The Knox County Schools Maintenance & Operations Department  Employee Handbook


Message from Jim French

On behalf of your colleagues, I welcome you to the Knox County Schools Maintenance & Operations Department (KCSMO) and wish you every success here.  We believe that each employee contributes directly to KCSMO's growth and success and we hope you will take pride in being a member of our team.

This handbook is designed to acquaint you with KCSMO and provide you with information about working conditions, employee benefits and some of the policies affecting your employment. You should read, and comply with all provisions of the handbook. If you do not understand or require assistance in reading this handbook, contact your immediate supervisor for assistance.

It describes many of your responsibilities as an employee and outlines the programs developed by KCSMO to benefit employees. One of our objectives is to provide a work environment that is conducive to both personal and professional growth.

Employee handbooks cannot anticipate every circumstance or question about policy. As KCSMO continues to improve, the need may arise and KCSMO reserves the rights to revise, supplement, or rescind any policies or portion of the handbook from time to time as it deems appropriate, in its sole and absolute discretion. Employees will, of course, be notified of such changes to the handbook as they occur.

Thank You for your dedication and hard work.

Jim French

Supervisor of Maintenance and Operations

ADMINISTRATIVE PAY CORRECTIONS

KCSMO takes all reasonable steps to ensure that employees receive the correct amount of pay in each paycheck and that employees are paid promptly on the scheduled payday. Your help is needed to reduce the likelihood of a payroll error. Please read and follow the directions on the reverse side of the timesheet.

In the unlikely event that there is an error in the amount of pay, the employee should first promptly bring the discrepancy to the attention of the immediate supervisor. If resolution is not reached, contact the Knox County School Maintenance Payroll Clerk so that corrections can be made as quickly as possible.

While every effort will be made to assure prompt fixing of errors, KCSMO cannot guarantee that a check will be issued prior to the next regularly scheduled payroll. 

It is the employee's responsibility to carefully review the timesheet prior to signing it. An employee's signature means that the hours shown on the timesheet are correct.

ATTENDANCE AND PUNCTUALITY

To maintain a safe and productive work environment, KCSMO expects employees to be reliable and to be punctual in reporting for scheduled work. Absenteeism and tardiness place a burden on other employees and on KCSMO. In the rare instances when employees cannot avoid being late to work or are unable to work as scheduled, they are to notify their supervisor as soon as possible in advance of the anticipated tardiness or absence.

Poor attendance and excessive tardiness are disruptive. Either may lead to disciplinary action, up to and including termination of employment.

BENEFITS CONTINUATION (COBRA)

The federal Consolidated Omnibus Budget Reconciliation Act (COBRA) gives employees and their qualified beneficiaries the opportunity to health insurance coverage under KCSMO's health plan when a "qualifying event" would normally result in the loss of eligibility.  Under COBRA, the employee or beneficiary pays the full cost of coverage at KCSMO's group rates plus an administration fee. For more information employees may contact the employee benefits office at 865-594-1686.

BUSINESS ETHICS AND CONDUCT

The successful business operation and reputation of KCSMO is built upon the principles of fair dealing and ethical conduct of our employees. Our reputation for integrity and excellence requires careful observance of the spirit and letter of all applicable laws and regulations, as well as a scrupulous regard for the highest standards of conduct and personal integrity.

The continued success of KCSMO is dependent upon our customers' trust and we are dedicated to preserving that trust. Employees owe a duty to KCSMO, its customers and the public to act in a way that will merit the continued trust and confidence of the public.

KCSMO will comply with all applicable laws and regulations and expects its employees to conduct business in accordance with the letter, spirit and intent of all relevant laws, regulations, procedures and policies and to refrain from any illegal, dishonest or unethical conduct.

In general, the use of good judgment, based on high ethical principles, will guide you with respect to lines of acceptable conduct. If a situation arises where it is difficult to determine the proper course of action, the matter should be discussed openly with your immediate supervisor and, if necessary, with the Human Resources Department for advice and consultation.

Compliance with this policy of business ethics and conduct is the responsibility of every KCSMO employee. Disregarding or failing to comply with this standard of business ethics and conduct could lead to disciplinary action, up to and including possible termination of employment.

BUSINESS TRAVEL EXPENSES

KCSMO will reimburse employees for reasonable business travel expenses incurred while on assignments away from the normal work location. All business travel must be approved in advance by the immediate supervisor as well as the departmental supervisor. Final approval is given by the Assistant Superintendent for Administrative Services.

Employees whose travel plans have been approved are responsible for making their own travel arrangements.

When approved, the actual costs of travel, meals, lodging and other expenses directly related to accomplishing business travel objectives will be reimbursed by KCSMO in accordance with Knox County Schools Travel Policy. Employees are expected to limit expenses to the guidelines stated in the Travel Policy.

Expenses that generally will be reimbursed include the following:

· Airfare or train fare for travel in coach or economy class or the lowest available fare.

· Fares for airport shuttle or bus, costs of public transportation for other ground travel.

· Taxi fares, only when there is no less expensive alternative.

· Mileage costs for use of personal cars, only when less expensive transportation is not available.

· Cost of standard accommodations in low to mid‑priced hotels, motels, or similar lodgings.

· Per Diems.

· Tips not exceeding 15% of the total cost of a meal or 10% of a taxi fare.

· Charges for telephone calls, fax, and similar services required for business purposes.

· Charges for one personal telephone call upon arrival.

Employees who are involved in an accident while traveling on business must promptly report the incident to their immediate supervisor. Vehicles owned, leased or rented by KCSMO may not be used for personal use without prior approval.

When travel is completed, employees must submit completed travel expense reports within thirty days.  Reports must be accompanied by receipts for all individual expenses.

Employees should contact their supervisor for guidance and assistance on procedures related to travel arrangements, expense reports, reimbursement for specific conferences or other business travel issues.

Abuse of this business travel expenses policy, including falsifying expense reports to reflect costs not incurred by the employee, can be grounds for disciplinary action, up to and including termination of employment.

COMMUNICATION

This is a large department and communication is a challenge, Communication is, however, critical to our success. Please keep communication open. Communicate about work issues with co-workers, site personnel and your supervisors. Some of the communication techniques that we have include:

1.
School Sign-In Sheets. These indicate to school personnel what you are there to accomplish and the status of the work order request.

2.
Email (most supervisors, foremen and leadmen have email).

3.
Manuals

4.
Memos

5.
Departmental web page (http://www.kcs.k12tn.net/maintenance/welcome.htm)

6.
Staff Meetings

7.
Weekly meetings of foremen and supervisors

8.
SchoolDude / Work Orders
COMPUTER AND E‑MAIL USAGE

Computers, computer files, the e‑mail system and software furnished to employees are KCSMO property intended for business use. Employees will not use a password, access a file or retrieve any stored communication without authorization. To ensure compliance with this policy, computer and e‑mail usage may be monitored.

If you are assigned a computer to use, you must sign the “Computer Usage Guidelines Acknowledgement” form. This form simply states KCSMO expectations of your computer usage and that you will adhere to those standards.

KCSMO strives to maintain a workplace free of harassment and sensitive to the diversity of its employees. Therefore, KCSMO prohibits the use of computers and the e‑mail system in ways that are disruptive, offensive to others or harmful to morale.

For example, the display or transmission of sexually explicit images, messages and cartoons is not allowed. Other such misuse includes, but is not limited to, ethnic slurs, racial comments, off‑color jokes or anything that may be construed as harassment or showing disrespect for others.

E‑mail may not be used to solicit others for commercial ventures, religious or political causes, outside organizations or other non‑business matters.

KCSMO purchases and licenses the use of various computer software for business purposes and does not own the copyright to this software or its related documentation. Unless authorized by the software developer, KCSMO does not have the right to reproduce such software for use on more than one computer.

Employees may only use software on local area networks or on multiple machines according to the software license agreement. KCSMO prohibits the illegal duplication of software and its related documentation.

Employees should notify their immediate supervisor, the Technical Support Department or any member of management upon learning of violations of this policy. Employees who violate this policy will be subject to disciplinary action, up to and including termination of employment.

All equipment is the property of Knox County Schools. Equipment may be purchased for an individual’s usage, but NOT for an individual.  When computer equipment has become unserviceable, if there is no departmental use for the old equipment, it MUST BE sent to Computer Repair Services to be surplused.

Employees are not to install or remove any type of software or hardware on a Knox County Schools Computer without the express permission.  Software not approved will be uninstalled from your computer along with all the related files. Repeated offenses MAY result in the removal of equipment. KCSMO is licensed for several pieces of software. If employees want to purchase software to perform a particular task the employee must have the software approved before it is purchased.  However, this should not be necessary; there is very little work that needs to be done that our licensed software will not perform.

Copyright infringement by employees will NOT be tolerated!  Therefore, Napster, or similar software, will NOT be permitted on Knox County’s computers. If you have this or similar software it will be removed. 

Software must be uninstalled to assure that the computer system will operate without problems. Not all software has an uninstall program. It must be uninstalled using other methods.  If you need software uninstalled please contact your supervisor.

Now that the Internet is available, keep in mind that excessive use of computer equipment for NON-WORK purposes may result in the loss of your computer privileges and/or disciplinary actions.

All new employees must sign the Acceptable use of Electronic Media Agreement (HR-124) & Acceptable use of Audiovisual Works Agreement forms (HR-123) before employment. 

Users cannot


* use the network for personal commercial or for-profit purposes.


* participate in harassment, discriminatory remarks, or other inappropriate behaviors.


* use the network to access obscene or pornographic material.

* use the network for any illegal activity including violation of copyright or other   

   contracts.


* damage computer, computer systems, or computer networks.


* invade the privacy of other network users.


* gain unauthorized access to computer networks, resources, or materials.
Reprinted from the Knox County Schools Guidelines for Acceptable Use of Electronic Media:

CONFLICTS OF INTEREST

Knox County Schools Board Policy GAG governs conflicts of interest within the system.

Employees of the Board shall not engage in, or have a financial interest in, any activity that raises a reasonable question of conflict of interest with their duties and responsibilities as members of the school staff. This includes but is not limited to the following:

1. School employees may not purchase for sale to students any goods or equipment or render any service to the school system on a commission basis;
2.
Employees who have patented or copyrighted any device, publication, or other item shall not receive royalties for use of such item in the school system;

3.
Employees shall not engage in any type of work where the source of information concerning a customer, client, or employer originates from information obtained through the school system;
4.
The Board shall make no purchase of supplies, materials, or equipment from a school system employee2; and 

5.
Employees shall not sell instructional supplies, equipment and reference books in a territory that includes the parents of the children of the school in which the employee is assigned.
6.
Employees shall be permitted to hold employment outside the school system so long as such activities do not (a) occur during the school day, or (b) interfere with regularly scheduled or appropriately assigned duties for the school system, or (c) reflect unfavorably on the school system.

CUSTODIAL INFORMATION:

The custodial services arm of this department is critical to its success. Accordingly, each custodian must adhere to the standards detailed in the “Professional Custodian” as well as the “Custodial Cleaning Standards.” A custodial foreman will inspect each site monthly for adherence to these standards.

DRUG AND ALCOHOL USE

It is KCSMO's desire to provide a drug‑free, healthful and safe workplace. To promote this goal, employees are required to report to work in appropriate mental and physical condition to perform their jobs in a satisfactory manner.

Please see the Knox County Schools Board of Education Policy GAN concerning Drug and Alcohol Use for details. It is available on the internet at http://www.kcs.k12tn.net. 

EMPLOYEE BENEFITS

Eligible employees at KCSMO are provided a wide range of benefits. A number of the programs (such as Social Security and unemployment insurance) cover all employees in the manner prescribed by law.  Classified employees are covered under Knox County’s workers’ compensation program.

Benefits eligibility is dependent upon a variety of factors, including employee classification. Your supervisor can identify the programs for which you are eligible. Details of many of these programs can be found elsewhere in the employee handbook.

The following benefit programs are available to eligible employees:

Some benefit programs require contributions from employees. 

* Auto Mileage (when required and approved by your supervisor)

* Credit Union

* Deferred Compensation Plan

* Dental Insurance

* Family Medical Leave

* Health Insurance
* Holidays (Paid and Unpaid)

* Jury Duty Leave

* Life Insurance

* Medical Insurance

* Medical Leave

* Military Leave

* Pension Plan

* Personal Leave

* Sick Leave Benefits

* Payment of $100 per unused sick day at retirement w/ 90 working day notice ($60 without
   notice).

