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

5
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.c.k to the jot) at"hand and not distract other workers.

G. Refrain from'all forms of pranks or horseplay .

unsafe practices or work conditions to immediate supervisor.

accidents to the immediate supervisor.

4.4 0001i PROTECTION'

A. . Clothing appropriate for the Work being done shall be worn.
;

Loose sleeves, ties, lapels, cuffs, of loose clothing which can be'entangled in machinery 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 projections.

C. Clothing saturaticl or impregnated with flammabli liquids, corrosive 'substances, irritants, or
'coddizitilagents shall be removed and shall not be'worn until properly cleaned.

D. Persons working with molten metal. should use leggings designed to be removed instantly in an
emergency.

4-5 HANIVPROTECTION

A. Wrist watches, rings, or othei jewelry should not be worn while working in close proximity to
moving machinery.

9
Persons whose work regulttlY exposes their hands to hazardous substances, cutting or burning
shall wear approptiate hand Vrotection such as gauntlet gloves made ofleather or loose cuff
gloves. The wearing of glpves around moving machinery, however, shall not be permitted.

C. r gloves shall he worn when handling dyes, photographic chemicals, and etching acid.

V. Asbes s gloves should be worn for handling hot ware in unloadingsthe ceramic kiln.

4-6 kA DERS
C P'

Workers, who e going to use laddets, should:

A.

B.

C.

D.

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

) .
Open stepladders fully and lock spreaders.

Ose extension ladders only up to 60 feet and have enough overlap. If ihe ladder is extended less
than 36 feet, have 3 feet of overlap between sections; if cxtcndcd bctwccn 36 and 48 fcct, have 4
feet 'of overlap between sections; and from 48,to 60 feet, have 5 fcct between sections. Lash or
otherwise secure the kidder in place.

Never allow more than one man on a ladder.
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.."1,Ve';,s'lq.

upp y fobtmg tor the ladder if the grodnd is-soft or uneven, use boards under the feet of
'the ladder.

UIe 4494rule in setting uplixtension ladder. It is eaSy to figure since the rungs on most ladders
are one foot apart. Count the rings up to where the lacider rests on tie wall. If jt is 16 feet; set .

ladderlaso 4 AO fromth wall,

II

ace the ladder .dinlng or down. Hold .on with both hands": Carry tools OT supplies
.pockets or haul &nit upWfthaline.

Move the ladder frequently instead of reaching over too far. Follow the rule oftkeeping youi belt
buckle between the side rails.

g.

1. Lean toward the ladder when working and keep one hand free to grab the ladder.

J. Cairy the ladder with the front end high enough to clear anyone ahead of you.

4-7 RULES FOR LIFTING

A. Size up the,load; do not attempt to lift it alone if there is any doubt hy your mind of your ability
to lift it.

B. Ahvays make sure your footingis secure.

G. Place feet close to the base of the object to be lifted.

D. Get a good grip on the load,

E. Bend your knees; keep your back straight.

F. Keep the load close to the body.

G. Ire sure that you can see past 'the load.

H. In team lifting, cooperate with your buddy when carrying a long object; with a two-man carr
both'shoidd carry from the same side, be it right or left.

I. Whgn, putting down a load, take care and reverse the lifting procedures as this operation is as
dangerous as lifting.

4-8 WOMEN'S APPAREX.,

Inappropriate clothing is one of the contributing caules ofaccidents to women in industrial situations..
To reduce this type of accident, definite regidations and standards should govern the type of clothing
that may be worn.

High narrQw heels or shoes are hazardous. Recommend and insist that shoes with substantial soles and
heels low and broad enough to ,insure firm comfortable footing be worn in the shop.
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Sknitation demands that kirlit working in ldtchens 'and cafetaias cgver their hair entirely. If preparhig
,

or serying food, pupils must wear a hairnet
, e

Look towing hair or loose clothingfare hazardoutin a 'shop.

IFIngEr ç bracelets, necklabls, arid other, ornamental jeWelry frequently cause serious iccidentti.
, These AdOriments are not to he win.n while gir4,itre Okiticipating in Atop. activAies.

)

4-9 SCAFFOLDS

A. Inspect the scaffold before mounting. It shbuld be sturdy,.free of knotty or defectiVe planks,
. level, And solidly pogitioned.

Keep the'scaffold free of scraps, loose tools., or tangled lines. /,

Follow the manufactureei instructions _to te letter when assembling.

Lock and bloCk Wheels before cliMbing.L.Isleyer ride a rolling scaffold.

Level the scaffold after each Move, but don'textend adjusting leg screws more than 12 inches.

F. , Make sure the deck isn't higher than four times the width of the smallest base dimension.

G. Lash fixed scaffolds at.intervals of 30 feecof length and 25 of height.

H. Check all pulleys, blocks, hboks, fittings, and ropes On swinging scaffbids.

4-10 WORKING.AROVND MACHINES

Machines Shoul4 be stopped and locked in, an "off" position" before ifeing oi1d, lubridted, or
adjtisted. -

Clean chips off with a brush, not with a rag or wiih your hands.

Goggles and other protective equipment should be worn on the jobs;which require them.

°

Operate a machine only after you have received thorough instructions and have been given permission
to do so.

Ask clubstions if there is anything about your. work 'that you do not Understand. To be safe you must
khow what you are doing,especially when working around machinery.

Guards are for your piotection; they should all be in place before starting your machine.

Wear suitable clothes. Work clothes should fit snugly. Anything that can catch in machinery is taboo,
such as neckties, loose patch pockets, wrist watches, rings, earrings, or gloves. (Long hair must be
closely covered for safetyi and you can ddthe job better if you wear low heels for standing.)

-Operate only the machines to which you are assigned.
,
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4:11 liAZARDS OF OFFICE I.) CLASS#DOM EQUIPMENT
,

One of'th prime requisites of a uccessful safety program is the awareness of safe attitudes, on the part
Of all ernianyees. Safe work hab ts should he aiiIntegral part of each day'swork in which the mentalApr
atrittides' Of the employees shall receive constant involvement through repetition of safe thinking
pro,Cesses.

Hazards of Offise Machines

1, Offiee machines should be properly located and placed in 11. manner:so there ii.no danger of
falling.

4, Office machines should be equipped with three-wire grounded circuit.,Care should be exer-
cised that the ground wires are properly connected before the machines are operated.

Electrical machines and connections should not be touched with wet hands or bperated on
damp floors.

4. Office' machines should not be,adjusted, lubricated, or cleaned while they are running. Make
sure the machine is seopped by pulling the plug out of the outlet._

B. Hazards of Desks, Tables, Etc.

1. Do,not use glass tops; only shatterproof glass shall be used with beveled edges.
4.

1

2. Pencil sharpeners shall be mounted on desks Or tables so that they do not protrude.

.3. Drawers should never be left open. Keeping them closed is a sign of a well managed office.

4. Mways .use the handle to close typewriter desk compartments. Since weight handling of
typewriters is invOlved, -it should be standard office procedure to have these type mechan-
isms fally explained before using.

5; Desks, t4bles, etc$ should live rubber feet on them to prevent creeping. Misaligned desks
and tables can cause strains and injuries to fingers and hands.

6. Desks and tablesphould be cheeked for splinters, dangerous craeks, and loose veneer.

C. 'Hazards of Typewriters

1. Never use carbon tetrachloride for tyPewriter ckaning.

2. Since many cleaners are highly flammable, lighted cigarettes should pot be permitted in the
vicinity of typewriter cleaning oPerations.,

3. Typewriters should always be secured to the surface upon which they are set.

4. DO not place typewriters upon Unstable surfaces from which there is a danger ot falling.



Extreme care should be taken by persons tilting back in swivel chairs to wbich they'are not
accustomed.

. ,

n't raise the seats on swivel chairs so high ako contribuie to trie

Spring tension bolts should be
cause a person to be thrown with

Ilted regularly. Weak'bolts
issdezIleforcc . 4140

regularly to make sure that the guards ge not defixti

Hazards of Fans

1. Check fan
secure.

Fans should not be Maced on low 'tables, boxes, chairs, etc'.
individuals might catch their clothing or hands in them.

3. All fans should be cover-guarded with wire mesh. There may be loss
but this will be compensated by eliminating the major cause of fan a e

4. Floor type fans should not be placed in locations where they will presealsOripping hazards.

F. Hazards of.Waste Bagkets

1. Metal waste cans may have sharp points or fragmented edges which may tend to cut.the
LISCTS.,

2. Broken glass and other similar material should be thorou-ghly Wrapped before disposal into
waste cans.

G. Hazards of File Cabinets

1. File cabinets should be secured to prevent their being overbalanced.'t Where two or more
cabinets sit side by side, they, should be fastened to each other.

2. -File drawers should not be left open. Always use tile handle to close them.

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

4. Pull only one drawer out at a time.

5.- File cabinets should be checked periodically for burrs and sharp edges.

-

6. Never plaCe materials, boxes, other files, etc. on top of cabinets. Not only will they fall; but
they put undue strain on the persons lifting them, reaching up to them, etc.

6 0
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In the reahh, t9f food services, one'thinks primarily of kistchens. HoWever, thereare several other areas
closely connected to the kitchen tuch the Place where foods are dispensed, the area wheie bread is
baked, etc., but }rause the kitchen function is a major segment of 'the food service opaation,
presents the greatest accident prevention protlems.,

A. General Safety Practices

2.

Never assign an employee to any machine or mechanical or electrical device %less he has
received instruction related to.the safe operation.

. , k

bectrical appliances should be shut off when not in use and disconnected when being
cleaned.

3. All horseplay and practical jokes are pi-ohibited.

4, smoking is prohibited in food service areas where food is prepared, served, or siored.

5. Do not apply force to glass containers. If tight, try hot water on metal lid or carefully tap
lid. If thh fails, wrap lid with towel before trying to open.

v.

6. Do not over-load pushcarts or dollies.

7. Keep sharp protruding objects. out of -the aisles and away from busy workers; all drawers
should be kept closed.

8. Place all cleaning equipment sich as brooms, mops, carts, pails, etc. where they will not be a
hazard to workers:1

9. Keep aisles dean and dear at all times.

10. High heels should not be worn on the job.

11. Appropriate cloting is essential to a safe program.

12. All accidents, no matter how ininor,'should be reported immediately to the principal.

13. A first aid kit is accessible to all workers.

14.. Keep all cleaning products away from food.

15. Exhaust hoods must be operated at all times when ranges and/or steam kettles -are
operation. Filters in hoods should be kept clean and, free of accumulation ofgrease.

B. Receiving Area

Be sure that:

1, , Floors are in safe condition and are free from broken tile, defective floor boards, and unsafe
or sliding flookfnats.o J

in
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.. All employees are instructed in correct handling methods for various types of materials.

3. Trash cans are leak proof and adequate in number and size.

4. / Floors and/or-deck areas are dear and hazard free if garbage diiposal area is adjacent to of
part of the general receiving area.

5. Adequate tools are availablejor opening crates, boxes, cartons, barrels, etc.

Storage Area

Make-certain that:

1. .Shelves,are adequate to bear the weight of items stored.

2. , Heavy items are stored on lowei shelves.

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

- 4. Cartdns and flammable mawrials are stored away from light bulbs.

5. Light bulbs have a screen guard.

6. An approved fire extinguisher is available. -(Every employee should familiarize himself with
.the proper methods of operaiion of fire extinguishers.)

1:;0- .Pots and Pans Area

Be sure that:

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

2. Floor boards are free from broken slats and protrudingAs.

3. Portable and stationary racks are in safe condition.

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

5. Aisles are free and clear for safe movement.

6. Heavy items are stered close to floor.

E. Food Preparation Area

Electrical equipment 'should be properly grounded.

2. Electrical equipment should be inspected regularly by electricians.

3. Employees should avoid leaning against equipment When turning it on and off.
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Floors should he keptrcleati and free of spillage. (Ferap loyees, shoidd immediately clean up
spilled items.)

.Employees must be properly instructed in the safeoperation of anachines. (No employee
stall "use any power machine unless trained to do so.)

6. Guirds should be led.

. A pusher or tamp should be provided for use with the grinder.

Mixers must be in safe operating condition.

. Beaters must be properly maintained to avOid injury from broken metal parts and 'foreign
particles in food.

k
10. Machines ,not working properly should be tagged and put out of service. (Tags could be

made in each school.)

-
a) In emergency, the Division of Maintenanee should be called.

b) Other requests for repair' should go through theirinciphl in writing to the Division of
Maintenance.

F. Serving Area

. 1. Steam tables should be cleaned daily and regularly maintained.

2. Safety valve equipment should be operative.
0

3. Serving counters and tables should be free from broken parts and wooden or metal slicers
and burrs.

4. Glassware, china, silverware, and plastic equipment must be inspected regularly and xhipped
or cracked items disposed of.

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

6. The traffic flow should be set so that children do not collide while carrying trays or
obtaining food.

443 GARAGE ANP REPAIR SHOP SAFETY

Garage and repair shops encompass a great variety of functions wIliqt presefft in varyirig degrees
numerous and potential causes of accidents. Some of these potential sources have already produced
accidents, some of which weje of a serious nature. The safety hazards covered herein are applicable
mainly to garages.
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A. Carbon Monoxide S.

Carbon monoxide is a non-irritating, colorless; tasteless, and odoile.ss gas commonly caused by
fuel burned in the absence of sufficient oxygen or wherever combustion is incomplete. Either this
gas should be piped off from the garage area oi doors and windows should be left open so that
fresh air can come into"the garage area..Carbon monoxide gas is apoiential killer..
Steam cleaning

1.. There should be no Nralve between boiler and the end Of the lance.

2. Water should not be permiited to get loiNT, allowing the boiler to become over:heated.
. -

3. Operators should be reminded of the dangers involved in steam cleaning.

4. The cleaner should never be left unatiended while the burner is lit.

5. The operator should be provided with eye protection, rubber gloves, apron, and boots.

C. Jacks c

1. Pressure tank should meet the requirements set by AmeriCan Society of Mechanic,a1
neers. d

2. The jack should be equipped with a safety rachet that prevents the load from dropping if
the pressure is released.

3. The ratchet should never be made inoperative.

4. Hydraulic jacks should only be used to raise a piece of machinery into poSition.

Hydraulic jacks should never be left 'unattended with 'a load raised.

D. Electric Chain Hoists

All hoists, should be provided with a chcck stop and a wirc rope,around thc support "1" beam and
fastenedto the hoist.

.10
E. Pits ,e

1. -.Floor openings such as drain trOughs should be.'gn5:rded with- cover.
.

2. ,Pits should be provided with a curb four. to six:inches high .to prevent cars from drifting into
thc pit. -1

3. Open pit5 must be .provide,d with a portableq-ailing,,lipc,-or standards whcn not in use.

4. Steps iuto pits must be clean of c, oil, and wan* Tools, parts, ctc. must not bc left 'on
. steps.

6 4
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Lights in Pits should be enclosed hi vapor proof fixtures.

--
The floor of the pit mustle provided with a drain. Oil absorbent material should be used to. .

soak up spillage.

Parts

..
Solvent used in a shop 'should be low in toxicity and have a high boiling and flash point.

. Standard Commercial dip tanks should be used-complete with lids that are coimter-weighted
and have a fuSible link connection above the Solvent:

a. Rubber gloves shouM be uied when working with solvent. .ft

4. Use of carboil tetrachloride or gasoline in degreasingjobs should be avoided.

4-14 HEAD PROTE6TION

Special protection fbr the head should be provided and worn wherever there is a hazard from objects
falling from above, or where-there is danger of bumping the head against overhead structures, moving
equipment, or swinging loads of material.

4-15 CAUSES OF HAND TOOL INJURIES

ifAmong the chief causes of hand -tool injuries, there are four which are eserving of particular atten-
.tidn:

A. Defective Tools

-Although it sometimes happens that a defect can be created in manufacture, this hazard arises
most frequently because hand tools are not maintained in good condition. Mushroomed, cracked,
or chipped heads; dull cutting edges; and cracked or broken-handles ire illustruive of this poirit.

Using the Wrong Tool

Many an injury has resulted from using a wrench for a hamnier, prying something 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
attitude of yoUr_personnel towilyd safety; and accident prevention attitudes must be developed in
personnel.

Incorrect Methods of Use

Do your men clamp the work securely, and cut close to the vise, when hack-sawing a piece of
pipe? 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

6,5
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1"r- _

see a Man tightening a nut by pulling the, wren& toward his face and what happened,when the
Wiesteirsiiiiped? Personnel should be urged to avoid all these hazardous practice*.

11

tools carefully segregated front other tools? Are your hand tools stored in a
y in racks? Ate your file* ever left lying in a moist atmosphere Acre they can

rust? Are your ctric chills eleaned and checked regularly? Are your drill bits protected when
not in use? These and Other signs of poor tool housekteping should he avoided,

A4-16 come* HAND TOOLS AND THEIR DEFECTS

A review and discussion of the following brief outline and of the more commonly usej hand tools and .

tht defects often found retitarding them will be of assistance in monthly regular safety inspection:

A. Chisels, Yunch , etc.

B. Drills, Bits, etc.

C. Files

D. Hammers

Hooks, Tongs

F.. knives

G. Lifting Jacks

H. Pick-axgekond Axes

I. Saws ,

J. Screw DriVers

K. Shovels

Mushroomed heads, 'chipped points, over-te-mpered
heads or points, shanks too short fof safe holding.

Worn or battered heads; over-tempered, dull, or
worn cuttingedges. i.

Handles missing, chipped ends, worn or filled
teeth.

Insecure, split, or rough handlei; chipped heads;
sprung or broken claws, poor balance.

-

Dull p oirits, improper shape,/ finger-pinching
hazards.

ck of finger guard; loose, broken, or too-short
hàydles; till or nicked edges or points.

Worn threadi;, sprung, Worn, or poorly designed
holding device;. worn or broken operating handle.

Loose or split handles; poor balance; dull, nicked,
or over-tempered blades or points.

Improper or inadequate set, dull or improperly
grodnd teeth, sprung blades, loose or split handles.

Split or battered handles, chirped or bent blades,
bent shanks.

Split, rough, or loose handles; bent or jagged
blades.

" -
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Worn or sprung jaws,Nough oesprung hndI
worn or broken mechanism.

No ground, or brokervground; worn, deteriorated,

"- innsingunte ins , Oat,:
ek`pitigsrvirorii

rly

undile vibrations; worn .or insecure
chuck ,(aki drills, etc.); no, guard or ate

guard (sawk abrasive wheels, etc.); lack o auto-
matic cut-off -- "deadman control:",

4-17 GUARDIN6EQUIPMENT AND TOOLS

Machine guarding is divided inter power tranknissionv moving parts, and koint of operation. Power
transmission implies moving parts such as shaftings, pulleys, belts, ropes, °gain drives, and sprockets
that transmit power from the source to the working parts or the machine. The moving parts are the
accessories to transmission such -as feeding devices, tranks, connecting rods, governors, and moving
heads. Point of operation is. that part of the machine which does the work on the material being
processed.

A. Functions of an Ideal Machine Guard

1. c, Full protection to the operator and passer-by.

2. Maximum protectiozykr the repairman and oiler.
ore

3. Be interlocked where possible so that the machine is inoperable unless the guard is in place.

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

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

6. Must not introduce any hazards of its own..

7. Must not interfere with production. Provide maximum protection consistent with produc-
tion requirements.

B. Other Operating Hazards of Machine Operations'

1. Unsafe arrangement of work area.

2. Faulty illumination.

3. Faulty-ventilation.

4.. Excessive heat.

5. Monotony, noise, in.(' vibration.

6. Unsafe work clothing. 61
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be "blown out': at least Once each week usinglhe drain valve lebited on. th

4$'

APe leadinjfrom the drain valve to, a position in whiCh a blaw Out Will not strike'.
4 ,

The air intake shall be placed in a position so as not to draw any flamm4bk materials intothe
compressor.

-

D. The air receiver ihould be equipped with a gauge and safety iilve :The safeti, *valve shduld be"
tested regularly to make sure it is operative and shielded so nit'tme is injiiiied, by theair released
from it.

,

E. All electrical equipment and,switches on the cOmpressor shOuld be installed in accordance with
the National Electric Code. "

.

F. The main switch shall be 'provided with 'a lock for making repairs'.
.1

G. The automatic regulating mechanism should be designed and constructed so that contacts cannot
a

lock or fuse in the operating positibn, ,
S e

H. Safe cweratiOn requires that it be properly maintained:

4-19 ..DRILLS;. MASONRY

When drilling with Masonry.; drills, use safety goggles or face 'shields and/or face protection: After
heavy usage, the-heads of drills become mushroomed faint hammer blows and should be dressed doWn
to keep sharp- particles Of metal,frorn breaking Off and striking the user. After.use, remove the dtill
point from holder before storing the tool. Use standard drillinglammer for drilling purposes. Use drill -

holder with guard. to 'protecOands. And always use proper drill for the job at ,hand.

4-20 DRILLS, PORTABLE ELEC,TRIC

Use safeh glasses and/or goggles when performing drilling operations.

Portable d Is and hammers shall be of approved design and have three conductor cords which provide
a groundin connection to the tool, If no three-cOnducto,r receptacles are provided AXThere drill is_used,
a B-cord adaptor shall be provided airM used to grOund equipinent. (The removal of the ground wireon
any cord is a violation of the MPS safety,rules.)*

Use shall drills and do not force theyn as it is possible to break a drill under undue stress. Remove
chtrck keys before starting to drill, and do not use fingers to clear chips from the point; use a brush-.
When drilling 'blind, check for concealed pipes, wires, 'etc. Be sure that the drill d,oes..not injure a
persOn on -the' other side of wall. Take special precautions. tO -keep extension cords; from tripping
.co-workers, or passers-by.
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4-21. GENERAL REQUIREMENTS OF GAS WELDING AND CUTTING

A. In performance of welding and cutting operations, onlf approved equipment such as blow-pipes,
torches, regulators, and acetylene generators that have heen examined, tested, and found to be
safelguarded as far as practicable shall be used.

4

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

C. For the purpose of identification of the gas contained, every cylinder or supply manifold shall be
marked with the name of the gas contained in accordance with nationally recognized good
practice.

4-22 STORAGE CYLINDERS

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
petrolepm gas). A separate room or compartment approved by the fire marshal should be
provided, or cytinders should bc kept outside or in a special building. Buildings, rooms, or
,ompartments 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 arc -not subject' to excessive rise in temperature, physical damage, or
-tampering. All cylMders, including empty 'ones, shall have their caps in place and all valves tightly*
dosed.

4-23 GENERAL SAFETY RULES I.;OR WELDING AND CUFFING
(See Montgomery County Firc Regulation 84-35.)

A. No device of attachment facilitating or perMitting mixtun- of air or oxygen With combustible
gases prior to consumption, except at the burni'r or in staridard torch or blow-pipe, shall be
allowed unless approved by the lire marshal for the purpi)se.