* Supplemental Life Insurance

* Provision of tools and equipment for your use on Knox County School jobs

* Vacation Benefits

* Sick Bank

* Vehicle for on the job travel for some positions

* Vision Insurance

EMPLOYEE CONDUCT AND WORK RULES

To ensure orderly operations and provide the best possible work environment, KCSMO expects employees to follow rules of conduct that will protect the interests and safety of all employees and the organization.  It is not possible to list all the forms of behavior that are considered unacceptable in the workplace. The following are examples of infractions of rules of conduct that may result 'in disciplinary action, up to and including termination of employment:

(
Theft or inappropriate removal or possession of property

· Falsification of timekeeplng records

· Working under the influence of alcohol or illegal drugs

· Possession, distribution, sale, transfer, or use of alcohol or illegal drugs in the workplace, while on duty, or while operating employer‑owned vehicles or equipment

· Fighting or threatening violence in the workplace

· Boisterous or disruptive activity in the workplace

· Negligence or improper conduct leading to damage of employer or customer property

· Insubordination or other disrespectful conduct

· Violation of safety or health rules

· Smoking in prohibited areas
· Sexual or other unlawful or unwelcome harassment

· Possession of dangerous or unauthorized materials, such as firearms, in the workplace

· Excessive absenteeism or any absence without notice
· Unauthorized absence from work station during the workday

· Unauthorized use of telephones, mail system, or other employer‑owned equipment

· Violation of personnel policies

· Unsatisfactory performance or conduct

· Violation of Knox County School Board Policies

· Violation of local, state or federal laws or regulations

· Discrimination 
EMPLOYMENT CATEGORIES

It is the intent of KCSMO to clarify the definitions of employment classifications so that employees understand their employment status and benefit eligibility. These classifications do not guarantee employment for any specified period of time.

Each employee is designated as either NONEXEMPT or EXEMPT from federal and state wage and hour laws. NONEXEMPT employees are entitled to overtime pay or compensatory time off under the specific provisions of federal and state laws. EXEMPT employees are excluded from specific provisions of federal and state wage and hour laws. An employee's EXEMPT or NONEXEMPT classification may be changed only upon written notification by KCSMO management.

In addition to the above categories, each employee will belong to one other employment category:

REGULAR FULL‑TIME employees are those who are not in a temporary or introductory status and who are regularly scheduled to work KCSMO's full‑time schedule. Generally, they are eligible for KCSMO's benefit package, subject to the terms, conditions and limitations of each benefit program.

REGULAR PART‑TIME employees are those who are not assigned to a temporary or introductory status and who are regularly scheduled to work less than the full‑time work schedule, but at least twenty hours per week. Regular part‑time employees are eligible for some benefits sponsored by KCSMO, subject to the terms, conditions and limitations of each benefit program.
PART‑TIME employees are those who are not assigned to a temporary or introductory status and who are regularly scheduled to work less than twenty hours per week. 

SUBSTITUTE employees are those whose performance is being evaluated to determine whether further employment in a specific position or with KCSMO is appropriate.

TIME CARD employees are those who are hired as replacements, to temporarily supplement the work force, or to assist in the completion of a specific project. Employment assignments in this category are of a limited duration. Employment beyond any initially stated period does not in any way imply a change in employment status. Time card employees retain that status unless and until notified of a change. While time card employees receive all legally mandated benefits (such as workers' compensation insurance and Social Security), they are ineligible for all of KCSMO's other benefit programs.

EMPLOYEE RELATIONS

If employees have concerns about work conditions or compensation, they are strongly encouraged to voice these concerns openly and directly to their supervisors.

Our experience has shown that when employees deal openly and directly with supervisors, the work environment can be excellent, communications can be clear and attitudes can be positive.  We believe that KCSMO amply demonstrates its commitment to employees by responding effectively to employee concerns.

To foster open communication between management and employees, each craft elects a representative. This representative represents that craft at the monthly “Craft Representative Meeting.” The purposes of these meetings is to share concerns and ideas in a non-threatening way. Concerns and issues expressed by craft representatives are researched and decisions are made whether or not to make changes based upon employee input.

The Knox County School System affirms that it will comply with Title IX of the Educational Amendment of 1972, Section 504 of the Rehabilitation Act of 1973, Americans with Disabilities Act of 1990, Title VI and Title VII of the Civil Rights Act of 1964, and Age Discrimination Act in Employment Act of 1967. No person shall, on the ground of race, color, national origin, sex, religion, age, disability or veteran status, be excluded from participation in, be denied the benefits of, or be subjected to discrimination under any program or activity receiving Federal financial assistance or be subjected to discrimination in employment opportunities or benefits. Anyone who believes that Knox County School System has discriminated against them or another individual may file a complaint. Knox County Schools has designated the following people to handle such grievances to comply with the law. Student complaints of         discrimination on the basis of disability under IDEIA should be directed to Melissa Massie, Director of Special Education, Room 901 of the Andrew Johnson Building, telephone number (865) 594-1540. 

All other complaints of discrimination on the basis of disability, sex, race, color, religion, national origin, genetics, age, or veteran status should be directed to Rebecca Owens, Title VI, Title IX, 
Section 504, OCR and ADA Coordinator Room 1612B of the Andrew Johnson Building telephone (865) 594-1686.

and/or

Title VI Coordinator

Tennessee Department of Education

and/or

The Office for Civil Rights

U.S. Department of Education

P.O. Box 2048, 04-3010

Atlanta, Georgia 30301-2048

EMPLOYEE MEDICAL EXAMINATIONS

To help ensure that employees are able to perform their duties safely, medical examinations may be required.

After an offer has been made to an applicant entering a designated job category, a medical examination will be required to be performed at the employee's expense. The offer of employment and assignment to duties is contingent upon satisfactory completion of the exam.

Information on an employee's medical condition or history will be kept separate from other employee information and maintained confidentially. Access to this information will be limited to those who have a legitimate legal need to know.

EMPLOYMENT APPLICATIONS

KCSMO relies upon the accuracy of information contained in the employment application, as well as the accuracy of other data presented throughout the hiring process and employment. Any misrepresentations, falsifications or material omissions in any of this information or data may result in the exclusion of the individual from further consideration for employment or, if the person has been hired, termination of employment.

EMPLOYMENT TERMINATION

Termination of employment is an inevitable part of personnel activity within any organization, and many of the reasons for termination are routine. Below are examples of some of the most common circumstances under which employment is terminated:

· Resignation ‑ voluntary employment termination initiated by an employee.

· Discharge ‑ involuntary employment termination initiated by the organization.

· Layoff ‑ involuntary employment termination initiated by the organization for non-disciplinary reasons.

· Retirement ‑ voluntary employment termination initiated by the employee meeting age, length of service and any other criteria for retirement from the organization.

Employee benefits will be affected by employment termination in the following manner. All accrued, vested benefits that are due and payable at termination will be paid in accordance with payroll policies and procedures. Some benefits may be continued at the employee's expense if the employee so chooses.  

EQUAL EMPLOYMENT OPPORTUNITY

In order to provide equal employment and advancement opportunities to all individuals, employment decisions at KCSMO will be based on merit, qualifications and abilities. KCSMO does not discriminate in employment opportunities or practices on the basis of race, color, genetics, religion, sex, national origin, age, disability or any other characteristic protected by law. The Knox County School system is an equal opportunity employer.

The Knox County School system has designated several administrators to deal with discrimination complaints.  Complaints or inquiries concerning any other type of discrimination may be directed to the Human Resources Department or the appropriate coordinator. Notices are placed in the buildings with this information.

Any employees with questions or concerns about any type of discrimination in the workplace are encouraged to bring these issues to the attention of their immediate supervisor or the Human Resources Department. Employees can raise concerns and make reports without fear of reprisal. Anyone found to be engaging in any type of unlawful discrimination will be subject to disciplinary action, up to and including termination of employment.

INSURANCE

The Knox County Schools Benefits Office will detail benefit information at the orientation for all new employees. If an existing employee has questions about insurance, they should contact the Employee Benefits Office at 594-1686.

KCSMO's insurance plans provide employees and their dependents access to medical, vision and  dental insurance benefits. Employees in the following employment classifications are eligible to participate in the health insurance plan:

Regular full‑time employees

Regular part time employees who work at least thirty hours per week

Eligible employees may participate in the health insurance plan subject to all terms and conditions of the agreement between KCSMO and the insurance carrier.

A change in employment classification that would result in loss of eligibility to participate in the health insurance plan may qualify an employee for benefits continuation under the Consolidated Omnibus Budget Reconciliation Act (COBRA). Information regarding COBRA will be mailed by the Employee Benefits office to eligible employees or dependents. 

HIRING OF RELATIVES

Knox County School Board Policy GBE governs hiring of relatives within the system.

"The Superintendent shall assign personnel to the various schools by May 15 preceding the school year for which such persons are employed while allowing each Principal to assign more specific responsibilities within each school.

When personnel certification and qualification are equal, seniority within the system shall be considered in assignment.

No employee shall be under the direct supervision of a member of his immediate family.

Immediate family shall be defined as spouse, child, parent, parent‑in‑law, brother, sister, brother‑in‑law, and sister‑in‑law.

Extra assignments for which supplements are provided may not be relinquished in part by the employee without agreement by the Superintendent."

HOLIDAYS

KCSMO will grant paid holiday time off to all eligible employees immediately upon assignment to an eligible employment classification. Holiday pay will be calculated based on the employee's straight‑time pay rate (as of the date of the holiday) times the number of hours the employee would otherwise have worked on that day. Eligible employee classification(s):

* Regular full‑time employees

* Regular part‑time employees
Typically, a recognized holiday that falls on a Saturday will be observed on the preceding Friday. A recognized holiday that falls on a Sunday will be observed on the following Monday.

If a recognized holiday falls during an eligible employee's paid absence (such as vacation or sick leave), holiday pay will be provided instead of charging an employee for vacation or sick leave.

If eligible non-exempt employees work on a recognized holiday, they will receive holiday pay plus wages at one and one‑half times their straight‑time rate for the hours worked on the holiday as, long as they have physically worked their regularly scheduled hours that week.

Paid time off for holidays will not be counted as hours worked for the purposes of determining overtime.

Internet Usage

Internet access to global electronic information resources on the World Wide Web is provided by KCSMO to assist employees in obtaining work‑related data and technology. The following guidelines have been established to help ensure responsible and productive inter usage. While Internet usage is intended for job‑related activities, incidental and occasional brief personal use is permitted within reasonable limits.

All Internet data that is composed, transmitted or received via our computer communications systems is considered to be part of the official records of KCSMO and as such, is subject to disclosure to law enforcement or other third parties. Consequently, employees should always ensure that the business information contained in Internet e‑mail messages and other transmissions is accurate, appropriate, ethical and lawful.

The equipment, services, and technology provided to access the Internet remain at all times the property of KCSMO. As such, KCSMO reserves the right to monitor Internet traffic and retrieve and read any data composed, sent, or received through our online connections and stored in our computer systems.

Data that is composed, transmitted, accessed, or received via the Internet must not contain content that could be considered discriminatory, offensive, obscene, threatening, harassing, intimidating, or disruptive to any employee or other person. Examples of unacceptable content may include, but are not limited to, sexual comments or images, racial slurs, gender‑specific comments, or any other comments or images that could reasonably offend someone on the basis of race, age, sex, religious or political beliefs, national origin, disability, sexual orientation, genetics or any other characteristic protected by law.

The unauthorized use, installation, copying, or distribution of copyrighted, trademarked, or patented material on the Internet is expressly prohibited. As a general rule, if an employee did not create material, does not own the rights to it, or has not gotten authorization for its use, it should not be put on the Internet. Employees are also responsible for ensuring that the person sending any material over the Internet has the appropriate distribution rights.

To ensure a virus‑free environment,  files may not be downloaded from the Internet without prior authorization.
Abuse of the Internet access provided by KCSMO in violation of law or KCSMO policies will result in disciplinary action, up to and including termination of employment. Employees may also be held personally liable for any violations of this policy. The following behaviors are examples of previously stated or additional actions and activities that are prohibited and can result in disciplinary action:

· Using the organization's time and resources for personal gain

· Sending or posting discriminatory, harassing, or threatening messages or images
· Stealing, using, or disclosing someone else's code or password without authorization

· Copying, pirating, or downloading software and electronic files without permission

· Sending or posting confidential material or proprietary information to outside persons

· Violating copyright law

· Failing to observe licensing agreements

· Engaging in unauthorized transactions that may incur a cost to the organization

· Sending or posting messages or material that could damage the organization's image or reputation

· Participating in the viewing or exchange of pornography or obscene materials
· Sending or posting messages that defame or slander other individuals

· Attempting to break into the computer system of another organization or person

· Refusing to cooperate with a security investigation

· Sending or posting chain letters, solicitations, or advertisements not related to business purposes or activities

· Using the Internet for political causes or activities, religious activities, or any sort of gambling

· Jeopardizing the security of the organization's electronic communications systems

· Sending or posting messages that disparage another organization's products or services

· Passing off personal views as representing those of the organization

· Sending anonymous e‑mail messages

· Engaging in any other illegal activities
IMMIGRATION LAW COMPLIANCE

KCSMO is committed to employing only United States citizens and aliens who are authorized to work in the United States and does not unlawfully discriminate on the basis of citizenship or national origin.

In compliance with the Immigration Reform and Control Act of 1986, each new employee, as a condition of employment, must complete the Employment Eligibility Verification Form 1‑9 and present documentation establishing identity and employment eligibility.

Employees with questions or seeking more information on immigration law issues are encouraged to contact the Human Resources Department. Employees may raise questions or complaints about immigration law compliance without fear of reprisal.

EMERGENCY/INCLEMENT WEATHER CLOSINGS

Due to the essential nature of maintenance and operations, the superintendent has permitted the Knox County Schools Maintenance & Operations Department (KCSMO) to establish its own policies so that essential tasks are performed.  The following guidelines are in place on inclement weather days.  Listen to 107.7 WIVK for school closure announcements or the Knox County Schools web site.
SNOW AND ICE

Maintenance Employees 

If the Knox County Schools are closed due to snow or ice, then all employees are off unless you are specifically designated to work by your supervisor. Should you have questions of whether or not to report to work, please contact your foreman, or your supervisor.

If the Knox County Schools are closed after the workday starts, please contact your foreman, supervisor to determine how to proceed.

Operations Employees

If the Knox County Schools are closed (due to snow or ice) before the start of the day, the Head Custodian reports to the site and performs such duties as firing the boiler, cleaning, etcetera. Use your best judgment concerning whether or not it is safe to drive to work. If you cannot come to work, contact your custodial foreman.

If the Knox County Schools are closed after the workday starts, please contact your foreman to determine how to proceed.

Maintenance Secretaries 

If the Knox County Schools are closed (due to snow or ice), then all employees are off unless you are specifically designated to work by your supervisor. Should you have questions of whether or not to report to work, please contact your supervisor.

If the Knox County Schools are closed after the workday starts, please contact your supervisor.

OTHER INCLEMENT WEATHER

On other inclement weather days when schools are closed and the Andrew Johnson building is open, all KCSMO will work there regularly scheduled time.

PAYMENT FOR WORKING/NOT WORKING IN INCLEMENT WEATHER DAYS
If the system is closed, you will receive inclement weather pay. These hours do not count toward overtime. Enter “SN” on the timesheet.

Employees who are specifically asked to work on an inclement weather day will receive their inclement weather pay plus regular time for the hours worked on that day. Enter the actual number of hours worked on the timesheet. For examples “SN” + 3 means that you are to be paid the inclement weather pay plus three hours. Employees who are not specifically asked to work on an inclement weather day will not be paid for working.

If the school system is shut down and you had turned in a leave request for that day, you will not be charged for the leave.

Should you have any questions about the inclement weather policy, please contact your immediate supervisor.
INTRODUCTORY PERIOD

Knox County School Board Policy GCG

A probationary period is defined as the first sixty (60) days of employment for a new employee or for an employee who has been rehired following a break in service.

JOB POSTINGS

KCSMO provides employees an opportunity to indicate their interest in open positions and advance within the organization according to their skills and experience. In general, notices of all regular, full‑time job openings are posted, although KCSMO reserves its discretionary right to not post a particular opening.

Job openings will be posted in the Human Resources Department, on the Knox County Schools Web Site and on the employee bulletin boards. Postings will normally remain open for fourteen days. Each job posting notice will include the dates of the posting period, job title, department, a description and qualifications (required skills and abilities).

Eligible employees should only apply for those posted jobs for which they possess the required skills, competencies and qualifications.

To apply for an open position, employees must have a green job application on file in the Human Resources Office. They should also submit a letter requesting consideration for the position. The letter also needs to state what job they are applying for, that they have an application on file and where they may be reached to schedule an interview. A resume should also be included that describes how their current experience with KCSMO and prior work experience and/or education qualifies them for the position.

JURY DUTY

Knox County Schools Board Policy GCRG: JURY DUTY
Support personnel called for jury duty or who serve as court witnesses shall present the subpoena or other documents which give reporting instructions to the immediate supervisor. The employee shall obtain a form indicating the days served and the court pay to be received 
from the court's clerk for submitting to the payroll office. After being compensated by the Court, the employee is to write a personal check to Knox County School system for whatever is left from the Court pay after the cost of lunch and parking are deducted. If lunch and parking are paid for by the court, your check is to be for the entire amount.

LIFE INSURANCE

The Knox County Schools Benefits Office will detail this benefit at the orientation for all new employees. If existing employees have questions about insurance, contact the Benefits Office.

Life insurance offers you and your family important financial protection. KCSMO provides a basic life insurance plan for eligible employees. Additional supplemental and/or dependent life insurance coverage may also be purchased from the system’s life insurance carrier.

Employees in the following employment classifications are eligible to participate in the life insurance plan:

* Regular full‑time employees

* Regular part‑time employees

Eligible employees may participate in the life insurance plan subject to all terms and conditions of the agreement between KCSMO and the insurance carrier.

Knox County provides life insurance equal to 1.5 times of an employee’s base salary up to maximum of $50,000.00

MEDICAL & FAMILY LEAVE

Please see the Knox County Schools Board of Education Policy concerning Medical Leave for details. It is available on the internet at http://www.kcs.k12tn.net/

Summary of Policy: 

To entitle employees to take reasonable leave for medical reasons, for the birth or adoption of a child and for the care of a child, spouse or parent who has a serious health condition. Anyone who has been employed for at least twelve (12) months by the Board or anyone who has at least 1,250 hours of service during the previous twelve month period is eligible.

MILITARY LEAVE

Please see the Knox County Schools Board of Education Policy concerning Military Leave for details. It is available on the internet at http://www.kcs.k12tn.net. 
Summary of Policy:
Employees who are members of any reserve component of the Armed Forces of the United States shall be granted leave of absence for all periods of military service during which they are engaged in the performance of duty or training in the service of the state or the United States.  

NATURE OF EMPLOYMENT

Policies set forth in this handbook are not intended to create a contract, nor are they to be construed to constitute contractual obligations of any kind or a contract of employment between KCSMO and any of its employees. The provisions of the handbook have been developed at the discretion of management and may be amended or cancelled at anytime, at KCSMO's sole discretion.

These provisions supersede all existing policies and practices and may not be amended or added to without the express written approval of the chief executive officer of KCSMO.

OUTSIDE EMPLOYMENT

Employees may hold outside jobs as long as they meet the performance standards of their job with KCSMO. All employees will be judged by the same performance standards and will be subject to KCSMO's scheduling demands, regardless of any existing outside work requirements.

OVERTIME

When operating requirements or other needs cannot be met during regular working hours, employees may be scheduled to work overtime hours. When possible, advance notification of these mandatory assignments will be provided. All overtime work must receive the supervisor's prior authorization. Such authorization must be on the “Overtime Justification” form. Overtime assignments will be distributed as equitably as practical to all employees qualified to perform the required work.

Overtime compensation or compensatory time is paid to all non-exempt employees in accordance with federal and state wage and hour restrictions. Overtime pay is based on actual hours worked. Time off on sick leave, vacation leave, or any leave of absence will not be considered hours worked for purposes of performing overtime calculations.

Failure to work scheduled overtime or overtime worked without prior authorization from the supervisor may result in disciplinary action, up to and including possible termination of employment.

Overtime justification forms must accompany the timesheet.  Overtime hours must be entered into the daily total hours worked block on the timesheet.

PAYDAYS

All bi‑weekly employees are paid on every other Friday. Each paycheck will include earnings for all work performed through the end of the previous payroll period.

In the event that a regularly scheduled payday falls on a day off such as a weekend or holiday, employees will receive pay on the last day of work before the regularly scheduled payday.

If a regular payday falls during an employee's vacation (or while the employee is off from work) the employee's paycheck will be available at work or may be picked up upon his or her return from vacation. However, if the employee elects to use direct deposit, the money will be deposited into their account whether or not they are off from work.

Employees must have pay directly deposited into their bank accounts if they provide advance written authorization to KCSMO. Employees will receive an itemized statement of wages when KCSMO makes direct deposits.

Paychecks will not be distributed early under any circumstances.

PAY ADVANCES

KCSMO does not provide pay advances on unearned wages to employees.

PAY DEDUCTIONS AND SETOFFS

The law requires that KCSMO make certain deductions from every employee's compensation. Among these are applicable federal, state and local income taxes. KCSMO also must deduct Social Security taxes on each employee's earnings up to a specified limit that is called the Social Security "wage base." KCSMO matches the amount of Social Security taxes paid by each employee. Knox County government requires that all regular permanent full time and permanent part time employees pay at six percent into the retirement plan. Knox County Schools matches employee contributions (to the retirement plan) at six percent. Employee can have additional amount of retirement placed in a 457 plan.  The amount is subject to I. C. S. annual limit.  Employee with 5 years of service can put in additional 2 percent in that which that will be matched.  Employees with 10 years of service can put in an additional 4 percent that will be matched.  Employees with 15 or more years of service can put in 6 percent that will be matched.

KCSMO offers programs and benefits beyond those required by law. Eligible employees may voluntarily authorize deductions from their pay checks to cover the costs of participation in these programs.

Pay setoffs are pay deductions taken by KCSMO, usually to help pay off a debt or obligation to KCSMO or others. New employees of the Knox County School system are responsible for forty-eight dollars to cover the cost of the required background check. This fee is divided over eight 
payroll periods for those employees paid biweekly. Those employees paid monthly will have the cost spread over four months.

If you have questions concerning why deductions were made from your pay check or how they were calculated, your supervisor can assist in having your questions answered.

PERFORMANCE EVALUATION

Supervisors and employees are strongly encouraged to discuss job performance and goals on an informal, day‑to‑day basis. Additional formal performance evaluations are conducted to provide both supervisors and employees the opportunity to discuss job tasks, identify and correct weaknesses, encourage and recognize strengths and discuss positive, purposeful approaches for meeting goals.

Evaluations are done the first three years of employment and then once during every five year period. However, the employee or employer may request an evaluation at anytime.

PERSONAL APPEARANCE

Dress, grooming and personal cleanliness standards contribute to the morale of all employees and affect the business image KCSMO presents to customers and visitors.

During business hours, employees are expected to present a clean and neat appearance and to dress according to the requirements of their positions. Employees who appear for work inappropriately dressed will be sent home and directed to return to work in proper attire.   Under such circumstances, employees will not be compensated for the time away from work.

Consult your supervisor or department head if you have questions as to what constitutes appropriate attire.

Maintenance employees are furnished shirts and jackets to wear while on the job. Employees sign an acknowledgement that they received the uniforms and that they will take care of them. These uniforms are a benefit to you since you do not have to purchase them. Additionally the uniforms make you readily identifiable as “belonging” to school maintenance when you are on site at a school.

Guidelines for pants are as follows:

Pants must be blue jean or blue work pant similar to the pants issued in the past (no overalls).

Pants must be properly sized, clean and free of holes. 

Belts must be worn at all times.

PERSONNEL DATA CHANGES

It is the responsibility of each employee to promptly notify KCSMO of any changes in personnel data. Personal mailing addresses, telephone numbers, number and names of dependents, individuals to be contacted in the event of emergency, educational accomplishments and other such status reports should be accurate and current at all times. If any personnel data has changed, notify the Knox County Schools Maintenance & Operations Payroll Clerks.

However, personnel data changes dealing with insurance, insurance coverage, dependents, life insurance, et cetera need to be sent to directly to the Knox County Schools Benefits Office.

Retirement option changes need to be sent directly to the Knox County Employee benefits Office. 

Once a year, you will be asked to verify and update your personal data so that accurate information is maintained.

PERSONNEL FILES

The Knox County Schools Human Resources Department maintains a personnel file on each employee. The personnel file includes such information as the employee's job application, resume, records of training, documentation of performance appraisals and salary increases and other employment records.

Knox County School Board Policy GAK:

The Superintendent or his designee(s) is authorized to maintain personnel records and to permit inspection of the same. The following personnel records shall be maintained for all employees as appropriate:

1.
Employee applications and contracts;

2.
Professional certificates and other documents required by state and federal laws and regulations;
3.
Evaluations;

4.
Cumulative information files:

a. Date of birth

b. Experience

c. Qualifications

d. Salary

e. Physical Exams

f. Sex
g. Race

h. Names of schools and grades taught

5.
INS Form I‑9.

The following guidelines shall be followed:

1.
Information contained in personnel records shall be limited to job‑related matters;

2.
The Superintendent shall be responsible for notifying all employees of the types of records kept and uses made of such records;

3.
Employees shall be granted an opportunity to respond in writing to material placed in records;

4.
Employee records are public records, except for matters deemed confidential by law, and shall be open for inspection during regular business hours. The individual making the request for records shall present a photo ID before any records are made available.

5. 
A record of the person inspecting and the date of inspection shall be recorded; and

6.
Members of the public may not obtain an employee’s bank account information, social security number or driver license information except where driving or operating a vehicle is considered to be a part of the employee’s duties, unless release of this information is expressly authorized by the employee. Unlisted telephone numbers will not be released if the employee notifies the Human Resources Department that the employee’s telephone number is unlisted.

Copies of records maybe made under rules determined by the Superintendent.

PROBLEM RESOLUTION

KCSMO is committed to providing the best possible working conditions for its employees. Part of this commitment is encouraging an open and frank atmosphere in which any problem, complaint, suggestion, or question receives a timely response from KCSMO supervisors and management.

KCSMO strives to ensure fair and honest treatment of all employees. Supervisors, managers, and employees are expected to treat each other with mutual respect. Employees are encouraged to offer positive and constructive criticism.