B. ,Tbi- user shall not transfer gases from one cylinder to nother or mix gases in cylinder. All
cylinders should lw stored upright and secured.
-

C. $ Acetylene gas shall not Iw generate I. piped (exte) t in .ipproved cylinder inanifolds and cylinder
manifold connections+, Or Iltilitet lt a pressure in excess of 15 pounds per square inch gauge
pressure, except when dissolved .suitable solvent in cylinders manufactured according to
Interstate commerce Commission eqpirements.

D. The use of liquid acetylene is prohibited,

Acetylene gas shall not be brouglit in contact' with unalloyei copper except in a blowpipe or
touch.

I. Oxygen shall uever be. usi-d , from a cylinder or. cylinder manifold unless a pressure regulating
device intended for lige with oxygen, nd so marked, is provided..
f .
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G. Fuel gas shall never be used from cylinders through torches or other devices equipped with
shut-off valves without reduang the pressure through a suitable regulator attached to the cylinder
.valve or manifold.

H. Cylinders, valves, regulators, hoses, 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:

I. 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 thclicbt
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.

K. 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..

L. When welding or cutting mUst, be dOne above or within len 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 he kept at the location
where welding or cutting is being done.

*N. When welding or cutting is done above or w n ten feet of combustible construction or
material, a fire watcher shall be on hand to make use of first aid fire equipment.

ti
4-24 SCHOOL BUILDING ELECTRICAL SYSTEM

A. Inspection Of Appliances

1. Only inspected and approved electrical appliances shall lw used by school personnel.

All appliances shall meet acceptable standards of national code.

electrical appliances, stational-is Or portable, should be gromuled properly before using.

4. Installation and repair of any electrical appliance shall be the responsibility of the Division
of Maintenance.-

5 Students should not be permitted to repair or install any electrical equipment.

Llectrical installatitnis shall he installed and maintained by the Division of Nlaintenance,
except changing of bulbs, both incandescent and fhwrescent, which should be replaced by
building servicemen.

7 0
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a
7. All sponsoring teachers of school plays

of Maintenance if usink Specific electrjcat
tertainment should consult the Division =

.

8. All electrical outlets and switches shoukl be covered hy an approved coven

9. All panel boxes:should be kept locked.

B. Inspecticin Tips for.Port4te Electrical Equipment ..le
The. point is simply atALL flectricity should be treated with respbct. It should be remembered
that it is possible for a very small "charge"- to kill or do serious injury. This is true also of
so-called low voltages usually found when the work includes handling metallic objects and mate-
liars, working on damp surfaces, 'perfonning.outdoor operations, and using electrically-powered,
equipment and doing similar work. The following are some valuable safety precautions to keep in
mind: ''

.
1. Be sure that the tool shell is properly grounded through an approved 'three-pronged

polarized plug or through a separat5scounding wire properly attached to the case of the
tool and securely and effeoively att'aAed to an efficient path to ground.

2. Caution should be observed in the use of electric tools which operate at more than 50 volts
in any wet or damp location.

-

3. Cords or cables or electric tools should be of an approved type only, and if damaged, should
be replaces no splicing.

ci

4. An electric hand tool should never be suspended by its power cable in either handling or
storage.

5. Cords or cables should not be permitted to lay on floors or elsewhere where they might be
damaged or present a tripping hazard.

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

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

C. Specific Hazards

a

Employees who operate, maintain, or repair electrical equipment should be mink fully aware of
the hazards of their duties.

4-25 SAFETY WAkNING TAGS

Warning tags must be used whenever equipment is being serviced to preVent inriury to personnel if
machinery is activated. The tag should be attached' to the switches of control of the equipnient.
Warning tags° should read, "Do not operate." The tag should show ill& name of the-employee who
attached it' and the reason for the shiudown. (This wonld also apply to ySica education equipmentaor any other school equipment.)

71.
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4-26 EMPLOYEESUGGESTION PROGRAM

Poi `those.iuggestions which reduce hazards or otherwise improve safety, awards ranging betWeen a
minimum of $10.00 anda maximum of $50.00 May lie granted. (See MCPS Regulation 4704)

.4-27 rig4yE FOR Sai0OL PRINCIPALS
-

When principals are -.lin leavcat any time, a c.ertificated 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 tilt bailie of the staff member designated. In other instances;
the designation Will be made by the appropriate officiAl.

4-280 SUBSTITUTE TEACHERS

A. Printipars Responsibility

When a substitnte 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. .

B. Annual 'Health Certification

All Montgomery County. Board of,Education employees are required to submit for each schonl
year a certificate f health examination by chest x-ray, intradermal tuberculin test, of physical
examination by a physician That includes a chest x-ray or an intradermal 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. (Sec
MC,PS Regulation 285-5.)

*

4-29 WORKMEN'S COMPENSATION INSURANCE (MCPS Regulation 445-2).
0.

Workmen's Compensation 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 empliiy-
ment, cxcecff where the injury is occasioned by*the willful intention oithe injured 'employee to bring
about the injury of himself or of another, or where the injury results sokly from the intoxication of
the injured employee while on duty. (See Artick 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 Cdmpensation Insurance. The following are steps in the claim
procedure:

A: Employee Accident Report Form

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

B. Employer's First Report of Injury Form

The Division of Insurance and Retirement will -complete the Einployer's First Report of injury
Form.. . ,

7 2
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C. Stirgeon's Repott

The Surgeoiei, Report will be completed by doctors or hospitals and sent to the Workmen's
Compensation CornmissiOn. Doctor and hospital bills Will be sent to the insuranCe eOmpany.'

D. Employee's Claim for Compensation Form 110. ., i- 'Vs i
,.. i..44. .

The emplOYee's Claim for Compensation Florm must be comPleted by the person injured.
0$

,

An employee who loses more than three days friom work as the ..result of an accident is eligible for
compensation under the Maryland Stite Law.

See leave policies under t eries No. 430 for disability leave-covered under Wprkinen's Compensation
Insurance.

An injured eiriployee should immediately notify his emplOyer, through supervisory channels, of the
injury: Failure -of the- employee tO report an injury within ten d4s of his knowledge of it may, in
certain circumstances, aefeat his claim for compensation. The Workmen's dompensation Commission
of the State Of Marylana is the agency empowered by law to act as the judicial authority with respect
to Workmen'i Compensation.

7 3
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CPAPTER V

INSTRUCTIONAL AND SPECIAL ACTIVITIES AREA

5-1 INSTALLATION, CARE, AND USE OE MATERIALS AND EQUIPMENT

A. Safety Order of Maryland and Montgomery County

All safety regulations of the State of Maryland shall be followed except when.Montgomery0

...County Code,q require more stringent Compliance.

B. Teacher Responsibility

Teachers shall be familiar with the care, cperation of, and
their specific areas of instruction.

C. Power Machinery

4
safety precautions which encompass

Pupils may not use any appliance, power machine, or other power equipment until they have
receive'd the'teacher's permission and prior instruction on that particular machine and have
dethonstrated their ability t o use the machine safely.

Careful judgment must be exercised by the instructor when permitting elementary and junior
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 facthrs involved when
using the tool.

D. Safety Tests

It is strongly recommended that safety demonstration tests be given every MCP5 student before
using 'power machinery.

E. Safety Signs

It is reoommended that safety signs be postAi in appropriate places throughout all shops and
laboratories.

F. Hand Tools

(See Plant and Employee, page 49.)

G. Shop Wa'ste

. .

Unnecessary accumulation .of sawk,st, trash, paper, etc. presents a fire hazard. Therefore, provi-
sions should be Made for the removal.of.waste each day.

7
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Cleaning Fluids

Only approved cleaning agents should be used. 'plc use- of'gasoline or carbon-tetrachloride for-4cleaning purposes is strictly forbidden.

Safety Lines

' It is 'recommended t.hat
tape,

Protective E
a
pment

aisles and work areas be designated by the use of traffic or similar type

4/24'Protective equipment should be provided for and worn by persons engaged in ?.ctivities where
injuries. tO the head, eyes, feet, or person are possible. Equipment should include:face shields,
-goggles, welding helmets, gloves, aprOns,' respirators, or any other equipment deemed necessary
for optimum safely. (See Plant and Employee Protective Equipment, page 6,2.)

5-2 SCHOOL SHOP SAFETY PROCEDURES

A. Industrial Education, Home Economics, Cosmetology

Teachers of these subjects have the resp-onsibility 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 is at work or while machines are in operation. Shori accidents can be
prevented and the chance of being succi for negligence can be avoided if the teacher:

Reports to the proper school authority knowledge of hazardous conditions and de cts
relating to shop, machinery, and equipment.

2. Regularly inspects machinery, eqdipment, and environmental factors for safety.

3. Posts in- his shop conspicuous notices of regidations, 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.

4

6. , Requires students to wear appropriate personal protective equipment, such as -goggles,
aprons, helmets, and gloves during hazardous activities.

7. Adequately instructs and demonstrates the' use Of power tools or other hazaridotsr
tii itr lei pc t-

m e n t before, initially permitting such use hy a pupil; permits initial use only
l

supervision of the teacher.

Shuts off power tools if he must leave the shop.

rl
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9.. Exercises continuous supervision to see that shop safety practices are observed.

10. makes himself a model and sets the example for pupils to follow bY persondlly obeying
s'afcty tules and practices.

B.' Accident Reports
-

Utilize accident report form to report the causes for an accident and as a guideline for corrective
action in the school sh60 safety program.

C. Instruction

The shoP teacher should strive to:

1. Develop in each student a sense of responsibility for his own safety and the safety of others..

2. Acquaint studen.ts`kwith both general and specific safety practices to be followed while
workingan, the shop.

3. Help students to recognize situations involving hazarsIs and to take the precautions neces-
sary for self-protection and elimination of the hazards.

D. Methods

1. Demonstrate safety consciousness by always practicing safe habits.

2. Demonstrate the proper and safe iise of tools and\machines which will be used by students.

3. Demonstrate the proper use of personal protective devices.

Provide the student with safety information concerning the safe use of machines, tools, and
equipment. .

5. Discuss with the students the importance of proper attitude toward accident prevention.

6. Conduct field trips to industrial plants and cA'nstniction jobs or provide audio-visual infor-
mation in order to 'study safety practices.

7 . Provide for visiting speakers from business, industry, and appropriate government agencies
to speak on safety and health practices. .

8. Obtain industrial safety manuals and have them available for students.

E. Equipment Safety

1. Guards and safety devices shall be maintained on machines, tools, and facilities so that
unsafe acts,'While operating the equipment, need hat result in an accident.

2. All hand tools should be kept clean and in safe working order,
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3. Use c. Lcoding on machines to emphasize danger zones. (Use current ASI Color Code
Stan Ar# guide.)

4; Permit students to operate any power tool or machine only after they demonstrate. the
ability to use it properly..

F. Gbod Housekeeping Practices

Provide for the daily removatitof all sawdust, shavings, metal cuttings, ancl -other waste
material.

2. Provide properly marked bins for scrap stock.

3: Provide brushes and brooms for cleaning. .

4. -A1rovide for the periodic cleaning of lights, wdows, and walls.
.

9
w 5.. Initiate a clean-up program as part of th sonnet plan.

6. Locate machines and equipment in such a way to provide easy cleaning and maintenance:

G. Electrical Safety

1. Instruct students that all electrical circuits are "hot" and must be treatcd as-such.

2. See that an approved gropnd is provided for all motors, fuse boxes, switch boxes, ahd other
electrical equipment whether stationary or portable.

3. All switches controlling equipment should be easily accessible to the operator.

See that motors are provided with overload piotection.

Prohibit the use of temporary wiring of any kind in the shop area.

II. Fire Safety

1. See that appropriate fire extinguishers are provided in the area of activity.

2. Students should have a thorough understanding of fires with emphasis On cause and control
and prevention.

3. Proviae instruction in the proper use of fire extinguishers:

4. Mark the location of fir:fighting equipment with a large, "bright red" square, arrow, or bar
high enough to be seen over the entire area.

5. Request regular inspection o.f fire extinguishers at conslant intervals.

6. Store all flammable-liquids, in approved safety containers.

70
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7. ReqUestprovision for a flamepr6of blanket in appropriate areas.

8. Prtide for the safe bulk torage of flammable liquids such as gasoline, paint, or thinner.
a

9. Instruct students in the safe use of flammable liquids.

10. bay rags and waste should be kept ilin Metal containers wiOt tight fitting lidS

11. A regular check should be made to be sure that exit doors work properly and that aisles or
passageways are kept clear.

General Practices

1. Prohibit "horseplay" or practical jokes of any kind in the shop area.

2. Command the instatit attention of every pupil in the area during emergency situations
through the use of atell, whistle, or alarm.

. Require students to jead an'd sign an acknowledgement of safety instruction and safety
pledge.

4. Report to the principal or department head any hazardous condition in the area.

5. Exercise care in handling large, heavy, and lq,ng pieces of material.

J. Safety Practices

Safety instruction should bc inducted' as an integral, part of all the school experiences, and basic'
sakty operations should be taught as a part of every lesson. The' following safe! y-statements.
.should be stressed and observed at all times:

1. Teacher Responsibility

a) Utilization and Maintenance of adequate natural and artificiaelighting.

b) PlaceMent of equipment..
-

c) Mairitaining and,using guards and safety items that arc standard parts' for equipment
and machines.

d) Eliminatibn of all fire hazards.

e) Provision for and the maintenanc6of proper ventilation and the remova.lpf fumes.

f) Provision fOr and thc enforcement of the use of protective equipment of a ersofal
nature.

0 Use of color coding Inr defining &tiger areas.

7 I
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h) Teaching and-using safety practices in all classroom activities.

2. Student ResPonsibility

a) Dress should be iafe and proper. Stuilents sheild also wear aprons anot.safety goggles at
appropriate times. '

b) Student personnel should be involved in .the.safety management of the laboratory.. ,

c) Make adjustments on Power equipment only when the power is sWitched off.

d) All students shouldbe familiar with fire drillaregulations and exit ro

e) Exercise safety practices at all times while working in the laborat

afety Regulations for the Jointer

1. Roll sleem well up the forearm or wear garments with short, sleeves. Beware of 'loose
clothing or a dangling necktie.

2. Wear required eye protection.

3. See that the floox around the machine is dry and dear of obstruction and that footing is
secure.

.

4. Give full attention to the machine. Avoid any distraction.

Make 'all adjustments when main_ switch in in "off" position and machine is still.

6. Remove guard ant), when rabbeting and stop chamfering.,
7. The Iniiiithurn,length When jointing is 12 inches. The minimum length when rabbeting is 16

inches.

8. Check cutter knives for sharpne-sS and correct balance.. ,

9. Avoid using jointait if it vibrates. This is an indication of unbalanced cutter knives.

10.- Use Atpusher block When jointing!alsurface.

11. Cover exposed blades with a guard when fence is set in other than normal right side
position; i.e., rabbeting.

12. Use a.supporting block on stock thinner than 3/8 inches:

13. Keep hands clear of blades at all fillies. Keep hands clear of end of stoc,k.

7 9
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14. Avoid heavy cuts which are, the main cause of kiekbacksithis reduces the possibility of the
hands falling into the knives.

15. AW,TaVs turn machine off before leaving it for any reason.

L. Safety Regtdations 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
fence is locked..

The saw table should be free_oLall ltiose material while sawing; and ti\e floor around Ihe
'machine should be free of sawduSt, scraps', and grease.

3. Use the slitter'guard and basket, feather board,-push stick,find any other safety devices. for
all operations.where they can .be used.-

. 0%

Stop the Om and open the master switch befoWe making any adjustments or changing blades:.
Aau"R -

Talking while sawjts dangeroui.

6. Be sure that the saw is sharp,

7. Use the ripping and Miter fences at 'all times. Free-hand sawing is dangerOus.

8. The saw blade should project 1/4 inch above the, stock when sawing.

9. Stand to one, side of the Saw and be sure that no one is standing in line with the;blade while
sawing.

10. Reaching over the saw blade is dangerous. Us' n off-bearer to support the stock but never
pull it.

11. Ilse a clearance block when cross-cutting.

12. Use an apron or other means to protect loose dangling ends. Loose clothing is dangerous.
,

13. Consult the instructor before sawing small pieces or making speciarset-ups such as resawing,
.dadoing, etc.

14. When 'finished with the,saw,olower The blade beldN'y the table levtl and shut off the master
switch.

15. The opening between the saw btades and. the throat plate should not exceed 1/4 inch.
4 V

16. Stock to be ripped shoUldliavc a flat working' face to .engage the 'saw table and a jointed
edge to engage the ripping fence. - .

17. Use eye protection when operating the cir'cular saw.
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M. Safety Regulations for the BandSait- ..

1. Make sure the throat is not blocked.

2. ' See that the blade is in its guides.

S. Clear the table of, scraps and took

4. Clear the working area.

5. Check guide bars and wheels for proper clearance.

6. Adjust the guide to approximately 'A inch above work.

7. Check for proper tension of blade.

8. at all guards are securely in place.

9. -; Precautions for.protection of mackik

a) Allow the machine to reach thaXimuM speed before starting cut.

b) Use proper'width pf blade depending upon radius of curves to be cut. Ne:,er turn work
without pushing.

c) Never forte the saw during any cut.

d) Backing out while the savx is ruiying shotvld,he avoided.

c) All adjustments should be madc with safety switch in "off" position.

f) Plan a cut before starting it.

g) See that stocic is,free of nails and screws...

h) INhen'resawing thin stock, he sure to use feather board and rip fence.

i) Keep machine well lubricated and-in good condition.

'j) Be sure the blade is 'free of pitcii. (Kerosene on a piece Of waste is the,best procedure.)

k)' keep blade in good condition as to sharpness and set.
,

1) Make relief cuts prior to cutting close curves or. circles in stock.

1 0. Precautions for operator's protection

Be sure thpt the main switch is off beforc removing the guards.,

t
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,, . ,
Pieces with curved Atit.faes against the.table, ihould be adequately suppeorted to prevent

.,,4: , h" ., rolling.

The operator should not reach so far behind the table that it 1;rings his face near the
'blade! ,

,I
No one should be allowed to watch the operator from the right side as te bfacje will
shift in that direction if it should break:-

e) Use a piish stick to finish cuts on a small piece.

f) Replice badly worrohroat plates.'
,

g) All clothing should fit tightly,-andties shouldte tucked.into shirt.'

h) Leave machine only after it has stopped.
.

i) Use eye proteCtion while operating the band saw.

N. Safety Regulations for the Surfacer

1. Keep floor area around machine clear.

2: Turn all switches off before making any adjAments to the blades.

3. Inspect blaClearea for broken chips beforer,starting machine. "

4. Do not wear gloves or loose clothing.

5. Check thickness of stock and limit cuts to about 1/16 inch.

6.

7. -Check board for knots and-nails before using machine.

8.

,

Joint one face of Material before running it through the machine.

Use machine for pieces ri4 'shorter than 14 inches long.

9. Do nOt use machincif the knives are dull.

10. Hold board firmly with b'oth hands when, feeding ini4rOlVt?

11. Keep fingers from between board and table.
410 AO\

12. Watch passageways when working with long boards. .
13. Think the jOhl through liefore'Starting`the Maohine.

14.. Stand to the' side of the stock asifis being fed into the machine.

82 ,
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15. Use eye protection while operating the-surfacer.

Safety Regulations for the Lathe

1. -Secure all clothing especially loose sleeves and danglihg'necktietv

Clear working area of all obstacles; keep floor clean aryl: dry. 4*

Train yourself nOt to be distracted1:;jr anyone whiteoperatiniz thylathe.,
9 .

4. Be familiar irith the lathe before operatingit.
- .

5. gxamine stock for cracks and flaws arid test all glued joints.

ake sure stock is securely fastened between centers or on faceplate.

Redueelargestock to octagoval,hape before placing between centers.

13...Be sure stock is wellblanced and does not vibrate.

Revolve stock by hand test for free turning. Avoid jamming work against tool rest.

0. Oil end of StOck-turning on dead center.

11. Set topl rest level with centers and ai the proper distance.from work

12. Set min*Mum speed that will do the joli:

ea) than 3 inches diameter may be run.at highest speed.
..,,

For3 inches to 6 inches in diameter use at medium speed.

) Over 6 inchdlin diameter use at slow speed. -

13. Use only sharp woodturning tools.

14. Hold'tools firmly and in the .correct manner.

15: Allow large stock arid faCeplate work' to) coast io a stop.

16. Never place, hands on revolving stock..

-17. Remove the tool rest when sanding.

.18.).1ways use a face shield when working on the lathe.

'Safety Regulations foi the Shaper
;

Do not ,wear gloves or loOse clothing while operating the shaPer. Work with the sleevesVi
AO 4' Arolled up above the elbows. Remove your tie.

10
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,444vr.± "".

Wear a lace shield. "

Turn off ihe mAin switch before maki4 any adjustments.,
. ,

4. Use ork one-piece cutters if practicable.

dr

5. Knivei bf unequal, width Should ne4er be used together between slotted collars.

6. If only one knife is Aised, a blank o qtal width must be -placed in' the other side Of the
collar for holding purposes.

.. '

7. if correct size collars are available, use them along with the other guiding and holding
devices.

8. Use all guards and holding devices which will add to the safety of the operator. 0,

9. See that the' spindle top and knives.are cOrrectly adjusted arid securely fastFned. On square
cutterheads place a piece of paper between the knives and the cutterhea4 to prevent them
from sliding or slipping. Note that, the knives ,Must be flat so that they contact the entire
sprface of the cutterhead. The paper must not be too thick.

.
,10. Use a guide pin when shaping with collan: ". .-

, . 41%

,. n

1 1 . RemOve all wrenches and tools from the table after the machine is set up arid keep the table
clear of chips while using the machine. Keep the floOt clean and clear of Obstructions.

'See that all guards and holding deVices are firrnly and correctly placed before starting the
. work. Check on all belts, screws; and.cfamps to guard against anything working loose While

the machine is-in operation. Test the machine every time before it,is started.

13. Devote your entire atteniion to operating the shaper,
4

14. Siand to one side in'case of a kickback.

15. Cut with tile grain if possible.

16: The work must be advanced into and against the cutter rotation.

17. Use a feather board and pushAtick fgr small pieces.

18. Hold small pieces of wOdd With a specia!torm dr jig.
tt .4

19 Keep blades sharp and free of gum.'

20. Turn off the machine VsteneVer leaving it.

Q. . Safety Regulations for the Jig Saw

7 - 1, Select ablade to suit the thickness of the wood and the size of 'the curves g be cut.
,

. 4.,
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Tighten blade secutelY in lower.yise first, then in.upper vise. Tension the blade to suit its
size.

-

Adjitpyhe blade_guide in line with the blade to support"it while ',cutting.

LoWer the hold-down foot to press" lightl)s on the sUrface of the wood

*5, Try the seiting by turninethe motor. If no knocking results, 'start cutting. If A kn9cic
heard; stop the machine and readjust blade tension.

Cul large .curves first and. Aiin the small details.:Avoid backing out of cuts whenever
possible. Do not make sudden tunig, particulally in thick wood.

Keep the jig saw table free of small pieces of wood while cutting stock.

Use eye protection while cutting oti the jig saw.

R. Safety Reiulatibni for the Drill Press

,

1. lie sure your instructor knows that ybu are about to run this machine.

2. Hold the material secnfely in vise or With clamps. Do not attempt to hOld by hand.

Be sure that you have a bottoming,piede or position over an ,opening so as not to drill into
the table..

4. Wear tight fittink clothing; roll Up sleeves to well abov lbows; remove necktie or, tuck
it into your shirt.

5. Run the drill only at the proper ipeed: Forcing or f dingotoo fast may Iplinter the Arill and
cause injury.

6. Form the habit of keeping fhe chuck wrench in Our ha . 'hen you will
the chuck.

7. Use a center punch mark as a starter for drilled holes.

leaye it in

"

8. Use a stick or brush to remove chips from, the drill. Never use the fingers, cloth, or waste.
.1

9. Always turn off machine wheiou leave it.

10. Use eye protection when operating the di-ill ess.

Safety Regulations for the Sander' ,

1. Make sure discs,and belts are not .torn orloose.

2. Check angles of tables before using sander.
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Sand work only 'on the down side of disc. Hold work firmly to tables; not in the ail%

Keep work moving across abrasive surface while sanding. Holding it in one place burns the
stock ami wears out the Sanding machine.

Use a coarse abpiive for rough work and the finer. abrasivei for finish t

fingers away %froth the 'abrasive' surface, 'thus avoiding painful "abrasive

Clean, up the sander an
fine duit...into ihe air.

r
8. When Surfacing metal on the sander, keep a pan of water 'handy f

44*.. lino not use cloth or gloves for holding work to the sander.

or area with a vacuum machnie, Do not b sh or plow away the

10. Leave the machine only afit,power is off and machine has stopped.

11. Use eye protection while operating the sander..

T. Safety Regulations for the Grinder

4; Wearegoggles or face shield and tight fitting clothing.'0
2. ,Check the tool rest. )3e sure it,is adjusted close (1/16 inch) to the wheel before 'using.

3. Hold the object to be groUnd on the tootret whenever possible.

H.4. Keep Water pan near the quench tools frequently to prevent burning.

5. When polkkling;:thold the.object slightly below the level of the shaft or arbor. Any object
caught by The; heel will then bd thrown down and not toward you.

Hold small piec&to
corner of yotThaPr.on

When applyitWo
rather than its ei)

be buffed in a simple jig. Do not wear gloves or try to hold object in a
whileapplyinglif t8 the wheel.

or tripoli to a revolving wheel, hold the cake lightlY%nd apply'its side
the wheel. '

U. gafety Re tjons f`or the,Radial Arm Saw

1. Secure loose clothing before operating the saw.
#

2. T. vi,k before doing:Thii eliminates most accidents

3. Keep thelvork surface of yaw machineclear of unnecessary objects

8 (3

before they can happen.
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Dott't aampt to stop the saw by forcing a piece of wood against it or into t.lit blade.

. Start a cut or. remOve the material only after the motor and yoke are fully back agiinst the
column: (For tipping, of course, the motor Li first positioneqzi front of the guide fence to
the desired width or sip.)

Doret f.oree the cut. Use a; light,,stopay pull for cross-cutting and a,firm, steady push for
- .

'fb

he position of the cutting member only after the blade has completely stopped.

pusher ,stick4 when or when cutting with the shaper if Ihere is any. doubt of
;

finger ckarance.

lapn't foyee the dado head into its cut. Because more.stock is being removed, only a-ery
slight pu.S is required. 'When cross-cuiting heavy stock, or cross-dadoing, tools will have a

,..- tendency to climb-cut or move forward without pulling. You mayshave to hold back.
A . lb

Motor rota,Rn is clockwise. Mouht all tools accordingly. ,

; .

11. Don't cross your arms when in'aking any kind 'Of cut so as to bithn the path of the saw dr
cutfing tool. If cross-cutting material from the left side of saw, hold the material with the
right hand and piill the yoke handle with the left hand.

,I40 Don't us/rased saw blades or defec e t'ools on hi'

13. Remoie stock frelmAle table only aftWfl c saw i Te
Oft

-d equipment.
e

ittb the rear of thetalple,
...

14. Don't allow your workshop to betame cluttered wit scraps and shavings. Clean floors are'
essential; you need firm footing and good balance a,t all times.

A
A,t

15. Don't do won( in cramped headquarters. Have plenty 'of room to work in. Have a box for,- scraps and dispose of them as they accumulate.

16. .Don't look into ,the shaper or planer cutter its the board passes through..
ir

,o.,47WDon't let 'your mind wander when working on a-power tool. Keep it on your wory at all
times. Q

18. Use the proper tool for the job. Be sure the equipment is adequate for the purpose intended.
.

19. Keep tools clean and sharp. Afso keep the worktable clean. No loose material Should be left
on top so that the gaw blade may catch and throw it as the saw travels forward.:

1'20. Plac e.. stock firinly against the. guide- fence for 1 cutting operations. The acton Of the blade
#?u keep it_in this position. . w

Lo .nstinent clamps.firmly after making changes in the machine position.
-

1111M

4.

saI
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22. Properly position the guard for ripping. The infeed end is lowered' to 1/8 inch below the
Surface of die stock. Be sure the rip lock is drawn up snuggly before starting to cut. Always
feed material from the opposite end of the guard where the anti.:kiekbg.k is mounted. Also
use a caution tag which reads, "Do hot rip or plough in the idir,01 lice of the saw and the ,

0

materiAl ites ripping, shaping, or planning."
.r .40t

23. Draw up all cutting tools snugly on the arbsr before starting the motor. Use both wrenches
prOided when tightening tht arbor nut.

4. Position the rubber dust spoudsc; that*dust and chips are directed away from the operator.
I& 09.

41se the guard &tall timei when dadoing. The procedure is the same as when sanding.,26. Use the shapd-joititer guard at all times.

27.. Get into the habit of always removing the' key from the switch on the arm when changing
tools or m4Fing adjus _tnlents.

%..l'28. Alw4 ths use e brake to stop the saw after completinsig tit
+

29. Use only saw blades tensioned for the high speed of the Motor used.

30. Keep the machine in good alignment and adjustment to prevent excesive vibra,tion. Vibra-
tion will cause inaccurate cutting and could also cause the saw to grab or creep.

31. Wear goggles or a face shield who. operting the saw.

32. Provide maximum support for the work. Handle all larger-than-average work as explained.

33, Remember, above all, never to triast the machine. It will not think for you:

34. Mount all attachments according to the instructions given.

35. Make sure that the stock or jig is properly clamped Whenever clamping is necessary.

V. Safety Regulations for Squaring Shears

1. NeVer put die fingers under the knife or the hold-down har.

Do not attempt to reach behind the shear when operating the foot pedal. .

3.. Do:not bounce or jump upon the foot pedal.
o

. 4.. Re finairsul that your foot or shin does not get in the Way of the foot pedal:znic

5. Do no"tempt to.cut metal or.a gauge which is too heavy for the machine.

5

6. It is -safe practice to cut only 'one' thickness of metal attime;don't attempt multiple
. cutting. )
leS
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Only one person at a time should be permitted to work the shears.

The shear should be guarded, and the guard sholdd be kept on the machine.

. Unauthorized use of shears sl4Iuld not be penmtted, and it is preferable that a locking
device be used to prevent such use *hen they are not in operation.

5-3 AGRICULTURE SAFETY
. .

A. Handling of Soils and Fertiltzrs
_

Students enrolled in agriculture or garden classes shall be instructect as to the hazards of infec-
tion, skin rash, or irritations resulting- from soil organisms and the handling Or inhaling of
chemicals in fertilizers. Students should be required to wash after usinj; or handling soilSlior
fe Zers.

B. U a

.4st

torage of Toxic Materials

Poisonous matetimals, such as insectiddesAlusting powders, and sprays shall be stiored in locked
cabineis. These toxic materials shall be use t students Only with the approval of the teacher.
Nd elementary school c all havetScess4 45i use of these materials at any time.

Spraying in the elexpentary scliOol shall be done by authorized personnel only. Pupils shall not be
present during the spraying or all wed in the-area for,a minimum of two days.

6

C. General Rules for Sprairng .

1. Label sprays and dusts plainly and store in locked cabinets away froth pets and children.

Follow manuTacturer's directions and warnings when using sprays and dusts.

Label sprays and dusts plainly and store in, loiked cabinets.

Know and have available the antidofe for each spray and dust indicated on container.

5. Avoid inhaling and .protect eyes by wearing a respirator and goggles when 'sprSying r
dusting.

6. Avoid skin contact with spray and dust by wearing proper proteCtive covering.
6 .

.
;

7. Wash hands, face, and other exposed parts of body thorotighty after using dusts and sprays.
.4 , i

8, Wash fruit and vegetablestefore eating.

4 ., rw

. w40

9. : Subttitute-nanpoiSonous froM'poisolods sprays whenever possible.
. so

D. General Garden' Safety Rules

1: L.Je wellcinade gaidgi tools and equipment:
v.1

4%4

9
82
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Use .corret tools for job at, hand.

iCeep tools dean:, d free-otrust.

ep
.

eutting e
r

5. 'Sdrehand tIs.in rarhennot in use.

6. Never throw tools.

/7. Carry cuttihg tools with points facing dowli.

. General RuleS,for Poisonous Plants

1. Learn to recognize poigonous plants.

2. Avoid bodily contact with poisonous plants.

3. Destroy poisonous p in the garden:

4. 4Avpid bodily contact with smoke from burningpoisonous plants.

F. Poisonous Plants
7 a.

Below is a list of some of the more comm on poisonol cultivated plants. Those markedWith an
asterisk can be fatal if taken in quantitiesia'young fhild might eat. There-is no assurance others
listed cannot be -fetal or that this list contains all poisonous plants.

Plant ,,

.4zaka
*Bittersweet
*Anuebonnets .

Buckeye (horse chestnut)
*Burning Bush
*Caster-Bean Plant
*Co;risane (oxypolis-Plant)
Cyclamen

*Daphne (Mezeraum)
'1:Death Camas "
Dieffenbachie
Delphinium.

*Duinb Cane.
Egg P

*Elephi.aanitigar
Rocus

*Four Crelock
. loxglov.e

AA.

Poisonous tart Plant

Leaves
BerrY
Seed

, Nut ,

Leaves
-Sll parts

oot. ,

.Tuber
Berries
All 'parts
Leaves u
Leaves
Any. part
Leaves
Any part

ulbs
Root, seed.
Leavesi!

LuPines
Milkweed Spirits

(some 41)&16)
Mistletoe

*Mock Orange
4Monkshood
*Molintain Laurel

.*Narcissus
*Nightshade
'*Oleander
*Peich,Tree

(yvheon steamed as tea)
*Pimpernel
Pinks
Poinsettia

,*Poison Hemlock
Pokeweed
Pdtato

- . og.

PoisoriOUS Part

Seeds

Plant
Berries
Fruit
Root
Any part
Bulb
Berries

1 Leaves

Leaves
Any pafk
Seeds.
Leaves
All Parts'

, Berrie
Seeds,, rows

,



Poisonoui Part

stein
*Ivy

Jequirity Beans
(Found on souvenir
dolls & necklaces)

Jerusalerq Cherry

* Jimson Weed
Labernum

*Lily of the Valley

an (tilick or
red oibOtfi)

Fruit or yellow
cherry

Entire Plant
Seeds and pods
Any part

5-4 SALM USE OF PESTICIDES

Red Elderberry
illi4odendron
*Scoich Broom
*Skimmia (Skimmia

Jamonica thumb.):
*SpaniskBoyonet
Spider Lily

a; Sweet Peas
Tomato
*Tulip
*Water Hemloick
*Wellow J essarnine
Zinnia

,Seirlet berry
AnY Paft
Seed

Entire plant
Root
Bulb
Seed & stern
Leaves
Bulb
Roots
Nectar & Blossom
Leaves

A. Use only pesticides that are recognized as being yeasonably safe for the person using- them.
Chemicals requiring agresiairator and protective clothing are not for the average gardener.

B. Read the label, every Atord of it, before opening a package..Some chemicals are harmful when
aftsorbed 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 immectiately. Measure the recommended amounts exactly; never increase the dosage.

C. 'Don't smoke while spraying or dusting. You can get the chemical into your mouth via cigarette,
cigar, pik, or your c9ntaminated fingers. Wash thoroughly before eating.

,4

D. Use a spray nozzle that gives a fine mist. Spray from the underside of the plant up through it,
continuously revolving the spray 'rod...Move along rapidly; never spray to the point of run-off. If
you stop toinspect a plant,.shut off the sprayer. Never spray the ground on gerieral principlev,
treat the so,il only as necessary for a ,particuIar soil pest. Don't use sticker-spreaders unleis
specifically recommended by the, manufacturer of the pesticidels; some of these decrease effec-
tiverkss by increasing run-off, and others increase spray injury.

F.

G.

Learn enough abont the pests you need to control tp be ,able to timelsprays for maximum
effectiveness and minimum damage. A singlç annual spi-ayeg pioperly timed, may control
lacebug or rhododendron or leaf,minOr on boxwood, but it may take-20 to 10 applications to
control all rose pests. Don't spray fruit trees while bees are pollinating blossoms.

Keep poison sprays away from food plants. Don't spray roses next to tomatoes. Don't pIarft food
crops near ornamentals that need spraying with poisonous mate

Cover fish pools with canva4
the most toxic to fish.

Leave, some part tif the garden

efore spraying nearby. The safest chemicals for mamnitls are often

unsprayed, as a haven for beneficial insects. ,

13
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..
. Keep children and pets away while spraying. liiiii-ose At .kftovei spray solution safely and.

inpiediately . Never leave A contabier o.kit Standing, -and nerr pour it onto an impervious surface
4xere ii cri 'forin a-puddle; in either case it would imite mveatigation by pep and 13* Dipose

'o. containers with utmost care. . ..

Store 'all insecticides, fungicides, and herbicides in a place that is accessible to c dren-and toin
people Unfamiliar with their Characteristics. .

'5-041VIOXIC OR RISK ITEMS WHICH SHOULD NOT BE USED BY CHILDREN IN .

AN ELEMENTARY CLASSROOM-

-
The fo g is-a list of art .supply items which are known tO be toxic or have a risk potential if not
useOropOly, amt.-which should never be used by children.in the elementary schools. However, these

,..
wins "!bie used by the art teacher or classroom teacher in their preparation for a lesson. --,4-4-

/ - -...t-.ieoit*
CoppeP enameling supplies and tools
Printers ik ; o base
Silk screen inks, oil base
Textile paint, oil base
Alcohol
Fixatiie lilxid

: Linseed oil
Enamel paint
Oil paint
Clear fixative spray
Shellac, White
Turpentine
Varnish, Matte, pints

Varnish, oil painting
Bri..11 cleaner
Rubber.cement
Rubber cement,thinner
Crackle glaze
Decorating colors

!Cone -glazes
liquid aluminum

..1.:iquid steel
Mold rubber latex
Mosaic tile adhesive
Panacolite 'plastic aggrelate
Sculpt metal

An spray painting,'. vartliShing, And fixing shall be performed *the spay booth, near a ventilating
window or otktdoors.

.Felt tip peris must be used on well ventilated rooms.

a

5-6 HAND TOOLS AND.POWER TOOL$
,

All tools shall be in goad 'conditionk,before Writ used. All cutting edges should be sharp and handles in
good condition. Defective toot; shAll be repaired or turned in to tlis pr4er office. All students shall be
instructed in the safe use and operation .oT all hand 'and power tools .prior.to their Use,

Students shall receive permission from the.teacher before operatin.g power tools.
(

POwer tools, and other electrical equiptnent shall be disCOnnected from the wall plug, by the teacher,
when not in use. . . .

5-7 ELECTRICAL.OtiTLETS

Electrical outlets shall be grounded when used for power toolsileating irons, furnace s,. etc.

,
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50FLAMMAna. MATERIAP.

ficiuidi,'Ohapters 3-34 and 6-15.

otwax and'dye shall)* isolated andbandled carefully.

64 RUII1ER GLOVES
. .

Rubber gloves shall be worn When ht&ing dyes, pkotographic,chemicals and etching acids.

A 5-10 GOG*LES

See State regulation, Chapter 5-32.

5-11 SCULPTURE

Clanips and vises may be used for anchoring.wood bliiiks while carvittg with chisels.

Benclistops shall be used to'prevent wdbd sculptures from slipping.

Wood and Stone carving will be done in a scrleneloi area.

Sculpture sto hir be placed on asandbag to avoid-sliwing and crickingvwhile working.

li
*Ends,of wires and sharp edges of sheet metals are hazatflous and shall be handled with-extreme care.

i.
-_

...
All sa ety rules pertaining to welding must be followed. See Chapter 4-23.

(3 a
5-12 GRAPHICS

ation of acid in the arts and Crafts room shall be isolated. Precautions in le usalf acid shall be
d. When mixing acid solution iph water, always add acid to water.

Gouing, scratching and intaglio tools shall be, in safe working condition and shall be used only in the
prescribed manner.

Stops for linoleum oi wood blOcks shall be used while gouging or carving.

The vfe use Of gouging tools and stencil knives shall be demonstrated and rigidly enforced.
, 411P

Oil based silk screen inks must be used in a well ventilated room.

5-13 "CRAFTS

41

The sic use of all imall halid tools, materials, and electrical equipment shall be demonstrated in
advanee of pupil participation.

I

Soldering stations for gas and electric soldering shall be separated from other work areas.

9 3

86
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The grinding Wheel shall be well anchored to a firm base and shall have a shield. ,

Gogibs Are to be worn when using the grinding 4/lieel.
.

The acid pickle should belbc on forniica or-other acid-resi,nt counter tops. ,
i .

.s.-ke,
Metal forms being pickled should always be handled with. copper tongs. The harids shourrl be pr*eted.. -.with rubber Alp, the C4othing with ru_ . zed aprons, when pgssible. ,

_, . ....
- 4

CERAMICS

Lbcatecieramk kilns away from drafiit, flammable rnmeriati, and younger pupils.
,

laintain an effective counter h.lance on the second kiln lid. Asbestos gloves i Ould .be worn for
haridlifig hot ware in unloading ceramic kiln.,Open kiln by raising lid in stages.

. _

Avoid loose clothing while worki4 near a hot kiln.

Use eye shields.or goggles when grinding glazed ware.
41 -1 4

The use of-a manufactured or ii"nprovised bboth for spraying glaze is recommendeno control excess .
glaze.

Pupils- shall be instructed and supervised in dipping and pouring glazes, and Shall be cautioned to wash
hands ,fter glazing. _

A breathing mask shall be.usedjay anfftudent or:teacher glaZing with a spray gun.

4 :Nolead.glazes mayile Used in the elementary grades.

Firing racks and forks are to be used to introduce and remove ware frorothe enameling kiln.
,

Acid reSistant° counter tOps and glass Containers ari tO be uSed for acid bath. Hands are to be protected-
* ',

by rubber gloves. -Use copper tongs.

Maintain a working pyrometer to prevent over-firing and 'to check interio temperatures for th-e safe
,

..operation O' an enameling kiln. Do not 'wear loose 'clothing, especially.cuffs and ties, whibenameling.,

If potentially dangerous materials are being used, such as glass and tile for mosaics, Al dtis precautions
, .shall 'be taken for safe handling.

Wash all surfaces and floor ?egularly to avoid excessive accumulation of clay dust.
4.

5-15 AUDIO-VISUAL EQUIPMENT

A. flecipal's Responsibility
,--,, .. -....., . .

Each school princlnal and media specialist will be responsible for the proper care i use, and
,operation of :Ill school-lxised audioyisual equipment.

ay. 9 t



,

- At the !discretion; school p al, Pupils may assist in the operation of 'talie reeorderi;
record players, projectors, ete.,-bein eful o follow normal Safety propedUres. Such operators
must be,subject to the following procedures: . . .. .

1. ProP4 training of each pupil Must be undertaken-by qualified fraculiy.meMbersho
supervise all activities h;) whi audio-visual .equipment,is being Used: . `kit

-at
Bt 'Limitations
- , . .

..
A student all not be asked to operate any"piece of audio-visual equipment unless ti.Oias been
thoroughl hecked out by a qualified operator of that Particular piece of.equipmerit.'

. '*
-

.Inspection
-o

lif .
-z-- L.'--All atsclio-viwal cquipment should be,irfspected period,ically by qualified memberS of: the facultyA

and/or maintenance division.' Faulty inspection shall.be "Red Tagged" and Put oUt OftseArice./ until-repaired.

Repairs

-
Under no circumstances shall any pupil be asked to repair audio-visual equipment All repairs
shall be requested tn writing through the principal to the appropriate office.

S. . .

0

bperational Direction 4or
To avoid errors and elinfinite needless damage to equipment, all operatiOnal.directions should be 4
.followed: s

F. Techhical Questions

All questions.of a
amel Technology.

".VP.

technical ,nature should be dillvd to the Department of Educational.M?dia
,

. 4
.

5164 DETERMINING STUDENT ELIGIBLE FOR STUDENT DRIVER.EDUCATIO,N COURSES
.

. .. . .

Within the limits or budget pro4isions' and practicability, artver Cducatioh shall... be offered during.the
schOol year to studen tsin M6nAgomery County high.scho9ls on .the basis dthe'f011owing'priority:. ,

. .. . -. ,
. , ., , . . - ..

. . ,
.

A 'To students Who years of agc. or oldet buft arc. not licensed drivers in this ordeitof grade
._placement: 12, ri , I and 9, where'the 9th grade is-housed with the.scnior MO school.

To si:udents who'wIll attain thei. 16th birthey. duting ate sdhopl year in this order of gra
pkicerrient:'.12, 1)1 , 1 0 sand 9:where:the 9-th grade is Tioased t.h, senior high school. .

,
C. To students wile) are 16 years of --age or.older and arelicensed driveis but hilve not ta4n a driver.

e I

educati8n cbursc.

,
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ents ;her are .151/2. yeaxs of, age during the .peried Of ipitruction In till§ ogler Vgrade
, inent.11 10111cl 9, where 9ih gradeis housed with theseniot high sehOol:'

.11

:

OF. filt1 N INVERUCtiR
.

-. - . ?
tonnty juvenile. Court hearing Novembet; lit, .1958.) Where th is On accident

, involving .a 'driver Aucatiori car and a student is.lehinclithe Wheel it should be presuined that the-a:.. .

driver uniting ins4.truotor is,responsible foi the operation Of *war as he has access to.and use of the
i 'iludl contxdbr Or constant radio conpunication withlhe student§ in the cars on the ranges.

Itesponsibility Tor filing an accident "report' should be jointly that of the studentiand.the instructor: -
l'It4When an accident occurs, the'f011oing procedure sttonld be adhered to:

, "j iip .. ,

A. 041 Police imniediately, if ',the accident occurred on a streei or ioad:',
.,

,

B.- Arrange fox' towing4i4 neCessary). Repair§ should be approved ankauthorizefty, die supervisor.
_ .