If employees disagree with established rules of conduct, policies, or practices, they can express their concern through the problem resolution procedure. Employees will not be penalized, formally or informally, for voicing a complaint with KCSMO in a reasonable, business‑like manner, or for using the problem resolution procedure.
If a situation occurs when employees believe that a condition of employment or a decision affecting them is unjust or inequitable, they are encouraged to make use of the following steps. The employee may discontinue the procedure at any step.

Employees are encouraged but not required to use the following chain of command to air concerns:

First, discuss the issue with your immediate supervisor (i.e. leadperson, foreperson, et cetera).

Second, if not satisfied, discuss the issue with your immediate supervisor's superior (i.e. foremen, Supervisor, et cetera).

Third, if still not satisfied, discuss the issue with the Supervisor of Maintenance & Operations.

Fourth, if still not satisfied, discuss the issue with the Human Resources Department or the Superintendent.
Not every problem can be resolved to everyone's total satisfaction, but only through understanding and discussion of mutual problems can employees and management develop confidence in each other. This confidence is important to the operation of an efficient and harmonious work environment.

PROGRESSIVE DISCIPLINE

The purpose of this policy is to state KCSMO's position on administering equitable and consistent discipline for unsatisfactory conduct in the workplace. The best disciplinary measure is the one that does not have to be enforced and comes from good leadership and fair supervision at all employment levels.

KCSMO's own best interest lies in ensuring fair treatment of all employees and in making certain that disciplinary actions are prompt, uniform and impartial. The major purpose of any disciplinary action is to correct the problem, prevent recurrence and prepare the employee for satisfactory service in the future.

Disciplinary action may call for any of four steps ‑‑ verbal warning, written warning, suspension with or without pay, or termination of employment ‑‑ depending on the severity of the problem and the number of occurrences. There may be circumstances when one or more steps are bypassed.

KCSMO recognizes that there are certain types of employee problems that are serious enough to justify either a suspension, or, in extreme situations, termination of employment, without going through the usual progressive discipline steps.

While it is impossible to list every type of behavior that may be deemed a serious offense, the Employee Conduct and Work Rules policy includes examples of problems that may result in immediate suspension or termination of employment. However, the problems listed are not all 
necessarily serious offenses, but may be examples of unsatisfactory conduct that will trigger progressive discipline.

By using progressive discipline, we hope that most employee problems can be corrected at an early stage, benefiting both the employee and KCSMO.

RESIGNATION
Resignation is a voluntary act initiated by the employee to terminate employment with KCSMO. BOE requests at least fifteen days written resignation notice from all support employees.

REST AND MEAL PERIODS

Each workday, full‑time non-exempt employees (255 or 260 days) are provided with two rest periods of fifteen minutes in length. To the extent possible, rest periods will be provided in the middle of work periods. Since this time is counted and paid as time worked, employees must not be absent from their work stations beyond the allotted rest period time.

All full‑time regular employees are provided with one meal period of sixty minutes in length each workday. Supervisors will schedule meal periods to accommodate operating requirements. Employees will be relieved of all active responsibilities and restrictions during meal periods and will not be compensated for that time.

Employees cannot stack rest periods and/or lunch periods together in order to create a longer break or lunch period.

RETURN OF PROPERTY

Employees are responsible for items issued to them by KCSMO or in their possession or control. Supervisors complete an exit form for each employee who leaves KCSMO employment. It is used to track what the employee needs to return.

SAFETY

To assist in providing a safe and healthful work environment for employees, customers, and visitors, KCSMO has established a workplace safety program. This program is a top priority for KCSMO. The Knox County Schools Safety Engineer has responsibility for implementing, administering, monitoring and evaluating the safety program. Its success depends on the alertness and personal commitment of all.

KCSMO provides information to employees about work‑place safety and health issues through regular internal communication channels such as supervisor‑employee meetings, bulletin board postings, memos, or other written communications. A safety advisory group has been established to assist in these activities and to facilitate effective communication between employees and management about workplace safety and health issues.
Employees and supervisors receive periodic workplace safety training. The training covers potential safety and health hazards and safe work practices and procedures to eliminate or minimize hazards.

Some of the best safety improvement ideas come from employees. Those with ideas, concerns, or suggestions for improved safety in the workplace are encouraged to raise them with their supervisor, or with another supervisor or manager, or bring them to the attention of a member of the safety advisory group. Reports and concerns about workplace safety issues may be made without fear of reprisal.

Each employee is expected to obey safety rules and to exercise caution in all work activities. Employees must immediately report any unsafe condition to the appropriate supervisor. Employees who violate safety standards, who cause hazardous or dangerous situations, or who fail to report or, where appropriate, remedy such situations, may be subject to disciplinary action, up to and including termination of employment.

In the case of accidents that result in injury, regardless of how insignificant the injury may appear, employees should immediately notify the Knox County Schools Employee Benefits Office and the appropriate supervisor. Such reports are necessary to comply with laws and follow insurance and workers' compensation benefits procedures.

Please see the Safety Section at the end of this handbook for details. 

SECURITY INSPECTIONS

KCSMO wishes to maintain a work environment that is free of illegal drugs, alcohol, firearms, explosives or other improper materials. To this end, KCSMO prohibits the possession, transfer, sale or use of such materials on its premises. KCSMO requires the cooperation of all employees in administering this policy.

Desks, lockers and other storage devices may be provided for the convenience of employees but remain the sole property of KCSMO. Accordingly, they, as well as any articles found within them, can be inspected by any agent or representative of KCSMO at any time, either with or without prior notice.

KCSMO likewise wishes to discourage theft or unauthorized possession of the property of employees, KCSMO, visitors and customers. To facilitate enforcement of this policy, KCSMO or its representative may inspect not only desks and lockers but also persons entering and/or leaving the premises and any packages or other belongings. Any employee who wishes to avoid inspection of any articles or materials should not bring such items onto KCSMO's premises.

HARASSMENT

Please see the Knox County Schools Board of Education Policy GAO concerning Harassment for details. It is available on the internet at http://www.kcs.k12tn.net. 

Summary of Policy:  

Harassment by any employee will not be tolerated.  Harassment is defined as conduct, advances, gestures or words of a nature which:

1. Unreasonably interferes with an individual’s work or performance.

2. Creates an intimidating, hostile or offensive work environment.

3. Implies that submission to such conduct is made an explicit or implicit term of employment.

4. Implies that submission to or rejection of such conduct will be used as a basis for an employment decision affecting the harassed employee.

SICK LEAVE BENEFITS

KCSMO provides paid sick leave benefits to all eligible employees for periods of temporary absence due to illnesses, injuries or death of an immediate family member. Eligible employee classification(s):

* Regular full‑time employees

* Regular part‑time employees

Eligible employees will accrue sick leave benefits at the rate of one day for every twenty days worked for 255 or 260 day employees.  Employees who work part-time accrue a pro-rated day.  For example a four hour employee earns a 4 hour sick leave day while an 8 hour employee earns an 8 hour sick leave day.

Paid sick leave can be used in minimum increments of one‑half day. Eligible employees may use sick leave benefits for an absence due to their own illness, injury, doctor's appointment or that of an immediate family or for death of an immediate family member as defined by Knox County Schools Board Policy GBRHB.  

The time allowed for sick leave for shall be one (1) day for each month employed during the school year and shall accumulate for an unlimited number of days.

Sick leave shall be defined as: illness of an employee from natural causes or accident, quarantine, or illness or death of a member of the immediate family of an employee, including the employee's wife or husband, parents, grandparents, children, grandchildren, brothers, sisters, mother‑in‑law, father‑in-law, daughter‑in‑law, son‑in‑law, brother‑in‑law, and sister‑in‑law.

A signed statement listing the cause of absence shall be provided by the employee on forms furnished by the Superintendent and shall promptly be given to the immediate supervisor in support of all claims for sick leave pay. A falsified statement shall be grounds for dismissal.

A certificate from the physician on forms furnished by the Board may be required in support of any claim for sick leave pay. An employee absent for five (5) consecutive working days shall submit a doctor's statement verifying illness or injury of the employee or immediate family member. The Human Resources Department shall be notified immediately when it is known that an employee will be out twenty or more days.  

Permanent, cumulative sick leave records for each active employee shall be kept in the Superintendent's office.

Sick leave for maternity purposes may be taken during the period of physical disability only.

Employees who are unable to report to work due to illness or injury must notify their direct supervisor before the scheduled start of their workday if possible. The direct supervisor must also be contacted on each additional day of absence. If an employee is absent for five or more consecutive days due to illness or injury, a physician's statement verifying the disability and its beginning and expected ending dates will be required. Such verification may be requested for other sick leave absences as well and may be required as a condition to receiving sick leave benefits. An employee absent for five (5) consecutive working days shall submit a doctor's statement verifying illness or injury of the employee or immediate family member.

Unused sick leave benefits will be allowed to accumulate indefinitely.

Sick leave usage reports are generated with each payroll. When an employee takes five sick days during the fiscal year, his or her name will appear on the Sick Leave Report. The appropriate supervisor will review the nature of the sick leave that has been taken.

SMOKING

The Knox County Board of Education recognizes that smoking represents a health and safety hazard which has serious consequences for the smoker and the nonsmoker. The Board also recognizes that all staff members should serve as positive role models for our students. In order to protect our students, staff, visitors, and guests of the schools from an environment that may be harmful to them, and in compliance with Public Chapter 410, known as the "Non-Smoker Protection Act," the Board of Education prohibits smoking by all staff, students, visitors, and guests on all school property, in all school buildings, and in all school vehicles (including schools, offices, warehouses, sport complexes, and other facilities, as well as vehicles owned by the Board).

Smoking is not allowed in any form at any time inside any school building or anywhere on school property. Smoking is not permitted inside areas such as maintenance shops and garages.

For the purpose of this policy, "Smoking" will mean all uses of tobacco (including all "smokeless" and chewing tobacco products), cigars, cigarettes, and pipes. Employees are prohibited from possessing tobacco products on school property that are visible to others.

This policy on smoking shall be communicated to all existing employees and to all prospective employees upon their application of employment.1
"No Smoking" signs shall be clearly and conspicuously posted at every entrance to every public place where smoking is prohibited.2

Legal References:

1. TCA § 39-17-1803

2. TCA § 39-17-1805

SOLICITATION

In an effort to ensure a productive and harmonious work environment, persons not employed by KCSMO may not solicit or distribute literature in the workplace at any time for any purpose.

KCSMO recognizes that employees may have interests in events and organizations outside the workplace. However, employees may not solicit or distribute literature concerning these activities during working time. (Working time does not include lunch periods, work breaks or any other periods in which employees are not on duty.) If distribution of information becomes disruptive, an employee can be asked to stop the distribution.

In addition, the posting of written solicitations on company bulletin boards is prohibited. Bulletin boards are reserved for official organization communications on such item as:

· Affirmative Action statement

· Employee announcements

· Internal memoranda

· Job openings

· Organization announcements

· Workers' compensation insurance information

· State disability insurance/unemployment insurance information    

TIMEKEEPING

Accurately recording time worked is the responsibility of every non-exempt employee. Federal and state laws require KCSMO to keep an accurate record of time worked in order to calculate employee pay and benefits. Time worked is all the time actually spent on the job performing assigned duties.

Non-exempt employees must accurately record the time they begin and end their work, as well as the beginning and ending time of each meal period. They must also record the beginning and ending time of any split shift or departure from work for personal reasons. Overtime work must always be approved before it is performed.

Pursuant to the Fair Labor Standards Act secretaries employed by KCSMO will keep a record of the time they arrive and depart each day. Please see your supervisor for the appropriate form to use.

Altering, falsifying, tampering with time records, or recording time on another employee's time record may result in disciplinary action, up to and including termination of employment.

It is the employees' responsibility to sign their time records to certify the accuracy of all time recorded. The supervisor will review and then initial the time record before submitting it for payroll processing.

TRAINING:

Training is provided for employees. Training is generated in-house and from outside vendors. Training is provided based upon need, availability and funds available. 

There is a Custodial Training position that provides routine training services for newly hired and current custodians. This position also provides topical training as needed.

Once a training class has been completed, please provide a copy of the certificate or diploma to the Purchasing Supervisor.

USE OF EQUIPMENT 

Equipment essential in accomplishing job duties are expensive and may be difficult to replace. When using property, employees are expected to exercise care, perform required maintenance and follow all operating instructions, safety standards, and guidelines.
Please notify the supervisor if any equipment, machines or tools appear to be damaged, defective or in need of repair. Prompt reporting of damages, defects and the need for repairs could prevent deterioration of equipment and possible injury to employees or others. The supervisor can answer any questions about an employee's responsibility for maintenance and care of equipment used on the job.

The improper, careless, negligent, destructive, or unsafe use or operation of equipment as well as excessive or avoidable traffic and parking violations, can result in disciplinary action, up to and including termination of employment.

Equipment owned by the Knox County School system is not to be used for personal needs. Equipment is provided solely for use on Knox County Schools projects by Knox County Schools employees.