'' of diiver eduCation,or the directoT Of proturement . *

, t
.,..C. oitiplete.the follOwmg. reqPixed fornis and forwargl to the Maryland aDepartment of Motor

Vehicles. (Copies to the insurance office"and. driver education sppervisor.) . .
, .-

, ,
1., Mdtor Vehicl'e Accident Report (DL161, 10-66) .. .

go, .
,

Department ,Of MotOr Vehicles Autonrobile Accident or LOss Report Insurance (0 15636-8)

. If there is ip*igoriakinjury, fill' etvc standard aeciderit form in detail and immediately file with the
. Division of Insurance. (Copy should be Sebt to the driver education supervisor.)

. iii , a .
. . ° . . y ' .

... ' '.t , . :

fiN6ti1i dri;ter:eaucatiOn spperviser of ail accidents. Detailed written reports should be sent to t1-i .....'

lutteryiscsi toy the.instrUgor, the 46,!Fr. of $,he car, aiid eackpassenger in the driVer educatioh cai: :......
...Details ihould inchrcie tinge placet'diairam,. Why.'.4ccielentik; occurred, ,iesults, damages; 'what

:. ..,su&n.sision by teacher; hOW adieent oonlihaVAXeen.pEevented; te.,,,
t.

e

: 5-14 , INSURANCE FOR pRINTEP: tnircAipio CAis. .

, , . :0 .... - ,,4..
i.,

, p :,, , ' . . 1 . .

ip The Montgortry,County. Public Schools-receivvil a reduced 'motor vehicle insurartce liability rale on
'.. driver education cars; This rate is approkimafely 75, per cent pf, what is paidjorpur regular stafficars ,..

which ,:-.are used on a 'a4-hpur batis.-At is assUmedih4t driver: education cars will noi be used by:'

1 0

insOUCto9 for personal u§e: Therefoiet it is :necesia4 that'strict contol be -maintairied over these
..vehicles by the principals. County7pylicy:fOr4ds the personal nse Of. these cars, including taking them, .
home, (For complete driver education information, refer. to Driver 'EducatiO'n Courie Df S-udy.)

549 HOME ECONOMICS,... ,;8 I.:, .- -.

A.° ifsd'a pilot fight tor liglitinka; gas range, if i4ble, othrvise uSe safetymat dies.
,. ... tr. t t ...? I t.

.4__A i .

'13: 4- 4Whqn a gas,khitner is lighted, put thelighted match on the,burnert

; then turn on the gas.
.

At'



D. ; Turn off electric stoves before cleaning. (It is preferable to disconnect.)

E. When cooking on the range, turn pan handles to the back or side Of the range to prevent spilling.

F. Disconnect appliances by pulling out plug, not by jerking cord.

G. In deep frying, fill kettle no more than half hill so that it will not bubble over when food is
added.

H. If fat or grease catches fire, cover kettle with lid until fire is sniothered.

I. Always cut away from the body.

j. Always use pot holders for handling large heavy pots.

K. Buy only electrical equipment approved by Utiderwriter's Laboratories and guaranteed by the
manufacturer.

L. Do not operate or connect electrical equipment when hands are wet or when you are standing on
a wet floor.

M. If smell of gas is evident, call a repairman at once. Extinguish all open flames immediately.

N. Keep all emergency phone numbers (fire, police, aid'docitor) handy.

0. Use only nonslip wax on floors.

P. Never walk away from an electric stove without turning it off.

Q. Poisons shoald be plainly marked and stored in a locked cabinet.

R. Keep a sturdy stool or stepladder for reaching top shelves. Flush leftover portions of prescrip-
tions down the toilet.

S. Avoid placing metal spoons or forks in the sink disposal.

T. Use a rubber mat in the bath tub.

U. Do not store oils, paints, or other materials which can cause fire in closets.

V. Wrap dust from vacuum cleaners and carpet sweepers in paper and put in outside trash cans. If
thrown into a fire, dust can explode.

W. If a razor blade is used in sewing, it should be a single-edge blade.

X.
N

Provide a flameproof ironing board cover.

v

90
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!

. If ii fs neCepary to fill a,steam iron whlle.bot, be sure to disconnect it first.
A ., ' ''.

. . . , '7, :PywopyS use a p19 cushion; do not put pins tlir needles in the mouth.
1, - 1

... ? 0

To avOid craCianwor breakino, dc4 not put eold.water into a hot glass or enamel utensil.
,

44 4 .!
BB. 'Leave oressure.cooker closed yiitit pressure has fallen.

"1, ,
, ".''' r ._

C . Be Aire thteall stairs have Vand hils.

'
wDD. Ould always be kept cle4r. of,409s, cleaning equipment, and all other items.,

E. Hang keavy mirrors Or pictures with strOng picture hooks. Do not rely on a single wire or cord to
hold them. $

SAVETY IN MUSIC CLASS' 1",

At r
A. Instrumefits should be checked frequently to identify protruding parts such as loose metal or

1 4

protruding nails.

B. Children are prohibited from pushing pianos.

C. \s/Ul wind irfstnfrnents should be cleaned frequently. Children should not blow another child's
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 /ohen small enough ot by closing and placing it on a shelf.

G. Fields should be checked for 'hazards (holes, glass, protruding -objects) before marching band
practices.

H. Intense heat or cold should be a determining factor in scheduling outdoor marching band
practices.

t.

I. Choral risers should be checked thoroughly before being used.

J. Seated risers shoutd have a rail and step blocks.foir safe use.

K. Unsafe conditions should be reported immediately 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.

93-
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5-21 SAFETY IN PHYSICAL ED CATION

A. Administrative Responsibility for Safety in Physical Education

Safety must play an integral part in physical education instruction. There are certain controls
that will aid in. eliminating or inimizing accidents.

B. Orientation

Making teachers aware of esta fished rules, regulations, and procedures contained in the Physical
Education courses of study, ii the Montgomery County.Public Schools Policies and Procedures
Handbook, and Safety Manual.

C. Unique Situations

Formulation of policies to coy r variations in physical layout.
4

D. Rules and Regulations

All rules and regulations- pert ing to the use of facilities and equipment should be brought to
the attention of the staf. f.

E. Periodic Inspection

All physical education facil ties, 'equipment, and grounds, should be checked periodically to
eliminate hidden hazards or unsafe conditions.

5-22 INSTALLATION AND MAINTENANCE OF PHYSICAL EDUCATION FACILITIES

A. There shall be continuous evaluation and research on the safety aspects of facilities, equipment,
and supplies.

Only approved equipment shall be installed on playgrounds or in gymnasiums.

C. The school administration shall confer with the physical education supervisor regarding the
location of physical education equipment and apparatus before installation.

D. All relocation of equipment must be approved by the school administration, supervisor of physi-
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 possible.

G. Red Tag Equipment found to be faulty shall be labeled with a red tag and immediately
withdrawn from use.

9 0
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5-23 SAFE INSTR

Adequate instruction relative to the many facets of physical education activities wilt eliminate many
needless accidents. Instruction in proper skills and attitud'es- while the,locker i-oom, gyni, shower
room, etc. Definite procedures should be set up to Cover before-class activities and supervision of those
arriving early. Activities should be organized so that skills ,will he progressive. Care should be taken -not
to place a student in an actiVity or situation for which he 6 not'structurally or functionally prepazed;
Certain activities require large and more secluded areas for skfe exeption; these areas include irchery,
golf, etc.

5-24 APPARATUS, STUNTS, AND TUMBLING

A. Instruct students in:

1. The safe use of equipment.

2. The dangers inherent in each stunt.

3. The proper mechanics of each stunt:

B. Condition the student in advance of each apparatus stunt.

C. Present a good demonstration either by teacher or capable student.

D. Provide sequential instruction allowing for mastery of fundamentals before attempting mote
complex moves.

E. Make sure that each student has a clear Underitanding of what he is attempting.

F. Remember that the proper uniform is an important aspect of safe, pleasurable gymnastics.

1. Remove in jewelry, bracelets, pencils, pens, etc.

2. Use sneakers or gymnastic shoes.

G. Insist upOn proper warm-up period before attempting any stunt.

H. Magnesium carbonate should be available and used.

5-25 TRAMPOLINE

A. Keep mats as clean as possible.

1. Carry mats rather than drag them.

2. Insist upon proper methods of lifting and carrying mats. Onestudent should nOt be assigned
to carry a mat.

1
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3. Keep street shoes off mats.

Place nitts around apparatui beinkuted.

C. tiO not oyerlap or leave spaces, between mats.

D. "Horseplay" is prohibited.

E. Performers should have complete knowledge of what they are attempting.
,

F. Minimize distractions during class.
o '

G. Spotting is an essential to trampoline activities.

H. Instruct students not to jump from c.anvas to floor. -(See5MCPS Regulation 505-8 on trampo-,lines.)

5-26 TRACK. AND FIELD, AND INDOOR SPORTS .

A. Dashes
.

1. Remain in lane even'after fmish of race.

2. Avoid making abrupt stops at completion of race

In order to maintain balance, avoid looking from si e to side.,

,Remain in lane until incoming runnerS have passed.

2. Avoid running too close to cUrb.

C. Distance Races

1. Proper conditioning is essential to safe distance running.

2, Stay on feet and walk at rnd of race, do riot sit or lie down upon completion of race.
e,

, D. Broad Jump

1". Check pit and surrounding area for hazards such as glass, rots, metal, etc.
re-

2. . Check take-off board to insure that it is planted firmly.
-40

3. Pits should be constantly loosened to prevent the pit material from-becoming impacted.
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rd.ks
n

1. Start loiw and work up.

2. Use light crOssbars when learning*

3. Plice hurdles appropriately so jumper has safe landing place.

4. Allpw adequate space between hurdle lanes.

' Highjump

1. Check high jump standard to ingure its being planted firmly and that there is ito chance of
its falling.

1$
2. Re,move cross bars and pegs holding cross bars when not in use.

3'. , 'Check pit to remove hazards.

4: If using foam rubber type material, remember that it may not be stored in school due to fire
Potential of material.

5. Pits should be built up to minimize deAent once the bar is cleared.
r

6. Students should receive careful ipstruction on proper landing form.

G. Shot Put

1. Use softball for putting before using regulation put.

2. Pergons not engaged in putting the shot-should stay behind the circle.

3. One person should-be designated to return the shot by rolling it.

4. the rolling shot should be stopped by using the foot.

5. Playing catch with the.shotis prohibited.

H. Archery .

1. Always check equipment before using.

2. Use arrows thaeare the correct length.

3. Shooting and retrieving the arrows should be done on command of instructor.

et
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/
I. .11'aseball' ;

.

The playing of baseball (hardball) in the elementary or secondary ichool Otogram is prohibited.
EXCEPTION-. playing b.aseball shall be confined to scheduled games and practice sessions of the
junior and seniot varsity gamesin high school.

1. Players will at all times wear appropriate proiective gear.

2. All players-willthaV'e had satisfactory-medical examination'prior to playing.

J. - Basietball

1. Proper shoes shall be worn. while.playing.

.`
2. Games shouldbe 'closely supervised to avoid unnecessary rough play.

(

3. Students wearing glasses should wear protective eye guards or safety glasses.

e

2
K. Bowling .

1.0 Handle ball carefully.to avoid dropping on toes.

2: When taking the ball from the rack, exercise cautiOn to avoid finger'injuries.

3. Check approach before bowling.

4. Grip ball firmly to avoidball from slipping from grip or back swing.

5. Students are to remain seated until it becomes their turn to bowl.

L. Golf (on school premises)7

1. Choose practice areas where golfer may take a swing.Without fear of striking other students.

2. Use practice balls to.avoid danger of being struck by golf bklls.

3. Strict adherence to safety rules is a must.

M. Horseshoes

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

1. Proper protective equipment shall be worn when playing lafrosse.
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Mo$11fied ruit's ihould useil.

& , All rules shall' be itrictly.enforced.

.4(01)Iss
. .

;. 1. Swingirig on ropes is prohibited.

2. Only dne pereoifr lining ropes at a time.

IP

3. While'-viiitsing -a turn, students shall stand at a safe distance to avoid bein "flipped" by the
low& end. of the rope.

Soccer Y

1. All bodY contait should-be kept at a Minirh`um.

2. Players. are to remain on feet.

SoftballQ.

1. The catcher shall be required to wear-a catcher's mask.

. 2. Bats will have a minimum of, 12 inches- of tape to lessen the possibibty, of sliing from
batter's grasp.

41'
3. Sliding shall be prohibited.

4. The use of spikes is prohibited.

T'ouch,FCotball

Leaving feet to block is prohibited. ,

2. Blocks should be of a screen type only.
,

.0

3. Fumbles or loose balls shall he dead when they hit the ground.'

4-. The iiSé Of elbows for blocking is prohibited.

5. Cleats are prohibited.

6. Pufits will be considered a free.kick. (Players do not

S. Weight Training'

1. Activity ihouliThe confined to restricted area
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Studints waiting to pIrticipate should do so at a safe distance.

Security collars should be checked before 'each lift.

When using heavy weights, spotters shouldobe used.

T. Wrestling

1. For competition purposei, students sh0;ou1d be matched in, Weight, muscular development,
'ant( skill as closely as Possible:

2. Instruction should start from the referee's position.

3. Tutribling mits should be placed around the wrestling mats.

4. Fingernails should be cut. '.

5. Jewelry phould not be worn.

6. All matches should be closelmupervisea.

Only,one match should take place at a time.7..

8. Teachers should exercise extreme caution when demonttrating a hold.

5-27 EYE PROTECTION

A. Elementary Pupils
1

",c), It is strongly recommended that parents a elementary 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.

A

B. Secondary Pupils

!It is recommended that students in the secyndary program while participating in physical educa-
tion classes: \

1. Wear safeti; glasses.

2. Wear protective masks to protect glasses.

5-28 SHOWERS

A.' ShOwer rooms shall be used only under strict supervision of a teacher.

B. Running or playing in the shower TO0111 is prohibited.
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C. Standing on locker room benches is prohibited.

Sn Aippiiig -of toweit at Other students is prohibited.

Use- of the master shower contpl is the responsibility of the teacher. Students shall not be
assIgned this' iresponsbility.

- . .

swinging or chinning from bars or pipes in the locker rOom is prohibited.

Benches should be inspected, frequently for splinters, protruding nails, situp corners, etc.
r

5-29 ADMINISTRATIVE RESPONSIBILITY FOR TRAINING OF PLAYGROUND AIDES

It shall be the responsibility of every school principal to develop a method of_training playground
aides in the techniques of safe playground management. This may be most efficientryaccomplished by
cooperative faculty planning and in conjunction with the school physical education teacher.

5-30 NOON HOIIR PROCEDURES FOR TEACHERS AND PLAYGROUND AIDES

The following guide has been devised td assist elementary schools in establishing sound practices for
the supervision of children during the noon hour. Furthermore, there are guidelines and standards for
safe and acceptable activities, established both indoor 'and outdoor, which will serve to make the
noontime play period a learning experience tor children. PlaYground aides and teachers are expected
to be thoroughlY. familiar with these rules. .

A. Division of Playground

The playground might be divided into areas of activity, being 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 rope are accept-
able activities on the blacktop area. Haphazard running, chasing, and tag games on the
blacktop are not permitted.

2. Grassed area is to be used for aciivities 'that have been taught by the physical education
teacher for the grade level using the area.

3. Baseball and football games are not permitted at any time. Skill work in both of these spOrts
is encouraged in the fifth and sixth-grades.

4. ° Consult Phy.sical Education Course of Study (bulletin No. 196)-for detailed list of accept.
able outdoor activities.

5. It is the responsibil4 of the teacher to instruct their students concerning standards for
safety and behavior as well as which activities are permitted on the playground and the
designated areas for these actikities and to supply the necessary equipment.
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6. It is the responsibility of the aide.to see that common sense standards of safety arid behavior
are being observed, to correct youngsters in a proper manner when deviations frOm these

, standards occur, and to maintain all playground rules with a minimum of description.

7. Children are not tO Play with neighborhood pets; to throw or kik dirt, stones, sticks, and
debris 'on the playgrOund or into neighbors' yards; to attract arid/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 other students.

, .

8. Sharp objects which could cause injury, such Us metal cans, broken glass, and stones, should .
be removed to trash 'cans by teacher or aide on duty; or if the quantity of suckobjects is
large, notify the custodian and keep students 'away from this area until if is' safe for play. Do
not ask a student to pick-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, bees' nest ih tree, and
dead or broken branches, shouldgbe reported to Office. SuCh areas are "off limits" until they
are made safe.

0.
C. Acceptable Indoor Activities

1. When rain, snow, or bitter cold dictate that students should remain indoors during their-
lunch time play period, it will be the responsibility 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 equipment which call be used.

2. Consult Physical Education Caurse of Study (Bulletin -No.196) for detailed list of accept-
able indoor activities.

3. It, is the responsibility of the aide to maintain order, to encourage propee§tandards of safety
and behavior, to correct youngsters in a constructive manner when there is a violation of.
rules, and to caution children if it appears that emotions and excitement are mounting to a
point where incorrect adions may soOn result.

4. Youngsters who are chronic violators of rules, and those A'ho ,commit serious offenses
should be sent to, the office. It is the duty of an aide, when checidrig out, to verify that a
student sent to the' office did, indeed, report.

.5. - Injuries and illness in the classroom should ,be treated the same as those which might occur
on the playground.

,

D. Policy Concerning Children Who Stay in During OutdOor Play Peiiod

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.

E. SpecifiCation of "Off-Lirdit" 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 exercisegood
judgment. No student should enter building during play period without the knowledge and
consent of person on duty.
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1 I

1. Children' aie not tO Play'near wiridovis. of dallsroorns..,

2. Children are not toleaire school property.

F.' Rules for Safe pr of alimanenf Equipment

1. Do'not use whenwet.
.

2. Form a single file linet awaiting youcturn16 use all equipment.

3. apposed thumb grip should.,be use4 on all cliMbing a.na swinging structures.

'.4. Do not sit in.monkey rings, but iather swing -fibm one to-the oilier until you have reached
the end..' .

5. Next youngster does niiit-he to swing on ringivandliars until first child has completed his'
_.

. 1,-6. Concerning the jun& gym, ore than 50.students On the large or 20 on the small jungle,

gym .are permitted ,at any time. Cauffon should be exercised to avoid- stePping on hands.
Pushing and crowding *ill not be tolerated.

turn.

G: Responsibilities of Playground 'Aides arid Use of Distipline
.

1. Since the primary responsibility of the playground aide is the supervision ad/ youngsters
on the playground, aides shall not particiflate in Or: umpire any games or activities.

,

2. If playground"rules are being irratn, aides are expected to speak to the child in question in
a constructive manner and tone. ExainPle: "John, please ,do nof run on the blacktop. You
may run intO someone and hurt him or 'you may fall aria sain your,knee. Play taeon the
grass area."

3. If a youngster consistently violates the.rulis of the playground despite reminders (insubor-
dination), refer him to the office.

If the fiist offense of child is serious (example: bKeaking a windbw, fightinvusing profane
language), refer child to the office. The administration:and/or teacher will deterthine disci-
pfine.

.5. Never tell a youngster to sit in the classroom the remainder of the period.

i *. .

H. Injuries, Illnesses, and First Aid ,.

1. In case of injury to one's pride, be sympathetic and understaCaing.

2. In case of minor injury (e.g., splinter, cut, skinned limW, bump on head), send student to
office immediately in the company of,a fellow student who is considered responsible.
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3. In ease of serious injury, notify the front offie immediately by any expedient method at
your disposal (interrupt a teacher'S, class if neea be so the teacher can help). Beware of

.moving child. Keep area clear of other youngsters. Momentarily, at least, the,welfare of this
child/becomes your sole responsibility..(See First Aid ProCedures.)

4. If a child becomes ill, he shoul

5. First aid should, wherever pos

in the company of a responSible student

1 ,ered in the health rooM by the offii

6. Should an aide ever leave the playground area while on duty? If in yonr judgment, the
safety, welfare, or survival of a student is dependent upon such action, do not hesitate.

I. Procedure for Termination of Play Period

I. When bell rings, children should line up on designated area space.

2. When a line 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 fire.

5-31 MCPS REGULATION 285-6 RIFLE CLUB REGULATIONS
4

Rifle club 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 thOMontgomery County Public Schools. All live firing of firearms on
school ranges or any rifle club firing at any other rifle rAge 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 touse a range shall obtain permission by the following
procedure:

2.

B.

Obtain permission froin the school administration to use thc range by submit tint completed
MCPS Form 230-3, Application nd Agreement for Use of School hwilities.

Applications for the use of the rifle range must be.iwcompanied by written verification that
the group adviser has successfully completed requirements s t forth in Section 2 of Instruc-
tor Qualifications..MCPS Regulation 230-1, After-School Use of Facilities, lists policies nd
procedures which govern all use of facilities. After permission has been granted by the
adnfinistrition, a copy of thc approved application to usc thc range must lw submitted to
the Division of 0 wrations b the ninci ml of the school where the ran ,r is located.

Control of RangCs

The control of each firing range is the,re'sponsibility of tire person in charge of firing. This person
shall be designated by the school administration.
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1. Range regulatfons 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 far preparation
and publication of the Range Safety Regulations. These regulations shall include the particu-
lar requirements for safety of each range.

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 pc other than designated advisers or
instructors be allowed to supervise rifle range firing. in 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 schciol.

4. Outside school groups using thc range shall comply with existing ndes 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 safety prior to any firing.

6. Firearms shall he inspected by the person in charge of firing for obstructions, live rounds,
and general seryiceability prior to and after firing.

7. Firearms not M use on the firing fine shall be placed in racks with the actions opened or the
firearms cased.

C. Storage of Firearrns

I. The school atiministrat or shall designate a storage place for all firearms issued to a sehoLl or
bunight into the school by rifle club members.

2. All firearms shall be secured I.

a) Army racks in accordance with army security practices or in a special locker provi(Ied
INith lock.

b), Ammunition shall be stored by the club itdviscr in .t secure place tinder lock and key
invay from all firearms;'schools may use a vault for storage purposes.

() Firearinsind ammunition may ,not he stored in hall lockers ,ifiv

General Regulations-----
Students 'pttitip.tttii itt title (bah tiities must tiauspoit then hicarins to si !tool by
private means.

Slt

Upon, rrival tt school, all firearms shall be delivered to .1 designated irpresent,itiNe of the
school .idininistration. Iiirmins shall be lo( keit and shard until tjfh Ittl .1( tivitirs
begin.
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E.

a) Storing firearms or ammunition in students' lockers is prohibited.

b) All firearms shall be unloaded and cased when" being transported.

3. Rifle clubs may use school buses for transporting members and their rifles and ammunition
for regularly-scheduled club activities provided their adviier accompanies them on .the busio:
and from the activity. Rifles shall be unloaded and cased at all times when being transpOrte4,
to and from competitive ets. In the case of illness of the faculty adviser or some oth:oit
emergency, a teacher with these rifle club regulations and appointed by the4wip-
cipal must accomr o and from the activity. (See MCPS Regulation 2'154,
2-b-(19), page 4.)

4. Except for transportation of rifle club, transporting firearms and ammunition 4111, Mont-
gomery County public school buses is prohibited.

Instnictor Qualifications

I. All rifle club instructors shall be members of thc schools' professional staffs.

2. Instructors are required to be certified b'y the National Rifle Association.

a) The NRA Certified Rifle, Pistol, or Shotgun Instructor Ccrtificate thay be issued to an
individual NRA mcmber 21 ycars of age or older who has demonstrated that he is
capable of instructing.others and administering courses of instructioic in the safc and

'efficient use of firearms. These certificates expire annually but may bc rcncwcd by
filing a renewal rcport with the NRA, or by request, no later than ohe month after thc
period ,of, validity has ended. ,FiCX applicant for thc NRA Ccrtified Rifle, Pistol, or
Shotgun Instructor rating must hirnish evidence of his capabilities by doing the tollow-
Mg:

(1) Submit, a written recommendation from an NRA Certified Instructor or NRA
Training Counselor;

(2) Complete Certified instructor examination with a grade of 90 per cent or
more; and

(3) Where an NRA Training Counselor is available, complete the appropriate NRA
Instructor Training Course satisfactorily or furnisk evidence that ;IS

an instru(tor for a minimum of 100 Iwurs in a Small Arms Training Course.

b) Tlw NRA Training Counselor Certificate may be issued to an indieiditaf orthe
NRA 21 years of pi ol(Ler who) has demonstrated outstandin adminis

nitatillIlg Skill ati a Certified instructor. These certificates expire annually but may be
renewed by filing a renewal report with the N RA, Or bY request, no later than one
Month after the period of ValiditV Ilati ended. Llell Candidate lot lilt NRA
Counselor rating must furnish evidence of his capabilities by doing the following:

( 1 ) Ilold (:(,rtified Rine, l'isi(11, Ili Shotgun (:et till( at Ion a minimum, of ono.
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(2) Submit evidence that he Has 'served as Chief Ipstructor,in at least one "registered
NRA Basic Small Arms TrainingCourse.

Be selected to attend and suPccesfully 'complete an NRA Training Counselor
Course.

(3)

F. Target Area

1. No.one shall be allowed in the target area without the authority of the person in charge of
tai-tge firing.

2. Only 14al Rifle Association shall Inn .urgets or their equivalent shall bc
used on fife range.

G. Control of Students' Firing on the Ranges

,The person in charge of thc firing is responsibk for...the control of students' firing on the range.

1. A student shall not fire oRihe range until hc or she has satisfacttirily completed a prelimi-
nary rifle markmanship course. Each student firing on the range must satisfactorily com-
plete a writtcn test on range safety. One copy of thc student's completed test shall he kept
on file with thc student's school records.

2. Fretjuen -eminders of range salt:t . shall be ir ven by th. .,,1 in ct gc firing to IP w
and ,, -,-quent users oc th raii ! aior t9 tt ir,firing. *\

3. Untie. v noisc, talkin', ... id. .,!ner tHstiii-riing acts a. hmIted.

4 N (

fit nil.
Allowed forw, d lirin4 line ,ithout au )1 the pi') In (hatty d

5. Unle, ,hibited by competition rules, coaches may hc ,th \V(' 11 the 1111g ;)()1111ti 111 11C11

:111(--;1* )11 ;IS OW 10 interfere with the proper ,uid safe operation ot the

11. Firing lane Procedures

I. Fir, <hall 11(1/(1' 11(' U1( the sttulLat has take osi at the littg point .ad
(li( iil 1,()A1)" bee (Ai vvith III tt('tV1ti p. (1 Aid the

9. siiall be ins: rcted die person a charge Sri «%1111111V

3. n shall be lSfl 1 onl thr peisoti In chalgt I r ( IIIIII4 lange.

1. ACtil

aft et
those st

all firearms on the range shall be kept open ..tt all times when nor, ased, except
ommand "L0.N1)" has been given by the pers()n in charge of the tiring. Only

.,ents km the firing !Met; may then close the .ictions of their hrearms.



5. No one shall fire until the command "COMMENCE FIRING" has been given by the peiton
in charge of range fir?ng.

6. 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 shall be opened only by the.
instructor in charge.

7. The number of persons allowed on the range during firing shall be limite to those persons
firing, coaching, and supervising.

8. The only firearm authorized f use on the range is the .22 libre ri -fire rifle or pistol
chambered for cartridgt litutercially catalogued asqhe ".22 short," .`.22 long," or ".22
Iong-rifk" cartridge.

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
melt ts of this bylaw unn.

Resolved, That in accorn
,.:.itors upon entering at pan
ch"tnical-physical labora

bylina are in
ifications thc

ttion 13
te publik

No. 561.1 approved July 1,1964, mand. .s the use
,.)Is of Maryland, and

ontgomer. :ounty Board of Edit-ation to implement require-
,- theretore t-te it

ite Board tti 1.ducat ion Bylaw . . 561.1,..all pupils, te.i lers, and
lg in ,,,,can(01,11 yr industrial ar shop, or chemitA Jmbined
Itgomer CA, Intv schools or colleges* where activincs enumer-
I be req ;ired wear, for gencrai use, a cover gog:41t. meeting the

.ds Asst, lath ti.ifety Code /2.11 959, and be it ,Itrtlit

olved, "l'hat sActy
Ind that ea, I-1 \I

(III IN,' to) C(0,1e1 ttI1 t

ib ed be stocked itt thc supply Inanagenient ware-
y Sell ,1 college* shall be isitetl safety goggles a sufficient

:MI VISIt quired to use Ow, Juni 1 furthel

Resolved, That cat Ii Ica oating in t: describe ants shall be issue. set of
these goggles free
the ',lb( )Ve detitTibed

teginning tit eat school yca
c issued goggles follows:

hat each pupil pat tting in

Each junior htb I shall be issued our set td s. goggles free of t h,t upon
entering the jurao,
that he needS tuest

(seventh grad(). if required, .0
l or mote of the programs de,

cn first certified b\ I

!tated as retpliring sate,
leachel
goggles

*Iloit.gonterv lltlge no I t Id th(' St t. system



Each senior high school pupil shall be issed one set of safety 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 tilt programs designated as requiring safety gog&les, in
Grades 10, 11, or 12;

4
Goggles issued to Montgomery 1J or College* students in compliance with the law may be
charged to the student or issued widiout charge at the option of the college administration, and
be it further .

Resolved, That under these procedures each pupil requiring safety golt:Jes will be isSued one pair, free
of charge, while in the seventh, eighth, or ninth grade, and one Pair, free of charge, while in the tenth,
eleventh, or twelfth grade, and be it further

Resolved, That pupils losing or breaking their goggles or lenses will be required to replate them at
currenebid prices as needed, and be'it further

Resolved, That all glasses'and lenses issued pupils or teachers, including those isSued without charge,
shall become the property of the puipils or teachers, and be it further

Resta Ivec. That all goggles issued to cho
account -1

be charged to the individual school's instruction.u,supplies

(BOARD RESOLUTION 447-64 DATE1 SEPTEMBER 8,1964)

5-33 ADMINISTRATIVE RESPONSIBILITY FOR SCIENCE CLASSES

A. :he Science Chairman

Conducts, meetings at the beginning of, each semester dyvoted N) acquainting a
teachers with the hazards in science instniction.

NOtifies,th(' principal in writing whenever emergencies arise or .r(1CXI

a) Defective gas or electric fixtures

b) Broken or (Iefective seats

c) Inadequate storage,cabinets

(1) I.ack of fire extinguishers

3. . Sees That each science laboratory is equipped with a first aid kit.

Makes 'surc that combuslible, poisonous, and othcrwis angerow.
securely It Led in sale cabinets.

ntglinier% :ollege no longer ,i pati ,d the school system

1
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5. Sees that cabinets containing dangerous chemicals are plainly labeled with adequate warn-,
ings.

6. -Inspects chemical cabinets periodically and keeps records of these inspections.

7. Makes certain protectite eyeware is available in all necessary locations as specified by
Maryland law,.

B. S tOrage

The proper storage of 0-emicals is basic to a safe efficient laboratory operatioi
amounts of chemicals should be sfored. The amount to be stored should not exceed one unit
more than the normal year's suppl).

General kules

1. Store all chemicals so that .ir labels arY displayed. (Date yhemicals as they tF received in
your laboratei.)

2. Keep poisons n bottles marked with skall and crossbones and the w'Ord )N. Store
them ap,art fr in other reagrn

3. Unless materials found in unlabeled botues
separately.and carefully.

4. When 'stormy hemicals -01
grasp the bot t firmly.

5. Plate neav, ii.iterials as neat
place in asur-stos.pad bever,

6. Use a,.propruite safety con tail,

D. Liquids

cim be positively identified, dispose of theM

es, nrovale ample space between bottles s, hat you can

floor as p,-ssible and brace them well. It o d idea to
furic acid and a wooden shelf.

for flammaDle and explosive mate

1: Large bottles of concentrated ,ictds and alka,tes should be kept on u lb nd should be
protected' 'from accidental breakage. If an iu :(1 room is provided, !y th aniou!it of acid
for current, use need be I, -pt in tin. Liboraton

2. Hammable liquids shy...id be stored in origu,.: .nipping contamet
.tockro.ln unless in pproved salet . approvcd nam
.tinmahx liquid dispensing room.

tory
net,

vhile 1sI(lr ic labora-
Aide Ii&1uuI s,orage cabi-

4.

an' S S la not p acck In ati.' Iltaincrs excee(
is ru ended ,0 apply to original shipping conaners.

6-0-unce capacity.

Flar,- :de liquid containers shall be tightly clo the end oi each
t hr )1 each laboratory period.
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5.. Flammable atid yhtile liquids should not be placed or stOred near hieating p es or'electric.
fixtures.

. Flammable and vblatile liquids must not be left in,1irectsuillight:(A liquid may act as a lens
in focusing the rays of sunlight and thus:start a fire.)

,

7. Do not store chemicals which*act with each other close together.

E. Solids 4

/1. V . s..unl chi :.ate. is one of the most frequent c ses of seriout exPlosions because M its
strong oxidizing power and sensitiv,Ty to shocl, light arnOtts of impurities like carbon or
sultur ma result in an explosion !nrouglimild'friction or *pact.

2. Whit' c;r cL w phosphorous mu ,e kcp, under water and in a glass stoppered bottle. As a
furl!: r p -caution, this _contain, nay be placed in a metal .containen This phosphorous
shoo . b ;tored where there is ,ninimum of chance for accidents. Inspect frequently for
wate. leanage. DO NOT ORDER )R KEEP A 'LARGE SUPPLY ON HAND.

3. Sodium and potassium must be -,)t- under kerosei-e and stored in glass stoppercd bottles.
Carc he exercised to see sodium, potassium, and,calcium arc not Stored above
wate- soi-Itions or vessels'conta.17.111 water. DO NOT KEEff A LARGE SUPPLY ON HAND.

4. Calcili.m carbide and sodium pen:N. should' be kept in air right containers and not storcd.
near .vate-. DO NOT KEEP A LAR, 7. SUPPLY.

5. It h.,. beet, .uggested that thc f dok ig chemicals noebe'stocked in' a public school:

a)

b) Sodny

c) Potassu

Phosi los

;asol

Rim mide

Benzovl Pe- \Ade

Mercury (a,. : born that nu used n barometers)

3-34 HAN t ING STOR ;E, AND USE i Mgt/MABEE LIQUIDS

,ee Ntontgoir.erv Cowl v 1. Preventio,
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5-35, CLASSIFICATION OF FLAMMABLE AND COMBUSTIBLE LIQUIDS

Class f Liquids having a. flash point below 200 .F.

Class II Liquids having a flash point of 20° F inclusive.

Clags III Liquids having a flash point above 70° F., below 200° F.

Class IV Liquids having a flash point of 200° F., ir above.

The closed-cup iester shall be used to determine Tioints. In cas, of,dispute, flash points shall be
determined with the Tage closed-cup tester aced? mg to the me:nods adopted by the American
society for Testing Materials.

The following are representative examples of liquids of the respective classes:

-.lass I . Class H Glass III Class IV

ther Wood alcohol Amyl alcohol Transformer oil

Gasoline Graidalcohol Camphor a Lubricatint

Benzol Toluol Cellosolve Vegetable oils

Colloclion Ethyl
methyl
keton

Turpcntinc Coal-tar pitch

licetone Ethyl il Asphalt
Benzene

acetate
Octane (.1clard

.olvent and other
ortrolcum saki V

Paraffin oil

Carbon
disulphide

Pyroxylin
solution

Icanin.:. fluids

5-36 HANDLING OF GLASSWARE

. One of the most frequent causes of accidents resUlt from improper handling I gla tic.. \ j;Jgged
edge can be razor sharp, and' severed tendonS are ni .meornmot1 ,Icti ITO
7hai high frequency.

Cutting

"To cu. Ia ttihng. Ii \ it 'flat tn, t oncu wross tht"tu .tt thy poll it is to
be cu fse tttweling r.rtween hands an, 1.p, hile htc,tk tublut rotective e wear



B. Fire-polishing

.
The ends of glass tubing dre sharp and should not be used without fire-polishing. To sitooth the *
ends, rotate the tube in the edge of the flalne until the end becomes yellow or orange. If this is
done correctly, the bore of the tubing 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 a't it. HOT GLASS GIVES A MOST PAINFUL B RN. USE
GOdD J 17DGM ENT.

. 6.-

C. Inserting gla Iii06ss tubing into rubber stopper or t ing

1. Never .attempt tb insert tubing having a jagged end into a stopper. ALWAYS FIRE-POLISH.
The ends can be smoothed with a file or emory aoth but fire-polishing should be the first
thought. -

2. Use water, soap, or some lubricay and put tub& ,nio sropper as if you were screwing it in.

3. Wrap a cloth around the hand or the tubing at the point of contact with the hand. This will
avoid injury if the tilbe should break or slip. Wear protective eyewear.

4. Hold glass tubing as close as possibh to the part where it enters the stopper or tube and
"feed" the tubing slowly.

D. Thistle tubes

Extra care should be used 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 the screwing rhotion. Be sure to wet the tube
first. Use a cloth for protection of the hand.

. Glass wool

ilass wool and steel wool should be handled carefully to avoid 'getting splinters in the skin."
-loves might be kept for this purpose. Cut the Wool; do not attempt to "pull" it loose.

F. o ft glass' test tubes

Soft glass requires spe care.), wit. oreak 1.ca,n1,
tside or if the flame directed to, ong at one spot.

G. Bending glass

ney are

WIr bending glass, be sure to'use Caution in handling di- h 141as:

.lot ()uglily dry (In the

I!

:lass apparatus should be heated with amasbestos I L tlA. ii the glas ii tic fire.

I I I
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2. Hard glass test tubes may be heated directly. In heating liquids in a test tube, heat from the
upper portioes of.the tube downward and do not allow the heat to concentrate too long on
any one spot.

3. Do not look down,into the tub6s while heating. Do not point the mouth of the tube in thg
direction of any other person.

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 toweling baween
thermometer and han4:1.-.

Rubbe- stoppers to which glass tubing has beconr stuck should be discarded in the braen glass
container. Their value is not great enough to justify the cutting hazards associated with the
removal of the glass.

K. The gages 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-pohsh.

L. Pupils snould be ingtructed not to attempt to remove ground glass stoppers which have become
frozen t ) 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

'Me-rapt

M. Pupils should be instructed 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 aim- )sal place for glassware.

5-37 REMAINING IN THE CLASSROOM

The teacher x 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 superior 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 Boaru Education (not a student) shall be placed in charge.

5-38 STUDENT RESPONSIBILITIES IN HANDLING CHEMICAL REAGENTS

A. Follow nirections carefully. AcqUaint yourself with directions before beginning the experiments.
Know a reason for each step.

B. Read Lit carefully. Never guess. Serious accidents may occur if the wrong chemicals are used.
Pay part. .iar tttention to the ending of the name of a chemical. Violent explosions may result if

C. Do n.,t n._x t!micals indiscriminately. Each exlierimrit should have a purpose and should be
approved ,v 11, instructor. Failure to observe this nde may result in serious accidents. Never
play with :iernicals.

1 1 3
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D. Provide yourself with an apron for the protection of your clothing. Have Aprons available. Obtain
gloves and goggles and a face shield 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. If a Bunsen burner "strikes back," immediately turn off the gas. Adjust the burner so as to admit
less air and relight. If lighting a burner, the match should be held to the side of the barrel of the
bitrner and not directly above.

G. Do not taste any material.

H. Smell gases cautiously! This may be accomplished by cupping the hand and gently wafting 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.

K.

Do not place the stopper of a reagent bottle upon the table. Hold the stopper between the first
and middle fingers of the, hand 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.

Check gas generators carefully to be sure that there is no point at which the passage of the gas is
blocked. Check with instthctor before proceeding with the experiment.

zL. After collecting gas by water displacements, the delivery tube should be remoVed from the
generating flask or from under the water to prevent watcr being forced back into the hot
generator.

M. If spattered by a chemical, the student should wash thoroughly with water and notify the
instructor immediately!

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 materVals_ as they will not bc accepted:

A. Acetylene,illuminating gas, or other explAvc gases or chemicals

B. Cyanide solution

C. Acids or other corrosive materials

a Highly flammable materials

E. DangerOus biological cultures and carcinogenic agents

120
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F. Hypodermic needles

PoisonoUs animals or plants

H. Open Mmes

I. Open or unsealed biological cultureg

(All electrical equipment and eXhibits must conform in every detail to
Mohtgomery County, Maryland.)

5-40 STAGECRAFT CONSTIWCTION

e standard electrical cOde pf

A. All students shall receive instruction on safe procedures for building and use of tools, machines,
and equipment.

-..

B. nstruction which must support people, such aS stairs, ramps, etc., shall be rigully\onstructedfp
sound material. 1

. ,
C. Platforms, runways, or ramps more than four feet above ground or working area shalt have guard

i rails on all open sides. --,

D. Rigid anchoring and bracing shall be used on all scenery, flats, and stage props.

E. The use of glass in sct construction shall be avoided.

F. All rigging shall be accomplished by using approved techniques. Ropes and cables shall be regu-
larly inspectea for wear. Worn or frayed riggings whilt present a hazard shall be rcportcd to the
school administraltion.

G. Alterations or changes in flats, scencry, or props shall b made under the direct supervision of the
teacher.

H. Adequate aisles shall bc maintained backstage, and exit shall not be blocked.

j. All projected usc of electric viiring or equipment in connection with school entert:iinment shall
bc subject to approval by the maintenance division and shall Gomply with all applicable fire and
safcty laws, codes, and regulations.

K.

I. Student usc of stepladders should bc supervised.

Permanent wiring shall be installed only by authorized personnel. Pupils shall not be allowed to
do any permanent installation or repaiting at any time.

L. All electric machines shall bc properly grounded.

M. All work lights shall be coi/ered with shields or wire cages. \All over-head lighting shall be securely
fastened with safety chains and/or approved clamps.

121
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All cables -or electrical cords sith be placed-in a non-zardous position or place. When not in
use, they shall be coiled and racked.-

0. Heavy gloves shall be worn when changing lamps.ger

A

P. All glats roundels which are hUngover head shall be wired or impregnate or shall-have a wirc
basket under them-.

Q. Any authorized teacher
,

pupil personnel shall be permitted to operate switchboards

R. Fuses shall be chan y authorized adult peisonnel.

S. NO s,tage plugs or rec9tacIes shall be used unless.of an approved type,,Correct size, and rating.

T. All hazards involVing circuits, fusing, electrical cords, Or cable. trouble shall be immediately
reported to the building administration.

U. Stairway and passageway lightS frdm lite stage shall be lighted when arca is in use.

V. Covered trash cans shall be availablerfor waste material.

W. (Sec Montgomery County Fire-Code 86-40.) The spacc on a stake, immediately back 'of a
proscenium opening shall not be used for storing or handling. amy material or, equipment except
scenery and other equipment n-quired for the immediate operations on the stage. ACces.s t a
standpipes and hose; fire extinguishers., and thc lowering rope or other Controlling devices of an
asbestos fire curtain shall be kept free and unobstructed. Any space under ,a stage pot of a
fireprOof construction or not having wood construction covered with plasterimetal, plaster and
metal, or some substance offering equivalent protection shall not bc used fo?.the storage of stags
property, equipment, or any combust:ble materials excelit that in auditoriums with .fixed scats,
such space may be used for the storaL4e of scats. No trash or rubbish shall be allowed umkr the
stage.

X. Every required ventilator over stages I ubIic assembly builclings shall bc openedand closed at
Iciist once in each three-Month period

Y. (See Montgomery County Fire _.ode In theatres,.playhouses, or schools using movable or
shifting scenery, during &cry public p-:ri.:srmance, there shall bc stationed a capable employee, or
other person, whose selection shall oe :wproved by the fire marshal, competent to render due
assistance in case of firc Of alarm of 'ire n and about such place of assembly, It shall bc his duty
to have .all means of fire alarm and ,extinguishment ready for use at all times during such
performance, and no -other duties iall be assigned to him °for the time the performance is in
progress. Inspection ,shall be made ))I the, seating and other public 'spaces in all places of public
assembly after each performance fo) )1'esence of lighted cigarettes or other sources of hr.

Z. The Montgomery County Fite Marshal's Office within whOse arca a performance is to) be staged
using MoVable scenerY shall be mitified at least ten days in advance of the first performance, and
his approval shall be received befOre the performance is begun.

1.22
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5741 ANIMALS ON SCIIOOL GROUNDS (MCPS Regulation 285-1).

. Dogs are not permitted on sthool 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:

"On any day when school is in session, no dog, whether licensed.pr unlicensed, shall be.permitted
on any school,ground within the suburban district between the following hours: one hour prior
to the opening of .1cfiool and one hour after the closing of school provided that the provisions of
this section shall not apply if such dog is on a leach or led by a chain in such A inavner as to
prevent such dog from biting any person or animal, or if it is securely muzzled so as to Kelvent
such dog frpm biting any person or animal."

542 ,ANIMAL BITES (MCPS Regulation 525-12)

In case ,of dog bites, infection with any of a variety of Organisms is possible because bites carry germs
from the animal's inouth and 'the victim's skin and clothing into the wound. Tetanus and rabies are
particularly serious, and the danger of rabies is greater when the wounds involve the-head and neck.
Illness may also occur if a sick animal licks openings in the skin.

Rabid dogs, though noted to be hyperactive-and vicious, sometimes demonstrate quite affectiona4
. behavior. Rabies may be prevented by immuiiizatioip4the4victim. ;,

Children having wounds caused by dog bites o the bites of ahy other animals should be handled
according to the followingiprocedures:

A. Using soap and water, thoroughly wash the wound to remove saliva; then rinse ittith running
water, and apply a sterile dressing,

B. Contact the parents and advise them to consult promp'tly with their family physicfan who will
treat the wound and decide whether rabies immunizations 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 should be made
to identify and isolate the dog.