USE OF PHONE AND MAIL SYSTEMS

Personal use of the telephone for long‑distance and toll calls is not permitted. Employees should practice discretion when making local personal calls and may be required to reimburse KCSMO for any charges resulting from their personal use of the telephone.

The use of KCSMO‑paid postage for personal correspondence is not permitted.

To ensure effective telephone communications, employees should always use the approved greeting and speak in a courteous and professional manner. Please confirm information received from the caller and hang up only after the caller has done so.

Cellular telephones, when provided, are to be used primarily for the business needs of KCSMO. Personal calls will be reimbursed to KCSMO. The use of cellular telephones is to be limited. Employees are to always try landlines first. Employees may also use the radio system to communicate. Employees are then encouraged to use the “two-way” function to communicate with other employees who have cell phones. If an employee is assigned a cell phone, he or she will be required to sign a “Cellular Telephone Receipt and Usage Acknowledgement” form.

VACATION BENEFITS

Vacation time off with pay is available to eligible employees to provide opportunities for rest, relaxation and personal pursuits. Employees in the following employment classification(s) are eligible to earn and use vacation time as described in this policy:

* Regular full‑time employees

* Regular part‑time employees (pro‑rated)

The amount of paid vacation time employees receive each year increases with the length of their employment as shown in the following schedule:

After 1 year of eligible service the employee earns 1 vacation day for each month worked and 1 day for each year of service for a maximum of 13 days.
After 2 years of eligible service the employee earns 1 vacation day for each month worked and 1 day for each year of service for a maximum of 14 days.

After 3 years of eligible service the employee earns 1 vacation day for each month worked and 1 day for each year of service for a maximum of 15 days.

After 4 years of eligible service the employee earns 1 vacation day for each month worked and 1 day for each year of service for a maximum of 16 days.

After 5 years of eligible service the employee earns 1 vacation day for each month worked and 1 day for each year of service for a maximum of 17 days.

After 6 years of eligible service the employee earns 1 vacation day for each month worked and 1 day for each year of service for a maximum of 18 days.

After 7 years of eligible service the employee earns 1 vacation day for each month worked and 1 day for each year of service for a maximum of 19 days.

After 8 or more years of eligible service the employee earns 1 vacation day for each month worked and 1 day for each year of service for a maximum of 20 days.

Full-time employees are eligible to use vacation time after completing six months of employment.  
After that time, employees can request use of earned vacation time including that accrued during the waiting period.

Paid vacation time can be used in minimum increments of one‑half day. To take vacation, employees should request approval from their supervisors two weeks in advance. Requests will be reviewed based on a number of factors, including business needs and staffing requirements.

Vacation time off is paid at the employee's base pay rate at the time of vacation. It does not include overtime or any other special forms of compensation.

As stated above, employees are encouraged to use available paid vacation time for rest, relaxation, and personal pursuits. Vacation days are allocated for use from July 1st through June 30th and should be taken during that timeframe. In the event that available vacation is not used by June 30th, employees may carry up to a maximum of twenty days of unused vacation time forward to the next year. Vacation days above twenty are "lost" on July 1st of each year unless otherwise designated by the Superintendent.

Upon termination of employment, employees will be paid for unused vacation time that has been earned through the last day of work at the next regularly scheduled payroll.

Employees on a leave of absence do not earn vacation days.

VEHICLES

KCSMO provides vehicles as necessary for its employees to complete job tasks. Employees must sign a “Vehicle Usage Policy” sheet as a condition of vehicle use. A few critical positions include driving a KCSMO vehicle home. These positions require the signing of a form acknowledging the policies concerning take home vehicles. Drivers will be asked for a copy of their driver’s license each year.

VEHICLE USAGE POLICY

This document delineates the policies and procedures of the Knox County Schools Maintenance & Operations Department (KCSMO) concerning its vehicles. Throughout this document the word “vehicle” is used to mean vehicles owned or provided by KCSMO. 

If you drive a vehicle to complete your job, you must comply with the terms delineated herein. When you are driving a vehicle, you represent the school system. Safe and courteous driving behavior is required. Your failure to adhere to the policies and standards contained herein may result in disciplinary action, against you, up to and including termination of your employment.
**CHANGES TO PAGE 33 EFFECTIVE JULY 25, 2011**

INTRODUCTION


Vehicles shall be used for official purposes only and in accordance with the provisions of this manual and with all other applicable laws, rules and procedures.  Vehicles shall not be used for personal purposes except when the Supervisor of Maintenance and Operations gives authorization. Such authorization will be given only in emergency and temporary situations. Should he not be available, contact one of the other maintenance supervisors or your foreman.
1.
Drivers are required to obey all speed limits and laws and drive at speeds appropriate for road and weather conditions. 

2.
Drivers are to remove the keys and lock the doors whenever the vehicle is left unattended. Employees may face disciplinary action for vehicles stolen or damaged or which have items stolen when the employee fails to secure the vehicle.

3.
Fines, tickets, red light cameras citations or other violations are the responsibility of the driver who receives them. 

4.
KCSMO is not responsible for personal items that are lost or stolen.

5.
Smoking and the use of tobacco products is not allowed in vehicles. 

6.
Vehicles are only to be driven by employees of KCSMO. 

7.
Vehicles are to be used only for authorized business and authorized business activities. 

ASSIGNMENT POLICY


All vehicles shall be assigned to crafts. The foreman or leadman of the craft will then assign drivers to vehicles.  There may be more than one assigned driver for each vehicle. Vehicles are assigned on the basis of needs. Vehicles are not assigned by rank, seniority or tradition. Assignments will be changed as the needs of KCSMO change.

DOCUMENTS


All vehicles shall carry or have the documents noted below. No one may change or remove these documents without the expressed consent of departmental management.

1.
A copy of the Knox County Accident Reporting form.

2.
A copy of the registration.
3.
A copy of the title.

4.
A laminated copy of the information card for police officers.

5.
An official state license plate. 

6.
Each vehicle shall have only the official Knox County Schools bumper sticker affixed. It reads “Knox County Schools. How’s my driving? Call with your comments!  594-3633.”

7.
KCSMO decals.

DRIVER REQUIREMENTS 


All individuals must meet the following requirements before driving a vehicle: 

1.
Be insurable. 

2.
Must have at least two years of previous driving experience.

3.
Possession of an unexpired and otherwise valid driver's license issued by one of the fifty states.  Licenses will be verified at the time of employment and periodically thereafter.

4.
The driver's license will be appropriate for the type of vehicle that the employee is authorized to drive. 

MAINTENANCE


All vehicles are serviced by the KCSMO Garage.  The garage provides:

1.
Preventative maintenance services. The garage will notify you when the vehicle is due for preventative maintenance. You must take the vehicle for preventative maintenance upon notification from the Garage.


Failure to do so can damage the vehicle and result in disciplinary action against you.

2.
Repair services. If the vehicle requires unscheduled repairs, the Garage will take care of it as soon as possible. If necessary, the Garage may be able to loan you a temporary vehicle until yours is operable.

3.
Towing services. Private towing companies will provide towing services but the garage will arrange the tow.

MODIFICATIONS


Without the approval of KCSMO management, vehicles will not be modified. This includes:

1.
Structural changes

2.
Paint

3.
Changes to performance functions such as the engine, transmission, et cetera.

4.
The attachment of bumper stickers (other than as specified herein).

5.
The attachment of designs, fixtures, placards, et cetera

FUEL PURCHASES


1.
Fuel for vehicles shall be purchased from sites participating in our fueling system. Many different fuel stations participate in the system.    To use system you must:


a.
Have a vehicle card (which stays in the vehicle).


b.
Have an employee fuel card (which stays with you). Do not share your number with anyone else.


c.
Purchase regular unleaded fuel only (unless the vehicle requires diesel fuel).

d.
Enter the correct odometer reading. This is a critical step since the odometer reading is key to the software that is used to track our fleet. Repeated inaccuracies in entering odometer readings will result in disciplinary actions.

e.
Turn the receipt into your foreman or leadman as soon as possible. The foreman or leadman turns the receipts into the Purchasing Supervisor on a weekly basis. These receipts are then matched to the monthly bill. If you are missing receipts, you will be asked to retrieve them.

f.
If there are problems at the fueling site contact the your foreman/leadman for assistance, if they are not available contact the General Foreman. 

g.
Your supervisor establishes the maximum number of gallons allowed per fill up, per day and per week. These can be changed upon his or her request.

2.
If you must purchase with your own funds:

a. 
Must be approved by your supervisor. 

b. 
You must use a commercial self service station.

c.
Retain your receipt and submit it to the Purchasing Supervisor. Your name and address must be on it in order to obtain a reimbursement. Additionally your supervisor must sign the receipt and thus signify his or her approval.

3.
Fuel purchases are only for the use of KCSMO. Purchases for any other reason will result in disciplinary action up to and including termination of employment.

4.
Our vendor provides weekly reports on exceptions to the expected miles per gallon for each vehicle. Additionally our vendor reports attempts to purchase goods or premium fuel. If your odometer readings are outside of the “normal” range, you will be asked for an explanation.

LOSS OF DRIVING PRIVILEGES

 

The following offenses will result in the suspension or termination of driving privileges for those employees operating motor vehicles, along with appropriate disciplinary action. Please note that if your position requires driving from one location to another this can effect your continued employment.

1.
Failure to adhere to preventative maintenance standards.

2.
Failure to follow safety guidelines.

3.
Failure to obey policy with regard to appropriate business use of vehicles and/or failure to obey state and local traffic regulations.

4.
Failure to report a vehicle accident.

5.
Failure to report the suspension or revocation of his/her driver’s license.

6.
Intentional misuse of the vehicle (including damaging the vehicle and the use of tobacco products).

7.
Operating a motor vehicle without a valid driver's license.

8.
Operating a vehicle for personal use.

9.
Other unprofessional or unethical activities with the vehicle.

10.
Reckless driving or lack of courtesy to other drivers.

11.
The operation of a vehicle under the influence of alcohol or illegal drugs.

12.
The purchase or use of fuel for non-business purposes.

ACCIDENTS


KCSMO uses the Knox County Government Vehicle Accident policy. It is your responsibility to read the policy and use its procedures in the event of an accident. Keep the following points in mind:

1.
Do not admit fault.

2.
Complete an Accident Investigation form. Submit the form to the Purchasing Supervisor as soon as possible.

3.
Contact your supervisor immediately.

SAFETY


All drivers will adhere to safety requirements and suggestions. In particular drivers will:

1.
Require all occupants of vehicles to utilize the seat belts and occupant restraint system provided. Failure to utilize seat belts or occupant restraint system shall be considered improper use of a vehicle and shall subject employees to disciplinary action. 

If an accident resulting in injury to an employee occurs and the employee is not utilizing the seat belts or 

occupant restraint system provided, and the failure to use the seat belts or occupant restraint system provided contribute to injuries received worker's compensation benefits may be reduced.

2.
All vehicles shall be operated in a safe and courteous manner. Failure to operate vehicles in a safe and courteous manner shall be considered improper use of a vehicle and shall subject employees to 

disciplinary action.

3.
All vehicles shall operate in compliance with all applicable federal, state or local laws and ordinances. Failure to comply with federal, state, or local laws or ordinances shall be considered improper use of a vehicle and shall subject employees to disciplinary action. All fines and penalties resulting from failure to comply with federal, state or local laws or ordinances are the personal responsibility of the vehicle operator.

4.
Driving under the influence of drugs or alcohol is strictly forbidden. Be aware that even over the counter medications can impair your driving ability.

5.
Prior to driving the vehicle, spend a few minutes getting acquainted with the location and operation of the light switches, wiper/windshield washer and the heater/defroster. Check the tires, wipers, lights and other safety equipment for observable defects.   DO NOT ATTEMPT TO DRIVE A VEHICLE THAT IS NOT SAFE. 

6.
All vehicles have an approved fire extinguisher. It is the driver’s responsibility to make sure that the fire extinguisher is secure and that it is charged.

TRAVEL OUTSIDE OF KNOX COUNTY


Vehicles may be driven outside of the County as long as it is on official business. However, vehicles may not be driven out of state without written approval. Should you contemplate a trip outside of Tennessee, you will need to get the pertinent facts to the Purchasing Supervisor in order for him to obtain permission. Please allow two weeks for this process. 
INSPECTION


The following inspections will be made.

1.
The craft leadman or supervisor is responsible for the monthly inspection of each vehicle. He will use the “Vehicle Inspection” form.  Once completed the form will be submitted to our Garage. 

2.
Once per year, there will be a departmental “Vehicle Round Up.”  This will include an inspection of each vehicle by management personnel.

3.
Drivers will perform a visual inspection of their vehicle prior to each use.  Additionally, drivers are to check the fluid levels before each use of the vehicle.

INSURANCE


Vehicles are self-insured.  There is not a private insure carrier such as All State, Nationwide, et cetera.  The County maintains a fund to cover potential accident and losses.