MINF.

D. Any stu'dent bitten by an animal 'should be iininediately 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 MCPSregulations regarding school accident reporting.

E. An}, animal that bites an individual shall be kept under observation for sign or symptoms of
rabies for a period of ten days. If the animal remains healthy during theso trn days, the danger of
the animal being rabid is over; and no further action is required. Howevor, if he animal becomes
ill or dies during the period of observation, the Principal of the school itivolved will be notified
and will be responsible for advising the parent to promptly deliver thc animal to the laboratory of
the Maryland Live Stock Sanitary Service, Calver Road, College Park, Maryland. (454-3632)
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5-43 ANIMALS WITHIN THE CLASSROOM.

A. All animals used for experimental purposes 'must be lawfully procurred; and their retention shall
be in strict compliance with Federal, State, and local laws hind regulations.
-

B. The selection of any particular animal should be made with full eognizance of tile hazards
peeuliar to each species:This is extremely important when regarding the possibility of safety and
disease transmission.

C. Selection of animals should be made with regard to available space.

1D. A clean alipropriate environment should be maintained. There should be adequate ven,tilation,
light, and reasonable temperature.

E. Cages should be sufficient in size to allow animals to stand or lie in a normal position.

F. In general, anima1 permitted in schools should serve an educational purpose. Children shouldbe
discouraged from ikringing Vimals to school which do not fulfill this objective, including their
pets such as dogs, cats, guinea pigs, whi& mice, etc.

G. The selection of any' particular animal sbould be made with the full understanding Of the hazard
peculiar to each species. This is most important when regarding the possibility of safety and
particula4 of disease trawmission since many common animals are transmitters of human viral,
bacterial, fungal, and parasitical diseases.

H. Guidelines

1. All animals brought to school should be indoculated for rabies, unless mu-chased' from a
reliable scientific company or pet shop.

2. Animals should' be handled only when necessary and under strict supervisidn of the class-
room teacher. Gloues should be worn.

3. Anyone handling animals should wash their hands, especially after handling turtles, snakes,
fish, frogs, etc.

4. Children shall only be allowed to bring animls to school at the request of the classroom
teacher and with 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, poisonous
reptiles, and poisonous insects will not bc allowed in MCPS. Any animai suffering from a skin
comAtion or whose behavior suggests illness, such as listlessness, failure to cat, etc., should n bc
permitted in schools. CAUTION: Turtles have beeni found to be a common source of human
intestinat disease (Salmonella). Wash hands thoroughly Am .handling turticS.

1;2 1
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544 1144:001UNG CRICKS, DUCKLINGS, AND RABBITS
(Sec. 76-1, Montgotnery County Code, 1965)

A. It shall be unlawful and ,an offense in the county for any person to sell, offer for sale, barter or.
give awiy baby chickens, ducklings, or other fowl, under three weeks of age, or rabbits under two
mqnths of age, as pets, toys, premiuins, or novelties or to color, dye, stain or otherwise change
the natoral color of baby chickens, ducklingsf-Rir other fowl, or rabbits; provided, however, that
this section shall nQt be construed to,prohibit the sale or display of such baby chickens,Iducklings
or other fowl, or such rabbits, in proper facilities by breeders or stores engaged in the business of
selling for purposes of C0111111ff1 breeding and raising.

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 stibject to a fine not exceeding the

ssum of twenty:five dollars. (Ord. No. 4125, See. 1, Feb. 13, 1962.)
,

The problem Which ensues from the raising of baby chicks is due pa the fact that many and, at times,.
'even a majority of eggs obtained from aCceptable sources are contaminated with salmonella. When
these eggi are hatcl:Jed, the chicks may also be contaminated and they may spread this infection to
whoever handles them. While salmonella 'infections in general are self-limited and not particularly
serious, a school child may spread such an infeotion to an iiifant 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 reasons for the above
regulation is the hurnanitariln one that most baby chicks and rabbits cannot live through several weeks
of being the pet of a small child.

545 EMERGENCY CARE AND FIRST AID

When accidental injury or illness occurs in school, ,the teacher should report it to the principal who is
responsible for providing' immediate care, notifying th'e Parents, or family physician, getting the pupil
home, and getting the 13upil UT 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 exeept.in dire emergencies.

The family should sign an authorization giving the principal permission to call the'family_ physician if
neither parent can' be reached. If neither the parents nor the family physician can be contacted, the
principal shonk1 have authorization to transport the child to the nearest hospital, emergency room for
emergency care. This authorization should be part 6f 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 ldcations in the school where care can be obtained'. Specific emergencies are provided for in the
booldet, "Horne He'alth Emergencies," pubkished by the Equitable Life Assurance Society, NIcw York,
which should be aailable in a central announced locatitin in each schoOl.

A. Before you Act!

1. Stay Cahn.
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118



I. Andric i situatimi completely and qui'cklY.

3. peciiitifsbarther you can Owe Ai, ü iftind of 1214. If ywi drige yob can-help the Aeons.,
begious witty.

4. If yssailliAlfused and unsure p* siskusself, de not give frost sid. but notify the office at
_

B. Animal .,ites

1. Wash'itorghly with soap and water.

2. Cover vatbsterile dressing.

C. Insect, Bee, anillilWasp Stings

1. Remove stinger if present.

2. Apply baking soda paste.

f. 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 below bridge with thumb and forefinger.

3. If bleeding persists, secure medical attention.

E. Cuts and Abrasions

1. Rinse briefly under cold water.

2. Cleanse with mild soap and water.

3. Apply sterile pad until bleeding stops.

Severe Bleeding

1. Apply sterile pressure bandage, using hand pressure if necessary.

2. Refer to office immediately.

G. Puncture Wounds

1. Puncture wounds are especially likely to become infected. The most imignificant NvZit.n d
should be skansed NA'rith soap and water without delay.
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need f immunization.

.(
(First aidliir bio essentially at dm preveisileamillifurtisar time injury.)

1.
,

Mae Othe sudirit =tposition appomiblovithoUisigingscomfort to araiic

2. Never movemrpeili tikiblie of back, nedt, or skull is suspected.-

.. 0. Obtain medical mom ides.

I. Chemical Burns

Cleanse thoro

4 raft,

Minor to dilute and reinove the chemical.

2. Treat as you We egenemeble heat burn.

Small Heat Burns

1. Hold burned area cold running water or plunge into ice water until pain subsides.

2. Cover with sterile aressing

3. If skin is blisteret clew oken,,refer to medical care.

K. Choking (Something caugs m throat or windpipe)

1: Encourage victim tc, anr r the obje-:.

2. Do not probe with hue-

3. If coughing does nor won, Ay victim face down across desk or table with head and shoulder
hanging and slap hm -lard between the shoulder blades.

4. If object is not dislodged, call office'at once.

L. Convulsions

1. Do not restrain th, protect him against injury by removing nearby objects.

2. Try gently o prevf-nt him ir-mi biting the tongue by placing an appropriate object between
his upper and lov.. eett-, or one side of the mouth. (A folded handkerchief, the edge of a
book cover, etc.)

3. When seizure is ovrT ,sen the clothing about the neck arid allow victim to lie flat with his
head turned to one slag- or have him lie on his abdomen.
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.4. A period oftondisturbed rest or slisep may be needed following seines*.

5. protect the victim fKom embarrassment.

°M. Dislocations

1. Reglad as pnasible fracture.

2. Support joint.

S. Apply ice pack or cold cloths to reduce swelling and refer to office.

N.. Electric Shock

1. Break victim's contat with the source of current by turning off curremtaconnecting plug,
or pulling main switch.

2. Outdoors, use a dry pole or branch or a dry rope or dry clothineto separate victim frorn
wire.

. Do not touch victim until contact is broken.

4. If Niktim is not breathing, use mouth-to-mouth breathing procedure.
,

0. Object in Eyes

1. Do not rub the eye.

2. Have victim close the eyes for several momehts to allow tears to wash out foreigh bodj,
n'aturally.

S. 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 fcriingezr. have
victim look upward, and pull the upper eyelid forward and downward ov*-- ha. thus
attempting to dislodge the object.

4 If speck can be seen on either lid, gently touch particle with point of clean :,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 t ic_i care.

P. Fainting

1. If a person feels faint, he should sit down and bend forward at the waist, bringmL -.tad
down between his knees. Or better yet, he should lie down with feet slightly elevatecl.

2 Have victim' lie flat until recovery is complete, perhaps 10 minutes or more.
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1. dighdy.

4. Amf haw an amm'assis anipulatts bottle den aolann nd often-64p.

Q., Head lappias

1. Ifiamipstiotiying down andAui4_

2. Observe for drowsiness or coma, cdOvulsioas, headache, nausea or vonfitmg,.bleeding from
theaar oraase, or dizziness.

4
3. If above-symptoms are öbserved, some medical care immediately.

R. Poisoning(Sparnit essential)

1. Call doctor or Poison Control Center immediately.

2. Keep or get container involved.

3. If vIctim has difficult% breathing, begin moum-to-mouth breathing procmiture.

4. Dc not inducr: vomiting if subst ce swallowed was kerosene, gasoline. lighter fluid, acids,
lye, iodine, aimnonia water, paint inner, funiture polish, or household imeacti.

.

5. If substance swallowed was not among those listed in No. 4 above, anc viczni is 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 water immediately ai-!--T contact.

2. Cold smnpresses sometime elieve :tching.

3. If stuthent is veryunco=.:_r-ble. :)u may wist :o notify parents anc: send nim home. .

T. Splinters 2

1. Wash ii Defore giving first aic.

2. Was: _reL with soap and Rinse

3. Rernovu- only small and superficial splinters, us_ng splinter forceps twe

4. If deeply imbedded, do not remove. Cover for protection and notify parem
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U. *pits

1. RievategirmiirmijOint to a comfamalalieinsition.

2. Lay imaiscor aid cloths on injurrtriatinsce

3. Anoidisatignilaning,

4. niefer tc-mmirma follow,up.

V. Vomiting

1. Keep violin in upright or forward leaw position.

2. Do not anew victim to iie on back.

3. Apply cid, damp doth to forehead.

4. Keep victim quiet and still.

5-46 DEFINITION OF FIRST AID

"First am is defmen as tine immediate And temporary care given the victim kif an accident or sudden
illness until the services oi a physician can be obtained."

The foregoing crrinition If first _mad suggests that any such treatment shoulcl'he well withinthe limits
_ --

implied in the aennition, that thr aid should e ofily that which a laymarfñht be expected to give,
and that the atc. ziven will vary lirth thos* :Tiring it. The teacheris efforts, so eicercised, will. 9ontribute
generously t e safety and pupils. The teachers are furth, advised tX report all
cases of emerr.--,--/ first aid cart the pr-:, 4.4141

5-47 1r4LAL711 ROOM SUPPLIES
V

First alb nippier 4..2444: be mw.r.taineo -7 the school in a convenient, readily available location known
to all Jioui arrw=crit. If thcr_ is n: nurse, the principal should designate one person to
chech suppiie,-Itirmc*oczally for :ompaeteness. Pu=ais should not have access to theze supplies except,
through the mirsser Cr nurse. S...uspliel: -*- nino ±irst aid for scratches and abrasi-:ns 'should also be
maintained in -ac rnm. classr-Jun_ zv-rmissrurr. laboratory, and cafeteria.

See ACPS fc reaith room supplies.

5-48 salooL. EMERGENCY ARE PROGRAM

(Recommended MILL:mum Stanos ds) Even. scho , shall prefiare a written, up-to-oate procedure for
providing emergenc- :are for both students and scfLool staff. These procedures should be developed or'
revised at the beginning of each schDol yer thr:ugh the cooperative effo7ts i the administrator,
school staff, and thianurse. The wr en 1w-unit:it should then be discussed with bo± pArents and
studfnvs.

3 0
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460. 3choolfelesponlibilitim

Fundamental to any emergency care program narhe acceptance by school prasonnel of responsi-
bility Gar (1) #ving immediate care; 0) weiflengthe pupil's parents; (3) arranging for the pupil
to get borne or to a place of treatmoat; and (4k, *tiding parent.; when nasessary, to sources of
treatment.

B. bliimedine Cate

It is dearalor that several members of the sc000l staff have certain basic Skids and understandings,
necessary to administer first aid. The Prionmal, the teachers, the secretames, the mainteiminz
staff, and the bus drivers are all likely to item r, position where they will med to administer first
aid. Even thin* a soltool has a full-time none, the school staff still needs those skills, especially
the lanowlearrof Wood stoppage and arlimiel respiration. lo dire emergemcies* because Of the
timeJactor, the neswit Person moy s the comfy one who cm we a students life: As, a minimum
stilt' ard, at imatonaperson withspecial pnearation in gaming float aid sisou4d be available in each
school'at all times rphen pypils ari! is the .wssool or an the school groom& This person may be a
principal, 'teacher, secretyx, or other persm with approp(Cote preparation. In thelarger schqols;

, it i dehirable to have a qualified person in -mch corridor designated to give first aid in emergency
situations.

In matters of life or death, irnmecissate first dui should be given while concurrentls .:ontac-mag the
nearest physician anchor rescue saviad anC -ten immediatev calhng garents. Consequently; in
preparing emergency cAre -,nocetiosavs, it is suggested that the school coniac- nearby physiciaM to
determine their willingre to acoent. students needing emergency ueattnev

first aid supplies snould be mainti, ,7-11 in the schools in a
knoWn to all icnool nersonnel ';hoos, home arts room, labora gymnasiums, ::.ate
.teria kitchens,

rvenient readii ayailabie loca.7.

C. . Notification Of t---irer,r

Parents should ir aavisec >r injury if the ,:onditior seious. HoweVer, cat-e
should be taken :o avoid -Lowe apprehensio and excitement. The paren- should be assured -t-:;
the pupa is -eceiving mrnect: iw iut aici aru will be looked after untl -n_- parent reaches 7-,1

school.

D: Getting the Pupil F_DrIlt or To a Plac- of Treatment

When a pupil becomes 1 or iniured at school, it may be necessa* for hirr.
doctor, or to nospitz This esponsibilit should ordinarily be assumec
gomery Counts :ch are ,---unate laving the rescue saua
problems in ern- 'fe.

No ieriousls
responsible (2...
sible person 7
Placing this

take-- n,
pa .

as'- -..ranspertalon

_ oup:_ should lowfd- go nome withor -companzea
a pupil show .ot DC left at his home ur th is some :-.7!spc

:at:: _are .1 him a parer__ :losc relative, or neighbor :sigru,, ed by the 7.,arer
nisibilrt )n anoTher pupi., leitner safe nor fair.



-

R. &tiding Parents to SoUrces for Bamaigerity Service

On occasion some parents will need guishisce as to sources fair emergency service. If the family.,
has a primate physician, he should be consisited first.
. -

F. Emergency Information on Students
.

It is very-important that the emergency rureinfonnation souttwdate -On each tihird eatly in the
school year, One copy should be kept in die school's main other and one in the health room. The
emergency data needed is as follows:

1. Nainaddress, and telephone TIMM= of each parent or guardian, including places of work.

2

3. Name, address, and telephone vosmbff of a relative ar worti0itor (obtain nano names) win*
have agreed to care for a pupil ii a patient cannot be reaciam

.ame, address, and telephone of the family 'physician, family dentists, and pre-
ferred hospital.

4. Pertinent 'health information whi= might necessitate immediate (2,r =iergent:' .re, i.e.,
epilepsy, diabetes, and bee sting reactions. ircindinc treatictsir needer. 1:r iid illness.

5-49 REPORTING STUDENT ACCIDENTS T4CP'. LuIaiui,n EL"";,. 3. 10/ 24 66

(The executive staff approved this regulanr on br.tober

A. Reporting Serious Accidents to the Sunenni náerit of Scho.lu

1. Any accident resulting in the death injt a- Elrury tha: result in
the death, loss of limb, permanent lim_zika-ment, :c. . pupil snail .rted immedi-
ately by telephone to the superintenarn Di schools. Tae plaicipal shall. n provide
a detailed description report 'of the accident at the .rariv-ir- possible um tht superin-

itendent of schools and. n case of critiz:-,_ injury, suck: iunseouent reports a 4111 enable the
superintendent to be aware of all relater. pertinent L'ar--_.

2. In addition, all accident report ---.1-ocesse -[- -flow

B. Reporting Accidents to the Division iiiiurar7e anti Re7f7"7,rfr"

Any school personnel witnessing, o- -7-fcriving the rst re7
school grounds, coming to or going trorr school, C77 at =len.
Accident Report Form (MCPS Reguiatior 525-21. The n7= r
or person designated by the princ1 .:2._ 'f.. rece've sitmee.
Insurance and Retirement withir one .Deek. A :upucatt fop',
principal's office, in the health room. in suci- filf 1:

review.of accidents is recommended purposes o. adrr

any ac:idt ri-
L-vents shot."
uld be subrry -

forwarde
-he report

olannin,

,ccurring on the
)rnolete Student

the principal
Division of

)e kept in the'
. A periodic

ention.



C. Examples-of Reportable Accidents to the Division of Insurance and Retirement

Examples of reportable accidents are: all injuries to the head, eye, neck, or spine; 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 drug, chemical or foreign materials; and other such acci-
dents.

D. Content of Report

Each accident report should cover (a) the persons inuolved, (b) the cause of accident, (c) the
time of accident, and (d) the place of accident.

1. The report should give the names of all'persons involved in the accident, 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 how it might have been avoided and
shoulci describe any objects that were struck by the person having the accident.

3. The report should give the time of the accident as nearly as it can be determined.

4. The =Dort should include a description of the exact place of the accident and any defect or
hazam that might have been a contributing factor.

5-50 SCHOLASTIC ACCIDENT AND FOOTBALL 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 plan3 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, enrollment materials are distributed to all
schools. This material 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, Montgo5ery County Public
Schools. Additional bills beyond 90 days of injury should be, sent in to the division with a letter
giv:ng the student's name, school, and date of accident. A second clain-rmfoOn is not necessary.
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. Football Insurance

The Football Accident Policy provides protection against iccidental injUry to team mitbirs. The
policy isoiutoject to the provisions, conditions, and procedures described in the Student Aecident
Insurance Program.

5-51 RESPONSIBILITY FOR SPECIAL EVENTS

The school administrator of each Montgomery County Public School shall be responsible for all safety
regulations related to special events and for insuring that a safe environment is provided.

, 5-52 FIRE REGULATIONS-

All special events shall -be held in strict compliance with'. the Montgomery County Fire Code. Contact
the rue marshal's office ten days prior to event to secure Permission to hold any special event.

5-53 ELECTRICAL DEVICES AND EQUIPMENT

All electrical devices and equipment used -on schoo property shall bear the label of Underwriters
Laboratory, Inc., or shall be approved by other nationally recognized tel-tng laboratory.

5-54 BOOTHS AND STANDS

A. All booths, stands, and platforms used for dispensing or display shall be substantially con-
structed.

B. Booths and;stands shall not obstruct any exit or passage way nor block door.

5-55 PAPER DRIVES AND STORAGE

Paper from' drives shall not be stored within ten feet of buildings, in ways of egress, or on public
property (sidewalks, etc.). Other fire regulations of the county. Division of Fire Prevention shall be
complied with.

5-56 USE OF PROPANE OR BUTANE

.,"--The fire marshal's office shall be notified not less than thiee 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 perion 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.
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558 BONFIRES.

The school administration shall coritact the office of the fire marshal in Writing ten days prior to the
igniting of bonfues on school property. This request should indude the name of school, address, time,

sh, and date of proposed burning. The administration shall use discretion in the frequency and siie of
bonfires.

6-60 TENTS

Regulations for the construction and use of tents is .comprehensive and strict. Any use of tents on
school property must be cleared with the fire marshal ten days prior to their use.

A. Removal 9f Fire Hazards

Dry grass, weeds, or brush shall be removed from any space within ten feet of any tent in which
the public may assemble and no hay, straw, woodshavings, dried grass, or other combustible
Materials shall be used as floor coverini except that dampened sawdust may be used.

Smoking

Smoking shall not be permitted within any tented enclosure- to which the public is admitted.
Smoking may be prohibited by the fire marshal in surrounding areas.

C. Fire-proofing e

Cotton or other combustible cloth of any tent covering to which the public is admitted shall be
flame-proofed to the satisfaction of thefire marshal.

5-60 FIREARMS

Any use of firearms, fireworks, flammables, or explosives of any kind is prohibited without the
written permission of the county, fire marshal, appropriate assistant superintendent, and supervisor of
safety. Exceptions follow:

A.. Any approved rifle range activities supervised by authorized schoNseaonnel.

B. Manual or electrically operated detonators used by authorized driver education and police
personnel.

C.--jA-pproved firearms in which blanks are used by authorized perscinnel for athletic events or
practice sessions.

5-61. FIREWORKS

"The term 'fireworks' as used in this subtitle shall mean firecrasikers, 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 viiible.or an audible
effect by 9ombustion, exploion, deflagration or detonation.
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The Mai:tattooer of fireworks or possesatm thomof for thelompose of discharge, disposal or sale, or
discharge of fineworks, including firecsaebets, main, rockets, sparklers, Roman Candles, torpedoes,
hombs, goenados, fballoons, signal lights, and similar devices are 'Prohibited unless such activities are
conducted under a garmitissued hir the state fue marshal.",

Section 86.74 (G) Montgomem County; Moorland, Fire prevention Code, Paragraph (h)

AIIIIIEURLOCKET EX1EIIIIMENTA41111111(Article 48-A, Section 101 of the
Annotatettehde ofillaryland)

A. National Safety Council

"Rockets are potentially highly hasordous devices employing extremely energetic propellants.
Their safe 'userequires expert knowledge and experience, beyond the skill of/Sersnns not specifi.
cally trained and qualified in this specialty."

B. - Procedure

In the interest of student safer . amateur experimentation with rockets is prohibited in the
Montgomery County Public Salmon. Administrators and teachers shall assist in the education of:
students regarding the dangers .1-,r7-7)cizet experimentatiodby doing the following:

1. Science teachers shall be awa i the regulations governing rocket experimentation.

2. Industn arts teachers small iosely supetse all projects being made in school shops so as to
be sure of rockets are not b.eing coucted on school premises.

Elementary teachers sttou.c: take cognizance of the rules concerning rocket experimentation
and forbid the firing ot sax.- -ockets as part of class activities or on school premises.-

,

5-63 PARADES AND FLOATS

A. Crepe Paper

Oniy -lame-proof crepe paper m e usec for decorative purposes.

B. Tar Paper

. The use-of tar Paper for deco-rthons is prohibited.

C. Smoking

See MCPS 3..eztilation 540-1.