TRAVEL OUTSIDE OF KNOX COUNTY


Vehicles may be driven outside of the County as long as it is on official business.  However, vehicles may not be driven out of state without written approval.  Should you contemplate a trip outside of Tennessee, you will need to get the pertinent facts to the Purchasing Supervisor in order for him to obtain permission.  Please allow two weeks for this process.
VISITORS IN THE WORKPLACE

To provide for the safety and security of employees and the facilities at KCSMO, only authorized visitors are allowed in the workplace. Restricting unauthorized visitors helps maintain safety standards, protects against theft, ensures security of equipment, protects confidential information, safeguards employee welfare and avoids potential distractions and disturbances.

Because of safety and security reasons, family and friends of employees are discouraged from visiting. In cases of emergency, employees will be called to meet any visitor outside their work area.

All visitors should enter KCSMO at the main entrance. Authorized visitors will receive directions or be escorted to their destination. Employees are responsible for the conduct and safety of their visitors. Visitors are not permitted to help employees with their work assignments. 

If an unauthorized individual is observed on KCSMO's premises, employees should immediately notify their supervisor or, if necessary, direct the individual to the main entrance.

WEB SITE

KCSMO has its own web site (http://knoxschools.org/). Its purpose is to provide all Knox County Schools employees with readily available information concerning our department. It contains our forms, manuals, newsletters and other valuable information. Additionally registered users can use it to submit work order requests. Please use the web page as much as possible.

WORK SCHEDULES

The normal work schedule for all maintenance and custodial employees is eight hours a day, five days a week. The normal work schedule for central office secretaries is 7.5 hours per day. five days per week. Supervisors will advise employees of the times their schedules will normally begin and end. Staffing needs and operational demands may necessitate variations in starting and ending times, as well as variations in the total hours that may be scheduled each day and week. Twelve month employees receive one hour for lunch and two fifteen minute breaks each day.

WORKERS' COMPENSATION INSURANCE

KCSMO provides a comprehensive workers' compensation insurance program at no cost to classified employees. This program covers any injury or illness sustained in the course of employment that requires medical, surgical or hospital treatment.  

Employees who sustain work‑related injuries or illnesses must inform their supervisor immediately. No matter how minor an on‑the‑job injury may appear, it is important that it be reported immediately. This will enable an eligible employee to qualify for coverage as quickly as possible. The injury must also be reported to the Workers Compensation Office by calling 594-1682 and by completing the appropriate paperwork.

Neither KCSMO nor the insurance carrier will be liable for the payment of workers' compensation benefits for injuries that occur during an employee's voluntary participation in any off‑duty recreational, social or athletic activity sponsored by KCSMO.

WORKPLACE MONITORING

Workplace monitoring may be conducted by KCSMO to ensure quality control, employee safety, security and customer satisfaction.

Computers furnished to employees are the property of KCSMO. As such, computer usage and files may be monitored or accessed.

KCSMO may conduct video surveillance of workplace areas. Video monitoring is used to identify safety concerns, maintain quality control, detect theft and misconduct and discourage or prevent acts of harassment and workplace violence.

Because KCSMO is sensitive to the legitimate privacy rights of employees, every effort will be made to guarantee that workplace monitoring is done in an ethical and respectful manner.

WORKPLACE VIOLENCE PREVENTION

KCSMO is committed to preventing workplace violence and to maintaining a safe work environment. Given the increasing violence in society in general, KCSMO has adopted the following guidelines to deal with intimidation, harassment, or other threats of (or actual) violence that may occur during business hours or on its premises.

All employees, including supervisors and temporary employees are to be treated with courtesy and respect at all times. Employees are expected to refrain from fighting, "horseplay," or other conduct that may be dangerous to others. Firearms, weapons and other dangerous or hazardous devices or substances are prohibited from the premises of KCSMO without proper authorization.

Conduct that threatens, intimidates, or coerces another employee, a customer, or a member of the public at any time, including off‑duty periods, will not be tolerated. This prohibition includes all acts of harassment, including harassment that is based on an individual's sex, race, age, or any characteristic protected by federal, state or local law.

All threats of (or actual) violence, both direct and indirect, are to be reported as soon as possible to your immediate supervisor or any other member of management. This includes threats by employees, as well as threats by customers, vendors, solicitors, or other members of the public. When reporting a threat of violence, employees should be as specific and detailed as possible.

All suspicious individuals or activities should also be reported as soon as possible to a supervisor. Do not place yourself in peril. If you see or hear a commotion or disturbance near your workstation, do not try to intercede or see what is happening. –contact the appropriate supervisory or security personnel.

KCSMO will promptly and thoroughly investigate all reports of threats of (or actual) violence and of suspicious individuals or activities. The identity of the individual making a report will be protected as much as is practical. In order to maintain workplace safety and the integrity of its investigation, KCSMO may suspend employees, either with or without pay, pending investigation according to Board policies and State law and regulations.

Anyone determined to be responsible for threats of (or actual) violence or other conduct that is in violation of these guidelines will be subject to prompt disciplinary action up to and including termination of employment.

KCSMO encourages employees to bring their disputes or differences with other employees to the attention of their supervisors or the Human Resources Department before the situation escalates into potential violence. KCSMO is eager to assist in the resolution of employee disputes and will not discipline employees for raising such concerns unless it is determined that the concern was intentionally false.

SAFETY

INTRODUCTION

Your safety is a primary concern of KCSMO. To help you perform your job more safely a set of carefully planned guidelines, which are explained in this section of your handbook, have been developed. The rules emphasize accident prevention and have been developed out of years of experience and careful studies of why accidents have happened.

You are expected to learn and follow these rules. A violation of these rules is a violation of Board policy. Employees who do not observe these rules are subject to disciplinary action.

Make safety and accident prevention your first concern. Your suggestions for improved safety are appreciated. Working together our safety program can be improved.

SUPERVISOR’S RESPONSIBILITIES:

Supervisors are responsible for their own safety, for the safety of the general public and for the safety of those who are working for them. These important responsibilities can be fulfilled in three ways:

First, encourage safe attitudes in those who work for you. Make safety their first priority at all times. Give special attention to new employees. From their first day of the job, stress safety. It can lead to a long, healthy career as an employee of the Board.

Second, know and follow all of the safety rules in this manual and insist that your employees know them also. Be sure that they know the safe way to do their jobs,

Third, enforce all safety rules, procedures and practices pertaining to your job.  

GENERAL SAFETY RULES

The following general safety rules summarize the basic rules of conduct for your protection and the protection of your fellow workers. If a situation arises that is not covered by one of these rules, use your own good judgment in handling it.

1.
Use of alcohol or illegal drugs while on the job, or reporting to work under their influence is strictly prohibited.

2.
Providing alcohol or drugs for others to use is prohibited.

3.
Possession of alcohol or illegal drugs is prohibited.

4.
Fighting while on duty will result in disciplinary action.
5.
Horseplay and practical jokes are strictly prohibited at all times.

6.
Always wear the proper clothing that is suitable for your particular job.

7.
Safety glasses, special safety clothing and other protective equipment must be used as explained in this manual. Equipment will vary according to your specific duties, refer to the selection of the manual that covers your situation.

8.
Do not wear audio headphones that play music, et cetera while working or driving a Board supplied vehicle or while driving a personal vehicle for Knox County Schools business.

9.
Do not attempt to work if you are ill or otherwise unable to work safely. Report to your supervisor if you are under any type of medication that could affect your ability to work or that might cause a safety hazard.

10.
Unauthorized handguns, other weapons or fireworks are not permitted on Board property. Board property includes Board owned vehicles and employee parking areas furnished by the Board.

11.
Never enter an area with limited access if there is a possibility of fire, toxic fumes or 
oxygen deficiency unless you have been authorized and trained in confined space entry. 
Contact the Safety Engineer with any questions.

12. 
Many accidents are the result of unsafe working conditions. Good housekeeping practices are essential in maintaining a safe work place. You are responsible for keeping your work area or vehicle neat, clean and free of anything that could create a safety or health hazard.

13.
Keep walks, aisles, stairways, fire escapes and other passageways clear of obstructions. When working on slippery surfaces use mats, grates, cleats or other methods to reduce the chance of an accident.
14.
Store oil‑soaked rags, waste, and flammable materials in non‑combustible containers with tight‑fitting lids, and do not let these materials accumulate in areas such as locker rooms and tool storage areas.

15. 
You are responsible for the tools assigned to you. Store your tools, supplies and other materials only in designated areas.

16. 
Keep your personal locker and/or work station clean and orderly.

17. 
For everyone's safety, observe "No Smoking" signs and signs that restrict open flames.

18.
Be cautious when lifting or moving heavy objects. Serious strains can result from improper lifting techniques. The right way to lift is also the safest and easiest:

Get a good grasp on the object

Get a good footing with your feet a comfortable distance apart

Bend your knees, keep you back straight, then lift with your leg muscles.

Do not try to lift more than you can comfortably handle. If you think the load is too heavy, get help.

19. 
Perhaps the most important general safety rule is "don’t take chances" while performing any activity. Use only safe approved methods and procedures. If you have any questions about the safe way to do things, ask your supervisor or foreman.

20. 
Do not operate cranes, derricks or any hoisting equipment unless you have been specifically trained and authorized to do so.

21.
Do not operate backhoes, payloaders or other similar type equipment unless you have been specifically trained and authorized to do so.

22.
Never perform any type of excavation, trenching or shoring unless you have been specifically trained and authorized to do so.

FIRE PROTECTION

1.
Become familiar with the location and operation of all fire fighting equipment in your work areas. Do not move or remove any of the equipment without proper authority, except, of course, in the event of a fire.

2.
Carbon tetrachloride fire extinguishers are prohibited.

3.
Observe all "No Smoking" signs. It is important for you to understand that the absence of a "No Smoking” sign is no excuse to smoke in a dangerous area.  For example, smoking and open flames are prohibited in places where dangerous gases might be present, such as oil rooms, hydrogen or acetylene storage areas or similar places.

4.
Smoking also is prohibited in battery rooms, areas where flammable liquids are used or stored or any other area where combustible materials are stored.

PROTECTIVE EQUIPMENT

Wearing the right protective equipment and clothing is essential for performing your job correctly and safely. Listed below are important pieces of safety equipment and the situations in which you should use them.

1.
Clothing:
Always wear clothing and shoes that are suited for the particular type of work that you are doing.

2.
Eye Protection: Some of the most important safety equipment is for eye protection.

Eyeglasses, even with hardened lenses, are not a substitute for approved goggles or other eye protection equipment. 

Always wear full‑cover goggles and/or face shields when performing the following tasks:

Drilling or chipping stone, brick, concrete, paint, pipe coatings or metal.


Power grinding, buffing or wire brushing.


Flame welding, cutting or burning (approved colored lenses should be used).

Gunniting, pouring hot lead, hot compounds or when using other hot or dangerous substances.

Handling acids, caustics, chlorine, ammonia, hydrofluoric acid or other similar liquids or gases.


Using thermite (cadweld) type welders.

3.
Head Protection: Always wear a safety hard hat whenever there is any danger of a head injury from any hazard.

4.
Ear Protection: Always wear proper ear protection when exposed to excessive noise or whenever there is any possibility of hearing damage.

5.
Exhaust Ventilation: Always use the exhaust systems when they are provided at a work site.

If an exhaust system is not available or if it does not provide adequate protection, use other protective measures such as an approved respirator.

6.
Respirator : Respirators are an important part of our safety equipment. However, you should not use any respirator until you have been property trained to use it. This includes learning the manufacturer's instructions as well as specific instructions from authorized Board Personnel.


Contact your supervisor or the Safety Engineer with any questions.

There are various types of respirators and you should use the type that's designed for your particular need. For example, a respirator equipped with a dust filter is not sufficient for working with toxic materials.

If you have any questions about which type of respirator to use, always use one that provides more than adequate protection for the job.

Listed below are the general guidelines to follow for using respirators:

Wear an approved respirator whenever there is a chance of inhaling caustic, toxic or dangerous materials.

If you have been specifically trained, fit tested and provided with a respirator for a 
particular job, you must wear it.

Inspect, clean, disinfect and properly store all protective equipment after each use. Equipment also should be cleaned and disinfected when used by more than one employee. 

OPERATING COMPANY 0WNED VEHICLES

1.
Operate a vehicle owned by the Board only when specifically authorized to do so and when you have a valid license or permit for the equipment to be used.

2. Know and obey all state and local motor vehicle laws that apply to your vehicle.

3.
Drive at a safe speed taking into consideration traffic, road and weather conditions. Never exceed posted speed limits.

4.
Make a general safety inspection of the vehicle before using it and then make periodic checks thereafter. If you find a dangerous situation, stop your work and have necessary repairs made before continuing.

5.
When refueling, turn off all ignition systems and do not smoke.

6.
Turn off radio transmitters while near blasting operations.

7.
When parking along a roadway, park well off the traveled surface whenever possible. if you must park closer than ten feet to the traveled surface, use the appropriate warning signals and lights, When it is necessary to park on an incline, make sure you leave the vehicle in a safe position. Turn the front wheels into the curb and chock the rear wheels.

8.
Do not stop on a roadway except in an emergency or when work must be done. When it is absolutely necessary to stop on a roadway, use the appropriate warning signals and lights.

9.
Avoid backing your vehicle whenever you can. When backing is necessary, use extreme care. In difficult situations, ask another person to guide you, if someone if available.

10.
Do not allow anyone to ride on the running boards, fenders or any other parts of the vehicle except in passenger compartments or inside body walls. Do not let your passengers stand while the vehicle is moving.

11.
Do not modify vehicles without the approval of the Knox County School Maintenance Garage.

12.
Do not use personally owned vehicles for Board business without prior approval

13.
Do not use Board owned vehicles for personal business.

14.
Report all accidents, no matter how minor, to your supervisor as soon as possible.

15.
Smoking is prohibited in vehicles furnished by Knox County Schools.

REPORTING AN ACCIDENT, PERSONAL INJURIES OR UNSAFE CONDITIONS

1.
Report all injuries, no matter how minor, to your supervisor or to the person in charge as soon as possible.

2.
Workers' Compensation laws require a written report for accidents that involve injuries to employees.

3.
Your supervisor or foreman will submit a "supervisor's report of accident" to the Knox County School Maintenance secretary.

4.
Unsafe equipment, tools or potentially hazardous conditions are to be reported immediately to your supervisor or to the person in charge.

VEHICLE ACCIDENTS

If you are involved in an accident while working on Board business:

1.
Notify the proper local authorities (city, county or state police) who should investigate the accident before the vehicles are moved.
2.
Notify your immediate supervisor or foreman as soon as possible.

3.
Follow the procedures as directed in the packet in the glove box of the vehicle.

4.
If you or others are physically injured, the Employee Benefits Office must be 
immediately notified.

5.
Complete a "Notice of Vehicle Accident" form within twenty‑four hours after the accident, regardless of the amount of damage. The form goes to the Purchasing Supervisor  for Knox County Schools Maintenance & Operations through your Department Head.

6.
Whenever an accident occurs, be sure to record the following information while still at the scene:


The time and location of the accident

The name and address of the owner and driver of the vehicle

A description of the vehicle, including the make and year

The insurance carrier's name, if possible

The names and addresses of any witnesses

ANIMAL BITES

1. Report all animal bites to your supervisor immediately.

2.
Your report to your supervisor must include all of the following information, if possible.

A description of the animal, including the color, breed and size

Name, address and telephone number of the owner

Location of the incident

Date of rabies inoculation‑If proof of the rabies Inoculation is questionable, call a Humane Officer so that the animal can be confined for observation

HAULING PIPE OR LADDERS

1.
When hauling pipes or ladders use extra caution while driving.

2.
Do not allow the pipe or ladders to stick out beyond the normal sides of the vehicle.

3.
Securely fasten the load to prevent it from shifting.
4.
If the load extends more than four feet beyond the front or back or the truck or trailer, use appropriate warning devices.

5.
If material must be stored at the location where it is to be used, store it so that it does not interfere with traffic and use red safety lights or well‑lighted warning signs.

6.
Stay clear of poles or pipeline while they are being hoisted.

7.
Install load binders so that they can be operated while you are standing on the ground.

8.
Do not ride on dollies or trailers.

HOUSEKEEPING AT WORK SITES

1.
One of the best ways to prevent accidents at work sites is to keep buildings and vehicles ‑ both inside and out ‑ clean and orderly at all times.

2.
Keep flammable materials, such as oil‑soaked rags, waste and shavings in approved metal containers with metal lids. Do not let these materials accumulate. Empty the containers regularly.

3. Keep used rags in metal or metal lined bins with metal covers.

4.
Do not use flammable liquids such as gasoline, benzene, naphtha, lacquer thinner, et cetera for cleaning purposes.

5.
Keep all solvents in approved, properly labeled containers. Gasoline, benzene, naphtha, lacquer thinner and other solvents of this class should be handled and dispensed only in approved, properly labeled, red safety cans with yellow letters.

6.
Keep floors and platforms free of obstructions or dangerous projections. Clean up water, grease or oil spills immediately. Where the type of work produces slippery conditions, use mats, grates, cleats or other methods to reduce the chances of slipping.

7.
Keep all stairways, aisles, roadways, walkways and material storage areas free of obstruction and debris.

8.
Store materials and supplies neatly and orderly to prevent them from falling or spreading and creating a safety hazard.

9.
Smoke in designated places only. Properly dispose of smoking materials. 
HANDTOOLS

GENERAL GUIDELINES:

1.
Always use the proper tool for the job. Makeshift or substitute tools, unless approved in advance, should not be used.

2.
All tools used on Board jobs, regardless of ownership, must be approved and maintained in good condition. Tools are subject to inspection at any time and your foreman has the authority ‑ and the responsibility ‑ to prohibit the use of an unserviceable tool, regardless of ownership.

3.
Do not use defective tools. Tag them to prevent others from using them or remove them from the job site.

4.
Do not use hammers with metal handles, screwdrivers or knives with metal continuing through the handle around energize electrical circuits or equipment.

5.
Throwing tools from place to place or from person to person is prohibited. When tools must be raised or lowered from one elevation to another, place them in tool buckets or firmly attach them to hand lines.

6.
As impact tools such as chisels, punches, drift pins, et cetera, become mushroomed or cracked, dress or repair them before further use or replace them.

7.
Do not use measuring tapes or ropes that are metal or contain conductive strands when working on or near energized parts.

8.
Always use sparkproof tools in explosive atmospheres.

PORTABLE ELECTRIC TOOLS

1.
Check all electric tools before using them to be sure they are in safe working order and that all safety devices are in place. Carefully inspect the cord on all electrical components.

2. The non‑current carrying metal parts, such as drills, saws or grinders must be grounded when tools are connected to a power source unless:

a. The tool is an approved double insulated type; or

b. The tool is connected to the power supply by means of an isolating transformer or other isolated power supply such as a 24 volt DC system.

3. Keep your electric tools in good working order and disconnect the tool from the power supply before making any repairs.

4. Always follow the manufacturer’s operating instructions and use the tool only within its capabilities.

5. Never use an electric tool in an area that might contain flammable vapors, gases or dust.

PNEUMATIC TOOLS

1.
Use caution when working with compressed air and compressed air tools.

2.
Use pneumatic tools only after proper training and authorization.

3.
Always wear eye, ear, foot and other protective devices when operating a pneumatic tool.

4. Never point a pneumatic tool at anyone.

5. To prevent your tool from accidentally becoming disconnected, carefully secure it to the hose or whip.

6.
Safety clips or retainers must be securely installed and maintained on pneumatic impact percussion tools to prevent attachments from being accidentally expelled.

7.
Do not use compressed air for cleaning purposes (unless reduced to less than 30 PSI and then only with effective chip guarding and personal protective equipment.)

8.
Compressed air is not to be used to blow dust or dirt from clothing.

9.
Know the manufacturer's safe operating pressure for hoses, pipes, valves, filters and other fittings and do not exceed them.

10. 
Do not raise or lower tools from one level to another by passing them with their hoses.

11.
Shut off the air supply valve at head of the hose before making adjustment or changing 
air tools, unless the tools are equipped with quick‑change connectors. Bleed the hose at 
the tool before breaking the connection.

12.
All hoses exceeding ½ inch inside diameter must have a safety device at the source of 
supply or branch line to reduce pressure in case of hose failure.

13.
Do not use metal reinforced hose around energized equipment. When this type of hose 
must be used, maintain proper clearance.

LADDERS

1.
Before using any ladder, check it carefully for weakened, broken or missing steps or side rails. If the ladder is unsafe, tag it and remove it from service.

2.
Do not use portable metal ladders near energized electrical circuits.
3.
Use only ladders that are Board approved.

4.
Ladders and scaffolds must be strong enough for their intended use.

5.
Do not place a ladder in front of a door that opens toward you unless the door already is open, locked or guarded.

6.
When climbing or coming down a ladder, use both hands. Do not try to carry equipment and face the ladder.

7.
Only one person may work from a ladder at one time. Use two ladders if two people are needed for the job.

8.
Do not use chairs or boxes instead of a ladder.

9.
Ladders are not to be used as scaffold platforms.

USING STRAIGHT LADDERS

1.
Portable straight ladders are to be equipped with non‑skid bases. Ladders without non‑skid bases are to be tagged and removed from service.

2.
When using a straight ladder, place it so that the distance between the bottom of the ladder and the supporting point is approximately one‑fourth of the ladder length. The ladder should be placed, held, tied or otherwise secured to prevent it from slipping or failing.

3.
Never climb beyond the third step from the top.

4.
When dismounting from a ladder at an elevated position, such as a roof, the side rails should extend at least three feet above the dismount position or grab bars should be available.

5.
Use the correct length of ladder for the job. Do not splice two ladders together to make a longer ladder.

STEP‑LADDERS

1.
Do not use a stepladder when a straight ladder is needed.

2.
When you use a stepladder, make sure that you fully spread the legs.

3.
Do not stand on the top step unless you're using a platform ladder.

4.
When using a ladder over ten feet high, have someone hold the ladder or secure it to a stable support.

HANDLING HEAVY MATERIALS
1.
Be careful when lifting or moving heavy objects. If something is too heavy for you to move by yourself, ask someone to help you or use power lift equipment. When someone is helping you move a heavy object, set a prearranged signal for releasing the load.

2.
The right way to lift also is the safest and the easiest: get a good grip on the object, secure good footing with your feet a comfortable distance apart; bend your knees, keep your back straight, then lift using your leg muscles.


COMPRESSED GASES

1.
Compressed gas cylinders are commonly used in the Board's work. For this reason, you should know how to handle the cylinders safely and be familiar with the rules covering them.

2.
Handle all cylinders with care. Do not drop or jar them or expose them to extreme temperatures.

3.
Keep the valve cap or valve protection device on the cylinder at all times except when you are actually using it.

4.
When moving a cylinder, do not roll it or lift it by the valve or valve cap. Use a cradle or other suitable device.

5.
The contents of each cylinder must be clearly marked.

6.
Oxygen cylinders should not be stored with fuel‑gas cylinders or combustible materials (especially oil and grease) unless they're separated by a minimum distance of twenty feet or a five‑foot high non-combustible wall.

7.
Do not place a cylinder where it could become part of an electrical circuit.
8.
Store hydrogen and fuel‑gas cylinders in separate storage buildings or sheltered storage areas ‑ do not store them inside of any operating building.

9.
Do not force connections, which do not fit or tamper with the safety devices of cylinder valves.

10. 
Use special precautions when using hydrogen to avoid any possibility of a fire or explosion.

11. 
When using oxygen, do not let any oil, grease or similar material come in contact with the cylinder valve, fitting, regulator or gauge.

12. 
Acetylene cylinders always are to be used, transported and securely stored in a vertical position. Protect the cylinder from sparks, flames and contact with energized electrical equipment.

13. 
As a general rule, store all cylinders ‑ whether empty or full ‑ in an upright position. Chain them to the wall or otherwise secure them so that they cannot fall or be knocked over.

WELDING

GAS WELDING

1.
Only authorized, experienced and properly trained personnel may use compressed gases and welding equipment,

2.
Keep fire extinguishers readily available in the work area.

3.
When welding in confined spaces or while working on zinc, brass, bronze, stainless steel, galvanized or lead coated materials, be sure that there is adequate ventilation. If there is not, wear an approved respirator.

4.
Always wear the proper eye protection, gloves and clothing when welding. Helpers and attendants are also to be properly protected.

5.
Light the torch with an approved torch‑lighting device. Do not light it with a match or from hot work. Also, do not use the torch to light cigars or cigarettes.

6.
When welding equipment is not in use, close the cylinder valves and release the pressure.

ELECTRIC WELDING

1.
Only authorized, experienced and properly trained personnel may use compressed gases and welding equipment.

2.
Before using electric welding equipment, make sure that the equipment is properly grounded.

3.
Keep fire extinguishers readily available in the work area.

4.
Learn and follow the manufacturer's instructions or the instructions that are attached to the machine.

5.
Always wear proper eye protection to guard against flying objects when your helmet is raised.

6.
Helpers and attendants also must wear proper eye protection.
7.
Warn others in the area not to watch electric welding unless they are wearing eye protection.

8.
Use welding screens whenever others could be exposed to the arc of the welding operation. Do not strike an arc with an electrode whenever there are others nearby that could be injured.

9.
Remove electrodes from their holders if you must leave them unattended and place the holders so that they cannot make contact with employees or conducting material.

10. 
When you stop your work or when you move the welding machine, open the power supply switch and properly store the cables.

PORTABLE SPACE HEATERS

1. 
Use portable heaters or oil fired salamanders only in well ventilated areas.

2.
Never refill or re‑light a heater while it is hot. Also, do not move a heater while it is lit or hot.

3.
All portable heating equipment should be maintained according to the manufacturer's instructions and should be checked carefully each time before use.

4.
Place heaters where there is no danger of tipping them over and keep the area around the heater free of combustible material.
MATERIALS ON THE JOBSITE

1.
For your protection, always wear approved gloves while heating or working with a hot compound.

2.
When heating materials on the job site, be especially careful of the safety of other employees working in the area and of the safety of the general public.