5-64 SMOKE DEvICES

The county fire marshal's office mu
public display. School administra:
that changes ir design of equipment
marshal's office in writing ten days pr

De notified so that a proper inspeciion may be made prior to
_ad activity sponsow should allow sufficient time in the event
_:re necessary. Notification may be made by notifying the fire'

to event. (Phone 279-1471)
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545 SCHOOL OBSERVANCE OF DESIGNATED SAFETY DAYS

' A. Fire Prevention Week

The observance of Fire Prevention Week affords an opportunity of devoting additional time in
the classroom and in assembly programs to further discuss fire hazards in school and community.

The Montgomery County Council in Executive Seision issued the following proclamation:

WHEREAS, Fire claimed the lives of 12 people in Montgomery County in 1966 and cauSed more
than 3 million dollars in property damage, and

WHEREAS, Many of these fires could have been prevented through effective community fire
prevention programs so that citizens are made aware of the hazardous conditions that exist
because olf carelessness, and

WHEREAS, A col*erted effort is needed as part of the consistant educational campaign to save
life and property by preventing destructive fires; now therefore be it

.-Resolved, That the County Council for Montgomery County, Maryland, does hereby proclaim
October 8 through 14 as Fire Preventidt Week and urges each citizen to take an active part in
eliminating all possible causes of fire in his home and business. The County Council also asks all
Countygovernment agencies, commercial 'organizations, civic groups, schools, churches, and other
organizations to cooperate fully in the drive to prevent fire in Montgomery County.

Junior Fire Marshal Program
1

Each,school year, the Montgomery County Division of Fire Prevention conducts,a fire preention
edncation program within the schools. This year, 431 third grades in 152 schools have been
visited by itaff rnembers of the Ovision. (1966)

The purpose of this program is to stiMulate fire prevention thinkingamong the younger students.
A valuable secondary benefit 'from this program occurs when students takc the fire prevention
lessons, learndd in school to their parents at home.

Special 'emphasis is placed on the Junior Fire Marshal program during Fire Prevention Week in
October, 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 their own
homes, using a check list provided in`the fire prevention literature.4.

, .

The literature, along with helmets and recognition badges, arc provided by the lytford
ance Group, which sponsors the Junior Fire Marshal program.

C. Poison Prevention Week

Each-year, an estimaied half-million children swallow medicines and honschold products which
have the potential to cause serious injury, even death. The President has (esignated the third
week in March annually a% Nationat Poison Prrvention Week. The United States Congress



4.

intended this observance as a means for local communities to emphasize the dangers of accidental
poisqnings and take such preventive measures as these dangers warrant. Poison Prevention Week
offers an excellent opportunity for the classroom teacher to emphasize the importance of poison

.prevention. -

546 BLASTING CAPS

Every year, millions of blasting caps are used in the United States for construction, mining, and
quarrying. They're essential to these industries.

Blasting calm are high explosives used to set off other explosives. This means they're dangerous.,That's
why, in industry, they a're used only by trained e,xperts.

The greafest carc 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 rcgarding hazards of lilastin g caps. They should be reminded never to
touch blasting caps and immediately to notify their parents, police, fire department, or teacher who
will arrange for disposal.

5-67 'SEASONAL SAFETY

A. Halloween Safety

This period with its costuming and "trick or treat" practice may cause fhildren to be especially
vulnerable to injury. Emphasis on instruction should bc ont kafety in costtiming, walking in the
dark, and consideration for the rights and properties of others. The following topies could lie
discusse,d to advantage on the days immediately proceeding Halloween:

1. Ha Ve pai-ents' permission before-going "trick or treat."

Wear costumeS that fit:allow for clear vision, and are fire proof.

3. Carry a flashlight.

4. Dress warmly.

5. Respect prohlerty.

6. Do not rush.haphazardly on the streets or sidewalks.

A,7. .Obey all traffic rules.

/8. Watch for turning"cars.

9. Do not accept invitations from stranger's.'

10. Stay in your immediate neighborhood.

`.3
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11. Do not attend unsuperirised parties.

B. Christmas

See MCPS Regulation 245-2 and letter on the next page.
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Division of Fire Prevention

MONTGOMERY COUNTY, MARYLAND
COUNTY OFFICE BUILDING, ROCKVILLE, MARYLAND 20850 301 279-1471

Dear Principal:

The,Chriitmas Holiday Season is again very near. In order to .
insure a happy; arid fite-safe season, please'remeaber the following fire
safety regulations outlined in MCPS 24572, 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.

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 tree 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
that you consider purchasing a fire resistant artificial tree. Many of
.the headaches assbciated with a natural tree are avoided with the artifi-
cial tree, it'is safer, and, of course, can be used for many years.

Please also make certain that trees are' kept away from heat
sources, and in no way interfere with exizways. The trees must be re-
moved from the building before the Christmas vacation.,

Thanks for you,heIp. Best'wishes for a Merry Fire-Safe Christ-
mas and New %kar.

RBS/rh ,
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,C

Robe p B. Smith
Fire Marshal



CHAPTER VI!'

BUILDINGS AND GROUNDS'

6-1 ADMINISTRATIVE RESPONSIBILITY

The school principal 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 Regulation No. 27 states that in order to simplify the computing of capacities of
gymnasiums, all-purpose rooms, cafeterias, etc., the following formulas shall be used:

A. Bleachers
fr

Provide three foot aisles so that no more than seventeen seats (251/2 feet) are allowed on each side
of aisle. If bfeachers are not more than 54 feet long, one aisle is sufficient. Subtract aisle width
from total length of bleachers and take 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 area by 8 and add bleacher capacity.

D. Dance

Divide total clear floor area by 6.

E. Tables and Chairs

Divide total area occupied by tables and chairs by 1_0.

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 BLEACHER SEATS FOR ATHLETIC FIELDS

-That it be the policy of the Board of Education that the construction of bleacher scats on athletic
fields at high schools of NIontgomery County lw approved at no eost to the Board provided tbat the
plans and specifications arc approved by the superintendent .itnd the project is supervised by the
director of construction for the Board of Educalion." (Board Regulation 511B-58, October 14,1958)
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64 CAPACITY CERTIFICATES FOR PUBLIC OR PRIVATE ASSEMBLY.

Montgomery County Fire Code Section 8641 states that in every place of public or private
assembly, there shall be a certificate permanently posted in a conspicuous place in the room near the
'entrance.

Such certificate shall be furnished and signed by the fire marshal, orhis authorized representative, and
such certificate shall read as follows: Not more than persons permitted in

Fire Marshal Montgomery County

6-5 EXITS AND MEANS OF EGRESS IN BUILDINGS GENERALLY

A. Maintenance

,

All exits, aisles, and othermeans 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 open,-*" f*-,un 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, _o make an nspe 1 all
means of egress before ,,tach performance, address, exhibition, or other matter ( )ro to
make certain they are car. Such clear egress shall be maintained continuously d, le me of
--.,rformance or hour, operation.

B. .cudiences to be 1..tored of Exits

.It shall be the du of the person in charge of every place-of public or private assembly, except
places of worship, Lo call the attention of those present at a performance, address, exhibition, or
other matter of proceedings, to the exits by displaying or announcing the following:

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:*

P.'S, Showing said notice on the screen once for each performance in motion picture theatres..

2. For other places of public or private assenibly 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
clearness that can be easily read from any point in the assembly room.
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6-6 MARKING OF EXIT WAYS

Montgomery County Fire Preveniion Corde Section 86-87
v

A. In rooms accommodating more than 75 persons, required exit doorways shall be plainly marked.
by approv-ed red exit signs, sufficiently illuminated when the floor area is occupied so that they
can be readily distinguished.

B. Where the exit doorways are not visible from all locations in public corridors, red directional
signs shall be placed op walls or otherwise displayed in conspicuous locations to direct occupants
to exit doorways.

6-7 LIGHTING OF EXIT WAYS

Montgomery County Fire Preventi Code Section 86-88

A. Exit passageways, corridors, .ind other ra4red means ( egress 71 pla es of public an
privat( Issern-ly buildings shall bc lirninated at ail limes when ar- audiv .c or ,thei attendanc
is pres::: in : :c building.

B. Exit .pit ageways, corridors, stairw and othcr required means egres::., when natural light
inadequ . shall be kcpt illuminate tt all timcs.

6-8 STAIR% Y DOORS TO BE KEPT CLOSED

Montgomery County Fire Prevention Code 86-89

It shall be unlawful to block open any stairway enclosure door which leads,to or from a floor of the
building or any firc door which by law is required to.be self-closing.

6-9 NOTIFICATION OF FIRE DEPARTMENT

Montgomery County Fire Prevention Code 86-93

A. Whenever a fire' occurs in any building of any kind, exec a private dwell' ,c du ty
of thc owner, manliTr, or person ontroi t sue mildings, upon discovery of a Lre, eve.n
though it has apparently been ex ti ,shed, immediately to cause notice of 'ic exist ene! (o- such
firc, eircums tamTs of same, and iocation thereof to be given to the 31 t I k. department.
This requirement shall not be cons to-forbid the owncr, manage:, or pt on.in corn of the
aforementioned building from min .ill diligence necessary to extinguish .ch I irr prt "to ihe
arrival of the fire department.

B. Whenever a fire occurs in a public buthling, the building must be immediately evacuated and not
reoccupied without the permission of the Officer in Charge of the local fire department.

11,
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6-10 MAINTENANCE AND OPERATION OF BUILDINGS

Montgomery County Fire PreventiOn Code Section 86-91

Conibustible materials shall not be used for decorations, scenery, drapery, acoustic, or any similar
purpose in any dance hall, auditOrium, nightclub, institution, or any other place Of Public or private
assembly unless such materials have been adequately flameproofed and-approved as such by the fire
marshal.

Combuctible mat-rials of any kind, whether liameproofed or not, shall not be used to decorate any
electri .ight or tp 7:re or.anV heat-producinc ievice in any building.

6-11 STORAGE OF TRASH OUTSIDE OF BUILDINGS

Montgomery _20,_Intv Fire Prevention Code - --tion 86-81

It is the dutN tie Qccupint of property provide the following facilities: tr the storage of trash
outside of th. _aiding so used except in cw of a multifamily use in which cast t shall be the duty of
the,owner to nrtint these facilities:

A.' Se.,- losing tinlainers sufficient in siz«ir number to store all trash whicr is accumulated in the
resp e.b._alcungs until, final disposal provided for.

B. The containers shall be of metal or masonry construction or of wood construction lined by metal
or brick.

C. The containers shall not Obstruct any entrance or Ait.

D. Trash shall not be stored anywhere except in con&-riers a4rovided by this section.

6-12 BURNING coy TRASH

Aont, mery (2, inty Puci.ctifiou Cotic Section 8., 8

Garbage, dead :inimals. animal -waste, rubbish, refu.., or other waste which. it; .1 eav combustible
shall not be hurried.

6-13 SAFE OFFICI PRACTICES

See Hazards of Office Equipment, Section 4- 1 1 .

6-14 FIREPROOF F1E

MCPS Regulation 230-13 (Bd. Res. 272-62, May 14,1962)

4

"Elementary Schools should be provided with fireproof file cabinets in lieu of steel safe with combina-
tion lock." au

't
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6-15.. FLAMMABLE u9, DS

laquirements for Storage of Itiammde Licinids in. Buildin Montgomery County Fire Prevention
Code Seddon 86-61-*

Storage than be limited to that required for maintenance, demonstration; treatment, and laboratory
work. Flammable liquids in the laboratories and at other points oruse shall be in containr not larger
than one quart or in safety cans or in storage cabinets.

6-16 CLEANING FLUIDS AND-OTHER FLAMMABLE LIQUIDS

A. Under no circumstances shall carbon tetrachlori4 be used as a cleaning material or thinner for
other materials.

B. Storage of flammable liquid' within a building, but Outside of ail approved storage vault or
cabinet, shall not exceed,teri gallons per building.

C. Principals shall assume responsibilny for limiting total quantity and individual department heads
are responsible for adhering to tne limitations set forth for each department. Departmental
quantities are subject to vàriatior within a particular 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.

IC
E. Ahy open flame or other, sources of ignition shall br, ¶Irohibited wis, ,,) r25 f'fe. ,I

or combustible liquids storave are . or ,ii, I, :It( h / , .is ai C dispersed.

r 1, nc,, ilaruni ;ii( Liquids or combustible jiquids arc transfem . front the original coy _liner to
,mother containc , the latter shall be plainly marked as to the contents and the manut_icturer's
precautions.

G. SpnAr finishing ...)pfications employing flammable liquids through ejection by pressure in, or on
any ;chool premises shall be carritd 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 M sealed containers.

6-17 STORING COMBUSTIBLE LIQOIDS

A. Combustible liquids, (liquids with a flash point above 140° F. and below 200" F., such ''as
\, Formaldehyde, Turpentine, etc.) and flammable liquids, (liquids having a flash point below 140°

such as Alcohol, Chloroform, Acel)n; Toluol, Ether, Collodian, Gasoline, etc.) shall be stored
in containers not larger than one quart, oi in approved safety cans.

-W

B. The warehouse has in stock apprpved two- and five-gallon safety cans for storing these liquids.



6-18 POLleY ON SMOKING MCPS Regulation 540-1_ November 23, 1970

Resolved, Thit the Montgomery County PubliC Schools' Regulation 540-1 be reminded; and be it
further, , -

*kr

Resolved, That smoking areas on school grounds be established in each senior anc lunionenior high
sehool; and be it further .

Resolved, That a Montgomery County Public Schools' regulation be adopted as folli

1. No smoking will be allowed within the school building;

2. Local school factors such as grade organization, class schedules, ph-,11al layout of the
school plant and grounds, and neighborhood setting, will be considered:

School regulations regarding the use of student smoking areas will tie carefully delineated,
and broad communication of these regulations will be provided by the school administration
and the student government;

4. Students must share the responsibility for the pr(soer use and u, tbr student
smoking areas;

5. Penalties for infra. i 1kk. .1kg 1-2,1,1-11.1C. must be fore- id must be
( tiously and consistently administered;

6. A forceful, meaningful program ot -iucation highlightin, the hazardous )f smokint
must continue and be strengthened ,viti -he senior high .:;:nool students a. -ed dim_ a share in
this eaucational responsibility and refoe-11--Ing their inf1ut!-7ce upon younge :tudents;

*7 The Board of Education cdnsiders tile school year 1969-7( to be a trial period diy- which
time many factors will be evaluated including the impac )f the smokil an is on the
incidence of student smoking, school dis( iptine, vandalism . the degre o Which stu-
dents, school staff and parents respond ti the above guideline!:

On June 29, 1970, the Board of Education made the following ame -ument to t4 Mk:PS regulation
regarding smoking as set forth in the Board resolution adoptedon Apr._ 21, 1969:

"Students desiring to use smoking areas will secure written authorizatipn from parent in a form
provided by the school; unannounced spot checks of smoking areas\ will be 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 evaluated on a yearly
basis. .
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6-19 SMOKING PROHIBITED UNDER .CERTAIN CONDITIONS

Montgomery Cou Fire Prevention Code gection 86-95

A, Fire Marshal tip *gnate Areas Where Smoking Shall be Prohibited.

Where conditions are such as to make smoking a hazard in any areas of piers, wharves, ware-
houses, stores, industrial plants, 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 shallbe prohibited. The Fire Marshal shall designate specific
safe locations, if necessary, in any building, structure, or place in which smoking may be permit-
ted.'

B. "No Smoking" signs of approVied size lettering and location required shall read "By order of the
Montgomery County Council."

C. Smoking a: I "No Sthoking" Signs Prohibited.

It shall be unlawful for any person to remove any "No Smoking" sign ,,or to smoke in any place
where such signs are posted.

6-20 FUMIGATION AND THERMAL INSECTICIDAL FOGGING

Montgomer- County Fire Prevention Code Section 86-71

A. Definitions

1. "Fumigant" shall rrwan and include any substance which by itself or in combination with
.any other substance cmits 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 insecticides and disinfecitants which arc essentially effeCtive in thc solid or liquid
phases.

2. "Thermal insecticidal fogging" shall mean the use of insecticidal liquids which are passed
through thermal fog-generating units where they arc 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.

B. Licenses

16An annual license shall be obtained from the fire marshal.by all persons engaged in the business
of fumigation or thermal insecticidal fogging an,d/or operating a fumigation room, vault, or
chamber using a toxic or flammable fumigant.
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C. Sources of Ignition

-
All fires, open flames, and similar sources of ignition shall be eliminated from the space under
fumigation or thermal insecticidal foggingyHeating, if needed, shall be by steam or hot-water.

D. Notification of Fumigation

The fire marshal shall be notified in writing at least 24 ho-urs, before any building or structure is
to be closed in connection with the use, of any toxic or flammable fumigant.

E. Watchman Required Durirg Fumigation

During the period fumigation is in process, except when fumigation is conducted in a gas-tight
vault or tank, a capable, alerewatchman 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 until, the premises are properly ventilated and again safe for human occupancy. Sufficient
watchmen shall be Provided to prevent any person from entering the building, or enclosed space
under fumigation without being observed.

F. Thermal InsecticidabFogging Liquids

No thermal insecticidal fogging liquid shall be used that has a flash point below 100° F..

6-21 DECORATIONS

Flammable decorations, costumes, curtains, and drapes arc not to be used, stored, or exhibited on
school premises.

The use of flammable decorations in any auditorium or other building or grounds where students
congregatlis prohibited.

All decorations, curtains, scenery, stage sets, etc. shall be flame retardent to the satisfaction of the firemarshal.

6-22 FLAMEPROOFING MCPS Regulation 245-2, October 31, 1966

Canvas or other materials sboulfl 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 a're the responsibility of the Division of Maintenance.

Directions,for Flameproofing

A. Launder and dry the fabric, using arrrronventional 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 be permitted to

141

142'

p dry.



C. Iron or stretch material if desired.
$

D. Note the date of completion of flameproofing, material used, and person responsible and forward
information to the Divigion of Maintenance for filing. Notice will be sent when the material needs
to be flameproofed again.

6-23 USE OF FLAMMABLE DECORATIONS

Flammable decorations, such as dorm 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

A. Christmas trees will be permitted 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 begreen and kept in water.

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

e.

E. All extension cords supplying Christmas tree lights must bc limited to eight feet. (Cords plugged
into a corner are difficult to get to in case of fire.)

F. Keep trees away from heat sources and in no way interfere, with exits. REMOVE before the
vacation period begins.

6-25 ELECTRICAL EXTENSIONS AND INSTALLATIONS

Building servicemen are prohibited from making extensions to any electrical system. They are to
contact the Division of Maintenance if any extensions are necessary. All special electrical installatiot,
such as coffee-making facilities., must be approved by the Division of Maintenance.

6-26 INSTALLATION OF PORTABLE CHAIRS

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.

40

A. If mote than 300 portable chairs are used, they must be clamped together in groups of not more
than 4.

B. All chairs must be so arranged that there are not more than 15 chairs in any one row between
aisles. - ir

1 4;)
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C. A clear distance of four feet must be obtained between the backs of chairs in each row.,

D. A minimum of three-foot aisles must be obtained between exterior walls and interior aisleways.

E. The capacity certificates Posted in daces of., assembly are. based upon the installation of portable
chairs as outlined above and should -oserved.

6-27 TRASH CONTAINERS e

The Montgomery County fire marshal h cautioned against additional purchases of plastic trash
containers. Therefore, when the existing -,upply of such containers in the warehouse is exhausted,
metal containers will belsocked. Meantime, principals and office managers should ensure that:

A. No plastic trash containers are purchased locally.

B. Procedures are made firm whereby :L trash containers are emptied at the close of each working
day.

6-28 ADMINISTRATIVE RESPONSIBILITIES OF MAINTENANCE DIVISION

A.. Responsibility of th Director of Maintenance

The,director of the Division ..Qf Maintenance is responsible for providing an adequate level of
support to each building servicA 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 requirements may occur during the winter seaStn
when there may be unusual accumulations of show requiring removal from Walkways and vehicu-
lar areas and also during the summer season 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 field _uperv,isor in the
Division of Operations to insure that staff available in the Division of Maintenance is utilized to
support these unusual requirements. The director of the Division of Maintenance is responsible
for the care and maintenance of all future school sites until the building services manager is
appointed upon completion of a school on the site.

B. Care of Grounds

The building services manager is 1- _,Iionsible, under the general direction of the principal, for the
care and maintenance of grounds. 2:ach building services manager, in cooperation with the princi-
pal, shall develop an agequate wri: ten plan for the routine care and maintenance of the grounds.
This will reflect local capabilities pith regard to staff and equipment and Will be sufficiently
comprehensive to cover all requirements related to the site. Further,' this plan 'Mal1 indicate the
services required of the Division of 'Maintenance on either a regular or an infrequent basis. This
plan shall be developed in close cooperation with the appropriate field supervisor in the DiviSiCoi
of M'aintenance. The director of the Division of Operations shall insure that a written plan for
each school is availabJe in the general office of each school and that file copies are maintained by
his division and the Division of Maintenance.

+It
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C. Visits of Maintenance Crew to Schools

To facilitate 'servicing of equipment, all audio-Visual screens, movie projectors, slide'projectors,_
tape recorded, and such equipment in need of repair.will be placed in the maintenance center,
and properly tagged so that time_Wjil not be lost in obtaining the audio-visual teacher and, then'
ditecting the maintenance men to:idtather room to obtain the equipment Maintenance.men can
then go directly ,to the maintenance center, sign in, check their clipboard, ot the file folder,
perform the work, and sign out with no delay. r -

Reqili for Maintenance Work

Requests for maintenance work should be made in writing to the director of the Division of
Maintenance except in case of emergency, whey 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 iu writing tO the Depaq-
ment of School Facilities.

E. Electrtmic Mintenance Work
6 °

Under no circumstances should any person except electronic technicians from the Division of
Maintenance attempt to )djust or repair electronic equipment. No equipment shoultbelrought
into the Division of Mainkenance; all pifkup and delivery will be controlled by the division. Work
orders or receipt forms will accompany equipment being returned to the school after repair and
will be signed for by the principal or school secretary.

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.

O. Responsibilities of Building Services Personnel
(0

In order to clarify respoosibilities aItd position expectations of principals and building services
personnel, pertinent information and rules are explained below:

Be prompt. The person should arrive at least one-half hour before sc heduled use.

2. Check the boilers upon arrival (during the heating season).

-3. Unlock the necessary door or doors. Turn on lights as needed.

4. Be present at all times in the area being used in order to insure that the group limits its
acrivities to the area applied for.

5. Protect Board property, the building, and its contents. Remind individuals not to smoke in
posted areas. Insist thatautborized representative work with you. Explain that a report of
smoking violation's must be made to the principal which could result in denial of use of
facilities in the future.
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After all participants have left the building,

a) Lock all doors and close and lock all windows.

b) See that all cigarette butts are extinguished.

) Mean area if it is to be used the next morning.

d) Turn off all lights in the area used.

e) Check the boiler room.

Check all exterior doors to see that ihey are locked.

LEAVE AFTIER CALLING BOARD OF EDUCATION MASTER ALERTING
SYSTEM "BOEMAS."