3.
Place heating pots for solder, oil or compounds away from heavily traveled walkways and away from manholes or vaults to protect others in the event of spillage.

4.
Never place solder scraps or a dipper into a hold solder pot if the scraps or dipper are chilled or moist.

5.
Furnaces and tanks containing liquefied petroleum gas, such as butane or propane, should not be used in a manhole, storage tank or vault.

6.
Keep torches and furnaces a safe distance from flammable material and never leave a lighted torch or furnace unattended.

WORK AREA PROTECTION

1.
When working in areas exposed to the public, special consideration must be given to safety. These areas could include excavations, open manholes or any area that could become hazardous without proper protection.

2.
For your safety ‑ and theirs ‑ approaching traffic must be warned well in advance, then guided safely through or around the work area. Flagmen, aided by barricades, warning signs, lights, traffic cones and other equipment, generally are responsible for the safe flow of traffic.

3.
The best way to eliminate accidents is through proper planning and the installation, operation and maintenance of necessary safety equipment. The following pages explain our work area safety procedures in detail. Please study them carefully.
TRAFFIC CONTROLS, WARNING DEVICES AND PROCEDURES

1.
Use only those signs, standards, barricades, flags, cones and other protection devices which conform to state and local codes. Ask your supervisor if you are not familiar with these codes.

2.
Special precautions should be used at night or when bad weather reduces visibility. Flashing lights, flares, area illumination or other adequate safety devices should be used in those situations.

3.
Remove all warning devices and equipment when the job is completed and store them properly.

UNDERGROUND FACILITIES AND EQUIPMENT

When opening and whenever your work obstructs the flow of traffic ‑ such as opening covers to manholes or vaults ‑ take the following precautions:

1.
Set up signs, barricades, lights, flares or other warning devices well in advance to warn approaching traffic that a hazard is ahead. Use a flagman, if necessary. Use additional warning devices at the worksite to clearly identify the obstruction.

2.
Whenever possible, use the truck to guard the worksite from oncoming traffic.

3.
Do not use a blowtorch or other open flame to melt snow or ice around a manhole cover or vault.

4.
Always use approved hooks or hoists to remove and replace manhole, vault and service box covers.
TOXICS CHEMICAL

HANDLING TOXIC CHEMICALS

1.
Use special care when working with and handling toxic chemicals, such as alum, caustic soda, sodium aluminate, acids, chlorine, polymers and other laboratory chemicals.

2.
Only reliable, dependable and properly trained employees will be given responsibility for handling toxic chemicals and operating valves or other equipment which control their flow. If you are assigned this responsibility, you must know and follow the rules herein.

3.
If there is any danger of leaks or spills when unloading or working with chemical equipment, always have at least two employees present.

4.
Wear approved protective equipment and clothing when handling acids and caustics, including a full‑face shield, acid‑proof gloves and aprons.

5.
Handling larger amounts of acids may require additional protection.

6.
Use an approved dust mask or respirator when handling dusty chemicals such as clay or lime.
7.
If you get acid in your eyes, wash them out thoroughly with large amounts of running water and call a physician immediately. Use a neutralizing substance, if available. DO NOT RUB YOUR EYES.

8.
Before lifting or moving a carboy or other acid container, check it carefully for leaks or other defects. Check the wire which holds the carboy stopper in place to be sure that it is secure and has not corroded.

9.
When carrying acids, move slowly and cautiously to avoid agitating the acid,

10. 
Use only approved methods, tools and equipment to extract acid from a container. Use compressed air only when the container is designed to be used with the compressed air acid transfer method. SUCKING BY MOUTH ON A SYPHON IS EXPRESSLY PROHIBITED.

11.
When mixing acid or caustic with water, pour the acid or caustic into the water; do not pour the water into the acid or caustic.

12.
Open flames, smoking and eating are prohibited when working with or near acid, especially with acid in metal containers such as tanks, condensers or boilers. Use spark‑proof tools when there is the danger of accumulated hydrogen.

13.
Thoroughly wash all small acid containers, such as bottles or jars when they are empty.

14.
Completely drain acid from carboys, steel drums, tank cars and tank trucks before returning them to the supplier.
STORING ACIDS

1.
Store acids only in approved containers. Clearly label these containers. Do not use them for any other purposes.

2.
Do not store acids near heaters, steam pipes or other sources of heat.

3.
Do not store acid on shelves above waist‑high.

4.
Keep all acid containers securely stopped or covered.

5.
If acids or caustics are spilled, flush the spill away with an ample supply of water ‑never tries to wipe it

FIRST AID

INTRODUCTION

The material in this section is intended to act as an overall guide to first aid activities. It is not 
designed as a self‑teaching course, but merely reviews some aspects of first aid techniques for
those who have received training in first aid. The information given is very generalized. Specific action which must be taken at the scene of an emergency cannot be predetermined and will necessarily be modified by the situation. It is important that employees be familiar with the 
contents of this section and local emergency procedures so as to be better prepared to assist fellow employees in the event of an accident. Details for first aid treatment may be found in the American Red Cross textbook on First Aid and the U. S. Bureau of Mines First Aid Manual.

GENERAL

Employees shall be familiar with the basic techniques for first aid so that they may provide emergency treatment to fellow employees. Personnel should be knowledgeable of the treatment of traumatic shock, means of giving artificial respiration and control of bleeding. Preplanning for a potential emergency situation is most valuable. All employees are be aware of the medical services available and how to obtain them.

Where first aid kits are supplied, employees shall be familiar with the location, the contents and the instructions given with the first aid kit. Each employee shall learn to use this equipment so he can render treatment when needed. Except for minor injuries, the service of a physician shall be obtained.

The contents of the first aid kits shall be inspected each week and expended items replaced.

WOUNDS AND CONTROL OF BLEEDING

A man or woman can bleed to death in less than one minute. Therefore, in the event of an injury which results in significant bleeding, immediate steps must be taken to prevent the loss of blood.

Bleeding may be controlled by the following methods:

1.
Direct pressure: Application of pressure directly on the wound. Use of a sterile dressing is preferred. In an emergency, use any dressing or even the bare hand.

2.
Indirect pressure or pressure points: Application of pressure on the arterial pressure points in the arm or leg. Pressure points may be combined with direct pressure to restrict severe bleeding.

3.
Elevation: Loss of blood can be slowed by raising the wound above the level of the heart.

4.
Tourniquet: The use of a tourniquet is a desperation action. It shall be used only for severe life ​threatening bleeding which cannot be controlled by any other means. Tourniquets should be applied as close to the wound as possible and should not be loosened except by trained, professional medical personnel, normally at the hospital. (if the tourniquet is loosened, severe shock can result.)

SHOCK

1.
Shock is present in all cases of serious bleeding. Attention must be given to the prompt treatment for shock.

2.
Shock usually occurs following a severe loss of blood or some type of serious injury.

3.
It can occur from a minor injury or even from anxiety or emotional stress.

4.
Regardless of the cause, the symptoms are the same and similar treatment is required.

5.
Shock is easier to prevent than to cure. Every injured person is potentially a shock victim and should be treated as such, whether symptoms of shock are present or not.

SYMPTOMS OF SHOCK ARE

1.
Chalk‑like appearance

2.
Dull or anxious expression

3.
Shallow breathing

4.
Weak rapid pulse

5.
Cold and moist skin
RECOMMENDED TREATMENT FOR SHOCK

1.
The patient should be kept warm and comfortable, but not hot. In many cases, the only first aid measure necessary and possible is to cover the patient underneath as well as on top to prevent loss of body heat.

2.
Keep the patient’s body horizontal or, if possible, position him so that his feet are at least six inches higher than his head. In any case, always keep the patient's head low. The single exception to this positioning is the case of a patient who obviously has an injury to his chest and who has difficulty breathing. This patient should be kept horizontal with his head slightly raised to make his breathing easier.

3.
Clear the victim' s mouth of all foreign bodies and make sure he is breathing properly.

4.
Loosen tight clothing at the neck, the chest and the waist.
5.
If patient is conscious, hot tea, coffee or broth may be given in small quantities, as the warmth is valuable in combating shock.

6.
Proper transportation is never more imperative than in the case of a person who may develop shock. It constitutes the most important single measure in the prevention and treatment of shock. Use an ambulance, if possible. If other means must be used, follow the above points as closely as possible.

EYE INJURIES ‑ FOREIGN BODIES IN EYES:

1.
When a small foreign body, such as dust or a wood flake is on the eye or eye lid, moderate efforts may be made to remove it. The edge of a clean handkerchief or some similar device may be used. Never use a matchstick, knife or other such instrument that might cause damage to the eye,

2.
Objects imbedded in the eye must not be removed, except by a physician. Both eyes of the injured should be bandaged loose and the employee taken to the doctor immediately. The injured employee should be told to relax and try not to move his eyes.

3.
In the event of chemical bums (whether acid or caustic): Immediate irrigation of the eye with large quantities of clean water is mandatory whenever a chemical substance enters the eye. Flushing of the eye with running water should continue for fifteen minutes.

4.
All eye injury cases, regardless of first aid measures taken, should be taken to a physician to be checked and applicable treatment administered.

ARTIFICIAL RESPIRATION ‑ GENERAL

If help is available, have someone call 911 while you attend to the unconscious person.

1.
Whenever a person is found unconscious, always check to determine if he/she is breathing. If he/she is not breathing, rescue breathing, in order to be effective, must be started within three to four minutes after the patient has stopped breathing. Therefore, start immediately.

2.
In electric shock cases, do not rush in and become a casualty yourself safely remove victim from electrical contacts before starting artificial respiration. Do not move the victim unnecessarily.

3.
Attempt to stop any serious flow of blood.

4.
Clear victim's mouth of false teeth, any foreign objects or fluids with your finger. Watch victim closely to see that mucus or stomach contents do not clog air passages.

5.
Loosen the victim's clothing about neck, chest and waist. Remove climbers and tools.

6.
Keep the victim warm during and after resuscitation. Do not give liquids while victim is unconscious.

7.
Continue uninterrupted rescue breathing until victim is breathing without help or until relieved by someone.

8.
The change of operators, when necessary, shall be done as smoothly as possible without breaking the rhythm. If necessary to move victim, resuscitation shall be continued without interruption.

9.
Watch the victim carefully after he/she revives. Do not permit him/her to exert himself/herself. Treat the victim for shock.
MOUTH‑TO‑MOUTH (NOSE) METHOD OF ARTIFICIAL RESPIRATION

1.
Place the victim on his/her back, Place his/her head slightly downhill, if possible. A folded coat, blanket or similar object under the victim' s shoulders will help maintain proper position. Tilt the head back so that the chin points straight upward.

2.
Grasp the victim's jaw and raise it upward until the lower teeth are higher than the upper teeth; or place fingers on both sides of the jaw near the ear lobes and pull upward. Maintain jaw position throughout the resuscitation period to prevent the tongue from blocking the air passage.

3.
Pinch the victim's nose shut with thumb and forefinger, take a deep breath and place your mouth over the victim's mouth making airtight contact.  

Or

4.
Close the victim's mouth, take a deep breath and place your mouth over the victim's nose making an airtight contact.  

5.
For an infant, place your mouth over its mouth and nose.

6.
Blow into the victim's mouth (nose) until his/her chest rises. Blow gently if the victim is an infant

7.
Remove your mouth to let him/her exhale, turning your head to hear the outrush of air.

8.
The first eight or ten breaths should be as rapid as the victim can respond, thereafter the rate should be slowed to about twelve times a minute for adults and twenty per minute for an infant.

9.
If air cannot be blown in, check the position of the victim's head and jaw. Recheck the mouth for obstructions and then try again more forcefully, If the chest does not rise, turn 
the victim face down and strike his back sharply to dislodge the obstruction. Then repeat the rescue breathing procedure.
 EXTERNAL HEART COMPRESSION

1.
The information given in this section is not intended as instruction for the administration of external heart compression. Such treatment should be given only by persons who are properly trained and qualified. The following is a reminder to those persons of the points to be followed. If not administered properly, external heart compression may result in other serious injuries.

2.
Perform heart compression only when indicated. After rescue breathing has been performed for about half a minute, if bluish or gray skin color remains and no pulse can be felt or if pupils of the eyes are dilated, heart compression may be started. Heart 
compression is always accompanied by rescue breathing. Two persons should perform rescue efforts for the victim; one should give rescue breathing while the other performs external heart compression. If only one rescuer is present, interrupt compression about every ten to fifteen compression cycles and give victim three or four breaths.

3.
Place the victim on his/her back on a firm surface.

4.
Put your hands on the breastbone. Place the heel of one hand on the lower third of the breastbone with other the hand on top of the first.

5.
Press downward. Apply pressure until breastbone moves 1‑1/2 to 2 inches.

6.
Lift your hands and permit the chest to return to normal.

7.
Repeat compressions sixty times per minute.

8.
Heart compression should not be done if the victim has a pulse.
USE OF FACILITIES  AFTER HOURS

No employee will use school facilities after hours for anything other than school scheduled events (i.e. church, athletic events, etc.) for personal reasons. Failure to follow this policy may result in disciplinary actions. 
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