6.29 8It CIFIC DUTIES OF BUILDING SERVICES PERSONNEL -

The bu g services managet\must know where the main electric, gas, and water cut-offs are located
in -the building. He must locate fuse panels and learn where the circuits lead and size fuses they
carry. It is important never to overload a circuit. If there iwkaubt, the Division of Maintenance will
have an electrician check the circuit.

A. Heating

There must be a certified boiler operator (builciing serviceman.) on duty at all times when the
building is used and the boiler is in operation. The building services manag6'haust arrive at his
school early enough to check his heating plant and see that the building is properly heated before
dames begin.

B. Maintenance of Grounds

The building services manager should clean dr. have one or more of his stafeClean snow, mud, or
dirt off steps and sidewalks each morning before school opens.

C. Lights and Water 4,

All exit lights and any other emergency lights 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.)
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E.. Miscellaneous' J obs

(1) Oil door hinges' and panic bars; (2) adjust door checks; (3) adjust claseroom desks; (4) keep
bolts and screws tight on classroom desks; (5) replace Worn silencers- on classroom desks;
(6) keep all janitor equipment clean and oiled; (7) provide hangers for brooms and mops;
(8) set up and take down chairs when ordered by the principal; (9) feplace window glass;
(10) report maintenance time on proper 'forms as provided mid send monthly to the director De
the Division of Operations.

F. Piano Moving

Pianos are not to be moved from one level to another except by skilled movers provided by the
Division of Supply Management. .

,The use of students for moving pianos is prohibited.

6-30 BUILDING SECURITY (MCPS Regulation 230-2)

The following rules have been adopted to improve security in the Washington and Lincoln Centers (in
. the latter insofar as is possible):

A. In the interest of maximum' security, 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 building and to their offices. The building serviceman's
call bell is located at the main entrance. The bnilding 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.'

B. The last empioyee to leave- each office after normal working hours sitould elos'e the windows,
turn out all lights, and lock the doors. Employees returning for work after normal working hours
or on weekends 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. Boiler Code

A boiler4code was established to require boiler manufacturers-to meet the standards of safety.
The code.has been adopted in 46 states. All laoilers bear a stamp of approval for heating.

ii
B. Boiler Definition

An enclosed vessel in which 'water is heated or converted into steam.

C. Rules for Safe Operation

1. Anticipate every type en1ergency and be ,prepared to meet each one.
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When an emergency arises, proceed to the-proper valves or switches itt a calm fashion.

Check water level i the gauge glass with the gauge cocks at least daily add also at any other
time the accuracy oi the glass indication is.doubted.

4. Blow out each gauge glass and wate' column conneetion at least once each day.

5. Accompany all orders for importalt operations with a memorandum in writing to the
appropriate office. Use a log to record important facts or unusual occurrences.

6: Remember always to have at least:one gauge of ,water before lighting off; the level should be
. .checked by the gauge cocks.

7. Be sure blowdown .valves are closed and proper vend; water-column valves, and pressure-
gauge cocks are,open..

8. Use the bypass if- one is provided. Crack the valve from- its seat slightly and await pressure
equalization! Then open it slowly.

9. Watch the steam gauge closely and be Prepared to cut the boiler in, opening the stop valve
only when the pressures are nearly equal.

10. Lift the valve from its seat by the hand lever when the pressure reaches about three-quarters
of popping pressure.

11. Raise the valve from its seat with the lifting lever each day the boiler is under piessure. Test
by raising to popping pressure once-each week.

12. Always consult an authorized boiler inspector and accept his recommendations before in-
creasing the safety valve load.

13. The valve should be fitted with a new spring and restamped by the manufacturers for
charges over 10 per cent.

14. Unauthorized persons are not allowed in the boiler room.

15. W.hsin a boiler is being cleaned or repaired, a "tag" shall be placed on the boiler room to
indicate there is a worker inside.

16. All boiler repairs are to be done by authorized agents of the MCPS who are specifically
trained for the purpose.

17. Delayed ignition is a danger sign; always use proper ignition methods.

18... Always allow draft to clear furnace of gas and dust for several minutes. Draft conditions
must be changed slowly.

1 5
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19. 'When in doubt, seek adve immediately.
-

Rquests for gurther information should be directed to the Division of Operations.
. - 1

D. paergetry;Action

4

1. If Imre is no water in glass:

a) do not add water to hot boiler.

b) 1i not haul coal fire.

9
d)

shut off gas or oil, iiank coal, close ash doors.

do nothing else to boiler until it cools down.

e) call inspector or competent boiler repair man:

If bAer 'is leaking:

a) if there is no water ikiglass follow directions under No. 1.

b) if water shows in glass, maintain water level.

c) cut oil gas Or oil, bank coal, close ash doors.

d) close all ileam valves on steam boiler.

e) call inspector or competent boiler repair man.

3. Flame out:.
.*c ,

a) cut off gas or oil supilly.

b) call cOmpetent boiler repair man.

4. Smoking boiler:

a) cut off gas or oil if coal fired, open dampers wide.

b) open windows and doors.

c) call competent boiler repair man to check and clean boiler, burners, etc.

E. Hand Test 'the Following Installed Devices Frequently

1. . Water level controls
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6 Dampe prition and safety stop

F. Care in Lay g Up Boilers

1. Steel too' sho d be drained at the end of an ope ating period preparatory to an extended
"out-of-se ' period. Man-hole and hand-hole plates should be removed and internal and
external surfaces cleaned. Grates, combustion cham4er, tubes, and dther fire surfaces should
be cleared of soot and ashes. Boilers should be 4owed to remain open, dry, and clean
during inoperative period so that air will circulate thi`ough to p-revent deterioration.

2. Cast iron heating boilers, after draining,"should be Thshed out, refilled Nith fresh water, and
allowed to stand full during the inoperative period. Orates,'gas passages, and combustion
chamber should be cleaned of ashes and soot.

;
3. Do not burn trash or paper during the off-season as the Eiriler may be damaged by over-

heating.

1.

\
. Oil buiners, stokers, and automatic gas burning equipinent sliwould be serviced by your boiler..

(.repair man prior to the 'beginning of each operating period after an extended "out-of-
service" period. . .

6-32 PARKING REGULATIONS, WASHINGTON CENTER

"No Parking" areasi particularly in front of entrances, must be left free for ready access of trucks
and/or emergency vehicles. A

0-33 AFTER SCHOOL USE OF FACILITIES

A. The principal, in his role of' sChool administrator, shall be 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 building 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.

r,
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6-34 LIMMTIONS ON THE USE OF. SCHOOL FACILITIES

A.. Board of Education policy mandates' that groups using school facilities wain conduct activitiFs that
are (1) orderly and lawful; (2) not of a nature.to incite others tO disorder; (3) -not restrictive by
reasqn of race, Creed, or color.

The We of alcoholic beverages in sthool buildings or on sChool grotinds is prohibited.

There shall be no imoking in school buildings unless the area is Posted otherwise.

TRESSPASSING ON MCPS BUILDINGS AND GROUNDS

Article 27 of the Annotated Code of Maryland, 1957 Edition) Sectionfi77A,
ublicApildings'and 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
a public agency or public institution during those hours of the day or night when the building,
grounds, or a specific portion thereof is regularly closed to the public upon being requested to do ,
so by a regularly, employed guard, watehinv, or other authorized employee of the public agency
or institution owning, operating, or mairabining thg building 'or pl-operty if the surrounding
circumstances are such as to indicate to a reasonable man that such person has no apparent lawful
business to pursue at sucliklace shall he guilty of a misdemeanor and upon conviction thereof
'shall be fined not more thaal,1,000 or imprisoned for not more than six months or both at the
discretion of the court.

,

Any person refAing or failing to leave a public building or groundssor a specific portion thereof
of a public agency or public institution during regular business hours upon being requestelasio do
so by an authorized employee of,the public agency or institution owning, operating, or ma' tain-
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
the court. .*

6-36 GENERAL SCHOOL AND GROUNDS SAFETY

A. Dark and Unfainiliar Places

The use of open flames, such as candles, 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.

Always be on the alert for overhead beams, pipes, wires, etc. Damp, dark places may have vermin
dr insects.
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Fluorescent Lamps"
.

Building servicei eniployees are responsible for the safe and efficient- disposal of fluorescent
tubes.

Defective tubes shod be handled with care to avoid breakage. They should be placed in the
container of the new tube when possible.

C. Garages

Smoking is prohibited in all MCPS garages.

Car lifts are to be operated by trained personnel only.

-
Engines shall not be running when gas tanks are beingTilled.

When filling gasoline tanks, employ gs. shall make certain that the nozzle of the hose isin direct
contact with the tank or metal funnel. On outside.pumps, there shall be no smoking within 25
feet of the pump while gss is being pumped into the storage tank or vehicle.

D. Hand Trucks and Dollies.

When using a hand truck, never carry more weight than you can control. Make sure your load is
secure.

E.

Do not block vision by piling freight too high.

Balance loads on dollies to offer maximum control.

Power Lawnmowers
al

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 st4 a safe distance from the building. The building servicemen
shall use the small mower for areas close to the building.

4. The engine shall always be stgted out of doors.
r C

5. If the power mower is self-propelled, the clutch shall be disengaged before starting.

6. Extreme caution should be used when cutting terraces and banks.

7. If the operator leaves the mower for' any reason, it should be turned off.
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8. 7 All guards purchased for use on.thernower shall be used.

9: When grass is being removed from the mower, the engine should be stopped by grounding
the spark plug 'or removing its wire from the spark plug aild placed so it cannot touch the
spark plug. (Grounding the sp4r1c,'. plug is not enough as the ground might be removed
accidently.) Rotating the iilacie 'of a rotary mower will crank and staf the engine if the
spark plug is connected. The'spaik plus ihould be groUniled or its wire 'removed when the
mower is stored. (Do not store with gline in tarik, Do not store in boilFr room.)

10. Any use of lawn mowers, power equipment, or manual equipment for the purpose of
completing school boarA activities by persons not employed by the MCPS is strictly prohib-
ited.

11. Lending MCPSKoperty or equipment is prohibited.

F. PaPer Cutters

1. Obtain permission frorn instructor before using the paper cutter.

2. Make sure that no one is inside the operator's zone.

3. , Be certain that the handle controlling the blade is in its proper posi.tion and the safety lock
enwed before setting the back gauge.

4. Keep hands clear of the blade at all times.

5. Limit the stock to be cut at one time to the catiacity of the machine.

Use care when jogging stock so as to avoid being cut by liver.

7. Keep both hands on the handle controlling the blade auring the cut, and return the blade to
its proper position before removing stock.

8, Hand-operated cutters shall be used by junior and senior high gchool students under the
direciion of the teacher and in strict compliance with safe operational procedures.

9. Elementary school pupils shall not be allowea to operate cutters at any time.

G. Good Housekeeping Tips

1. Machines should be cleaned with a brush after Using.

2. The work area should'alwaYs be kept clean.

3. Tools should always be put away when not in use.

4. Materials and parts 'should be properly storcd in designated areas:
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5. Always use the right tool for the right job.

6. If an object is too heavy or awkward, get help in carrying it.
r

7. When handling materials,.be sure to use available meatanical equipment.

8, Always use a ladder when yoU have to climb instead of usihg chairs, boxes etc.

9. Walk cautiously around blind corners. Do not run or walk fast.

6-37 PRESSURIZED CANS

Pressurized cans are potentially hazardous if not used properly. Several accidents, serious injuries, and
fatalities throughout thecountry have occurred-as the result of improper use, storage, and disposal of
pressurized cans.

Certain general precautions should be taken when working with pressurized cans:

A. Read all warning messages on the container to determine whether the mixture is flammable.

B. Do not puncture the can, for internal pressures could cause serious injury.

C. bo not store in the sunlight or in temperathres over 100° F. because in some types of aerosols
the internal pressures will rise to dangerous levels.

D. Use in well ventilated areas, as prolonged inhalation may be harmful.

E. Keep away from children.

F. Wlfen 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.

G. READ ALL WARNING MESSAGES ON THE CONTAINER TO DETERMINE WHETHER THE,
CONTENTS ARE FLAMMABLE. a

H. Remember flammability is only One concern and that explosion due to internal pressure is of
equal importance.

I. An educational effort be made to point out the hazards of heating containers.

J. SpeCial metal cans be provided for the suggested collection of these containers. (DO NOT PUT IN
INCINERATOR.)

K. 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.
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L. Special emphasis.and poster-type notice could be placed in areas using these containers (shop
.cosmetology art etc.) warning of the hazard and the need for segregation of used containers
from other trash.

13-36-,*OFFICE SAFETY TIPS

A. Practical jokes and horseplay are somethnes.cruel and senseless. Keep your office a pleasant and--.
congenial place in which tb work.

B. Re ort the smallest cut, scratch, or other injury immediately to the proper person in.charge.

file drawers, desk drawers, slides, and locker doors closed when not in use.

D. Use handles when closity drawers, file cabinets, or disappearing typewriter desks.

E. Adjust or clean power driven office machinery only when they are stopped.

F: Brush up broken glassovrap carefully and thoroughly in strong papers, and place in a sife place
to be removed:

G. Be sure your typewriteris securely fastened in place before using.

H. Place fans where no one can touch them ntally and wait till the blades stop revolving
before moying a fan.

J. Keep razof blades, pins, pen points, knives, shears, an- d other sharp objects in the proper place.

6-39 EMERGENCY CLOSING OF SCHOOLS AND CENTRAL OFFICE
(MCPS Regulation 245-4, September 8, 1967)

A. Advance Closing Due to Inclement Weather, Hazardous Roads, or Other Reasons

1. Decision and Notification of School aking

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 closingsof schools
and/or the Central Office between the hours Of 8:00 a.m. and 5:00 p.m., the afflhinistrative
staff will be notified by the superintendent's office.

2. Personnel Procedures 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 cfosed 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-tea-ye

except the following emergency personnel, who are expected to be oh duty:

(1)-' Centra.Office Centrex operatortil 530 p.n.'.

(2) Building serviees managers of the day shift and building services foremen in charge
of the eveningshift fiqr the CentiarOffice and all schools.

All automotive shop personnel, travsportation field supervisors, and clerical"
emPloyees of the Division of Transportation (15ut not bus operators).

Designated persoririel in the,Division of Maintenance.

(3)

Other personnel who may be designated by the superintendent

c) Pay for Ten-Month Supporting Services Employees:

See MCPS Regulation 430-4, Board Resolutioif-533-66, September 12, 1966.

d) Teachers, administrative and supervisory personnel:

See MCPS Regulation 430-1.

Delayed Opening of Schools Due to.Inclement Weather, Hazardous Roads, or Other Reasons
0.

1. In.the event that the situation warrants, the opening of schools may be delayed 1-1/2 hours
in ordeo permit buses to run their routes under safer conditions.

This delay will allow time for road ctews td dearroads. It will allow motorists to complete
their tripl and clear the roads of heay traffic 'and will provide greater safety for students
who Zalk to-ih-ool and also for those who are transported.

4.

When th decision is made to delay the opening, announcements will be given to radio and
TV'stations no later than 6:00 a.m.

3. PLAN A Delayed Opening Due to Inclement Weather csHazardous Roads

a) Bute.9an regular routes will run 1-1/2 hours later ihan their regularly scheduled times.
_

b) Bus service will not be provided for Head Start, morning kindergAtkn, vocational/
technical, special education, handicapped, or work-oriented curriculum pupils.
Although bus serviv for these pupils will not be ptovided, classes will be held in all
schools. Those students who ride regular buses, those who walk, and those who can be
transported tcfaxid from school by parents will be expected to attend school. Teachers
of these classes will have an opportunity to take advantage of the smaller classes to
work individually with pupils,_who are able- to be in attendance.
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c) Lunch will be served in each 'school.

d) Dismissal in each school will follow .the regular. schedule unless otherwise annouriced.

C. Early Dismissal When Schools Are In Session

1. Student Dismissal Procedures When Schools Are In Session

When early iliamissal of students is necessary, the dismissal plan will normally be announced
by 10:30 a.m. on the Radio-Alerting System prior to radio and TV station announcements
and will be indicated by the letter B or C as follOws:

2. PLAN B Early Disrnissal Due to Inclement Weather or Hazardous Roads

a) All schools will dismiss 1-1/2 hours early.

b) Afternoon kindergarten classes will not be held.

c) Morning kindergarten pupils will be taken home on' the regular kindergarten bus runs.

d) Buses will run their afternoon routes in the same order as on a regular school day,
'Buses may run late because of road conditions.

e) Pupils who walk or drive will be dismissed after the first group of buses has departed.
The purpose itere is to insure pedestrian and auto safety.

f) The lunch period should be scheduled for students prior to. dismissal.

g) All afternoon and evening meetings and activities are automatically cancelled.

3. 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.

Uncle; Plan C:

a) The time differential will be announced on the Radio-Alerting System prior to 'radio
and TV announcements.

b) Afternoon kindergarten'classes will not be held.

f) Buses will (run 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.

d) Pupils whO walk or drive will normally be dismissed after the first group of buses has
de"parted.

163
157

.9



e) The announcement will include instructions regarding the lunch program. .-

f) All afternoon and evening meeting§ and activities are automatically cancelled.

School and Central Office Personnel Dismissal When Schools Are In Session'
. -

a) If studtnts are dismissed at ono time between the flours of 8:0.0 a.m. and 5:00 p.m.
and the Central Office and schools remain open, all school employees will remain on
dpty mail dismissed by the principal. Bus Operators: Designated drivers will be
assigned to,lcall a predesignated school to determine if all students have been taken
home from ,the school. 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 assignments and will distribute a list
of assignments to all principals and drivers. This list will be reviewed Monthly and
revisions made when necessary.

At the discretion of the superintendent, the Central Office and,schools may be clpsed.
All employees will be granted emergehcy leave except the following-emergency person-.
nel, who are expected to be on duty:

(1) central Office Centrex operators unti1.5:30

(2) Building services managers of the day 'shift ,and tuildingservices foreinen in charge
of the evening shift for the Central Office,.and all'schopls.

s,

(3) Altutomotive shop personnel, transportation -field supervisors., and clerical
erntillo,ees of the pivision of Transportation (but.not bus Opertors4). .

(4) Designated personnel in the Division of Maintenance.

(5) Other personnel who may be designated by the superintendent. .

D. Emergency Closing of An Individual School

14 the principal feels that there is a reason for closing a school, the area director, assistant
superintendent kor adthinistration, deputy^ superintendent, or superintendent 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 notify the superintendentl office when, a

edecision has been made to close the school.
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167

172



R

Chpter

RADIAL SAW 5-2

RADIO, Alerting. 3-16

RANGES 5-31
-

REAGENTS, Chemical 5-38

REGULATION, Traffic 2-1

RELAYS 5-26

RELEASING INFORMATION 1-14,1-15

REPAIR, Shop 4-13

REQUEST, Maintenance 6-28

RIFLE CLUB . 5-31
,Control 5-31
Firing Line 5-31
Instructor 5-31
Range 5-31
Storage 5-31
Target Area 5-31

RISERS' 5-20

ROBES AND GOWNS 5-90

ROCKETS 5-62

ROPES 5-26

RUBBER, Gloves 5-9

S

SAFEST ROUTE 2-3

SAFETY
Agriculture. 5-3
Boiler 6-31
Christmas 5-67
Committee 1-9

SAFETY cont.

Chapter

A

Employees 4-2
General 4-1
Goggles 5-32' ,.

Home Economics 5-19
Music 5-20
Office Tips 6-38
Patrols 2-12
Physical Education 5-26
Public , IP 34
Sciencc 5-33
Seasonal 5-67
Shop 5-2
Supervisor 1-3

411SANDER 5-2

SCAFFOLDS 4-9

SCHOOL
Crbssing 4* 2-12
Dark Places 6-36
Fire .Report 3-8
Garages 6-36
Grounds 6-36
Property., Care s. 1-17
Ranges 5-31
Route Plan 2-3
Safety Committee 1-9
Safety Patrol 2-12
Special Events '5-51
Traffic Control 2-1

SCIENCE
Chairmen 5-33
Classes 5-33
Fairs 5-39,-
Remaining in Class 5-37
Teacher 1-5

SCULPTURE 5-11

SEATBELTS 2-'42

SECURITY, Building 6-3()

SHAPER 5-2
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Char:her Chapter

SHOCK, Electric 5-45 STEAM CLEANING 443
I

SHOP, Safety 5-2 STORAGE, Cylinders o 4-22
Flammable Liquid 6-17

SHOT PUT 5-26 General 4-230 \ Trash 6-11
SHOWERS 5-28

STUDENT DRIVERS 5-16
SIGNS At 2-5 Operated Vehicles 2-17

Rifle 5-31
Safety 5-1 SUBSTITUTE TEACHERS 4-28
Stop 2-7

SUGGESTION, Employee 1-12
SMOKE DEVICES 5-64

SUPERINTENDENT'S ADVIS(*Y 1-13
SMOKING

Boiler 6-31 SUPERVISOR
Policy 6-18 Field 1-6
Prohibited 6-19 Safety 1-3

SOCCER 5.-26 SURFACER 5-2

SOFTBALL 5-26

SOILS AND FERTILIZERS 5-3 TABLES 6-2
0

SOLICITING RIDES 2-15 'FAGS, Warning . 4-25
'",P

SPECIAL EVENTS 5-51 'FA RGET Arcas 5-31
Bonfires 5-58
Booths and Stands 5-54 rl'EACI IER, Scienvc 1-5
Electrical Deviw 553 Substitutes 4-28
Fire Regulations 5-52
Inflating galloons 5-57 TELA-AGE SAFETY COUNCIL 1-10
Paper Drives 5-55

%

Propane .and Butane 5-56 TENTS
'Tents 5-59

THISTLE TUBES ., 5-36
SPEED LIMITS

. 1001 S, Defective 1 4-16
SPLINTERS 5-45 I land zr

9 4-16
Injurics 4-15 '

SPRAINS 5-45 4
Tou-cll FOOTBAI A r)-:!1)

-SQUARING SHEARS 5-2
.10x1(: MATER1A LS

STAGECRAFT :5-40 Art 9
5-5

17,1
a
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Chapter Chapter

TRACK AND FIELD 5-26 VOMITING 5-45
Broad Jump 5-26
Dashes 5-26 W
Distance Races 5-26
High Jump 5-26 WALKING 2-3
Hurdles 5-26 Hazardous 2-14
Relays 5-26 Safe 2-13
Si lot Put 5-26
Trampoline 5-25 WARNING, Attack 3-1`1

Tags 4-25
TRAFFIC 2-1

WASHING, Parts 4-13
TRANSPORTATION 2-13,,.,

'WEIGHT Training 5-26
TRASH 6-II

Burning 6-12" WELDING, Gas 4-21
Containers 6-27 General Safety 4-23

Storage Cylinders 4-22 '
TRESPASSING 6-35

WOMEN'S APPAREL
V

WORKMEN'S COMPENSATION 4-29
VEHICLES, Authorized

Motor Pool 2-21 WRESTLING 5-26
Movement, MCPS 2-20
Student Operated 2-17

I.

1 Tv.;
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